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-ABOUTTHE DOCUMENT-DESIGN PROJECT

In September 1978, the American Institutes for Research
(AIR) began the Document Design Project tp fpster clear and
-simple Writing and design of public docuinent The pupoie
of the Docuptent Design ProjeCt (DDP) waä to help.make farms,
regulations, brochures', and other written materials easier
fqr people to read, to underStand, and,to use. Carnegie- -

Mellon Uniyarsity and Siegel & Gale, Inc. worked with ,AIR- .

on this inobject. The.project was funded by the Teaching and -/

Learning/Reading and'Language groupat the National Institute
of Edtication.

I.

The Projea's goal was to increase the knowledge'and
skills of people who produce public doctiments. 1To.accomOlish
this gqal the Document\ Depign Project had three tasks:

'Task 1: To conduct theoretical and applied
research studies on language comprehension,,
on the wake in'which skilled,and unskilked
writers work, on problems associated with
different document features;

Task 2:, To bring research inNo practice by
TIUTWIEg with government agencies as they,.
produce materials' foi public use;

,

Task 3: To bring research and practice into
education by developing.courdes on writing'
and design for graduate students and under-
graduates.

If you have questions or comments on this teport or'on
other work of the Document Design Project, contact Dr. Janice-
C.'Redish, Director, The Document Design Center, AIR, 202/
342-5071. .

,
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Introduction

One of the major tasks of the Document Design'Project has

been to provide technical assistance and training to writers

and designers who are trying to improve public'documentsg. In

the ihree years of the Document Design Project, we have

helped writers, designers, and evaluators
in 19 Federdl and local agencies with 35
different.projectsf

developed a three-day course in Simplifying
Documents and trained,42 writers from 15
agenc es;

,developed a three-hour Workshop for Managers
. for supervisors of plain English projects
and trained 70 supergrade executives from
four Federal iagencies;

created a library of over 500 books,
articles, and reports that researchers,
rachers, writers and designerd use;

expanded from the N1E-funded project into a
Document Design Center that provides'free
inforhation services in the form of a news-
letter and a Colloquium series. The newsletter,
Simply Stated, now reaches over 3,000 people
every month. -The colloquia have regularly
brought together 35-50 people, primarily from
government agencies, to listen to researchers
and practitioners and to share their own
experie6ces.

The American Institutes for Research took the primary responsi-

bility for,technical assistance' and training. In the first two

years of the Document Design Project, Siegel and Gale had a person

in Washington working with AIR on technical assistance. She

Contributed in particular to the projects with USDA on the Food

Stainp brochure and the Qdality Book; with OPM on the first

analysis of the 171 form; with IRS on 4lication 590; and with

'the U,4Postal Service on the Consumee'Guide.

In addition, Sieg41 and Gale, through their New York office,

conducted the technical assistance projects on the International



Mail Publication and the New-York City regulation on home im-

' provement contracting. Siegel and Gale staff also helped

develop an early draft of the manual for the Workshop for

Managers.

Technical Assistance Links Research, Practice, and Education

The technical assistance component-allowed us to put

research into practice--to see if the principles suggested by

research in cognitive psychology, linguistics, English, instruc-

tional design, and typography are confirmed when they interact

with each other as they do in any actual document. Researchers

need to'be more concerned with utilization (whether their

results are ever applied outside of the laboratory) than they

traditimaLly have been. The technical assistance component

of the Document Design Project enabled us to work directly

with people who use researchers' findings.

The technical assistance component also allowed us to

bring prae\tice into the research--to select research equestions

that have direct application to actual documenges and ,to use

actual documents as stimulus materials for our ,studies. Learn-

.,
ing about practical problems in document desn 11:ens up new

or-
avenues of research for social scientists.

'Furthermore, each t chnical assistance.project was, in

fact, a, research study- e learned about how writers and

:designers work and abot the effects of a particular inter-

vention, the Document Design Project's assistance. Working

with the people.and the systems that produce bureaucratic docu-

ments has increased our understanding of the problems that

writere.have and, enabled ua to develop better education programs

io trfr4njtture writers and designers.

2
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Criteria for Technical Assistance Projects

'We selected projects for technical assistance on the basis

several criteria:

The document had to be of critical
importance to large groups of vulneieble
people. We,00k into account*.

- the size of the population affected

- #ow dependent people are on the
. document

- how much hurt or lyss people will
sustain if they cannot 'use the
document.
,

The agency that produced the document had
ito be interested in the project; and willing
to cammit resoures--people and time--to

sit. ,

Thdocent had to expand the range of
4

e umdocuments

we worked with, so that we
could find out how our research-based
knowledge-of document design applied to
different situations (e.g.,,regulations
ftamp,-notices, information booklets).

. The agency shodld have keenlalling to
. evaluate the document as part-of the

project.

Because of the importance of our first criterion, we

were partimilarly concerned with docum nts that affect poor

people and minority populations. Am6ijg our most important

.projects were prO)ects tà simplify financial aid forms,

tax forms (including Spanish-language publications), infor-

mation about Food Stamps, fire safety standards for group

homes, and medical con'sent forms.

3 9



How We Set Up a Technical Assistance Project

The contact that developea into a technical assistance

project could have come from us or from the agency. An agency

may have called us and asked for assistance, or we may have

come across a document that-met our criteria for technical

assistance and then contacted the agency.. Once the contact was

made, we required that the agency,

o' be willing to commit time and people to
the project,

and

consider evaluating the original and/or
rewritten document,

sign a letter of agreement in which we
described the'project and the roles of DDP
and the agency.

We'worked with agency staff at the middle and upper levels

,(Gs-a through SiS)--Rrimaiily lawyers, but also writer-editors,

economists, and professionals in other technical areas.

What We Did in a Technical Assistance Project, w

,(' Our team of linguists, research and evaluation experts,

lawyers, and graphlc designers worked on projects involving

forms and their instructionb; regulations, guidelines, and

legal notices; booklets and brochures-. We also conducted

-workshops and One-on-ong triining in clear writing and document

'.-clesign. Our purpose was not, to do he agencies' work fo them,.

but rather to teach them how to..cla and simplify thei own

documents, and o reduce t1h burden of aperwork for ll those

affected by a ency documents.

p.

We.performed linguistic analyses an critiques
of all types of documents, diagnosin problems
and making recommendations for r visi ns. In
doing this, we took into account h#audience
for the document and the system wch created
the document and in'which the document fufic-
tions. ,

10
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We edited and helped rewrite docuntents of
all types,.according.to our'research-based

' guidelines for clear writing. We worked
'directly with agency staff on specific
documents to build their capacity in clear
writing. %me,

We performed graphic analyses of forms,
brochures, and other documents, providing
recommendations for redesign based on
research-baped guidelines and sound graphic
principles.

\ /
We helped.agencies to redesign public-use
forms and other documents, taking'into
account the audience and the system.

\
We helped agencies to evaluate their docu-
ments to find out how usable and understand-
able they are. We helped agency staff design
studies, create test instruments, anilyze data,
and interpret results.

We structured each project to meet the needs and resources.

4( the agency. One project may have only involved anaYyzing a

form wOhe another included helping agency.staff to rewrite

and redesign the forme. One project may have involved only a

training session while in another the training was a prelude

to working over a longer period on specific documents. We

encouraged all our clients to evaluate their redesigned forms

and rewritten documents and helped them design an evaluation

that would fit their needs and their resources. Ouy'seminars
00

and workshops focused on some or all of these tasks, depending

upon a given agency's needs.

tat



Our Technical Assistance Projects
4.

Over the past three years, we worked with 19 agen

on the following types of projects:

A. Forms--and their instructions

B. Regulationsincludiag-agency guide-
lines 'and legal notices

,

C. Publicationsincluding booklets,
brochures, patient labels .

D. Worki!hops and seminars

A. Forms--and their knstructions.

Ag'enCY4' Project

Department of Education (E15)

Office of Student Financial
Aisistance (OSFA)

Internal Revenue Service
(IRS) Forms and PubliCa-
tions Divibion

Internal Revenue Service
(IRS)

U.S. Postal Service (USPS)

Immigration and Naturaliza-
tion Service (INS) Forms
Control

Mate Houst Consumer Affairs
Council

White House\Consumer Affairs
Council

Office of Personnel Manage-
ment (OPM)

National BureaU of Standards
(NBS) Center-for Fire
Research '

Department df Housing &
Urban Development (HUD)

ies

f

Analyze the BEOG (Basic Educational
Opportunity Grant) forms

Work with staff to rewrite instruc-.
tions for Forms 1040, 1040A, 4684, .

and Schedules A, B, C, E, R, and RP.

Field test draft:1979 forms

Help design and evaluate.customer
service card

Work with staff to revise1-20
(Foreign Student) form and instruc-
tions

Develop censumer response korwpfor,
EO 12160 .

Help develop reader survey form for
newslettfi

Serve on.interagency,task force to
revise 171; analyze 171 form;
suggest revisions to text and 4
format

Help'redesign and revise forms and .
instructions for ratinfr group homes

Evaluate loan

6
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B. Regulations, 9ilidelines

-Agency

DepArtMent of Housing &
Urban Development (mm)

0
*.

Internal Revenue Servi6e
(pS)

SoHal Security,Administra-
tion (spA)

reeterk Communications
c.edmmission (FCC)

Deriai.trrient df Health and-
Human Services (HHS))

U.S. pep.rtmentof 'Agricul-
ture (US ) Food Safety and
Quality Se ice (FSQS)

Federal Trad\Commission
(FTC)

-

New York City Department
of Consumer AffaiFs'

Department Of Health and
Human Services (UHS)

Health:Care Financing n
Administration UHNUO

4.-

Legal notides

Erject

'Help revie' privacy act regulations

Analyze notides

Analyie rewritten regulations

Help plan Anddarry put evaluation
of Marine Radicloregulations

AnAlyze and integrate three related
regulation4''

Work with staff to tufn informal
gpidelines into a clear regulatIbn

Help revise guidelines for public
participation in rulemaking_

Help revise law and regulations cn
licen ng of hOmerimprovement
contra torS

Help p oduce and improve guidelines
for p lic Participation

Review and suggest improvements for
guidelines to states on administer-
ing a Med;daid program



Publications, brochur

Agency

Fbod and Drug Adminisrtra-
.

tion (FDA)

U.S1...affepartment.o Agri-
culture (USDA) Of flçe of
Public Information

Federal Communications
Commisiion (FCC)

s, patient labels

Internal Revenue Service
(IRS) ftrms and Publications
Division

U.S. Postal Service (USPS)

U.S: Postal gervice (USPS)

4.

I tevnal Revenue Service
( RSN. Ado'

Na ionll Institutes of
Health (NIH)

National Institutes of
Health (NIH)

U.S. Department of Agricul-
ture (USDA) Food and Nutr-
tion Service (FNS

(4

Pro ect

alyze four patient package
lpserts (PPIs) for Valium

Help write and evaluate.new
raormation brochUre aboUt Food.
mps

Iteview consumer information booklet,
on broadcasting rights and obliga-
tions

Help rewrite publications
on Indi.vidual Retirement Arrange-
ments (IRAs)

'4

Analyze and suggest graphic revisions
for International. Mail publication

Analyze and tuggest revisions for
Consumer Directory 4

Help revise Spanish7language tax
publications

Analyze and edit medical.research
co#sent forms; create guidelines
for writers

IS.

Create guidelines for writing
assent forms for children

1161p evaluate distribution system
for brochure



vorl

D. Workshops, training, seminars
:1;.

Agency Pro.ect

Food and Drug Administration Training seminar in document design
A(kDA)

Social Security Administra- Training seminar in Clear regula-
tion (SSA). tion writing

Internal Revenue Service
(IRS)

Bureau of the Census"

Multi-agency

Multi-agency

Federal Trade CommissiOn
(FTC)

Federal Communications Com-
mission (FCC) *

Department of Aeucation (ED)
Office ot Student Financial
Assistance (OSFA)

Food and Drug Administration
(MA) Bureau of Medical
Devices

National Aswciation for
Volunteers in Criminal
Justice

Seminar on clear writing for 150-'
175 tax law specialists

Work with task force to set up
consistent procedures for trans-
lating census documents into Spanish

Set up conferences op how Federal
agencies should communicate with
Hispanics

Three-day workshop for government
writers--"Simplifying Documents"

Half-cfay workshop for managers=
how *to review documents, how to set
up a document simplification project

Workshop on clear writing.principlee
for writers of guidelines

In the next section, we highlight seven of ,these projects,

including "before-and-after" examples of our work. The thirdr
- tr

sect;t6n of this report consists of brief descriptions of

each of the projects.

9





EXAMPLE 1
Writing Regulatidns That Non-Lawyers Can Under6and:
Department of Housing and Urban Development

Why We Selected This Project

The Privacy Act of 1974 vohibits unauthorized use ok

records that Federal agencies keep about private' citizen's. It
A

also allows people to see, copy, or correct information about'

themselves in these records. Anyone Tric-;--has dealt with a

Federal agency may soMe day-need to-refer.tcrifivacy act

regulations. Yet only a lawyer could understand therregulations

that Most agencies wrote to describe4low people can get access

to their recOrds.

What We Did

Shortly after the pocument 'Design Project began, we had tfie

Opportunity tO describe the goject at ant/open meeting of the

American Bar Association's Committee on
)1,

egal Dtafting.

Mr. William Granik, a lawyer in HUD's' Office of,Regulations,

was at that meeting and expressed enthusiastic interest in a

joint project to rewrite HUD's privacy act rules (24CFR16) ag

a model for that agency of hold to write plain English regulati,ons.

With the strong support of Mr. Burton Bloomberg, Director of

.the Office, and the help of the Document Design Project, Mr. Granik

reorganized and rewrote the rule.

The changes are striking. The new regulation addresses the )11

ieader directly as "you" instead of presenting information' in

the morp formal and abstract third-,person "any individual:" The

new regulation guides you through the rule with a more informative

table of contents and a totally new "signpost section" which lists

each right you have under the Privacy Act and where in the rule

to find information about that right. Each sectipn also begins

with a statement of its purpose so that you,can tell. .immediately\j

if you have found the section that you need.

11
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In the old rule; you had to wade through sentences as long

as 127-yords. In the new rule, this one sentence has become four

sentences of approximately 30 words. By following the Document
, .

,

Design Project's gUidelines, HUD has written a regulation that
a.

is not only much easier for people tip upe and to understand, but

that also carries much friendlier tone; the agency comes across

cas wanting to help eople.exercise their rights.

HUD propdsed\the plain English priliacy act regulations in

lie Federal Register of July 21, 1980, aCknowledging the help-of

the Document Design ProjTct at some length in the preamble. Here's

what they said about our help:

In recodifying these regulations, the
HUD Office of Regulations used the
Document Design Project ("DDP") as-

, consultant The DDP is &project at the
American Institutes for Roseau's!).
Waston. D.C. funded by the
National Institute of Education:I

The proposed rule is a complete
revision of Part le which uses simpler
logos* and oho:to...softness
throughout the regulations. In addition.'
we have rearranged the present sections.
of Pert le into tuferdu that is more .

convenient for the reader. Moreover, we
have proposed a number of minor
chines in the present Privacy Ait

__procedures at HUD, to make the . .

done more consistent intsinilly.
We have used two new techniques.

suggested by the IMP consultants, to
Eike the revised regulations more
understandable. First, we have written.
them, partly In the second person. using .
"you'tinsteid of the "individual" to
refer to the reader. Second, the revised
regulations contain a "sign post" section

16.3) which explains to the rOder,
which sections to consult in order to
exercise specific rights under the
Privacy Act.

(Federal Register, Monday, July 21, 1980; vol. 45, No. 141, p.48655)

12
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Regulations:are reference documents: People go to them.

looking for answers to specific questions.' But most regulations
. ,

never clearly tell the reader what the regulation is about or

wilere to lind information. A signpost section tells the reader

what'is in the rule and how it is organized. The reader can

go directly,to the one section that dovers his or her problem.

A signpost section saves the reader's time and makes it much,

more likely that the reader will find'what he or she is looking/tor.

Here is the signpost section of the new HUD'Privacy Act

Regulation:

ti.3 Nor; to Exorcise Yaw frighteanthor
the Prtyacy1401.

hePrivacy Act gives you the
following rightic

(a) Right tv jYnd .out what records
about you HUD may have..11 you want
to find out whether HUD is keeping any
recordiabout you. follow the
instructions In If Mk "How to get
information about HUD records".

(b) R(ht to sea or get a chpy re any
record about you.lf You want to see ar-
got a copy of any HUD record about
you. follow the instructions in )18.8.
"How to am ar copy HUD records".

(c)/101 to comettrey record about
you. If you believe that there is an error
Inawl= record about you and you
want to have It corrected. follow S.*

' instruction, la I 111.114 'How ia correct
HUD records".

(d) Right to appea at/en/al of any
request that you made. U HUD has
denied any request that you macht to sae
or copy record or correct a record, you
may appeal from this decision by
following ihe'procedures described in

le.10. "What you can do If Hull
denies your request to see or copy HUD
records." or 1 16.13. "What you can do if
HUD denies your request to cored HUD
records".

(a) Right to sue HUD M court Your
right to sue HUD in court for violating
the Privacy Act is explained in I 113.18t
"YOur right to sue HUM.

13
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The Document Design Project's research shows that people

reading regulations are trying to understand what they should

do or what someone will do for them. Most regulations, however,

.are written as if there were no actors or actions; they are full

of passive sentences with lots of nouns and very few verbs.

Readers have to take the time to translate the regulation',s

legalese_into "scenes" for themselves. The plain English

regulation saves them thdt translation time. Here is an example

of how we translated legalese into English in the HUD Privacy

Act regulations:

Before: After:

P16,9(c) The followin0
criteria will be
considered-by the
Piivaoy Act Ofificer
in reviewing d request
for correction or
amendment:.
(8) The propriety and
feasibility of complying
with the specifid means
of correction or amend-
ment requested by the
individual.

k,

4

14

1)1C12(c) Iry Making a
decision on your request

- tne Privacy Act Officer
will consider the following:...

Whether there are any
probleMs in correcting
the record in the way
that you request.

2 0
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EXAMPLE 2
Evaluating a Plain English Regulation:
Federal-Communications Commission

Why We Selected This Project

The Federal Communications Commissi,on rewrote Part 83

of TAtle 47 of the Code of Federal Regulations in gain English.

Part 83 deals with rules governing the use of marine radios for
4

recreational boaters. The FCC's goal(was to produce a low-

cost booklet of rules that the 300,000 recreational boaters -

who have two-way marine radios on their-boats would find easy

to use And understand.

The -final revised version of this regulation consists df

22 rules in an 11-page booklet. These 22 rules were extracted

Yfrom a much larger volume-of rules that regulated radio com-

munication on pa'ssenger and commercial vesgels as well as on

recreational boats. In revising the rules, the writers used

plain Enqlish and other document design principles such as

headings. tables, highlighting techniques, and whe.,,i.te space.

The FCC thought that the revised rules,-were tlearer, more

readable, and easier to use than the original volume of rules,

so they asked the Document Design Iroject to assist.them in

developing and conducting an empirical evaluation to tc'st

whether the revised rules are in fact more effective than the

original onee% We agreed to participate in this projA, be-

cause we haveslaeen trying to.convince agencies that documents

can be evaluate empirically and had been Looking for a case

study of an empirical evaluation.

What We Did

Document Design Project staff worked closely with FCC

for over,a year to'develop the evaluation design, plan the

sampling and data collection procedures,develop the test,

and analyze the'data.

15 ;21



FCC (with DDP's help) measured how effective and useable

the regulatioris are by testing performance on a 13-item test.

Each item presented a scenario or asked,for information that

required the subjects to identify the proper rule and then to

apply it correctly. Some test items called for more informa-
.

tion than others, and were given more points. A total of 20

'points was possible. Data were also collected on the amount

of time subjects took to answer each qUestion and on subjects'

ratings of the difficulty they had in using the regulations.

Thus, there were four scores available for each subject: the

number of answers correct (out of 20); the number of rules

correct (out of 13); the average time per question; and the

rating of difficulty.

One-hundred and six subjects participated in the evalua-a
tion. One of the FCC4concerns was whether experienced

boaters could use and understand the new set of marine radio

rules. A group of 54 members of a local Power Squadron, an

organization comprised-Of experienced'recreational boaters,'

volunteered to participate. Another group of 52 new FCC em-

ployees with no boating experience participated to test whether

experience influences use and comprehension of the new rules.
1

The evaluation consisted of a 2x2 factorial design. Sub-

jects with and without experience were randomly assigned either

the revised or the original set of regulations. The performance

of each group on the criterion measure was.compared by analysis

of variance. FCC staff administered the evaluation so that the .

data were collected, scored and analyzed under standard condi-

tions.

The rebults demonstrated that the new regulations were

significantly superior to the original set of rules on all

measures. For both the experienced and inexperienced boaters,

using the new regulations resulted in more correct answers,

more correct rules identified, less time per question to answer,

16
22
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and lower (i.e., easier) ratings of difficulty. The evaluation

data support the use of document design principles for making,

public documents more understandable and easier io use.

1. Both groups answered more questions correctly from the

new (plain English) rules than from the old (legalese) rules.

Figure 1 Illustrates the average number of qUestions that the
two groups answered correctly,

20

EXPERIENCED
USERS

_11 INEXPERIENCED
Tho USERS

Old Rule New Rule

- FIGURE 1. The average number of questions
answered correctly (ota of 20)
by using old and new recreational -

boating rules.

1123



2. Both groups had the same reaction tia. the old and the new

regulations. They thought the old-Dne was very difficult and the

new one was easy to use.

Old 5ules New Rules

EXPERIENCED
USERS

.../1 INEXPERIENCED
USERS

FIGURE 2. The average ratings of how difficult
it was to use the new and old rules.

24
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EXAMPLE 3
Simplifying Tax, Instructions:
Internal Revenue'Service

Why We Selected Thie Project

The Internal Revenue Service (IRS) has become increasing-

ly aware -in recent years that taxpayers have difficulty under-
.

standing and using tax forms and instructions. .,Error.rates

are high, and even people with straightforward, simple tax

situations would rather go to a tax preparer than try to

tackle the tax form. As part Of its-attempt to improve this

situation, the Forms and Publications DiVsion of IRS asked

the DDP to teach its writer-editors and tax-law specialists-'

how to simplify and clarify the language of tax forms and

,instructions.

lat We Did
)

,

We began with a one-afternoon introductory workshop for

.about 175 writers and iax-law specialists. In the workshop,

we presented.and explained general guidelines for clear writ-

ing ,An publi,c documents and then demonstrated how the guide-

lines apply to problems in IRS forms and instruOtions4

After that initial session, we began working with dif,

ferent groups in 'the IRS Division that

$ are responsible for updating evising tax forms and sched-

tes. Together, we negotiated changes to simplif and clarify

the forms andOstructions for forms 1040 and 104 A, form

4684 (on casualty and theft loss), schedules A, B, c, E, R,

and RP.

In addition to this' work, DDP conducted four'other tech-

nical assistance projects with IRS:

19 25



We advised on and participated in
a field test of the 1979 form 1040.

We helped revise publicatiaT 590 on
Individual Retirement Arrangements.

We helped rewrite the Spanish-language
publication, Guia _para preparar la
declaracion del impuesto federal sobres
ingreso personal.'

We provided 'expert analysis of two versions
of notices that IRS sends t6 taxpayers.

Here-is arexample of instructions that were total;

written during ourogeekly revisionseseions. They are fot

Schedule E. Note that the old version'begins with a fact that

doesn't seem relevant to filling out the form at ill. The new

version begins.by telling the.ieader What the form is r and

then relates the first fact to whY people use this form.

Before

Part I
Pension and Annuity Income
General Rule for Annuities
Generally, amounts you received from
annultiewand pensions are Included In
yOur income in an amount that Is figured
on your ilfe expectancy. You may find,thle.
computation and your Ilfrexpectancy
multiple In Publicatioal7s, Tax
Information on Pension and Annult/
Income. -

Once you figure the excludable amount
for a full year it does not change, so you
will not have to refigure the amount to .
exclude each full years In making thls
computation, you icon get help from the
Internal Revenue Serv
the payer of the annuity or

If you dld notreontribute to
your pension or annuity, or your e
did not withhold part of the contra
from your pay while you worked, th
amounts you receive each year are
taxable. Report your annuity on
1040, line 17, instead of fic eL

s well as from
slon.

st of
lbyer
cost

Ily

20

&ter

Purpose
Use Schedule E to report Income (or loss)
from pensions and annuities, rents and
royalties, partnership% estates and
trusts, and smell business corporations.

Part I .

Pension and
Annuity income
Note: For more information abourpension
end annuity income, see Publication 575,
Pension end Annuity Income.
Genersliy, you must use Schedule E
to report pension and ennuity income if
the amount of that income which you

'received In 1979 Is not fully taxable.
There are three methods of reporting
your pension or annuity income.

Method 1
The pension or ahnultk payments you
receive ere fullytexable If:

You did not make any contributions
(Including contributions withheld from
your salary) to your pension or annuity, Of

2 6



These.next examples are from rorm 4684 - Casualties and

Theft. The original purpose sedtion, whigh was not-very-explan--
\

atory, has been replaCed with a true explanation of the purpose

of the form:

before

. Purpose of this Form.Form 4684
gives general instructions for casualties
and thefts. It may eliminate the need foe
completing part or all of Section A of Part I.
Form 4797, Supplemental Schedule of
Gains and Losses. Attach Form 4684, ni a
statement that shows your computation,
to Form 1040.

_In the

explanation

plgCed} by a

Before

After

Purpose of Form:
Use this form to figure your gain or loss

from casualty or theft if:
More than one item was lost a
damaged by one or more casualties or
thefts, fl

You had more than one casualty or
theft during the tax year, or
The casualty or theft was to trade,

, business .or income-producing prop-
erty.

Use Part I to figure your gain or loss.
Use a separate column for each item lost or
destroyed, by one casualty or theft. Attach
additional sheets if 'cessary. If you had
more 'Nan one or 1r theft - the
tax -take -or

"Before" version, a veryconfusing and contradictory

of how to treat casualties 4nd thefts has been re-,

simple and well-raid-out list.

A. Casualties and Thefts, In General.
Generally, losses and. gains from casualty
or theft will receive different treatment.'
See instruction C for treatment of a gain
frorn a casualty or a theft.

Any loss arising from fire, storm, ship-
wreck, or other casualty may be a casualty
loss deduction. A theft loss may be de-
ductible. It includes larceny, 'etrnbezzle-
ment,. and robbery.

After

Casualty .or Theft Lasses You May Deduct

You may deduct any loss aiising front
fire
storm
shipwreck
other casualty
theft (for example, ldrceny, embezzle-

' ment, and robbery-)
aimage to a car that is not the result
of a willful act or willful negligence of
the driver

Although the explanations in the new form tended to bp

longer than those in the old instructions, we also eliminated

redundant and extraneous information. This made the new version

much shorter than the old one, and allowed us to add line-byr:

)1ine instructions.
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EkAMPLE 4
Simplifying the Basic Grant Application Form:
Department ofEducation, OfficirOf Studentfinancial-Assistan

Why We Selected This Project

More than five million students apply every year for

kFederal grants to pay for their possecondary education. In

the past, many app icants have hail' problems with the Basic

Grant form and instructions. Thirty-four percent of the 1979-

1980 Basic Grant applications (and 45% of the applications

using the College Scholarship 8ervice's form) ,could not be pro-
\

cessed because studentsAor their parents) did,not fill out

\ the forms correctlir. Some applicants had to return their forms

four or five times before the answers were complete or consist-

ent enough to be accepted. Some gave up trying.

The Basic Grant is an ent'tlement program meant to provide

help to tho.se least able to-pay for further education. Stu- \

dents who demonstrate financial need, who meet other criteria

for eligibility and whO fill out a,complete, Correct application

Ar awarded\a grant. If the complexity of the form and instruc-

tions keeps'eligible students or their familied from applying,

the students,lose atit on money to which they are otherwise

entitled. Those who need the money most are often those whd

find the form most difficult.

What We Did

The Document gn Project worked with the Basic Grant

Branch in t e Spri g of 1979-to slmplify the financial aid

package. To ether We'reorganized(and simplified the wording

of.the introductory information. We introduced color codihg

to,help students and parents find their separate paths through

the fornt: We reordered the financial questions to allow students

28
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and parents who d6 not file an income tax return to skip qu,es-
,

tions that ttley are not required to answer. We helped people

prepare to fill out the forms by 'telling them what other,mater-

ial they would need to fill out the forms.

All of these changes reduce the burden the fotm places on

. the applicant, resulting in large savings of time'and frustra-

tion. In the year after these changes were introduced, thei

error rate fell significantly.

Document Design Project research has shown that section'

head43s, which are usual,ly noun strings, often confuse people

instead of helping them. Because readers are looking fbr answers_

to questions, writing the headings as,questions helps the reader

find the correct section quickly. Here is an example from the

introductory information in the Basic Grant package.

Basic Grant ipfore:

, Student Eligibility

You will be eligible for a grant if you meet all of the
foliowini important criteria:t1. You h&c) been de mined to meet the Basic Grant

financial need req. reme.nts. _

2. You will be enrolled in an undergraduate course of
study and have not previously received a Bachelor's
degree from r institution. .

3. Yr- will '' onat ' *t a half-tia basis in
.. ,,,

Basic Grant after:#40

Who.can get a Basic Grant?
You can get a Basic Grant for 1980-81 if ail these things are
true:

1. You show that you have financial needyour education
costs more than you .can pay.

2. You ere a U.S. citizen or an eligible noncitizen. (See page 4
for a list of eligible noncitizens.),

3. You do not P' e a Bachelor's degree.

4. Both I and your program of study are
Or' " m eet t' - require, of the Basic
r , . -It - a
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In the old Basic Grant .packagec the Instructions section

began with several admonitions--not with any information that

would help the reader get started. InsteadAlf inviting people

to apply, it seemed,to be trying to turn them away.

Basic Grant before:

Instructions
It is important that you read the instructions while com-
pleting the form. If the form is completed correctly, your
application can be processed without unnecesaary delay.

Every attempt has been made to include only, those ques-
tions that are absolutely necessary. All information will,
of course, be treated confidentially.
Your application must be complete and accur*.
Students receiving Basic Grants based on lforrect infor-
mation submitted on the edification will have to repay
any funds received and may also be subject to further
penalty.
ALL QUESTIONS MUST BE COMPLETED, EXCEPT FOR.

5, 7, 8,14 AND 53 WHICH ARE OPTIONAL

30
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/n the new Basic Grant package, the Instructions begin

by helping people gather together all the papers they will need

to copy information from. This saves time and frustration late

and helps people get-organized for the tasks ahead.

Basic Grant after:

I nstructione
-

Getting Ready
First, be sure yoy halve read and understood the first few
pages of this booklet

Bec
Yo

use you will need to give financial information for
f and/or your family, you should get together these

rds:

1979 U.S. income tax return (Form 1040 or '1040A)
W-2 Forms and other records of money earned in 1979
Current bank statements

Current mortgage information
--Records of medical or dental bills that were paid in 1979

Business or farm records
Records of veterans benefits or social security payments



EXAMPLE 5
Simplifying Forms for Immigrants:
Immigration and Naturalization Service

Why We .lelected This Project

The forms and-documents that foreigners and immigrants

must deal with in order to be permitted to stay, work, or

study in the United States are particularly onerous for-their

audience. These documents suffer from mariy of the same de-

fects as other bureaucratic documents--poor layout, tiny print,

cramped writing spaces, and bureaucratic and legal jargon.

But in addition, the people who must read, unddrstand, and

fill out the forms are usually not native speakets.of English.

Documents that would be difficult for native English speakers

become enormous impediments,for non-native English speakers.
-41*

Since many of the foreigners who initially fill but these docu-

menti later become U.S. citizens or permanent-residents, it

seems a shame that their first contact with the U.S. govern-

ment and its paperwork should be so unpleasant.

The DDP6Lworked with INS staff to improve a form that af-

fects both foreigners and Americans: the 1-20 "Certificate

of.Eligibility" for foreign students. The audiences for this

form are foreign students and also the foreign student ad-

visors at American universities. In fact, most of the com-

plaints that INS recy.ves about this form come from the native-

English-speaking foreign student advisors. They find the forM

illogically organized and'too cramped for adequate answers.

Working with aNs staff and a representative from the National
,

Association of Foreign Student Advisors (NAFSA), we also found

that the form was asking the.wrong questions, that it was

very difficult to find specific information on the form, and
,

that the language was far too difficult and bureaucratic for

either fits intended audiences.

INS and DDP tOgether reorganized several parts of the

form. This can be s-een from the differences on the first two

'pages of the old and new form that follow page,28. For example,

27

32



We separated the student's income and
expenses into different sections.

We placed Remarks (#8) before the certifi-
cation (#7), so that the school official's
signature could logically follow the certifi7
cation.

We arranged the vAA.ous small boxes on the
page to eliminate wasted space, which allowed
us to increase the type ?size to make the text

*more readable.

We eliminated outdated and irrelevant
content.

We reordered, simplified, and clarified the
information on all the pages.

We added informative headings throughout
(s.de especially page 2), and used bold-face

% type to highlight headings and important
information.

The revised 1-20 form was approved by INS, the State

Department, and the Justice Department in the autumn of 1981,

and is now officially in use.

a
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BEFORE

Named StudentFamily Name COW Letters) net Name Middle Name

Dale ro sirm dor, run 'country &girth ICcuntry of Nationality

READ CAREFULLY THE INSTRUCTIONS ON PAGE 4
Name al School

Wool Mold To Ige Notified al Student's Arnie' In U.&

Address of School (include Zip don)

it le hereby melted as hilseim

CERTIFICATE

OF

ELIGIBILITY

(FOR NONIMMIGRANT "11.1"

IITUDEXT STATUS)

Viss Issuing Pat

I. This certificate is being issued to the student for (Chun one)

a. 0 Initial attendence al thie semi, b. 0 ContInuetIon altar lenporary abeam wan the United States. The student's authorized stay, as it snare on
. Form 145 in Me student's passession, walrus growth, day, yaw) a. 0 Other goofy)
2. Troeurant norms has bean asceeled far a full count of study In Mauna (if (he student min appear on or before specified data, specify that date here .)

The student will be apnea 10 awry full program of study se defined by immigration regulation, 8 CFR 214.2(t)0a), and this institution. (Schools which devote themselves

eidusently or prInwily to vomiting', team& ar longue*, Instruction must complete the following: The student Will be apected tocarry a minimum of clock hours
week.) The student's molar field al study is , normally requiring gpscify :math of proposed course) and willbe
apnea locampiele the required studios' this institution not later Man

& The school ime determined &remelt, ermlualon al the student's quellflations that the student hes sufficient scholastic preparation to undertakea full course Of study.
4. ONO CM MO nal in 414*0011114111.

a. 0 Proficient ki the English Inman le requWed and the school in determined that the student hes the require:I proficiency.
Isis for delerminsticer

b. 0 Proficiency In the Englia language is required. If the student lacks itch proficiency, (he student will be:

O Enrolled in a full coursed study al EnglIsti In this school.

O Moen andel Imeration In English, what will anal of
c. 0 Proficiency in the English language is not required. Explain:

fia. The present scedemloyeer for other acedsmiolerin of months) cost for tuition and fee Is (he average sadando-year lor other acaderolo-tafm) coat
for living and Incidental sepenn is atkneled to hi Totel oost for aniciamlayeer (or other acerismio-tarm) is estimated to bs i (Expenses for (he
summer not inokided in then figures.)

b. of IMng and Incidental sperms for the summer period pr outer non-scalarnio period) of Months

S. The atorklff mem ID MOO thsusatlnsted in item Oa and (lb above by (Amount Academic Year or
completing ihe following lona and fill In inappropriate): other tame of months)
O Sddelhiplgrsflluslstenishlpfromthissdtoolsta par until
O The Masa has been offered ceenpue =payment which will not displace U.S. resident end will not affect the $

student's ability to awry a full Coursed seedy. The rale of pay is Per (enter estimated pay for academic year)

O SclulareNplgrantl 'Nen ',Mbar moos (epeolfy mum ) g

P

O Pomona or honer
o until

school hst received verlfintion that them funds are available).

O Summer or other normizetismio yaw avenges will be met by (a:plain)

Ton: (Must if lent equal items GI mid Sib above.)

T. This school for if approval not in its own nuns, the 8cbool District under which It operates or

School of which II le part) um approved far attendance by nonimmigrant students by the Immigration and Naturalization Service on

Me number San approval hes not been revoked.

S. REMARKS

'For Immigration official

FORM 140A MEV. 121011I)N

Signature of school official authortzsd by the ichool to issue Forms I-20A. I certify that Me above Intro-
minion Is true and =rem.

g

#
Title

2 9
()

3 4

Oats of Issuance: (This certificate expires
ta months after (he dats of issuance)

ill
UNITED STATES DEPARTMENT OF JUITICI imrnierallen end Naturalization &ma.



I.

Of THE IMMIGRATION AND NATIONALITY ACT

1, fisele tO enter Ce reMeln 16 the United IMMO tillenPOrWIly and Kliery for the purp011e 01 PurflUing a full =reed stoffY iff the sth001 named on
peas 1 d-1 this form.

2. PROM print nunaln full 3. MyMaximum anticipated stay is (Months or Yews)

4. My ackoadonal obfficthre le

5. I am financially 01,10 support myself for the entire period ci my stay in the United MAN stile pursuing &full course ol study. (State source
and amount 01 Oulfflarti) (Documentary evidence cil ~Not ectual support must be attached to this form)

I. I IWO Mended (NWneof Sffeall) 0119, (stale) gauntry)
i

7. My mace field (Arad's§ wee, ' I. I completed such studies on (Oate)

. Yff Person most closely raffled to me who lives outside the United Stale ie:.

. (Relationship)

I

(Address)
.

10. The person mast closely relaled to me whO livir in the UMW Stales Is: (If yau have

p alms)

.. .

i _

no relative in the UnIted States,
(Relationship)

give the named friend.)
(Address)

It, 1 undwitand the following:

a. A nonimmigrant student applying for edmiasion to the United States for the first time after being issued an f -1 (student a) visa, will not be admitted unfurl the atuderit
intends to attend the school omitted in that visa. Therefore, if before departing for the United States the atudent decides to attend some other school. the Itudent shOU
communicate with the Owing American comelier off ice for the purpose of fing such other school opecif led in the visa. Any other nonimmigrant student will not
admitted to the United States unless the student intends to attend the school specified in the Form 1-20 or Form I-94 which is presented to the immigration officer at the
ol entry,

b. A nonimmigrant etudeM Is not permitted to work off-campus for a wage or salary or engage In business while in the United States union permission to do so has first
been granted by the Immigration and Naturalization Service. A student who requires employment (1) because of economic necessity due to unforseeen circumst
arising alter admission, Or (2) to obtain practical training. may apply'tg the Immigration and Naturalization Service on Form 1-538 tor permission to accept ouch emp
mint. Additional information concerning employment islet forth in Form 1-538. The alien opouse or child accompanying or following to loin a nonimmigrant Itudent is
permitted to work in the United States.

c. A nonimmigrint student is permitted to remain in the united States only while maintaining nonimmigrant student status, and in any event npt longer thanthe period
dud at Ine time ol admission (or change to student claudication) unless do student applies to the Immigration and Naturalization Service on Form 1-538 in accords
lerM the instructions on that form between 15 and 30days prior to the expiration 01 tro period of authorized stay and obtains an extension of may.

d. Each year, every noniMmigrant student in Ms United States on the first day ol January must submit by the 31st oVanuary a written notice ol ire address to the
immigration and Naturalization Service. in addition, a notice must be sent within 10 days after every change of address, egardleas of whether the student moves. each
nonimmigrant student is required to file written notice 01 his/ heir address every 3 months. Printed forms obtainable to the United States immigration office or poet Off lOs
shouid to used In making the annul address reurt, the chug, of address report, Wld the 3-month address report.

e. At the time a nonimmigrant student Muerte from the United Stales, IN temporary entry dwmit (Form I-04) Is to be surrendered to a representative of the oteamship
airline if departing vis a seaport or airport, to a Canadian immigration officer if departing across the Canadian border, or to a united States immigrationofficer if departing
across the Mexican border.

f.
.

A nonimmigrant student may remain in the United States temporarily only for the purpose ol pursuing a full course of Itudy at a Noodled school. If , after being admitt
the student desires to transfer to another school, the student must make written application on Form 1-538 for permission to make much a tranffer, The application must
submitted to the office 01 the immigration and Naturalization Service having luriediction over the area in which the school from which IN student wishes to transfer
located, The application must be accompanied by Form 1-20 completed by the school to which the student wishes to transfer. The studint may not transfer until the appli-
cation is approved, The application-will be denied the Itudent failed to actually take a full course of Itudy at the school the student was last authorized by IN Service t
attend, unless the student establlehes that failure to do so was due to circumetances beyond It's control or was otherwise luta did.

g. A student who seeks to re-inter the United States se a nonimmigrant student alter a temporary absence must be in possession of the foliowing documents; (1) A vall
unexpired student visa (unless exempt from visa requirement.); (ii) A passpor valid for six months beyond the period of readmission (unless exempt from passport
requirements); (III) A current copy of Form 1-20 (A and 6), Harever, only Me 'A- copy 01 Form 1-20 is required in me case ot a nonimmigrant student returning from
temporary absence outside the United States to continue attendance at tro same school which the immigralion and Naturalization Service last authorized IN student t
attend; In such Nes, Form I-20A may twretalnad by the student and used for any number of reentries within twelve months from the date ol issuance, do certificate on
page 2 of Form 1-20A need not be completed, and Form 1-2011 should be destroyed.

.

fi A nonimmigrant student who dose not regiSter at the school specified In the temporary entry permit (Form 1-44). or whose scnooi attendance is terminated,or who takes
less than a lull course of study, or who accepts unauthorized employment, thereby falls to maintain status and rftst depart from me united Stales immediately.

I CERTIFY THAT THE ABOVE IS CORRECT. I hereby agree to comply with IN above and any other terms and conditions in my admission and any extension of stay.
hereby authorize the named school and any school to which I may subsequently transfer to raises. to the Immigritddi ano Naturadzation Service Noy Information from m
education records which the Service need" to know in order to determine ill am maintaining tro lawful nonimmigrant status ii which I was admitted to the United Stet
under the immigration law, More specifically, I authorize the school to report, In writing. to IN immigration and Naturalization Service if i fad to register within 60 days of
the time expected, 11 1 fall to carry a full course of study, 11 I fail to attend classes to the extent normally requireo, it I am fading courses. if I beCOrtle employed or If
terminate ertendanCs al the named school and to provide the SINVIte upOheeMleld with my latest address.

Signature ol Student Address (City) (State or Province) (Country) gate)

(Signature 0 Parent or Quardian 4tudent is Under 18 Y oars ol Age) (Address) (Reim ionshiu) (Date)

the 3 0 35
thee



113. Department of Justice
Imrnipation and Naturalization Service _AFTER

Plano road instructions on PAGE 4

Certfficute of EVAlity
for Nonimmigrant .

(F-1) Student jOptus

This page must be completed and signed in the U.S. by an authaSised school official.
Name of StudsmFamily Name (Capital Letters) Given Name Middle Name

One of Birth (Mo.. day. year) Country of Birth Country of Nationality

Name of School
i
School Midst to be notified of student's arrival In U.S. (Name and Title)

,. .

,

Address of School (Include Zip Code)

Form Approvsd
OMB. No. R0397

PAGE I, .

010087 BI
Visa Issuing Post

For Immigration Official

1. This certificete is issued to the student named above for (check and fill out as appropriate):
O Initial attendance at this school.
o Continued attendance at this school after a temporary absence from tha United States, or
o Use by spouse and/or children in acquiring nonimmigrant F-2 classification.

The studem's authorized stay, as itappears on his/her Form 1-94, expires on (date):
o Other (sPecifY):

2. The student named above has been accepted for a full course of study at this institution (complSte each of the following):
Majoring in the field of
The student is expected to report to the school"not later than (date) , and complete studies not later

than (date)

3. Proficiency in the English language 0 is 0 is not required (check and fill out as appropriate):
CI The school has determined that the student has the required proficiency.
CI If the student is not yet proficient, he or she will be given instr6ction consisting of
CI English IS NOT a requirement (exPlain)

4. This school mates the studenfs average MONTHLY costs to be the following:
Tuition and fees
Livinb expenses
Expenses of dependent(s):

. Other (sPecify): $ TOTA L $

5. This school has information showing the following as the student's means of support, estimated on a MONTHLY basis:
Personal funds of the student:
Family funds from abroad:
Funds from this school

(Specify type):
Ftilderorn another source

(Specify type/source): tis $

On-campus employment, if applicable: TOTAL

6. Remarks (complete as appropriate):

A.

7. This school is wproved by the Immigration and Naturalization Service for attendance by nonimmigrant students (fiit out ail blanks):
Under the name of (School/School District)
Approval was granted on (date) and the school was given the file number of

I CERTIFY under penalty of law that
All information provided above was completed before I signed this form, and is true and correct to the best of my knowledge;
The school has determined that the above-named student's qualifications meet all standards for admission to the school;
The student will be required to pursue a full course of study as defined by 8 CFR 214.201(1a); and
I am a designated official of the above named school and I am authorized to issue this f6rm.

Signature of School Official

1-20A (REV. 2/14/31)Y

Title 3631 Date Issued Place Issued (city and state)



on PAGE 4 - Under Section 101 (a) (15) (F1,(4)-of the immigration and Nationality Act
1. My full name is: (Family name) (Given name) (Middle name) 2. My anticipated stay is (months or years):,

3, My educational objective Is:
(Degree or certificate sbught

or field of uti

4, My passport was issued by (country): As?
end the number on it is: I

.5, lam financially able to support myself for the entire per of my ste In the United States while pursuing a full Murse of study, by:
(State source and arnobm of supportDocumentary ev actual support must be attached to this form): I

6. 1 last attended (Name of school) (City) (Stale) (Country)

7, My major field of 'turns was: 8 I completed those studies on: (Date) I
11, The parson malt.closely related to me who on OUTSIDE

(Name):
the Uolted States li

( Reletionshlp):
(Addreas):

_ 1
10. The person most closely related to me who lives IN the United

(Family name): (Given name): (Middle name):
..

States Is: (If you have
(Relationship):

no relative In the U.S., give the name of a friend.)
(Address):

Is

11. PLEASE READ CAREFULLY, and be sure that you understand the following, before signing below:
-

If I em applying for entry to the United States for the first time after being hand en F.1 visa, I will not be admitted unless 1
phinsto attend the school specified in that vise. If. , before I depart for the United States. I decide to attend another school:1
will present en 1-20 from that school to the Issuing Consular office to have that school specified In my visa.SCHOOL

B.
EMPLOYMENT

C.
PERIOD

OF STAY

D.
NOTICE OF

ADDRESS

' E.
ARRIVAL/

DEPARTURE

F.
'Smoot.

TRANSFER

a.
RE-ENTRY

, H.
PENALTY

I am not permitted to work off-campua or to smogs in business unless I have received permission to do so from the
Immigration end Naturalization Service. If I require employment, I may apply for permission to work Ion Form I-538). My
application muerbabased on &uncle& need arising after receiving atudentstatus, or the need to obtain practical training. My
ellen spouse or child (.F-2 Classification) may not work In the United States.

I am permitted to remain In the United, Steles only while maintaining nonimmigrant student :taus. I must also maintain
passport whIchis valid for e period of no less than 6 months, unless exempt from passport requirements. I may not MY io
than authorlakl on my Form 144, union 1 pply to the Immigration end Naturalization Service (0n Form 1-538) for en
extension. To gat en extension. I must apply between 15 and 68 days before the date that my authorized stay expires. I may
stay while the aPplication Is being procened and if It is approved, until the expiration of the extension.

Each year 1 em in the United States on the first day of January, I must submit, by the 31st day of Amery, e noticeof my
address to tha Immigration end Naturalization Service. I must also send e notice within 10 days after any change of address.-
Regardless of whether I move, I must file e notice of my address every 3 months. (The forma to be mild to make each of the
tarpons ere available et any United States Immigration Office or Past Office.) ,

When I depart from the United States, I Must give my "Arrival-Departure Recard" ( Form 1-94) to e repreeentative af the
stisemship or airline if I leave vise seaport or airport, to a Canadian Immigration Officer if 1 lens across the Canadian border,
or to a United antes immigration Officer if I leave across the Mexican border. However. I may keep my 1-94 for reentering t
United States from Mexico or Canada, or from adjacent Islands other than Cube;If I return to the U.S. within 30 days,

I may rerneln In the United States only to pursue e full course of study etc sPecif hod school. If. after MINI admitted. I want
to transfer to another school. I must first apply (on Form 1-838) end be granted permission to do so, The application must be
submitted to the Immigration end Naturalization Service Office having jurisdiction over the School from which I wish to
transfer. A Form 1-20, completed by the school to which I wish to transfer, must be with my application. My applicetion wilt
be denied if I have not taken e full mune of study in the school 1 nes last authorized to attend, unless I establish that failure
to do so was beyond my control or was otherwise jualfled.

-
If I went to reenter the United States es a nonimmigrant student, after e temporary absence, I must be In omission of the
following: (1) A valid student vise. union I am exempt from vim requirements:(2) e passport valid for at least 6 months
beyond the period of readmission, union I am sixemoNrom passport requirements: end (3) e current copy of Form 1-20A and
1-208. (Only the "A" copy of Form 1-20 Is required if I am returning from e temporary absence from the United States, to
continue studies et the school which the Immigration end Naturalization Service last authorized me to attend.)

If I do not register in the school named In my "Arrival-Overture Record" (Form 144)., or if I stop attending school, or take
len than e full course of study, or IICCOPt unauthorized employment, I fell to maintain my status end may be deported from
the United States.

I AUTHORIZE the named school, and arty school to wkich I transfer, to release any information from my records which le
needed to determine if I am maintaining the lawful status in which I was admitted to the United Stems. I further authorize the
school to report to the Immigration end Naturalization Service if I fail to register within 60 days of the time expected, tb any a
full coum of study, or to attend dosses to the extent required, or if I become employed and/or terminate attendance at the
school. The school-is authorized to provide the Smvice with my name, countrylof birth, current addroaa. and any Whoa direataly
information on a regular basis or upon request.

I CERTIFY that all information provided on this form refers spedfically to me and is true and =Tea to the best of my
knowledge. I certify that I smk to enter or remain in the United States temporarily, and solely for the purpose of pursuing a full
course of study et the school named on Page 1 of this form.

I AGREE to comply with the above terms and with any other condition of my admission, and those of arty extension of
stay.

Signature of Student Address (City) (State or Province) (Country) (Date)

Signature of Parent or Guardian if (Relationship) Address (City)
Student la under 18 yam of age

32 37%`

(State or Province) (Country) (Dite)



EXAMPLE 43

Making Patient Consent Forms Clearer:
National Institutes of Health

whe, We SeZected Thie Project

Much of the medical research at NIH depends on having people

participatd in studies that investigate how the body works and 4

A
that deterMine the effects of new drugs and treatments. An im-

i-

portant element in thisCresearch is the informed consent of

participants. Researchers use patient consent forms (also

called protocols) to explain what will be done to participants

in the study, to inform participants of possible risks and

side effects, and to obtain the participants' consent. These

protocols are often poorly written and too technicti for the

lay person to understandt Because very serious side-effects

are possible in manY of these studies, informed consent is

important to both the patient and the researcher.

What We Did

The Document Design Project wor ed with NIH iro make these

protocols, easier for pat)ients to und stand, and to improve

the skills of the doctor who are, and)will be, wiiting these

protocols. As a first step in-this project the DDP reviewed

over sixty NIH protocole f9t organization, language, tone, and

overall clarity. The review involved editing the protocols

and noting suggested changea on, the page, and occasionally,

rewilting whole sections of a protocol. Because some sections

of these protocols are identical, (e.g., introduction, payjment,

signature section) regardless of/ e type of study,.we so -

developed a model for these porti ns of the protocol.

As the next stelor4n the proj ct, we developed.a set of

draft guidelines.on how to orgai e and write clear prolocols.



The guidelines are specifically geared to,theiresearchers who

. write NIH protocols, and respond to problems DDP staff have;

found in many of theconsent forma-. The guidelines use

examples drawn from;:the protdcols as well as the model form

of,thestandard sections.

Exampiscg of Problems in NIH ProtoCols: AMong the

problems that we found in many of the protocols are

poor organization, impersonal and abstract sentence structures,

and technical terms'used without any explanation.. For exam- ,

ple, protocols use abstract language for concret-e situations:

d'Before: the lack of maintenance of normal blood'
pressure in response to assumption qf
upright posture

After: the body cannot maintain normal blood
pressure when the person stands up

Before: Some discomfort from venipuncture and .

intravenous injection mav be'exoected
and there ip some possibilit of local
bruisin

4

After: You may el some discomfort from veni-
puncture (a /needle inserted into your vein)
and intravehous injection. There is also
some possibility of bruising in the area
of the injection.

34



When one sentence contains several types of,impersonhl con-
,

structions and abstract glirases, it becomes very c1441ficu1t "to

understand. The reader has difficulty translating the sentence

into a picture that tells what Wiil happen to him,or her. Here

is how we rewrote one very abstract, impersonal sentence in an

NIH protocol.

tefpre:

After:

Tile primary concern about.any combination
of drugs would again be the low blood pres-
sure effect.whi9h will be carefully monitored
and the study stopped if there were any indica-
tion of low blood pressuke beyond the normal
flats, oi any other side effects.

The main problem with using any combin-:
ation of drugs would be the possibility
pf causing low blood pressure. We will
carefully monitor your blood_pressure
and stop the study if there ie any indica-
tion of seriouS low blood pressure, or any
other advetse side effects.

This project led direct*/ to another,technical assistance

project involving assent forms for children (see Section

Summary of Each Project).

35
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EXAMPLE 7
Wg*shops
A. A Three-Day Course forWriters

The Document Design Project created a three-day course for

writers and designers who want to make their materials simpler,

and /dlearer. The course, called Simplifying Documents, follows

a mOdel of the process a'Terson must go.through in any writing

task:: This model was first presen'ted in AIR's proposal for the

Document Design PrOject. Following'the model, we cover these

tOpics in the workshop:

Before yOu

Do you'really need a new ,document?
What purpose will it serve?
Who will use your document?
What will they do with it? °

What constraints must you work with?

When you write:

Selecting the appropriate content
Organizing for your audience and purpose
Writing in clear English
Using graphids to improve your document

After you write:

Editing, reviewing, and revising'
How to find 'out,if your document works
Readability formulas--and their limitations
Other evaluation techniques

The workshop in Simplifying Documents is not a lecture

course, but a "how-to, hands-on" workshop. At.different times

the workshop includes direct teaching to the whole group, group

discussions, arid exercises done in small groups or individually.
.

While exercises in writing, rewriting, and editing are the core

of this course, the course stresses the process that begins

with thinking about what you are writing, whom yOu. are writing

it for, and why you are writing it. An important aspec'b of '

the workshop that ii not covered in most cl writing workshops

36
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is a discussion of bow' to',.work mithin d systeM. We discuss

constraints (time, budget, review proce'ss) that the system, ,

imposes and give specif4c ideas for coping successfully with

the:needs of the organization.,

othdr.innovative features ot the course developed by the

Document Design Project are graphics and evaluation'. The DDP

rclodel insists ,that you do not haVe a final document until you

'have' tried it out with the intended audiences.

All _the examPles and the exercises come from government

documents, regulations, notices, mantals, forms, brochures,

and letters. Isn 1979, the. Document Design Project piloted

the course twice.,,"Each sessiod-was completely filled within

two taeeks after announcements were sent out. To reach as many

agencies AS possible, we had to 1imit enrollment to no more

than two people_from any one group. We trained 42 people from

15 agencies, in two pilot sessions'of the workshop. Participants

tated the workshop-very highly on,all the aspects of the course.
//Ao. A

Follow-up Studies indicate-that 'participants continue to'use

the'guidelines from, the worIcshop: TA projects have'come out of

the.workshops, nd the workshops have been used as training for'

people with whom we were already involved on TA projects.

The 100-page manual with notes, guidelines, examples, and

exercises Iles attracted a good deal of interest beyond the

workshop participants.

.;,37



B. A Half-Day Workshtip for Managers

Many of the writers whom we trainedkin 'the three-day

course suggested that their supervisors would be more support-

ive of their efforts to simplify material if we trained the

*supervisors. /n the secofid year of the Document Design Project,

we Created a three-hour workshop for Branch and Bureau Chiefs,

General Counsels, and SES-level executives who overitee plain

language projects.

The half-day course covers these topics:

D Why simplify government documents?

What do we mean by language-simplification?

Steps in a document simplification project

Producing the document
- -How to get started 4

- -How to analyze a poor document ,

- -How to organiee and write a good document
--How to use graphics effectively

Reviewing the document

Evaluating the document

Each participant received a three-ring binder with,a 27-
,

page narrative, handouts, exercises,.and examples that we

referred to in the workshop.

We shortened and revised our material after an initial

plilot test at.the Federal Trade Commission. The second pilot

test at the FederS). Communications Cormissidn,in September 1980,,

received uniformly high praise from all participants.

We presented final versions Ofthe managers' workshop to

two different agencies early in l983,\. In January, we presented

the workshop to 25 managerial-level staff at the Office of

Student Financial Assistance (OSFA). The focus of this work-

shop was on forms design. OSFA found the course so valuable

that they sent copies of the, workshop manual to every state

agency that creates guaranteed student loan forms.

43
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. in March, 1981, we presente another version of the work-

. shop for managers to 25 SES-level staff of the Bureau of

Medical Devices at the Food and Drug Admifilletration. TAqs

workshop, too, was very well received.
.'

39.44



III. Summary of Each Project

3.

At the bottom of each summary, we have given the name
and phone number of the contact person with whom we worked
at the time we were doing the project. We are aware that,
in some cases, these people no longer work in that agency.

4 5



Agency

U.S. Department of Agriculture (USDA)

Food and Nutrition Service

Description of the Project

We worked with Food and Nutrition Service staff to design

and evaluateanew brochure for people who need food stamps.

With training and support from DDP, FNS staff completed two

drafts of' a brochure entitled The Food Stamp Program and did

a comparison evaluation. This group at the Department of

Agriculture has continued to use the techniques that they

learned from the Document Design Project and has become an

advocacy group within USDA for evaluating documents.

Contact Person at the Agency

Debbie Massey, Office of Public Information, 202/447-6659

AP
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Agency

U.S. Department of Agriculture (USDA)
'

Food Safety-and Quality Service. (FSQS)

Description of the Project

We worked with several FSQS staff members to turn an old,

infotmal set of xuidelines (the FSQS "Quality Book") into a

clear regulation, The Quality Book tells canners.and food

processors the minimum percentage of meat, poultry, or fish

that muet be present in a given packaged food. Before this,

the information did not exist in a form that food processors

had easy access to. They were required to meet the standards

without really having a clear statement of the standards.

Contact Person at the Agency

Paul Ragan, Food Safety.and Quality Service, 202/44J-7745

47
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Agency

U.S. Department of Agriculture (USDA)

Food and Nutrition Service (FNS)

Description of the Project

The Food and Nutrition Service of USDA published a brochure

entitled How to Apply for and Use Food Stamps. As part of a

project to assess the usefulness of this brochure, the Food

and Nutrition Service asked the DDP to help evaluate the dis-

tribution system for thet\.brochure. We helped FNS develop

the evaluation instrument, as well as procedures for collecting

and analyzing the data.,

Contact Person at the Agency

Debbie Massey,,,202/447-6659



Agency

, U.S. Bureau of the CenSus

DescAption of the Project

The Census Bureau asked for our expert advice on how

to iMprove their in-house-translation proceducvs and for

our he1p,in developing a systematic plan for translating. We

studied their translation activities and procedures and then

gave several prdaentations to their T,isk Force on the Spanish

forms. We worked with the Task Force to set up consistent

procedures for tranplating Census documents into Spanish for

U.S..Hispinics.

Contact Person at the Agency

Antonio RAdon, 202/763-1810

49
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Agency

Department of Education (ED)

Office of Student4Financial Assistance (OSFA)

Description of the Project
4

OSFA staff approached us for help in mplifying the

Basic Educational Opportunity Grant (BrO ) form that is used

by students seeking government grants.or post-secondary edu-

cation. We performed a detailed analysis of the language and

design of the 1979-1980 Basic Grant application form. Based

on our recommendations, the agency made major changes in the

1980-1981 BEOG packet, especially in the information and in-

structions. Preliminary evidence showed that the rate at which

the computer rejects apOlications had gone down about 7%.

Leo Kornfeld, Deputy Commissioner for Student Financial As-

sistance at the time we did this work, sent k letter of ap-

preciation for this "outstanding work," and Higher Education

Daily highlighted AIR's report in its issue of May 3, 1979.

Contact Person at the Agency

Gregory Blair, 24.27472-43011

4 5
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Agency

Federal. Communications Commission (FCC) _

OffiCe of Consumer Aisistance

Description of the Project

9

The FCC Office of Consumer Assistance was preparing a

book that would tell consumers ho they can participate in

regulat broadcasting. This gui e is a restatement of the

Federal ister form of the regulations for consumers (rather

than for lawyers). DDP reviewed a draft manud6ript and recom-

mended changes.but the peoject was already too far along fOr

the agency to act on some of our suggestions. .

Contact Person at the Agency

Belle Brook O'Brien, 202/632-7000
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Agency

al Communications Co

Radio Broadcast, Service/

s on (FCC)

as.

Descri tion of the P o ect
1

Following the r success ul rewriting of the Ci izens'

Band (CB)1 Radio ules, the CC wrOtetheir regulaions

jor radicls in/recreational oats. They islcéd us to/hello

them evaluate the Marine it dio regulations, to find out whether

the rewritten rules are, in fact, easier to understand and use

than the original rules. We helped FCC develop the test ques-

tions and the research esign, and to tabulate and interpret

the kesults. The eva ation showed that the rewritten regula-

tions a e significan y easier for people to use and understand

than th original r gulations were.

'Contact Person a the A enc

Joseph Johnson 202/632-6930

17'
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Agehcy

Federal Trade ComMission (FTC)

Office of the General Counsel

Description of -t\iie Project

The FTC has a.program, authorized by Congress, that allows

tbe agenCY to reimburse qualified individuals and groups for

the costs of participating in the rulemaking process. 'The

agency, originally publiahed two pamphlets. One,,exp aining

the context of and basis for Vle program, is written in a very

formal style. The her, meant to explain "how to apply" is

written in a direct personal style. We worked with the

Office of the Gener l Counsel at the FTC to consolidate these

two booklets into one document thht both lawyers and consumers

can read, Aehat is logically organized, that has a uniform style

and voice, and that tells readers about the program, the cri-

teria for participating, and how to apply.

Contact Person at the Agency

Bonnie Naradzay, 202/357-0258

*di
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Agency

'Food and Drug Administration (FDA)

Bureau of Drugs

Description of the Project

At the agency's requelit, we analyzed four versions of a

PPI (patient packet insert) for Valium, to help thp agency,

.decidewhich format, livage, and organization would' be most

effective. We produced a report of this analysiii, entitled

Differences in the Language and Design of Four PPIs for Valium,

which is available from DDP

Informatyn- Service (NTIS).

to golldw fOr analyzing any

Contact Person at the Agency

and from the. National ,Technical
0 . .

The repoTt can serve as a model

type of document.

Dr. Louis Morris, 202V443-4893

54
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Agency

Food and Drug Administration (FDA)

Bureau ol Drugs

Description of the Project

On January 3, 1979, we held a half-d workshop for the

staff ofthe groilp at FDA that 'funds resear h and makei rules ,

on how drug companies mupt write-patient package inserts (PPIs).

We col7ered teChniglies of organizatibn,' language, sentence

structure, format; and graphics as they apply to PPIs and other

drug information iritended for consumers.

Contact-Pefaonat the Agency,

, Steven Moore, 202/443,r4893 ,

50
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9

Food and Drug Administration (FDA)
c

Burehd- of Drugs

tescription of 'the Project :

in theitembee, 1980, 'the Food and Drug Administration pub-

lished .a rtile,which proposed the text for patient package

inserts (PPIs) for 10 prescription drugs belonging to 10

different'drug classes. At the request of FDA; DDP staff

reviewed and critiqued the language, and organization of the

proposed FP;p and zent suggesions for improying the PPIs

to .FDA.

,

Cootagt Person at the Agency
,

-Dr.. Louis Morris, 202/443-4893

56
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Agency

Health Care Financing Administration (HCFA)

Description of the PrOject

The Health Care Financing Administration (HCFA) had

developed a State Medicaid Manualinstrtictions to the states

on regulations and procedures for administering a Medickid

program on Early and Periodic Screening, Diagnosis, add

Treatment. DDP reviewed the manual, and gave suggestions

for making it clearer and for improving the format.

-Contact Person at the Agency

Steve Leeds, 202/245-76.84'



Agency

Department of Health and Human Services (HHS)

Office of:the General Counsel

Description of the Project

Three agencies' of HHS produced a set of 1:model" regula-

tfons involving AFDC, Medicaid, and Social Services programs

in an attempt to achieve consistency across agencies. Un-

fortunately, the model regulations still contained inconsis-

tencies, and, in addition, were not organied or written as

clearly as possible. We analyzed he regulations, and pre-

sented our analysis in an eight-p e memo to HHS, making

specific recommendations onc ges in organization, syntax,

and word choice (particularly to'avoid sexist language and mis-

use of "shall").

Contact Person at the Agency.

Terry Dowd, Operation Common Sense, 202/245-6733
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Agency

Department of Health and Human Services (HHS)

Description of the Project

The lawyer we worked with on a technical assistance

projedt p:ir the Federal Trade Commission was asked by the

Department of Health and Human Services to work on a similar

task for them. The task was to produce a draft of a notice

for a deMonstration project in which interested persons could

be reimbursed for their expenses in participating in'the

rulemaking process. The FTC lawYer incorporated all that bhe

had learned in her previoUs project with us into her draft.

In addition, with the approval of HHS we worked'with her

to improve the notice.

°Contact Person at the Agency

Bonnie Naradzay, 202/357r0258

59
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Agency

Department of Housing and Urban Development (HUD)

Office of Regulations.

Description of the Project

The HUD Privacy-Act Regulations (24 CFR 16) are meant

for a broad audience including the general public, but they

were poorly organized, poorly written, and filled with refer-

ences to docuMents that are inaccessible to the general public.

We worked with a LiUD lawyer, helping him to reorganize and

rewrite the Privacy Act Regulations. The rewritten regulations

are clear, personal, and well-written. The revised rule was

published for public comment in the Federal Register'of July

21, 1980. In the preamble to the proposed rule, HUD cited the

help of the Document Design Project in reorganizing and rewrit-

ing the rule.

Contact Person at the Agency

°William Granik, 202/755-5570

55
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Agency

Department of Housing,and Urban Development (HUD)

Description of,the Project

Over a period of several months in 1979, we assisted a

researcher at HUD in developing an evaluation for a HUD loan

recasting agreement--an agreement form for renegotiating

Federally subsidized housing loans. HUD had developed a plain

English version of the agreement, but needed assistance in

- testing it. We helped design the evaluation and the test in-

strument, and late in 1979, the HUD researcher and an asso-

ciate at the University of South Florida collActed and analyzed

the data. They found a significant increase in subjects'

understanding of their rights and responsibilities with the

revised form.

In a memorandum to the President, ,former Secretary of

Housing Landrieu noted AIR's contribution' to this project.

'Contact Person at the Agency 7N

Robert Wulff, 202/755-5353
'
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AgentY

Immigfjion and Naturalization Service (INS)

Forms Control

Description of the Project

'INS form 1-20, "Certificate of Eligibility (for Nonimmi-

grant 'F-1' Student Status)," is a form which foreign student

advisors must fill out and which foreign students must have

in order tO attend college in the U.S. The form was badly

organized, and the legalistic language was difficult for both

native and non-native speakers of English o understand. It

was also graphically poorfull of very ,fine print, lacking

headings, etc. We worked with INS staff to revise the Organ-

ization, language, and graphics of the 5-page form. The re-

vised form was published in September, 1981,and is now in use.

Cont;/cli gerson at the Agency

Judith Miller, 202/633-3291

11

57

.4



Agency

Interagency Council on Citizen Participation
04-v

Description of the Project

The Interagency Council on Citizen Participation (ICCP)

is an organization open to federal nd non-federal employees

interested in furthering the goals f consumer and public

participation in Federal agency activities. The ICCP asked

DDP to help organize a steering committee of federal em-

ployees and community members to plan a series of presentations

8- on the issue of Hispanic participation in Federal. programs.

From the steering committee efforts developed the Hispanic

Outreach Program, now an ifitegral part of ICCP. 'DDP helped

plan two sessions: one included Congressmap Garcia (D-N.Y.)

and Raul Yzaguirre, President of the National Council of

'La Raza; the other wap a panel of agency representatives.

Thirty-four agencies sent representatives to the panel dis-

cussion.

Contact Person

Belle Brook.O'Brien, President, ICCP, 202/632-7000



Agency

Internal Revenue ServiCe (IRS)

Forms and Publications Division

Description of the Project
k/

We worked with teams of writer-editoré and tax law spe-

cialists once a week over several months. Together we re-

viewed and simplified the instructions and questions for forms

1040, 1040A, and' 4684, and for Schedules A, B, C, E, R, and

RP. We suggesied changes such as Riptting a purpose section at

the beginning of the instructions, and reorganizing forms so

that they follow a.logical sequence, as well as simplifying

vocabulary and sentence structure. DDP received a letter of

appreciation fok this work from Robert Brauer, dirairman of

the Tax Forms Coordinating Committee.

Contact Person at the Agency

Garrick shear, 202/566-6253
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4.
Agency

A

Internal Revenue Seivic, (IRS)

Taxpayer Services

Description of the Project

Once IRS had.revised its 1979 tax forms--with our help--

we assisted them in planning and conducting an evaluation of

selected draft 1979 tax materials. We accompanied IRS staff

to field sites to assist in the data collection, and then

analyzed errors and comments from the respondents. IRS used

the results in making further revisions to the 1979 tax forms

and instructions.

Contact Person at the Agency

Mickey Alexander, 202/566-6353

?

k
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Agency

-Ip,ternal Revenue Service (IRS), f

Forms and PublicationS Division

[r

Description of the Project' . .

7

We worked on a regular weekly basis with /RS4ipaff who

are responsible for Spanish-language forms and publications,

helping them simplify the organization and language of IRS

publication 579 S, "Guia para preparar la declaracion del

impuesto federal sobres ingreso personal." A major change in

the publication was to separate the instructions for form 1040

and foiLm 1040A, so that users only have to read the part about

the form they are filling out. We also simplified the language,

and made recommeftdations on the use of Spanish terms for Hits-
/

panics in the U.S.

Contact Person :Ln th:p Agency

Jake Briggs, Ernie Acosta, 202/566-7757

14,
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Agency

Internal Revenue Service,

Taxpayer Publications

Description of.the Project

' The InternalsRevenue Servi publishes many booklets that

give taxpayers more information than can be included in the

instructions to the forms and schedules. In the spring of

1979, DDP helped a team of tax.law specialists reorganize and

rewrite Publication 590, Tax Information on Individual Retire-

ment Arrangements. Major changes in organization, style,'and

use of techni61.vocabulary make the revised publication an

example of hove IRS can simplify tts booklets as well as its

instructions.

Contact Person at the Agency

Art Altman, 202/566-4960
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67



Agency

Internal Revenue Service (IRS)

Taxpayer Services

Description of'the Project

When a taxpayer has made an error on the tax return, IRS

Aends a notice telling the taxpayer how much is owed and by

when it must be paid. With the availability of high speed

printing by computers, IRS was considering changing from a

pre-printed form for notices to a computer-printed form.

IRS asked DDP to analyze the style and format of the new

(computer-Trinted) notices. Our analysis showed that the forms

printed-by high speed computers were less readable than the,

pre-printed forms t;lecause the computer could not change type-

face to separate headings from text, because important items

of information were buried in runnijng text where they, were

highlighted on the pre-printed Eprms, ahd because the high-

speed printer produced small, broken type which was less legi-

ble than tne type in the old notices. We presented these find-

ings at a meeting attended by representatives of five IRS,

branches. After this meeting, IRS decided not to use the

notices printed by high-speed computer.

Contact Person at theAgency

Ruth Hill, 202/566-8580 .
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Agency

NatiOnal Association'for Volunteers in Criminal Justice

Description ,of the Project

The National. AssOciation for Volunteers in Criminal

Justice 'has bden preparing 12 booklets of guidelines on

Using volunteers to work in all aspects of the criminal

justice ,alrstem (e.g., working,with inmates, juveniles, etc.).

Ih May, 1981, we presented a one-day clear writing workshop

fOr the Executive Board, the editors and writers 'who oversee

the project, and the 12 principal writers of the guidelines.

In our workshop, we applied DDP prin4ples of clear writing

to the texts that the participants' were working tn.

,

Cohtact Person et the Agency

David Gooch, Associate Direbtor, 205/348-6738

It

64

69



Asency

National Bureau

Center for Fire

ofStandarde

ReSearch

Description of the Project_

The Center lor Faire Research at NBS, asked for our help

-in 'designing forms and writing guidelines for filling out the

' forms. The forms are meant to be used by staff of group homes

for the mentally retarded to rate residents of those'hopet

for their ability:to follow instructions and evacuate the

building during a fire. . We simPlifiea the forms and made ,

them easier to use, and worked with the NBS writer/researcher

improving his writing skills while rewriting the guidelines_

that accompany the fogms.

Contact Person -atthe AgellOY
N

gormantoner, 202/921-,.3175



Agency

Nationaf-Ip$titutes of'Healthl(NIH)

,

, Description of the project

We analyZed and sugge'sted rewrites for ove'r 60'NIH

"protocols"--mpdical consent forms that explain im detail the

research studies in which NIH Patients aa-volunteets-are to

:*participatef. .We7-,have written a, set of draft guidelines for NIH

reseSichers, telling them how to write a well-organized ahd , .1

comprehensible protocol.:

Contact Person. in the AgencY

Dr. Mortimer Lipsett, Director The Clinical Center, 202/406-4114.
p,s14

(
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Agency

National Institutes, of Health (NIH)'_:

Description of the Project

In the process of analyzing NIH protocols to see if

they.were clear and understandable, We discovered that many

of the NIH assent forms for the children were-unclear or

inappropriate for their audience. (The NIH assient forms

are similar to their protocol-plus-consent forms, except

that children cannot legally give hconsenef they can only

"assent".) We therefore wrote a set of guidelines for

NIH researchers, explaining how -to write,assent'forms that

are understandable and appropriate for the ch.ildren who-take

part in NIH research: The guidelines focus not only on

choosing appropriate language tOocabulary and sentence struc-
.

tureY but also on understanding the conceptu'al and reasoning

abilities Of children, and gearing the concepts in the forms

to those abilities.

Contact Person at the Agency

Dr. Mortimer Lipsett, 202/496,4114
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Agency

New York City '

Department of Consumer Affairs

Desbription of the Project

The New York City Department of Consumer Affairs (DCA)

receives many complaints every year ,about home imprbvement,

contractors. One-fourth to one-third of all DCA hearings

are concerned with this problem, and many of the consumers

IdiO complain a e elderly people whO are trying to save on fuel

DDP w rked with DCA to revise the law and regula-

tions on home improvement contracting

Contact Person at the Agency
1

Helen Rosenberg, 202/566-1359

32,1
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Agency

Office of.Personnel Management (OPM)

Description of the Project

OPM wouid like to revise the 171 form--the Personal

Qualifications Statement that serves as a curriculum vitae/

application form for jobs in. government agencies. The DDP

was-asked to be part of an interagency task force to revise

the 171. We' met serral times-with the task force and

wrote a Seven-page memo outlining the problems that people

are likely troave with the instructions to the form and

with.the fon itself. Several months later, we-recommended

. ways of reorgankzing and.rdwriting the form and instructions

to eliminate those problems, and presented OPM with a

, graphic mock-up of a revised front page for the.form.

Contact Person at the Agency

.Judy Jaffie, 202/254-3074



Agency

U.S. Postal Service tUSPS)

Consumer Service's Division
0

Description of the Project

In the fall of 1979, the USPS asked us to recommend changes

in the design and wording of a Consumer Servide Card, to make

it more understandable. This card is available in every Post

Office for consumers to use if they have a complaint. Selieral

hundred thousand such cards are filled out and sent in to USPS

each year. Based on our suggestions, USPS came up with two

designs for the card. We then advised them on an evaluation

plan. Based on their evaluation, thd Postal Service ghose

one of the designs, modified it, and distributed the new

cdrd nationwide.

Contact Person at the Agency

R. Jeffery, 202/245-4556,
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U . Postal-Service (USPS),

onsumer Services DWision

Description of the Project

The Postal Servide's Consumer Directory is a pamphlet that

describes the services offered,by the USPS. Millions of cop-

ies of this pamphlet ire given out to consumers every year.

At USPV i-equest,"we analyzed the Consumer Directory from a

linguistic and graphic point of view, suggesting changes to

make-it clearer and easier to use. The USPS incorporated most'

of our suggeitions in the new irerdion of the publication. The

Assistant Postmaster General for Consumer Services was very

favorably impsressed with our work.

Contact Person at the Agency

obert Jeffery, 202/245-4556



AgenCy,

U.S. Postal Service (USPS)

Forms and'Publications

Description of the Project

The Postal Service asked for diar assistance in reorganiz-.

ing and reformatting their enormous Interriational Mail Pub-

lication, which is used by postal clerks to determine inter-

national mailing costs. We analyzed it for organiiation and

graphics and interviewed postal workers to find out their prob-
.

lems in using it. We then made recommendations for improving

the organization, layout and graphics, and provided USPS with

mock-ups of several pages as models. The Postal Service has

revised the publication based on our suggestions.

Contact Person at the Agency

Marguerite Boudreau, 202/245-5550.
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Agency

Social Security Administration (SSA)

Office of Regulations

Descriptiom of the Project

At SSA's request, DDP reviewed and analyzed two rewritten

SSA regulations and then held an afternoon Vvorkshop for the

staff of the*SSA's Office of Regulations. The workshop was

entitled How to Analyze a Regulation, and its purpose was to

show senior reviewers in the agency what to look for in a'

clear and,simple%regulation. We used, the two rewritten regula-

tions as examples in the workshop.

Contact Person at the Agency.

J'ames M*acDonald, 301/594-6695



4

Agency

The White House

Consunter Affairs Council

.46

.3

bescriptiori of the Project

In the fall of 1979, former President Carter signed an .

executive order (12160, "Providing Enhancement and Coordination

of Federal Consumer Programs") that.required agencies to

strengthen their consumer programs,.aild that 4established

Consumer Affairs Council in the White House. The new Council 7

asked DDP for assistance in designing a Consumer Response

Form(for Federal agencies to use to solicit consumers' com-,

ments on the agencies' proposed.consumer programs. The

agencies would then use the information gathered on those

forms in revising their consumer programst. The form that we

helped to design, was aPproved and published in the Federal

Register (Monday, December 10, 1979). Esther Peterson,

former Chairwoman of the Consumer Affairs Counci1,1 commended

DDP for its work on the form.

Contact Person at the Agency

.Gregory.Me Jones, 202/456-2237.



Agency

The White House

Consumer Affairs Council

Description of the Project

The White House Consumer Affairs Council regularly pub-

lishes a.newsletter to 'inform consumers and consumer ..civocacy

groups about legislation and agency activities that affect

consumers. They asked DDP to help them:develop a form to_sur-

qey their readers about the newsletter so that they could bet-

ter match the doCument to its audience. We devifed a short
,

questionnaire and designed a layout for it.

CoAtact Person at the Agency

Ms. Lou,Cook, 202/755-8810

O'
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Letters of Appretiation



.1 fr

Dear Bob:

;9'Kook 4 7r.

]nternal Revenue Seriice
itr =

..,e,

Date.
IJFIR 1979

In reply rolr to

PR:0

OC,

Dr. Robert E. Rrug,.Vice President
American Institutes for Research
1055 Thomas Jefferson Street; N.W.
Washington, DC 20007

49-Ite-44
I want to thank both you and Dr. keddish for your informative

briefing to our Commissioner and Assistant Commissioners on the
Document Design Project and on methodologies for ealuating, forms
and instruitioni. Your presentation was of great assistalreAm
giving us a perspective on the 'various alternatIves, AS will,as the
limitations, confronting ui in our tax forms simplifjdcation
efforts. It was also very helpful in

.

in which our current sfisplification a ivities will'be able to benefit
the specific areas

t
from cbllaboration with the Document Deiign Project. gp the basis
of these emerging understandings,.me looli\forward to firther fruitful
integration of our common efforts over the coming months.

,

Thanks again for your time and cooperation.

p.

,Sincerely,

Frank Malang&
Chairman, Long-Range
Tax Forms Simplificat4on
St ully Group

82
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r.

414'

, DEPARTMENT OF.HEALTH, EDUCATION, AND WELFARE
OFFICE OF EDUCATION

BUREAU OF 'STUDENT FlIANCIAL ASSISTANCfr
WASHINGTON, D.C. 20202

e

D. Janice C. Redid.'
Document Design Project
American Institutes for Research
1055 ThOrnaa Jefferson Street, N.W.
Washington; D.C. 20009

Dear Dr. Redish:

MAY 14 1979

I wbuld like to take this opportunity to thank you,.the Document Design
Project, and Siegel and Gale fort:the outstanding work you have done 'on
the applications for student financial aid.

I would like to compliment you on tte thorough job done in your study,
The Complexity of Financial Aid Applications. I have found your report '

very enlightening. It calls attention to the many problems with current
student aid forms and,provides exaniples'oehow the forms can baimproved.
The report has been well-received, and we look forward to distributing
it to the financial aid community.

Your repo t has acted as a catalyst in our movement toward aisimplified
form. You thorough assessmentof the Basic Grant Form and the Financial
Aid Form affectively argues °that simplification is hecessary and not an
option.

I would like to-tbank you for YoUr enthusiastic ahsistance as we have
developed the new "common form."' The result of this hard work is-truly
satisfying -- the millions of students who apply foe Basic Grants in
1980-81 will fill tut an easier,\better, form.

Please.accept my sincere thanks f9r a 4ob well done.

v

I

Sincerely,

(

,s.Leo L. Kornfeld
Deputy Commissioner', ,

Student Financial AssiStance



Internal Re
(

ue Service. Department Of the Treaqiiry

tr. Janice C. RediSh, Edrector
Dckcument Design Project
American Ins .-tes for Research

1055 Thomas Jerson
Whihington, D.C. 20007

Dear Er. Redish:-

Thanis very huch fop Our assessment and comments regardipgour
CP-11 and CP-23 High Speed Non-impact Printer (HgNtE) tiotices. .

,

We also Appreciate your taking.tisie to meet with IRS representa-

tiVes on JUne.7. Your comments and those of Dan Felker will be given
serious consideration in our efforts to stmplify indtimprove our 4

-communications with the public.

Washington, DC 20224 .

Person to Contact':

Telephone Number:

'Refer Reply tO;

Date:
;

We are also looking forward to Danis assistance in the design

and, to'same extent4 in the conduct of ourtest of-Fhims 100.and

.1040A for 1979

I. Sincerely,

JP

Walter N: Alt
Acting Director .

Taxpayer Service Division,
, /



THE WHITE.HOUSE
WAS.HINGTON

Dear Dr. Felker:

I am writing to express my grAtituae for your assisiance in
, -designing a general reiponse form for'useby consumeri in
._.'reeponding,to goverhment agency consumer_programs proposed

Under Executive Order 121614
.

On very shdrt notice, yOu ad your colkeagues at the Americin
,-,Inatitutes for Research wer able to create a brief questionnaire
that I am surewill be very seful to consumers unable to,

'4-submit more traditional writ en comments.

',TheFedetal Register containinq..yOur.fOrm will'be-releaspa by ,

the Presidentia Assistant, Jack WatsorWat a. press conference
in,Rocom 450 ofthe Old Executive pffice Building,yon_Monday,
December.10 at 3:00 p.m. If you are interested in attending
the press.Conference,,please contact MarianneWilk at
456-6226. .4

.01 behaif of the,White Houde Office,of Consumer Affairs and
life other agencies participatin n the implementation of
Executive 'Order 12160, thank for your sistance.,

erel

Esther Peterson
ecial Assistant to the Presidentr

Consumer.Affairs

Dr. Dana:al' Pelker
Ameridan Indtftutes for aasearch
.1055 Thomas Jefferson Street, N.W.
-Washington,. D.C. 20007



THE SECRETARY OF HOUS1NGANO URBAN EVELOPMENT
WASHINGTON, e.e. 20410'.

December 14 1979,

MEMORAODUM FOR:
Attention:. Rick Hutcheson, 'Staff. Seáretart

Subject: Weekly,Report of Major Departmental ActiVities

GN Provin Im ortant ool for ome. ershf. The Government Natio)ial Mortgagesoc at oh guarantee a recor 3 .illion in mortgage-backed securities
during the month of November., This volume brought the total of mortgage-backed
securities guattnteed by GNMA to over $23 billion for the,first 11 months of 1979
and to over $90 billion since the prograM's inception less than ten years ago. Since
1970e, the ONMA mortgage-backed securities program has provided the financing for
almost 3.million home purchases.

We have announced that the GNMA Tandem program will continUe and that An additionil
,

,

$1.75 billion in mortgage purchase Authority will be available January 7. The funds
will finance.production of some 53,000 new and substantially rehabilitated housing
units, most of these for low and moderate income.families in federally insured

,multifami lY projects .

Secretarial Appearances. On Wednes
raiper'in Cleveland. At a news con
Administration efforts to bring new
National Urban Policy'.

( ,.

aye December 12, I addressed a Democratic fund
erence held prior to the speech, I praised

.

ife tit American cities through.the President' .1i 4

,

On January 109A Will live-the:keynote spetch'at cereMonieS in Atlanta °Oiling the
week-long celebration of the 51st birthday Of Dr.-Martin LutherKingeAr. .Several-'
other key HUD offiCialt will participate in such:activities is panel discOssions and
workshops.

Helping Promote Energy Conservation. Three-HUD publications on energy conservation
e-1I-ty_oca'overnmoner.Conservitiono.. Energy Conservation and'

fanialT:14ifiitfollities-andTSChOol Dittricts, and.Practicel Steps
Local Governments.Can Taketa Conserve Energy are.in demand by persons.using. the
Department of Energy'l recently-initiated energy information hotline. ;Callers find"
these reports a_Unique source of inforMation bated an demonstration projetti that
have prOven worthwhile. to local governments.. Each'of the repotts gives names Of-
project representatives to be contaCteCfOr additional'Oetails..

IMMO

Learnin to Write Plain En lish. An evaluation conducted by HUD officials, the
and Dr. Jerome Smith of the University of South

Florida suggests that implemen tion of the March, 1978, Executive.Order on use of,
plain English in federal forms has significantly improved the understanding of

.

federal 'programs by participanti. 'Clients of, HUD prograMs'demonStrated a 29 percent
increase in reading understanding of their rights and responsibilities when'using
available Departmental resources.

Moon Landrieu
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, nternal Revenue Service Depirtment of the Treasury

Dr. Janice Redish, Director
*DodUment Design Center
American,' /nstitutea for Researa,
1055 Thomas Jefferson, N.W.
Washihgton, DC 20007

Dear

Washington, DC 20224

rf
w. Person to Coqact:

Leo Campbell
Telephone Number:

(202) 566-6254
Refer Reply tO:

T:FP
Date: ijA it - 1880

Thank you for your recent call indicating your continued
. willingness to work with us. We are studying topics and issues
where the Document Design Center might be of ,help to us. Leo
Campbell will be getting back to you on possible collaboration.

Your call id.so jogged my memory that I haven't properly
thankpd you for the Center's efforts during last year. In
addition to the assistance we received from Drs. Felker and
Rose on our suiimler testing, the close association of Drs. Charrow
and akkes (with the Forms Branch and the .publications Branch,
respec)tively) greatly. appreciated. Several IRS writers have
attended your March and June, 1979, training sessions and have
reported that the materials and methods they were exposed to have-
proven quite:useful.

For sharing your expertise, time, and concern, I would like
to thank you and your assoctWtes. I hope these mutual efforts
can continue through 1980.

-*1

8 7

Sincerely,

oberr I. Brauer
ChairMan, Tax Forms
Coordinating Committee



ap,TES POSZle

UNITED STATES POSTAL SERVICE
475 L'Enfant Plaza. S
WashIngton, DC 202

June. 4, 1980

Dr. Veda Charrow
'American Institutes for Research .

1055 Thoma's Jefferson Street, N.W.
Washington, D.C. 20007

Dear Dr. Charrow:

Your analysis of our'Consumer's Direc.tory has been

a hit. TheAssistant Postmaster. General for
CustomerServices read your report and asked me to

apply the same approach to revision of A larger

publication, the Mailers Guide (copy enclosed).-
Dottie Hagen, a member of my staff, dompleted a

forty page analysis report this week*and forwarded

it for ac.O.on. However, A.t will be several months

befoie revised copies of the Mailers Guide are

available.
-411.

The Consumer's Directory is in the clearance process.

I will send you copies 4hen it is printed.-

The work you, Dr. olkes as* Ms. Peck performed ok
the.Consumer's Direct.ory is deeply appreciated.

Sincerely,-

r

Robert K. Jeffery
"General Manager
Consumer Support Division
CustomecfServiceS Department
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fens POST4te

***r**

UNITED ST5ALTEEdSanp 0,1STA;-WSERVICE

Wuhington, DC 20260

April 28, 1981

Daniel B. Felker, PhD
Document Design Center
ltherican Institutes for Research
1055 Thomas Jefferson Street, N.W.
WathIngton, DC 20007-

Dea'r Dr: Felker:

The puepose*of this letter.is simply to express my high
regard for thequality and range of woq performed 'bythe
Document Desttp Center.

I have always found everyone on title center's staff,to be
very helpful'and very responsive. I parttcularly appreciated
your assistance in arrahging for Hilda Shakin dn& Kenneth Best of
Siegel & Gale to advise us on format planning for the
"International Mail Manual."

ti

s 1

Your donthly newsletter, "Simply Stated" is always a source
of valuable information. I circulateLall issues throughout my
division and then retain them tn permanent files. Thank' you for
including me on the distribution list.

Sincerely,

.11°71 al24.4o0LeALCA.,

Marguerite 'Boudreau
General Manager
Directives & Forms Division

8 9
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NAVCJ
National Association on Volunteers in Criminal Justice

August 15,-1941

Dr. Janice Radish
Document Design Center
AIR 0.

1055 Thomas Jefferson Street, N.W.
Washington, D.d: 20007

Dear Dr. Redishs

Please excuse the belated note of thanks for the Document
Design Center's tremendous zontribution to the NAVCJ
Guidelines Project. The consultatiOn we have received
over the telephone has been a great help, and the workshop
given by Dixie.G0swami at our Louisville, Kentucky,
meeting in late May was probably the turning point of
our ehdeavor to write national guidelines manuals !Or th
deeign and management of criminal justice volunteer protrams.

As Dixie pointed oui ht the beginning of her session with
us, no, matter how much effort we 'put into thit,project and
no matter how manY good suggestions we haver, the manuals
will not change anything if people cannot read and
understand them. pixie's workshop has made a big difference.

Not only did she giveour National Advisory Committee
excellent direction by drawing attention to audience and
purpose, but she pulled Off a revolution in the way these
people-looked at writing. This group of "bureaucrats"
as'abe termed us, relisted at first, but soon joined the
movement to abolish passive constructions, awkward
nominalizationsT and jargon. As this group began going
over thi'almost four hundred pages of previously written
materials, they showed a-remarkable change in attitude
about what was acceptable and -clear writing.

Dixie also gave us some valuable sUggestions as to Imv, to
handle the review and evaluation process for our project.
We had Written in a phase of review for the manuals, but
the procedure we had choaen does not seem nearly as
effective as Dixie's specific questioning approach.

The assistance the DocuMent Design' Program has provided the
NAVCJ Guidelines Project is making a big difference in the
product we are producing. , We leel that this prodUct
national-guidelines manuals to help.citizens get involved

,in criminal justice programs -- will have a significant
impact on the juvenile and criminal justice systems. We
appreciate your contribution. I am,

DG:cs

4,00/15/

Sincerely yours,

David Gooch
Associate Director, NAVC3
Guidelines Project Manager

Pod. Office Bon 6365 Unlventty Alabama 35486 Telephone (205) 348-6738



United States of America
Office of

Personnel Management

Fitrin To

Dr. Janice C. Redish, Project Director
The Document Design Project '

American Institutes for Research
1055 Thomas Jefferson Street, N.W.
Washington, D.C. 20007

Wahington, D.C. 20415

Your RliefflICO'

NOV 2 3 1981

Dear Dr. Redish:

Thank you for the assistance that the Document Design Project has given
during our Standard'Form 171 (SF-171) review and revision. 'During 1980

Drs. Veda Charrow- and Cheryl Olkes,provided technical assistance during
the SF-171 work -group meetings and prepared a *tailed critique of the
instructions to the form. .

Dr. Charrow and Ms. Denise PeCk met with members of my staff in November
of this year, to present alUlr 7mock.-up".of the first page of the SF-171
and provide suggested language tbr the rest of the form. Dr. Charrow.

and Mt. Peck discUsted concepts of,design and language simplification
which were most informative.for my Staff. Although:Dr. Andrew Rose Aid
not attend this meeting; we would like to acknowledge his participation
in-prepailn4 the suggetted'format and language.

I am aware that the,grant which provided funding for such projects has been
depleted.- It is unfortUnate.that out current budget SitUatiOW precludes
'funding further study., However, *hen We,cfrCulate a draft of the proposed
revisions-to .the SF-171, we Will provide a copy to Dm-tharrow for any
coMments tiMe allows. '

We greatly appreciate your Cloperation and concern for raising the quality

of goVernment forms..

Sincerely,

45,--- Richard a,. Post, Assistant
Director' for Staffing

CON 114.2
January MI


