Curriculum for Principles of Plain Language

FAA Course No. 82382

Description

This one-day course is designed for Government employees and contractors who are writing, revising, and editing documents. The training includes a “Powerpoint” slideshow covering the main plain language techniques.  The slides are combined with in-class exercises to give the participants hands-on experience with the main plain language techniques.  After the participants have gained an understanding of the plain language techniques, they take part in a workshop in which they take excerpts from actual FAA documents and apply the techniques to them.
Objectives

On completion of this course, participants should be able to:

· Have a working definition of “plain language”

· Understand the reasons why we are changing the way the Government communicates

· Understand the goals of plain language

· Recognize opportunities for applying plain language elements to traditional Government-style writing

· Successfully apply the main plain language techniques to traditional Government-style writing

Program

8:30 – 9:30 a.m.
Welcome, Introductions, definition of “plain language,” reasons for changing the way we write

9:30 – 9:45 a.m.
Break

9:45 – 10:00 a.m.
The goals of plain language

10:00 – 11:30 a.m.
The main plain language techniques

11:30 – 12:30 p.m.
Lunch

12:30 – 4:00 p.m.
Workshop in applying plain language techniques to excerpts from actual FAA documents

