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_ S - ST e ‘ ! _ Tt
S '~ABOUT’, TPHE DOCUMENT DESIGN PROJECT | L o
] . - - . . i} ( L L4 . . o a ; -
In September 1978, the American Institutes for Research R .
" (AIR) began the Document Design Project to fpster clear and o~
-simple'writing and- design of public documentg‘ The puneose ! a
.- of the Docupment 'Design Project (DDP) was to help- make fdrms,
- reqgulations, brochures, and other written materials easier '
. for people to read; to understand, and.to use. Catnegie- :
Mellon Uniyexrsity and Siegel & Gale, Inc. worked with AIR- .. ey
. on this project. The,project was funded by the Teaching and _/
- Learning/Reading and’ Language group'at the National Institute ,
of Education.

.

. The Project's goal was to increase the knowledge and e j -
skills of peoplée who prbduce public documents.’ To.accompl;sh
,this gqQal, the DocumenR Degign Project had three tasks- ’

1

, ;o Task 1: To conduct theoretical and applied o
: research studies on language comprehension,: - . ,
~on the ways in-which skilled and unskilled ; T .

writers work, on problems associated with . '
different doCument features; : A

-

Task 2: To bring research 1n\o practice by . ?'7 oL
' working with government -agencies. as they. . Lo e
produce materials for' public use; ‘, - BECEE
N . Task 3: To bring research and practice into E -
P ' - ,education by developing tourses on writing- ' .
‘ - "and design for graduate students and under-
. graduates. ) ) . . . [ L. v

. If you have questions or comments on this report or'on
other work of the Document Design Project, contact Dr. Janice
C. Redish, Director, The Document  Design Center, AIR, 202/
342-5071. . , A N
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- ‘and designers who are trying to improve public documents, In .

l |
I‘

. \\’
Introduction

One of the major tasks of the Document Design PrOJect has

- been to provide technical assistance and training to writers

the three years of the Document Design Proyect .we. have

e helped writers, designers, and evaluators
iy in 19 Federal and local agencies with . 35
different: projects, ,

) developed a three-day course in Simplifying
Documents and trained. 42 writers from 15
agencies;

2 . -

e .developed a three-hour Workshop for Managers

. for supervisors of plain English projects
"and trained 70 supergrade executives from
four Federal agencies,

. created a library of over 500 books,
articles, and reports that researchers,
eachers, writers and designers use;

e expanded from the NIE-funded proyect into a
Document Design Center that provides ‘free
information services in the form of a news-

. letter and a colloguium series. The newsletter,
T 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
-experiences BN :

A {

" The American Institutes for Research took fhe 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
Stafip brochure and the Qdality Book; with OPM on the first
analysis of the 171 form; with IRS on Puklication 590; and with

"the U Postal Service on the Consumer Guide.

In addition, SiegQ; 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 AssistanceﬂLinks Research, PFactice, 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 w1th utilization (whether their
results are ever applied outside of the 1aboratory) than they
traditionally 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 praetice into the research--to select research,questions
that have direct application to actual documengs and to use
actual documents as stimulus materials for our studies Learn-
ing about practical problems in document design BPens_dp new
avenues of research for social sc1entists

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

fact, a, research study-j e learned about how writers and-
-designers work and abou} the effects of a—particular inter-
'vention, the Document Design Project's assistgance. Working

" with the people.and the systems that produce bureaucratic docu-
.ments has increased our understanding of the problems that ’
writers. have and'enabled us to develop better education programs
to tr nafuture writers and designers.
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... 7 Criteria for Technical Assistance Projects
’ B T -~ — |
" We selected projects for technical assistance on the basis .

of several criteria: - v
'. . V2 . . N . )
. @ .The document had to be 3fAcritical ) -
Con importance to large groups of vulnerabl I
N people. We took into account~ )

s the size of the population affected -

) how dependent people are on the '//
. 9ocument . ’

how much hurt or ;yss people will
sustain if they cannot use the
document. '

" @ The aéendy that produced the document had
fto be intereéested in the project; and willing
to commit resourtes--people and time--to
N § A o )

- ® The document had to expand the range of
d ~ documents we worked with, so that we
could find out how our research-based
) knowledge- of document design applied to
y different situations (e.g., regulations
-forms, -notices, information booklets).

® . The agency should have been‘'yilling to
. . evaluate the document as part-of the
* project.

Because ofvthe importance of our first criterion, we
were particularly concerned with documgnts that affect poor
people and minority populations. A ng our most important

'projects wa{e préﬁecta to simplify financial aid forms,
tax forms (including Spanish-language publications), infor-
mation about Food:Stamps, fire safety standards for group
v homes, and medical consent forms.
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‘How We Set Up a Technical Assistance Project, o /(/‘

 The, contact that deyelopqg'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 criterie for technical
assistance and then contacted the agency. Once the contact was
made, we required that the'egencg,

'@ be willing to commit time and people to
the _project,

! [y

) con51der evaluating the orlginal and/or
rewritten document, :

and ‘e 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-9 ‘through SES)--primafily lawyers, but also writer-editors,
economists, and professionals in other technical areas.

What We Did in a Technical Assistance Project . ' )

.~ Our team of linguists, research and evaluation experts,
lawyers; and graphlc designers worked on projects involving .
forms and_their instructions; regulations, guidelines, and
legal notices; booklets and brochures. We also conducted
workshops and one-on-on& tnéining in clear writing and document

p{ 'design. Our purpose was not to do the egencies' work fo them,'
but rather to teach them how to cla and simplify tnei} '
documents, and Ao reduce the burden of paperwork for 3all those
affected by adé:cy documents.

of all types of documents, diagnosiny problems

® We performed linguistic analyses andggfitiques
and making recommendations for revisiodns. 1In

. doing this, we took into account audience .
- : for the document and the system ch created
r the document and in’'which the document func-
tions. ,

(o !
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® We edited and helped rewrite documents 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. §,
. e We performed graphic analyses of formé,

brochures, and other documents, providing
recommendations for redesign based on '
research-baged guidelines and sound graphic
principles. .

\ ¢
'@ We helped agencies to redesign public-use
forms and other documents, taking into

account the audience and the system. /

. . .‘\/
e 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, analyze data,
and interpret results. -
We structured each project to meet the needs and resources -
&g the agency. One project may have only involved anai&zing a
form wb&le another included helping agency.staff to rewrite
~and redesign the forms. OneAproject 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 documentSJ and helped them design an evaluation
that would fit their needs and their resources. qu’seminars
P
and workshops focused on some or all of these tasks, depending

-

upon a given agency's needs.

¢




our Technical Assistance ?rojects

T—
Over the past three years, we worked with 19 agen#&es ’
on the following types of projects: - '

A, Forms--and their instructions

J B. Regulations--including agency guide- \ ! el
lines 'and legal notices
~C: Publications--including booklets,
- brochures, patient labels
. D. Workshops and seminars Co . _ o

A. Forms--and their gnstructions;

N \ Ag‘enc;{‘ :
RS Department of Education (ED)

Office of Student Financial
Asgsistance (OSFA)

Internal Revenue Service
(IRS) Forms and Publica-
tions Division

Internal Revenue Service
(IRS) -

U.S. Postal Service (UsPs)

Immigration and Naturalica-
tion Service (INS) Forms
Control

White Housg Consumer Affairs

Council \

. Council , ~
Office of Personnel Manage-
ment (OPM)

National Bureaif of Standards
(NBS) Center for Fire °
Research *

Department Jf Housing & »
Urban Development (HUD)

White House\Consumer Affairs;

6 | : ;22 | -

]

Project .

Analyze the BEOG (Basic Educational

Opportynity 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
» - \‘v /-\
@ » St .

Help design and evaluate customer

sfrvice card

Work with staff to revise.1-20

(Foreign Student) form and instruc-

tions

Develop cénsumer response agrm',for7 '
EO 12160 ' '

Help develop reader survey form for
newslettér -

9
Serve on-interagency, task force to
revise 171; analyze 171 form;
suggest revisions to text and °
format

Help redesign and revise forms and -
instructions for rati?ﬁ‘broup homes

Evaluate loan tecastin

greement
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'“1E} Regulatlons, guldellnes, legal not1ces BRI
‘Agencx ' | ;Bregect ' ._’;f S ’

. /.

.Depa;tment of Hou31ng &

Urbarn Development (HUD)

-

Internal Bevenue Serv1ce o
(IRS) ; ,~' , j» .0

Soélal Securlty,Admlnlstra—"
tion (SSA) B ’
A S :

) Fﬁder%lCommunications
'~€dmmission

(FCC)

Department df Health and~
Humah Serv1ces (HHSY

Ufé. De rtment,of Agrlcul-,.
ture (USDA) Food Safety and
Quality Serwice- (FSQS)

Federal Trad
(FTC)‘

Comm1331on

kS

New York Clty Depar;ment
of Consumer Affairs '

-

Department of Health and

Human Serv1ces (HHS) © &

a -

Health ‘care Financing ™.
Admlnlstratlon (HCFA)

~

- >

Help rev1s$ prlvacy act regulatlons

“

Analyze notices

-Analyze rewritten regulations

#
°

Help plan and carry ut evaluatlon ;
of MarJ.ne Radldl regu ations -

Analyze and 1ntegrate three related
regulatlons

Work w1bh sta#f to turn 1nformal
gu1de11nes 1nto a clear regulatlbn.

' Help revise guadellnes for pub11C"

part1c1pat10n in rulemaklng

Helprev1se law and regulatlons cn

" licensing of hOmewlmprovement ‘

contra tOIS -

< ¢ !

Help produce” and improve guldellnes
for puplic partlclpatlon .

Ky

Rev1ew and suggest improvements for'
gu1de11nes to states on admlnlster—

31ng‘a Med%Fald program
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Publicatlons, brochur S, Qatlent labels
.fﬁ _ Agencx e | Prolect L

Food and Drug Admlnlstra-r

. '-.tlon (FDA)

'Publichnfermation'mS

Federal Communications

u. S,Jﬂepartment ég Agrl-'”
culture_(USDA) Office of

Commission (FCC)

>

'Internal Revenue Serv1ce

(IRS) ‘Forms. and Publlcatlons

L D1v1s10n

B S Postal Serv1ce (USPS)

’

A Sy

v.s: Bestal‘SerVi%e (US?S)

\

‘i'te{:al Revenue Serv1ce'

(IRS

' Na'1onll Institutes of
‘Health (NIH)

\
j}?nalyze .four patlent package
‘n

serts (PPIs) for Vallum
Help erte and evaluate.new
formation brochure about Food
%amps A
¥

" Review consu@er information booklet .

on broadcastlng rlghts and obllga-.

"tions

‘Help rewrite publications

on Indiviidual Retirement Arrange-
ments (IRAs)

i . : _—

Al

- Analyze and.suggest graphic revisions .*
for International Mail publication

: - L . C. o
Analyze and suggest revisions for

Consumer Dlrectory : !

Help | rev1se Spanish-+ language tax
publlcatlons ‘ .

Analyze and edlt medical- research
copsent forms; create gu1de11nes

National Institutes of
Health (NIH) : ‘

- U. S Depar%ment of Agrlcul-

e

ture (USDA) Food and Nutry—
tlon Serv1ce (FN?) _

for wrlters

- _
‘Create guidelines for writing
assent forms for children

3

Hﬁin evaluate distribution system
for brochure

[y




_(IRS)

‘Multi-agency

\ - .
o " . ’ . . .
. ) :
. . / .
D. Workshops, training, seminars - . .
Agendx Project.

Food and Drug Admlnlstratlon
(FDA) " -

Social Securlty Admlnlstra—

tlon (ssA) - ”v_

Internal Revenue Serv1ce
) . . ; 1" B

Bureau of the Census“

Multi-agency

o

-ah

Federal Trade Commission
(FTC)

. .
Federal Communications Com-
mission (FCC) ; . e
Department of Bducation (ED)
Office of. Student Financial
Assistance (OSFA) N

Food and Drug Administration
(FDA) Bureau of Medical
Devices

1
National As
Volunteers
Justice

,cietioh for
n Criminal

~ Training seminar in document design

r

Training seminar in dlear regula-

‘tion writing“' oo T o

Semlnar .on clear wr1t1ng for 150-

.7_175 tax law spec1allsts

Work w1th task force to set up .

consistent procedures for trans-

- lating census documents into Spanish

Set up conferences on how Federal
agencies should communlcate w1th

Hispanics

Three-day workshop for government‘v,
writers--"simplifying Documents"

" Half-day workshop for managers--

how ‘to review documents, how to set '
up a document simplification project

AN "

oy

Workshop on clear wr1t1ng prlnciples
for writers of guldellnes .

Y

In the next sectlon, we highllght seven of these projects,

including "before-and-after" examples of.our'yorkr

seéct
each of the projects.
o _ “

4

The thirdy'

n of this report consists of brief descriptionsvof
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EXAMPLEY . | e, -
Writing Regulatidns That Non-Lawyers Can Undpr&!and: _ v .
Department of Housing and Urban Development '

. Why We.SeZected:This Project | ' ' L " T '_ o
 The Privacy"ACt of 1974 %rohibits unauthorized‘use of

_ records that Federal agencies keep about private citizens. It

also allows people to see, copy, or correct information about ° _
themselves in these records._ Anyone wg——has dealt Wlth a a "
Federal agency may some day need to refer tq*EFESprivacy act
regulations. Yet only a lawyer could understand the”regulations

that. most agenc1es wrote to describe ‘how people can get access

[

to their records. . N

What We Did

Shortly after the pocument Design Project began, we had the ’
-opportunity to describe the project at ansopen meeting of the ;
American Bar Association's Committee on iegal Dtafting. ' '
Mr. William Granik, a lawyer in HUb's_office owaegulations,"

was at that meeting and expressed enthusiastic interest in a

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

a model for thatfagency‘of how;to'write plain English regulations.
With the strong support of Mr. Burton Bloomberg, Director of .

.the Office, and the help of the Document. Design Progect, Mr. Granik -
reorganized and rewrote the rule.. '

. \1' .
The changes}are striking. 'The new regulation addresses thej

reader directly as "you" instead of presenting informatiqn in

the morg formal- and abstract thirdﬁperson "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 immediatelyv

if you have found the section that you need. |




‘. o ~In the old \rule, you had to wade ‘through sentences as long
~ as 127~words. In the new rule, ‘this one sentence has become four

sentences of approximately 30 words. By following the Document

v Design ProJect s guidelines, HUD has written a regulation that
is not only much easier for people to use and to understand, but
that also carries Cpmuch friendlier tone;. the agency comes across

s\ as wanting to help‘people. exercise their rights.

, - HUD proposed“the plain English privacy act regulations in

the Federal Register of July 21, 1980, acknowledging the help- of
the Document Design Proj?ct at some length in the preamble 'Here's
what they said about our help: ' O ’

\
. “In recodifying these regulluonl. tho ,
HUD Office of Regulations used the . ,
"Document Design Project (“DDP”) as- : N
.. consultant. The DDP is aproject at the o
* American Institutes for Research, :
~ Washington, D.C.; funded by the
' A NI Institate of Education®”
rule is a complete
Part 16 which uses simpler
hngnuo and shorter sentences -
] thm.bmnh-“ the nlull.d t:li‘mn. In .dﬂgum
, we re sant mu~
of Part 18 h:tr;.:f‘udn is more . N
convenient for the reader. Moreover, m A
have proposed a number of minor,
changes in the present Privacy Act . o ot
at HUD, to make the ,

. o : nvlht!om more consistent internally,
. - have used two new techniques,
suggested by the DDP consultants, to
miake thl revised regulations more :
undsrstandable. First, we have written. .
: ‘purtl y in the second person, using .
| . “youlinstedd of the “Individual” to ¢
refer to the réader. Secand, the revised -
. regulations contain a “sign post” section

& g - , (4 10.9) which axplains to the reader
e : : which sections to consult in order to
‘ , . exarcise specific rights undnr tho
’ : _Privacy Act. e

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

A

12




Regulations are reference documents: People go to them. )
ldoking for‘an9wers to specific questiéns.’ But‘most_regulations
néver‘clearly tell the reader what the regulation is ébout_orv
where to'f;nd infdrmationz A'éignpost secpion tells the regder
what'is in the rule and how it is organized. The reader can

4 féo directlylio the one.section that covers his or her problem.’
| A'signpost'seétion saves the reader's time and makes it much,
more likely that the reader will find’what he or she is looking for.’

Here is the signpost section of the new HUD'Privacy Act
Regulat;on: ! '

Ve
~

- . . - .
A Y
- .

§16.3 tHow %o Exercies Your Rights
, 'mn’i’rlncyAc!givuyannm : T e
. . - followmgrighu: + S ) t
7 ! N () Right to find out what records . .
ST L4 , about you HUD may have. you want .
to out whether HUD is keeping any
recards about you. follow the o
instructions in § 18.5 “How tp get
information about HUD records™.
_(b) Right to see or get a copy of any .
oo record about you. U you wan! to see ar-
: : gouulwlpyo!anyuunmmrdnhom
¢ you, follow the instructions in § 18.8,
“How to ses or copy HUD records™
) L. (c) Right to corract any racord about - '
. you. I you belisve that there is an error ,
L~ in any HUD record about you and you
ot want to bave it corrscted, Inllow 4.
, - * instructions ln § 18.21, “How $0 correct
' . HUD records™. > o
(dlmw@padndcuida{::ry
regues! that you mads. Y HUD
~ denied any reguast that you mads to see
‘ or copy a record or correct a record, you
3 : ; may appeal from this decision by
o . following the procsdures described in .
N : . §16.10, “What you can do if HUD :
S - denies your request to ses or copy HUD . ' .
) , \ recorda,” or § 26.13, “What ydy can do if ‘
HUD dentes your request to corect HUD
- racords”. *~
e) Right to sue HUD in court Your
t to sua HUD in court for violating : he
the Privacy Act is explained in § 16.16,
“Your right to sus . ‘

¢
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: The Document Design Progect 8 research shows that people
.reading regulatlons 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‘séntences 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 saveslthem that translation time. Here is an example

of how we translated legalese into English in the HUD Privacy

N Act regulations: , : )
o _ . \ “ ' ~
Before: oo 7 After. -
P16,9(c) The fonowin(g " P16.12(c) In making a’
cr;teria will be decision on your ¥equest °
considered by the == - - the Privacy Act Officer
Privaoy Act Ofificer will consider the following:...
in reviewing a request S .
for correction or -7 s
‘ ammendment:... o _ ,
(8) The propriety and Whether there are any
feasibility of complying problems in correcting
with the specifi¢ means . ‘the record in the way
of correction or amend- that you request. R
ment requested by the , AR : /
- individual. ek .
. 'l




" EXAMPLE 2
~ Evaluating a Plain English Regulation:

S

Federal-Communications Commission

Why We Selected Thie Project . - o ‘

The Federal Communications Commission rewrotée Part 83
of Title 47 of the Code of Federal Regulations in élain English.
Part 83 deals with rules governing the use of marine radios for
recreational boaters. The FCC's goal was to produce a low-
cost booklet of .rules that the 300,000 recreational boaters oo
who have two-way marine radios on their boats would find easy

9 E 4

to use and understand.

The -final revised version of this'regulation consists of)
22 rules in an ll—page booklet. These 22 rules were extracted
‘from a much larger volume of rules that regulated radio com-
munication on passenger and commercial vessels as well as on
recreational boats. 1In revising the rules, the writers used
plain English and other document design principles such as
headingsﬁftaoles, highlighting techniques, and wﬁ}te space.

TheﬁfCC thought that'the revised rules-were clearer, more
readable, and easier to use than the original volume of rules,
so they asked the Document Design ojeot to assist them in
developing and conducting an empirical evaluation,to test
whether the revised rules are in fact more effective than the
original oneﬁb We agreed to participate in this projgct, be-

cause we have ‘been trying to convince agencies that documents

can be evaluate :empirically and had been looking for a case
study of an. empirical evaluation. )

A

What We Did -

\

Document Design Project staff worked eclosely with FCC
for over;a year to ‘develop the evaluation design, plan the
sampling and data collection procedures,xdevelop the test,

and analyze the data.

.
f ’ B

. . .

) )




_ FCC‘(with DDP's help) measured how effective and useable
the regulations 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-
tion. One of the FCCLa{concerns 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 partic1pated to test whether
experience influences use and comprehension of the new rules.

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 measurepWas,compared by analysis
of variance; FCC staff administered the evaluation so that the
data were collected, scored,’and analyzed under standard condi-
tions. ' '

The results 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,

22
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.
and lower (i.e., easier) ratings of difficulty. The e/v‘alua"tiorx
data support' the use of document design ;;;inciples for making
pub]_.ic documents more understahdh{ele and easier to hse.

"1l. Both groups answered more }questio;is correctly from the
new (plain English) rules than from the old (legalese) rules.

Figure 1 lllunmis the sverags number of questions that the

two groups snswered correctly.. N
" 20 — v
.k B
| 3 ;
S 4 .
- 2 :
c 10 o {
< : e
~°
¥ 35
g 5§ b— EXPERIENCED
-, 5 USERS
2 ' y EXPERIENCED
O‘ --0 L'\'ss)f(as RIENC
-0 ' 1
Old Rule New Rule
»
)

- FIGURE 1. The average number of questions
answered correctly (out of 20) '
by using old and new recreational - .
boating rules. : »




)

. 2.  Both groups had the same reaction ta the old ar;d' the new
regulations. They thought ";tl'ie old»png was very difficult and the

»

new one was easy to use. . .

7

- (Hard) 5 — ) | : : .

Difficulty Ratings
(7S
|

2
(Easy) 1 1 l
Oid WJles New Rules
’ \
EXPERIENCED
USERS
. - INEXPERIENCED -
0'7 USERS

t

FIGURE 2. The average ratings of how difficult ‘
it was to use the new and old rules.
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, EXAMPLE 3.
Simplifying Tax, Instructlons
Internal Revenue Service -

Why We Selected Thie Progject

5

The Intérnal Revenue Service (IRS) has become increasing—
ly aware in récent years that taxpayers have dlfflculty under-
standing and using tax forms and instructions. : Error rates
are high, and even people with straightforward, simple tax
sitaations would—rather go to a tax preparer than try to
tacklé the tax form. As part of its attempt to improve this
situation, the Forms and Publications Div}slon'of‘IRS asked
“the DDP to teach its writer-editors and tax-law specialists-’
how to simplify and clarify the langud@e of tax forms and

~ ﬁnstructions.

o A,

#?at We Did
We began with a one-afternoon fntroductory workshop for
-about 175 writers and tax-law specialists. In the workshop,
we presented.and explained general guidelines for clear writ-
ing Ain public documents and then demonstrated how the guide-

lines apply to problems in IRS forms and instructionsy '

After that initial session, we began working with dif~
ferent groups in ‘the IRS Forms and Publications Division that
% are responsible for updating and/févlsing tax forms and sched-
J&es. Together, we negotiated changes to slmplifZ and clarify
the fOrms and’lnstructions 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-

nieal assistance projects with -IRS:

;




v | | g

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

e We helped revise publicatiap 590 on
Individual Retirement Arrangements.

. e We helped rewrite the Spanish-languade
publication, Guia para preparar la .
declaracion del impuesto federal sobres
ingreso personal.’

’ P - {J“ [
e We provided‘expert'analysis.of two versions
of notices that_IRS sends to taxpayers.

'Here-is an, example of instructions tha& ‘were totallly re-
written during ourcweekly revision. sessions. They are fot
Schedule E. Note that the old vereion begins with a fact that “
doesn t seem relevant to filling out the form at all. The new
veraion begins by telling the reader what the form is r and
~then relates the first fact to wn? people use this form.

-

v

Before ~ / After
Part | o Purpose
Use Schedule E to report income (or loss
PQHS‘OD and Am‘u"y 'ncome from pensions snd .g:ultlu. nnt(n snd )
General Rule for Annuities : roysities, partnerships, estatesand -
Generally, smounts you received from T . trusts, and small business corporations.
snnuities-and pensions are included in . o
your incoma In an smount thet is figured ’ . .
on your life axpactancy. You mey find  shis- . :
computation and your liferexpectancy Part |
multtipis in Publication§s5, Tex
information on Pomlon and Annulty . . :::::;?:; .':g o me N
‘ncg::é: you ﬂ‘u'. "‘. .‘ch‘d.b'. smount Notas: For more Information sbouf Dlnlfon
for s full yesr it doss notchenge, soyou = ~ :,2,‘:.7::‘:‘,% ‘Rﬁ:ﬁ"& :;:O;,":’"“uo" 573,
will not have to refigure the smount to Generglly, you must use Scheduls E
exclude each full )c.r' in making this . to repbrt b nslon and ennulty income if
computation, you tan get help from the the .mounx of that income whlch you
Interns) Revenue Servi s wall as from - ~ received in 1979 s not fully taxable.
the payer of ths annuity or N There are thrae methods of reporting
i1 you did not-Contribute to st of your pansion or snnuity Incomas.
your pension or snnuity, or your byer M thdd 1 v
did not withhold part of the contracy cost e .
from your pay while you worked, th The pension or !hml"Y payments you
smounts you receive esch year sre fully receive sre fully texable |

taxabla. Report your annuity on ® You did not make any conmbutlonl

1040, line 17, instead of 8¢ e E. (including contributions withheld from
. . - your salary) to your pension or annuity, or
. . ) : ¥ :




L

t

e e

N
N

These -next examples are from Form 4684 - Casualties and 5\\\

Theft.

- of the form.f

.

rBefOre

..Purpose of this Form.—Form 4684
gives general instructions for casualties

‘and thefts. It may eliminate the need for -

completing part or all of Section A of Part |,
Form - 4797, Supplemental Schedule of
Gains and Losses. Attach Form 4684, br a
statement that shows your computatvon
to Form 1040.

4

'atory, has been replaced w1th a true explanatlon of ‘the purposef,-

_’After

Purpose of Forrn'

Use this form to figure your gain or Ioss

_from casualty or theft if: ,
® More than one item was lost of -

damaged by one or more casualties or .
thefts, a

® You had more than one casualty or.
theft during the tax year, or . i

® The casualty or theft was to trade, -

- business .or ‘income-producing prop-
erty :

- Use Part ! 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
more * “an one ¢»
tax
e .

‘cessary if vou had
ar theft ~ the

~ake ~or .

© In the "Before" verslon, a very confus1ng and contradlctory‘

‘explanatlon of how to treat casualtles and thefts ‘has been re-~

placed by a s1mple and well- la1d~out llst. S

«

Before

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 gam
from_a casualty or a theft.

Any loss arising from fire, storm, shlp-‘

wreck, or other casualty may be a casualty

- loss deduction. A theft loss may be de:

ductible. It includes larceny, " embezzle-
ment, and robbery. .

N

o

After

Casualty or Theft Losses You Maﬁ Deducf

You may deduct any loss arislng from
o fire ;

storm

shipwreck

other casualty

theft (for example. Iarceny, embezzle-
ment, and robbery)
,Oamage to a car that is not the result

of a willful act or willful negllgence of
the driver

Although the explanatlons in the new form tended to be
longer than those 1n the old 1nstruct10ns, we also ellmlnated

redundant and extraneous 1nformatlon.

Thls made the new version

much shorter than ‘the old one, and allowed us to add llne-byr

)1line 1nstructlonsp

¢
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'EXAMPLE4 ' ' .
Simplifying the Basic Grant Applmtuon Form: ' ‘ L
Department of Educatlon, Office ““f &We‘fﬁnancial*Assustance — —

Why We SeZected This. Progect

"~ More than five mllllon students apply every year for .

gFederal grants to. pay for their postsecondary education. In .

- the past, many app icants have had problems with the Bas1c ‘
Grant form and 1nstructlons. Th1rty -four percent of’the 1979-
1980 Ba51c Grant appllcatlons (and '45% of the appllcat10n31
'uslng the. College Scholarsh1p Serv1ce 's’ form)kcould not be- pro-:
cessed because students' (or their parents) didqd, not £ill out

- the forms . correctly. Some appllcants had to: return the1r forms

~four or five t1mes -before the answers were complete or- cons1st—

4ent enough to be accepted. Some gave up trylng.,‘

¢

The Bas1c Grant 1s an entitlement program meant to prov1de .
rhelp to those least able to -pay for further education. Stu- 'x
dents who demonstrate f1nanc1al need, who meet other cr1ter1a"
for ellglblllty and 'who fill out a-complete, correct appllcatlon R

ar awarded a grant. If the complex1ty of the form and instruc-
tlons keeps” ellglble -tudents or their families from apply1ng,
the students lose dﬁt on money to which they are otherwise
entitled. Those who need the money most are often those who

find the form most dafflcult

What We Did |
' The Documentfﬁéﬁﬁgn Proﬁect worked with the Basic Grant
Branch in the Sprirng of 1979 to slmpllfy the financial aid
‘package. T:%ether we reorganlzed(and simplified the word1ng
u,of ‘the 1ntroductory 1nformatlon. We. introduced color codihg
to help students and parents find their separate paths through
f the’ form\,‘We reordered the financial questions to allow students

2
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and parents ‘who do not f11e an’ income tax return. to Sklp ques-

'.tlons that they are not requlred to answer. We helped people
' prepare to fill out the forms by telllng them what other,mater-
~ial they would need to fill out the forms.

&

All of these changes reduce the. burden the’ fofm places on

. the applicant, resultlng in large savings of t1me and frustra-

tion. 1In the year after these changes were 1ntroduced thej

error rate ‘fell s1gn1f1cantly. . 4

Document De51gn Project research has shown that section-
headings, which are usually houn strings, often confuse people

_1nstead of helplng them. Because readers are looklng fbr answers .
to questlons, wr1t1ng the head1ngs asyquestlons helps the reader

f1nd the correct section qulckly. Here is an example from the

1ntroductory information in the Basic Grant package.

Basic Grant béfore: <3
t student Eligibility : -~
You will be eligibie for a grant if you meet all of the \ N

following important criteria:

1. You have been de mined to meet the Basic Grant
tinancial need reqt rements

2. You will be enrollied in an undergraduate coursa of
study and have not previously received a Bachelor s

degree from # - institution. . —
3. Yo wlli® - ‘on,at' -t a half-ti—a basis ln

~ wr

7 Basic Grant after: ,
g-Who can get a Baslc Grant? . S
You can get a Basic Grant tor 1980-81 it all these tmngs are \
true . .

1. You show that you have financial need—your education
costs more than you can pay

2 Youare a U.S. citizen or an eligsble noncitizen. (See page 4
for a list of ehgible noncitizens.)

4 3. You do not + e a Bachelor's degree.
" 4. Both - 1 and your program of study are
- elie - v meet ** ~ requirer ‘of the Basic
r . . . _M . _"a

.
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In the old Basiq.Grant;packaget'the Instructions section’

- began with several admonitioné--_not with any information that

‘ ~would help t‘he,_’ reader get started. Ihstead,,,of inviting people
to apply, it seeme.dbto be tr’ying to turn them away. o

- - .

Basic Grant before:

.~ Instructions

It is important that you read the instructions whiie com-
‘pieting the form. If the form is compieted corractly, your
application can be processed without unnecessary deiay.

Every- attempt has been made to Incl,ude only. those ques-
tions that are absolutely necessary. All information wili,
of course, be treated conﬂdentlally. : - .

\ Your application must be complete and accurge. . : _
) Studénts recelving Basic Grants based on iacorrect infor- _ e
mation submitted on the appiication wiil have to repay : : o
any funds received and may aiso be subject to further :
) : penalty. . ' v
" k ALL QUESTIONS MUST BE COMPLETED, EXCEPT FOR’ .
-7 517,814 AND 53 WHICH ARE OPTIONAL.

7
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In the new Basic Grant package, the Instruct:.ons begin

by help:.ng people gather together all the _papers they w111 need

to copy 1nformat10n from. This saves tlme and frustrat:.on latef

and helps people get organlzed for the ‘tasks ahead.

7

~

_ . ‘

° * Basic Grant after:

-’ : ' .
Gemng Ready |
First, be sure yoy have read and understood the first few
pages of this booklet. i
Becduse you will need to give flnancial lnformatlon for -
yo it and/or your family, you should get together these
regords. ' . o
—1879 U.S. income tax return (Form 1040 or 1040A) ' )

— W-2 Forms and other records of money earned in 1879
— Current bank statements !

— Current mortgage information

— Records of medical or dental bills that were paid in 1979
— Business or farm records

— Records of veterans benema or social securlty paymenta




EXAMPLE 6 B | | .
Simplifying Forms for Immigrants:
Immigration and Naturalization Service : )

Why We Selecte& Thie 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 many of the same de- >
fects as other bureaucratic documents—-poor layout, tiny print,
' cramped writing spaces, and bureaucratic and legal jargon.
But in addltlon, the people ‘who must read, understand, and
fill out the forms are usually not native speakers.of Engllsh
Documents that would be difficult for native English speakers
. become enormous impediments  for non-native English speakers.
Since many of the foreigners whoi?ﬁitially'fill out these docu-
ments later become U.S. citlzens or permanent- res1dents, it
seems a shame that their f1rst contact with the U.S. govern-

ment and its paperwork should be so unpleasant.

The DDPaworked with INS staff tO‘improve a form that af-
fects both foreigners and Americans: the I-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. 1In fact, most of the com-
plaints that INS recqives about this form come from the native-
Engllsh—speaklng foreign student adv1sors. They find the form
illogically organized and too cramped for adequate answers.
Working with JINS staff and a representative from the National
Association of Foreign Student Advisors (NAFSA), we also found
that the form was asking the .wrong questions, tpat it was )
Verj difficult to find specific information on the form, and
that the language was far too difficult and bureaucratic for

either‘of\its intended audiences.

INS and DDP together reorganized several parts of the
form. This can be seen from the differences on the first two N
’pages of the old and new form that folloj/pagegzs. For example,

27 | y /
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o .

® 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 certifi-
cation.

® We arranged the various small boxes on the
¢ bage to eliminate wasted space, which allowed
us to increase the type ©ize to make the text
* more readable.

° vWe eliminated outdated and irrelevant
content.

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

e We added informative headings throughout
(sdde especially page 2), and used bold-face

v type to highlight headings and important |
information.
| The revised I-20 form was approved by INS, the State
Department, and the Justice Department in the autumn of 1981,
and is now officially in use.

)
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- BEFORE ' - . OMB. NO
Name of Student—Family Name (Capital Letters) Pirat Name ~—Wiade Nam
- . M CERTIFICATE
-;mdmm..dly.yﬂ) Onunwa':ilnh wdmw . OF .
READ CAREFULLY THE INSTRUCTIONS ON PAGE 4 - ELIGIBILITY”
P Narme of §chool ' ’ '
;o 3 : _ , _ (POR NONIMMIGRANT *'B-1**
| : School Official To Be Notified of Student’s Arrivel In U.S. - ) STUDENT STATUS) |
; Address of School (Include Zip Code) — . , . [ visa tssuing Post
. ' ¢
) ,
hbn-y-u--u-m .

S l NMIMUWIMQWMMWW)
. 8 O Initial sttendance at this sshool, b. O Wmd&nmmmm’ummsm Thutudomumnorlnautly.unmm
= Form 1484 in the student's posssssion, expires (month, day, year) . c. O Other (apecify) __
) ’@. The stugent named has desn ascepted for & full course of study tn this school. (1 the student mum appesr on or before & specilied dats, specity thet data here )
mmmumnm-mmdm-mmmmwmmm 80”21420)0.).mmblmﬂlulkm (3ohoois which devote thermseives
: "__ enciusively or primarity 10 vosstionsl, business, o 1anguage inetruction must compiets the following: The student will be expectsd to carry & minimum of clock hours o
; ‘ )mm'ommumh o normally requiring (specify mthdpropoadmm) and will be
" expested 1o compiete the required studies at this inetitution not tater than ® ‘
3. The echool has determined by & careful eveluation of the student’ .Mlmmmmwmmmlmmmtoqulullmmdﬂudy
4. (Cheshoneend fil In es appiopriets.)
e O rmu-ylnmowlwmnmmmmr—mnmmmmmmmmmwm«w
Sesis for determinations___ 22
4 0.0 mmmmmmum.utmmnuomwum.mw-mw :
) O Envolied in e full course of study of English In this school. : .
. O Given spesial Instruction in English, which will consist of
"+ e. O Proficilency in the English language is not required. Expiain: :
Sa. The present wummﬁmu_m;mmmmmmut__.mnmmm for other academio-term) cost
for |mmlmmuwwut___rmumlum umm&.m)buummmul_. (Expenees for the

s rdivpivmebipioain '
, o, of iiving and incidental expenses for the summer pertod ©r ather non-academic pertod) of thnmnllu(__.
6. The student expects 10 Mest the expenses estimated in itern Sa and B sbove by (Amount/Academic Yeer or |
compieting the following (check and il In es sppropriate): ’ other termeof ___montte)
O Scholarship/grant/essistantship from this echool st §__ - per untll Y
ommmwmmmm-mm»m-u.a.mmmwmmmmm. L
student's ability 10 carry a full course of study. The rete of pay 8 & per . (enter estimated pay for academic year)
. O Soholarship/grant/ loan {rom another source Bpeoity source: ) '
-l por /. il
o] Mum»m‘uﬁmmmmmm—um”mm; s
o mammmmmuumw (explain) i s
Tw:mduwmdﬁmmm.ﬂ . ’ - , : S 'Y
7. This echool for i approval not in it own name, the ' 8chool District under which it operates or ‘
Schaol of which it is & pert) wes approved for attendance by nonimmigrant students by the Immigration and Naturalization Service on
file number Such approval has not been revoked. |
6. REMARKS A\ : |
1 7 o
or immigration official ' Signature of schoo! official authorized by the school to lssus Forma I-20A. | e-nuy that mo above Infor-
. mation Is true and correct,
] !
Title : Dats of Issuance: (This certificate expires
12 monthe after the date of lesuance)
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» ‘1, € i L L) U . - } |
OF THE IMMIGRATION AND NATIONALITY ACT o

1. U'sesk wmwumlﬁmummmwwwcomylumopwpmovpu,mlnguun@moc study at the school named on

page 1 of this form.
2 Piease print name in full \1\ ) ‘ ‘ : 3. My maximum anticipated stay is (Monthe or Years)

4. My educstionsi objective ls°

8. | am financially able 1o support myssif for the entire period of my stay in the United States while pursuing a full course of study. (Stata source
and amount of support:) (Documentary evidence of mesns of actusl support must be attached to this form) .

'1 & 1 last attended (Name of School) | city). ’ {State) a — Cwety)
7. Mymﬂddonnm.ur ) R . « | 8. § compietad such studies on (Dats) L

-
-~

|5 The person most clossly reissed to me who iives cutside the United States ls: . ~
\  Oleme) » o (Relationship) ’ (Address)

10. The person most ciosely related 10 Me who lives in the United States is: (1f you have no reiative in the United States, give the name of & friend.) 5
. (Relationship) ’ (Address)

(Name) '

»

~

-

11, | understand the following: LR

8. A nonimmigrant student applying for admission to the United States for the first time after wnﬁ-m an F-1 (student s) visa, will not be admitted unl;ns the studem
intends to sttend the schoo! specified in that visa. Therefore, if before dmn’lm for the United States the student decides to attand somae other school, the studant m:::%

communicate with the lssuing American consular office for the purpose of Naving such other schoo! specified in the visa. Any other nommmigrant student will not
admitted to the United States unigss the student intends to sttend the school specified In the Form 1-20 or Form 1-84 which 18 presentad Lo the immigration officer at the
of entry, ' . . R . : . .

b. A nonimm 1 student |s not permitted to work off-campus 10r 8 wage or salary or engage in business whila in the United States uniess permission to do so has firs
been granted by the immigration and Naturalization Servics. A student who requires employment (1) because of economic necessity dus to unforeseen circumst
srising after samission, or (2) to obtain practicsl training, may spply ‘to the Immigration and Naturalization Service on Form |-538 tor permission to accept such emp!
ment, Additional information concerning employmaent is sat forth in Form 1-838. allen spouse or child accompanying or loliowing to join 8 nonimmigrant student.is
permitted to work in the United States. i ’

¢, A nonimmigrant student (s permitted to remain hi the United States only whita maintaining nonimmigrant student status, and in any event , t longer than tha period
fixed st the time of admission (or change to student classification) unisse the student appliss to the Immigration and Naturaiization Servica on Form 1-538 in accorda
woth the instructions on thet form between 15 and 30 dsys prior 1o the expiration of the period of suthorized stay and cbimns an sxtension of stay, ' '

~ d. Each year, svery nonimmigrant student in the United States on the first day of January must submit by the J1st uhry 8 wnittan notice of it's address 10 the
immigration and Naturalization Service. In addition, s notics must be sent within 10 days after every changs of aadress. Regardisss of whather ths student moves. each
nonimmigrant student is required to file written notice of his/her address every 3 months. Printed forms cbtainable to the United States immigration office or post onlu!

mndbo‘mmnulnounmwmmrm.mmdm«mn,-\mmmmmnpoﬂ. .

8. At the time s nonimmigrant student departs from the United States, the temporary antry permit (Form |-04) is to e surrendared 1o 8 representative of ths steamship
siriing if departing via & sesport or sirport, to 8 Canadian immigration officer if departing across the Canadisn boraar, or 10 8 United Jtetes immigration officer if dsparting
across the Mexican border, .

. PR B
1. A nonimmigrant student may remain in the United States temporarily.only for the purpose of pursuing 8 full course of study st 8 speciiied school, If, sftar being wmm.*

the student desires to transfer to another school, the student must maka writtan spplication on Form i-838 for permission to mahs such a transfer, The appiication must
submitted to the office of the Immigration and Naturaiization Service having jurisdiction over the area in which the school from which the student wishes to transier
located, The application must be accompanied by Form 1-20 compisted by tha schoo! to which ths student wighes to transter. The siudsht may not transfer until tha appli-
cation is approved, The spplicationwill be dehied it the student falled to actually taks & full course of study st the school tha student was last suthorized by the Service t

aitend, uniess the student setablishes that fallure to do s0 wee dus to circumstances beyond it's control or was otherwise justitied. .

G. A studant who sesks 1o re-enter ths United States 8 8 nonimmigrant studant after 8 tamporsary absence must be in possession of tha tollowing documants: (1) A vall

unexpired student visa (uniess exempt from visa requirements); (il) A passport valid for six months beyond the period of readmission (unless axampt from pasSpOrt
requiremaents); (lil) A current copy of Form 1-20 (A and B). Howevar, only the “A’’ copy of Form 1-20 is required in tha case ol 8 nonimmigrant student raturning from
1emporary sbeance outside the United States 10 continus attendance st the same school which the Immigraiion and Neturshzation Service last authorized the student ll

stiend; In such case, Form i-30A may be retaingd by the student and used for any number of resntriss within tweive months from the data of issuance, the certificate on
& page 2of Form 1-20A need not be completed, snd Form 1-208 should be destroyed. . ’

. A nonimmigrant student who doss not register at the achool specifiad in mqicmpomy sniry permit (Form (-94), or whass schoo! stiendance is terminated, or who takes
isss than 8 full course of study, or who accepts unaythorized smployment, thersdy falls to maintain status and m.at depart trom ths United States immediaialy.

I CEATIFY THAT THE ABOVE I8 CORRECT. | hersby agree to comply with the abova and any other tarms m concitions of My admission and any axtansion of luv.l!

.
L) - . .

hereby suthorize the namad school and any schoot to which | may subsequently irgnaler to ralease to tha Immigrétiun ana Neturalization Service any information from m
education records which the Service needs-to know In order to dstermine if | am maintaining the iawful nonimmigrant status 1 which | was adrmitted to the Uni{ed Stat
under the immigration iaw, More specifically, | suthorize the school to repart, in writing. to the Immigration dna Naturalization Service -1 tail lo register within 80 days of
the time expected, if | fall to carry 8 full course of study, if | fall to sitend ciseses to the extent normaily requirea, if | ain tesing courses, if | become employed or it ‘

terminata aftendance st the named schoo! and to provide the Service upon demand with my iatest address.

] | -

L v Signaturs of Student Address (City) (State or Province) (Country) *

T (8ignaturs of Parent or Guardian -oﬁumm is Under 18 Years of Ao:} (Address) : (Reistionshiy)

- o 90 . s
EMC ' ' | T . . )

Aruitoxt provided by Eic:




* US. Department of Justice o ~ Certificate of Ebgibility Form Approved |

OMB. No, RO397
_ Immigration and Natunalization Service AFTER for Nonimmigrant o. RO3Y
" Please read instructions on PAGE4 | (Fl)Student gptus - PAGE 1, .
e og e o . 010087 B
This page must be complstsd end signed in the U.S. by an authorized school officidl. ___1._ =)
Name of Student—Family Name (Capital Latters) GivwnName  Middie Name Visa Issuing Post I
" [Cetact Birth (Mo., day, year) | Country of Birth . " | Country of Nationality For Immigration Official - '
. [Neme ot school
School Oficial to be notified of student's srrivel In U.S. (Name end Title) 7
Addrem of School (Inciude le Code) -

1. This certificate is issued to the student named shove for (check and fill out as sppropriats):
O initiai attendance at thisschool. = & _
(0 Continued attendance at this school after a temporary absence from the United States, or
[0 use by spouse and/or children in acquiring nonimmigrant F-2 classification. ' S
The student’s authorized stay, a3 it appears on his/her Form 184, expires on {date): ‘ ,
(] Other (specity): ' .

2. The student named ubovo has besn lwumd for & full course of study at this institution (complete each of the following):
Maijoring in the field of _

The student is expected to report to the school not later than (date) .. and compiete studies not later
than (date) :
3. Proficiency in the English langusge (] is [ s not required (check and fill out as appropriate): -

0 The school has determined that the student has the required proficiency.
[ if the student is not yet proficient, he or she will be given instriction consisting of
[ English IS NOT a requirement (explain):

4. This school gstimetes the studant’s average MONTH LY costs to be the foilowing:

Tuition and fees $
Living expenses S ,
Expenses of dependent(s): $ .
.Other (specify): i s TOTAL § -
B. This school has Information showing the foilowing as the student’s means of support, astimated on s MONTHLY basis:
Personal funds of the student: ' $_
Family funds from abroad: $
Funds from this schoo!
(Specify type): - $ s
-+ Fufids®rom another source .
(Specity type/source): - T .
On-campus employment, if applicable: $ TOTAL ' $

6. Remarks (compieta as appropriate): _*

7. This school is gpproved by the immigration and Naturalization Sarvice for sttendsnce by nonimmigrant nudotm {tilt out all blanka): '
Under the name of (School/School District) .
Approval was granted on (date)_______ and the school was given the file number of :

| CERTIFY under penaity of law that: '

All information provided sbove was complsted before | signed this form, end is trus and correct to ths best of my knowledge;
The school has determined that the sbove-named student’s qualifications meet all standards for sdmission to the school;

The student will be required to pursue & full course of study as defined by 8 CFR 214.2(f)(1a); snd

lame dulmnd official of the sbove named school and | sm suthorized to issue this f6rm.

Q
E KC paturs of School Official Titla 31 J 6‘ Dats Issued . Place lssued (city and stats)

EEIZETAEY. 2/14/81)Y

- i




on PAGE4 - Under Section 101 (a) (15) (F),(,i)'o?iho Immigration and Nationality Act

[%]

1. Mytulinameis:  (Family name) = (Given rame)  (Middis name) 2 Mv enticipsted stay Is (months or years):
3, My educational obxtctlva I ﬂdv passport was issued by (country): ”
(Dm or certificate sbugm. ond the number on it Is: v v
Major tisid of study) :
.5. 1 am financially sbis tp support myssif for the antire perind of my in the United States while pursuing a full course of study, bv
(State source and amount of support—Documentary sv actual support must be ettached to this form):
6. | last sttended (Nsms of school) . {City) (Sta'te) (Country)
. LS LN ) ) _ ‘ b
7. Mv major fleid of studies wes: . &. 8. | completed thoss studies on: - (Dats)
9 Tho person mdt.cloulv relsted to me who fives OUTSIDE the United States is’ {Address): ) ‘ B
me): {Rslstionship): ‘ . '

'

10, The person most ciossly relsted to me who lives IN the United States Is: (I you have no relative in the U.S., give thename of o frhnd.)
{Fsmily name): (Given mmo) (Middia name): (Ralstionship): (Addres): .

11. PLEASE READ CAREFUI;’LY and be sure that yod understand the following, before signing below:

A. 111 smapplying for entry to the United States for tho first time ofter being lssued ofi F-1 vis, | will not be sdmitted unies |
SCHOOL plan to sttend the school specified in that viss. If, befors | depart for the United States, | decide to sttend snother school, |
will present en 1-20 from that school to the issuing Consulsr omcn to have thn school wmcd in my viea.

I-ZOA"Stude[rn{t.

B. | am not permitted to work off-campug or to engage in business unlcsl have received ptmlulon to do so from :m
EMPLOYMENT Immigration snd Nsturalization Service. i f | require employment, | mey apply for permision to work {on Form 1-638), My
sppiication must’be based on financial need arising sfter recsiving student status, or the need to obtain practical mlnlm. My
' slien spouss or ehlld (F-2 Ciassification) may not work in the United Smas .
C. | am permitted to nmaln in tho United, Stptes only whils maintaining nonlmmlmm student status. | must slso maintain 8
PERIOD passport which /s valld for e period of no fam than 8 months, uniess sxempt from pamport requiremants. | may not stay long
than suthorize on my Form 194, uniess | apply 1o the Immigration snd Nsturslizetion Sefvice (On Form 1-638) for sn
OF STAY gxtension. To gst sn extension, | must spply between 15 and 60 days before the dats that my suthorized stay expires. | may
, - stay while the lbpllatlon is btlng procn-nd and it itls lpprovcd until the sxpiration of the extension.
¥
‘D. Each yesr | sm in the United States on tha first dey of January, | must submit, by the 31st day of Janusry, s notlco of my
NOTICE OF sddres to ths Immigration snd Naturalization Servics. | must siso send 8 notics within 10 days sfter any change of sddress. -
Regardiess of whether | move, | must file e notice of my address severy 3 months. (The forms to be used to make each of the
ADDRESS 14011y sre svaiisbie st sny United States |mmigration Otfice.or Post Offics.)

» * E. Whaen |.depart from the United States, | must give my "Arrival-Deperture Record”” (Form 1-84) to s repressntative of the
D ARRIVAL/ stsmship or sirline if | leave vis 8 sesport or sirport, to a Cenadien Immigration Officer if | lssve across the Cansdlan border, o
- or to 8 United States Immigration Officer if | lesve across the Mexican border. However, | may keep my 1-94 for reentering t
DEPARTURE _Unitad States from Mexico or Caneda, or from adjacent islands other than Cuba, if | return to the U.S. within 30 dsys.

N F. I may rmln in the United States only to pursus s full courss of study st s specified :chool. 11, stter being admitted, | want
SCHOOL t0 transter to snother school, | must first spply {on Form 1-538) snd be granted permission to do so. The spplicstion mus be
submitted to the immigration and Naturalization Service Otffice having jurladiction over the school from which | wish to
TRANSFER transfer. A Form 1-20, compisted by the school to which | wish to trensfer, must be with my spplication. My spplication wil}
be denied if | have not taken s full course of study st ths school | was last suthorized to nmnd unless | establish thet feilure
to do 80 wes beyond my control of was otherwiss justified. .

Q. 1! want to resnter the United States 83 8 nonimmigrant student, -mr [ umponrx sbsencs, | must be in possession of tm
RE-ENTRY fotiowing: (1) A valid student vim, uniess | am exempt from viss requirements; (2 veiid for at lsast 6 months
beyond the psriod of readmission, unies | sm exemptfrom pessport requirements; ond {3) » current copy of Form 1-20A end
1-208. (Only the A’ copy of Form 1-20 is required If | am returning from s temporary absence from ths United States, to
cnmlnun studies st the school which the lmmlwnlon snd Nstursiization Service last suthorized me to sttend.)

e

. l' | do not register st the school mmed In my “Arrivel-Oeparture Record” {Form 184}, or if | stop sttending school, or take
PENAI.TY less than o fsu | course of study, or accept unsuthorized smployment, | fsil to maintsin my status snd may be dopomd from
the United ut-. '

1

| AUTHORIZE the named school, and any school to which l tramsfor, to’nluu any informstion from my records which is

needed to determina if | am mllmalnlng tha lswful status in which | was admitted to tha United States. | further suthorizs the

S school to report to the Immigration and Naturalization Service if | fail to registsr within 60 days of the time expected, tb carry 8
‘ full course of study, or to attend classes to the axtent required, or if | bescome employed and/or terminsts sttendance at the

‘school. Tha school-is suthorized to provide tha Service wml my name, eoumry‘of birth, current address, lnd lny other dluaon

- information on a reguiar basls or upon request.

) | CERTIFY thet all information provided on this form refers mdﬂcnlly to me and s trua and corvect to thc best of my
knowledge. | certify thet | seek to enter or remain in tha United States temporarily, and lolnly for the purpou of pursuing a full
courss of study at the school named on Psge 1 of this.-form,

| AGREE to comply with tha above terms and wlth any other conditions of my -dmlulon. and thosa of my ummlon of

stay.
/
Signature of Student ' Addrem(Cityl ____ (State or Province) (Country) __ (Dama)
Signaturs of Perent or Guardian If (Relationship) Addrezs (City) {State or Provincs) .(Country) (6‘.«)
]:KC Student is under 18 years of age " ~ :

e \ 32 37 v , , .




EXAMPLE § - ’
Making Patient Consent Forms Clearer:
National Institutes of Health

Wh?“we Selected This Project

Much of the medical research at NIH depends on having people

partic1pat€ in studies that investigate how the body works.and !
that determine the effects of mew drugs and treatments. An im-
portant element in this<research 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 technicml for the
lay person to understand: 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 worked with NIH to make these
protocols_easier for pat'ents to und@istand, and to improve '
the skills of the doctorC who are, and)will be, writing these
protocols. As a first step in this project the DDP reviewed
over sixty NIH protocols foriorganization, language, tone, and
overall clarity. The review involved editing the protocols,
and noting suggested changesa on' the page, and occasionally,
rewriting whole sections of a protocol. Because some sections
of these protocols are identical (e.g., introduction, payment,
signature section) regardless of;the type of study, we so -
developed a model for these porti ns of the protocol

As the next stepoin the proj ct, we developed a se] of
draft guidelines: on how to organize and write clear proqocols
- . i

1
b E \/{
i

!
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. ‘ ’

‘of  the" standard sections.

©

The guidelines are specifically geared to' the wesearchers who
write NIH protocols, and respond to problems DDP staff have
found in many of the consent forms The guidelines use
examphes drawn from. the protocols as well as the model form

Exampieﬁ of Problems in NIH Protocols: Afiong 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;éhstrect language for concrete situations:

.

+ " Before: the lack of maintenance of normal blood’
' pressure in response to assumption of
upright postuyre
. ‘ ; ‘
After: the body cannot maintain normal blood
pressure when the personvstands up

Before: Some d1scomfort from venlpuncture and . “
intravenous injection may be ex
and there is some possibilit of local
bruisin§§:> ) . /
After: You may el some discomfort from veni-

puncture (a needle inserted into your vein)
and ‘intravernous injection. There is also
some possibility of bruising in the area
of the injection. :

34




When one sentence contains several types of impersonal con-
structions and abstract phrases, it becomes very dg?ficult tov '
understand. The reader has difficulty translating the sentence
into a picture that tells what will happen to himvor her.- Here
is how we rewrote one very abstract, impersonal sentence in .an

&

NIH protocol,

A
A

, pefore:  The primary concern about .any combination -

' C of drugs would again be the low blood pres-
sure effect Whiih will be carefully monitored
and thé study sfopped if there were any indica-
tion of low blood pressure beyond the normal
1Imits, or any other side effects. B

S

rd

“

After: The main problem with using any combin-
ation of drugs would be the possibility
of causing low blood pressure. We will

“a carefully monitor your blood pressure
and stop the study 1f there Is any indica-
tion of serious low blood pressure, oOr any
other adverse side effects.

. . oA N

L]

This project led directly to another  technical assistance
project involving assent forms for children (see Bection III~-

)

Summary of Each Prodject).
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EXAMPLE 7

"Waonitshops - .

A A Threa-Day Coutse for Wnters

The Document Des1gn Pro;ect created a three-day course for‘

Vwriters and designers who - want to make the1r materials 51mpler

and/clearer. The course, called Sim pllfying Documents, follows

a model of the process a: person must go through in’ any writing
taska ‘This model was first presented in AIR' s proposal for the
Document Design Pro;ect.. Follow1ng the- model, we cover_these'

W . . ‘.

topics in the workshop.

Before you write: . o | -i' .

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?

s

| When you wr1te.

Selecting the appropriate content , ‘
Organizing for your audience and purpose (.
Writing in clear English '
Using graphics to improve your document f

1

After 19u~write: - _'v Ty

Editing, rev1ew1ng, and rev1s1ng o

How to find out if your document works
Readabillty formulas--and their limitations
Other evaluation techniques " ‘

%

.
¥

The workshpp in Simplifyigg Documents is not a lecture

course, but a "how-to, hands-on" workshop. At- différent t1mes
. ’ :

the workshop includes direct teaching to the whole group, group

d1scussions,‘and exercises done in small groups or 1nd1vidually.

While exerc1ses in wr1t1ng,'rewr1t1ng, and ed1t1ng are the core

of this course, the course stresses the process that begins

with thinking ‘about what you~are writing, whom Ybu“are’writing.

it for, and why you are writing it. An important aspect of -t
the workshop that is not covered in most cl, wr1t1ng workshopsv,

| . . ' . N o
., E o s s 7



1s a dlscusslon of how to work w1th1n d system. We discuss
v.constralnts (tlme, budget,'rev1ew process) ‘that the system.

,1mposes and glve spec1£kc 1deas for cop1ng successfully w1th .
the. needs of the organlzatlon., 7f:’i“vIEJ . , S e

- -.\,

Othér innovatlve features of the course developed by the
Document Design Project are graphlcs and evaluatlon' The DDP
- model insists that you do ‘not- have a.flnal document until you
‘havé tr1ed it out W1th the 1ntended audlences

CF

, All the examples and the exerc1ses come from government

.documents, regulatlons,\notlces, manuals, forms, brochures,
qand 1etters. In 1979 the Document Deslgn Pro;ect piloted
_~the course tw1ce.’ Each sess1oﬁkwas completely filled within

two. Weeks after announcements were sent out. To reach as many
‘1:agenc1es as posslble, we had to Timit enrollment,to no more.

than two people from any one group.. We tra1ned 42 people from
15 aqencies in -two pllot ‘sessions of the workshop. Part1c1pants'
rated the workshop very ‘highly on all the aspects of the course.
: Follow-up étudles 1nd1cate that part1c1pants continue to use

the’ guldellnes from, the workshop. TA pro;ects have come out of
the workshops,~and the workshops have been used\as tralnlng fo;'.
people w1th whom we were already involved on TA pro;ects.

The lOO-page manual with notes, guldellnes, examples, and
exercises .has attracted a good deal of interest beyond the

i

workshop part1c1pants. : ST '




~ B, A Half-Day Workshop for Managers

Many of the writers whom we trained\in the three-day
L K coyrse suggested that their supervisors would be more support-
ive of their efforts to simplify material if we trained the
'supervisors.' In the second year of the Document De31gn Pro;ect,_.
we created a three-hour workshop for Branch and Bureau Chiefs,_
General Counsels, and SES- level executives who overSee plain-v
 language projects. - o ‘ '/ - SN
. -~ _
.:The half-day course covers these topics
Why simplify government documents?
What do we mean by language Simplification?

Steps in a document simplification project

- Producing the document ] S LA
--How to get started . ‘! ' ' :
--How to analyze a poor document
--How to organizé and write a good document
--How to use graphics effectively

e Reviewing the document
e Evaluating the document

1

Each participant received a three-ring binder withaa 27-
page narrative, handouts, exerc1ses,‘and examples that we
referred to in the workshop.

~ We shortened and revised our material after an initial =
Pilot test at the Federal Trade Commission. The second pilot
test at ‘the Federal Communications COFm1331dn in September 1980 _
received uniformly high praise from all part1c1pants. ;‘

‘We presented final versions of the managers workshop to
two different agencies early in 198l¢ 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, wle_p‘resente§anobher version of the work- . .

.+ shop for managers to 25 SES-level staff of the Bureau of '
Medical Devices at the Food and Drug Adminihgtration. TWis

* workshop, too, was very well received. 4 S :’ :

. v
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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.

) 45

14
o
<
’
—
Y




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*évaluate—a-new'brochure for people who need food stamps.
With tfaining'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
| adecacy_grqﬁp within USDA for evaluating documents.

v

Contact Person at the Agency

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

-
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Agencz
u.s. Department of Agriculture (USDA)
Food Safety ‘and Quality Service (FSQs)

DesC;iption of the Project _ .

We worked with several FSQS staff members to turn an old,
informal set of. guidelines (the FSQS "Quality Book") into a
c@ear regulation, The Quality Book tells canners .and food
processors the minimum percentage of meat, poultry, or fish
that must bé 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 requixed 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, 202/43?-7745

47
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Ageﬁcx
U.S. Department of Agriculture (USDA)
Food and Nutrition Service (FNS)

Describtion of the Project R

The Food and Nutrition Service of USDA published a brochure
entitled How to Apply for and Use Food Stamps. As part of a

v

project to assess the usefulness of this brochure, the Food
and Nutrition Service asked the DDP to help evaluate the dis-
tribution system for the\brochure,' We helped FNS develop

the evaluation instrument, as well 'as procedures for collecting
and‘;nalyzing the data., o ' ' . ,

Contact Person at the Agency

Debbie Massey, 202/447-6659

s




Agency | o ' . o » _ - .
U.S. Bureau of the»CenSus

Descrﬁption of the Project

The Census Bureau asked for our expert advice.on how
to improve their in-house translation procedu:es and for
our help in developing a systematic plan for translating. We
studied their translation activities and procedures and then
gave several présentations to their Task Force on the Spanish
forms. We worked with the Task Force to set up consistent
,prooedures for tranglating Census documents into Spanish for
U.S. ‘Hispanics. . ‘

n -

Contact Person at the Agency

Antonio Rekdon, 202/763-1810
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Agenex-'
Department of Educatlon (ED)
' Office of Student’Financ1al Assistance (OSFA)

Description of the Project
1‘

OSFA staff . approached us for help in mplifying the
Basic Educational Opportunity Grant (B Q/giorm 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, espeeially in the information and in-
structions. Preliminary evidence showed that the rate at which
the computer rejects applications had gone down about 7%.

Leo Kornfeld) Deputy Commissioner for Student Financial As-
sistance at the time we did this work, sent & 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, 202/472=4300 L4

C
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- Agency

’

Federal Communications Commission (FCC) .
Office of Consumer Assistance

Description of the Project

The FCC Office of Consumer Assistance was preparing a
book that would tell consumers hoﬁlf?ey can participate in’
regulat broadcasting. This gui
Federalqglhister form of the regulations for consumers (rather
than for lawyers). DDP reviewed a draft manuséript and recom-

@ is a restatement of the

mended changes but the pibject was already too far along for
- the agency to act on some of our suggestions.

Contact Person at the Agency

Belle Brook Q'Brien, 202/632-7000

L3
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\Radio Broadcast Service

_Description of the P oject

Gfor radios iq/recreational

than th

‘Contact Person a

Agencx

é%;eéal Communicatidns Commission (FCC)

»

| - . ] P
'5 Following/;zeiérsuccess ul rewriting of the Cié&zens"

Band (CB), Radio Kules, the : \xﬁzjete’their regulations
oats.They askéd us t%/herb
them evaluate the Marine Radio regulations, to find out whether
the rewritten rules are, /n fact, easier to understand and use
We helped FCC develop the test ques-
tions and the research design, and to tabulate and interpret
the results. The eva
t%ons a;e significantly easier for people to use and undersgend

than the original rules.
ation showed that the rewritten regula-
original rggulations were.

the Agency

Joseph Johnson//202/632 6930 | | :

. ,
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Agency ‘
. Federal Trade Commission (FTC)
Office of the General Counsel

Description of éﬁé Project , . Y a

The FTC has a;prdgram;_authorized by Congress, that allows
the agené& to reimburse qualified individuals and groups for
the costs of participating in the rulemaking process. * The
agency. originally published two péhphlets. One, explaining
the context of and basis for the 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 B
Office of the General Counsel at the FTC to consolidate these
two booklets into one document thiAt both lawyers and consumers
can read, ®hat 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 TN




‘Agency
‘Food and Drug Administration (FDA)

Bureau of Drugs
L]

Description of the Project . - v
# . !
At the agency's requeﬁt, we an&lyzed four versions of a

PPI (patient packet insert) for Valium, to help the agency -
‘decidetwhich format, language, and organization would be most
effective. We produced a report of this analysis, entitled _
Differences in the Language and Design of Four PPIs for Valium,
which is available from DDP and from the National Technical
Informazion Service (NTIS). The repoyt can serve as a model
to follaw

for analyzing any type of document.

LI

Contact Person at the Agency

Dr. Louls Morris, 202/443-4893
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Food and Drug Admlnlstratlon (FDA) j : T
Bureau of- Drugs : T : R ' ’ ;
: R } R co
' Descr;ptlon of the Project =~ - T *'-'.;. S T

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

staff of.the group at FDA that funds reseZi}h and makes rules f
‘on how drug companles must write. patient package 1nserts (PPIs)
,We covered technlques of organlzatlon, language, sentence

structure, format, and graphlcs as they apply to PPIs and other:.w”

drug information 1ntended for consumers.

h . . . “ . iv. L - .
\ ) S 3 ‘ . Y
Contact -PefSon.at the Agency
Steven Moore, 202/443<4893 - : -
‘ 0
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igency

Food and Drug.Admlnlstratlon (FDA)
Bureau of Drugs - i . S

L

bescrlgtlon of ‘the Pro;ject

In September’ 1980 the Food and Drug Admlnlstratlon pub-: 3

11shed -a, rule whlch proposed the text for patlent package

““7"1nserts (PPIs) for 10 prescrlptlon drugs belonglng to. 10

d1fferent drug classes. At the request of FDA; DDP staff

'g_dreV1ewed and crltiqued the 1anguage and organlzatlon of ' the

proposed PPIp, and sent suggestlons for 1mprov1ng the PPIs

‘Ito FDA' o Cet L . Loy
' Coutagt Person at the Agenqx . : ;

n'*Dr-. Louls Morrls, 202/443 4893 5 o

9
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s Agencx o {H

' .Contact Person at the Agency - , " ,‘\\

""'ﬂ .

@

Health Care'Financing-Administfatidn (HCFA)
- i V' . . _“ : J_' ‘ -

@ -

Descr;ptlon of the Project , ' _ o *

The Health Care F1nanc1ng Administration (HCFA) had
developed a State Medicaid Manual--instructions to the states
on regulatlons_and procedu;es for -administering a Medicgid
program on Early and Periodic Sereehihg,-Diagnosis, and
Treatment. DDP‘:eViewed the manual, and gave suggestions.
for making it clearer and for improviné the forTat. ”

Steve Leeds, 202/245-7684

NG
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._Agencz <
Department of. Health and Human SerVices (HHS)
Office of the General Counsel LT,

’

Description of the Project

, Three agencies’ of HHS produced a set of "model" regula—
tfons involving AFDC, Medicaid, and Soc1a1 Serv1ces programs
in an attemptpto achieve cons1stency across agencies. 'Un~-
fortunately, the model regulations still contained inconsis-
tencies, and, in addition, were not organized or written as
fclearly as possible. We analyzed the reqnlations, and pre-
e memo to HHS, making

sented our analysis in an eight-p
specific recommendations on:'c ges in organization, syntax,
and word choice (particularly to avoid sexist language and mis-

use of "shall").

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

Contact Berson at the Agen;y

¥
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o Agency

'Departﬁent_ofjnealth and Human Services (HHS)

Description*of the Project

. The lawyer we worked with on a technical assistance.
project for the Federel'Trade Commission was asked by the Tl
, 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 relmbursed for their expenses in participating in’ the
rulemaking process. The FTC lawyer incorporated all that she
" had learned‘in her prev1ous project with us into her draft.
In addltlon, with the approval of HHS, we worked ‘with her
to improve the notlce.

‘Contact Person at the Agency

Bonnie Naradzay, 202/357-0258

¢
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Agency : | '

Department of Housing and Urban Deveiopment (HUD)

Office of Regulations ' . . .

Description of the Project

The HUD Privacy“Act Regulations (24 CFR 16) aré meant
for a broad audience includih§ the general public, but they -
were poorly orgahized, poorly written, and filled with refer-
ences to documents that are inaccessible to the general public. -
We worked with a éUD lawyer, helping him to reorganize and
rewrite the Privacy Act Regulations. The rewtittén regulations
aré clear, personal, and well-written. The revised rule was
published for pub}ic 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 fule. |

Contact Person at the Agency

‘William Granik, 202/755-5570

~ . 6O
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‘hgencx 4 -

Department of Housing and Urban Development (HUD)

1

"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 collected and analyzed
the data. They found a significant increase in subjects’
understanding of their rights and responsibilities with the
revised form. ' s

In a memorandum to the President, former Secretary of
Housing Landrieu noted AIR's contribution’ to this project.

‘Contact Persqgn at the Agency ‘ ?N .

Robe%t Wulff, 202/755-5353
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- Agency

Immigfaéion and Naturalization Service (INS)
Forms Control . ' -

‘Degcription of the Project

'INS form I-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
brganizea, and the legalistic language was difficult for both:
native and non-native speakers of English to understand. It
was also graphicaliy poor--full 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.

Contégf“nerson at the Agency

Judith Miller, 202/633-3291




Agencx

Interagency Council on Citizen Participation |

)

Description of the Project

The Interagency Council on Citizen Participation (ICCP)
is an organization open to federala§nd non-federal employees
interested in furtheging 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
on the issue of Hispanic participation in Federal. programs.
From the steering committee efforts developed the Hispanic
Outreach Program, now an ihtegral part of ICCP. " DDP helped
plan two sessions: one included Congressman Garcia (D-N.Y.)
and Raul Yzaguirre, President of the National Council of
"La Raza; the other was a panel of agency representatives.
Thirty-four agencies sent representatives to the. panel dis-
cussion. _ - , . .

“N

Contact Person

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

' Internal Revenue Service (IRS) . ‘ .
-Forms and Publications Division

Description of the Project

We worked with teams of writer-editors anL 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 suggested changes such as gytting 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 for this work from Robert Brauer, GLairman of
the Tax Forms Coordinating Committee. '

Contact Person at the Agency

Garrick Shear, 202/566-6253

5964 -




Agency
Internal Revenue Service (IRS)
Taxpayer Services _ o ¢

Descriptibn of the Project

Once IRS had.revised its 1979 tax forms--with omr help--
we assisted them in planningvand conducting an evaluatidn of
selected draft 1979 tax materials. We accompanied ?RS stéffj
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.

F

Contact Person .at the Agency T~ ’
Mickey Alexander, 202/566-6353
‘ 1
' 1
A
. .
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N lf
Agency '
‘Iqtefnal Revenue Service (IRS) ¢ / '
‘Forms and Publications Division, : - , (//‘ .
‘ ' s, .
. Descriptibn of the Project . . . e

7 .
We worked on a regular weekly basis with IRS giaff who -

’are reéponsible for Spanish—languagé forms and publications,
helping them simplify the ofganization 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 form 1040A, éo that users only have to read the paft about
the form they are filling out. We also simplifiaa the language,

and made recommendations on the use of}SpanisP terms for~H#s—
panics in the U.S.

”

Contact Person-ln the Agency

’ N e .
Jake Briggs, Ernie Acosta - 202/566- 7757 ‘ ' .

~
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" pescription of . the Project

.Agency | J , /

Internal Revenue Service-
Taxpayer Publications

Y ol

t

publishes many booklets that
give taxpayers more information than can be included in the

The Internal Revenue Servi

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 techniEal _vocabulary make the revised publicatlon an

example of how IRS can simplify 1ts booklets as well as its

 instructions.

Contact Person at the Agency

Art Altman, 202/566-4960

f >




Agency . L . | :'/
Internal Revenue Service (IRS) : o e
Taxpayer Services ' ’

&

Description of the Project

. When a taxpayer has made .an error on the tax %etﬁrn, IRS .
sends a‘notice telling the taxpayer how much ;s 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-printed) notices. Our'analysis showed that the forms

printed by high speed computers were less readable than the

- &

pre-printed forms’beCause the computer could not change type-
J faée to separate headings from text, because important items
of information weré buried in runnyng text where they were -
highlighted on the pre-printed fporms, and because the high-
speed printer produced small, broken type which was less legi-
ble than the 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 highrspe%g\somputer.

”

Contact Person at the. Agency ‘ -

Ruth Hill, 202/566-8580 .
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f';.'.Agenczj Tt

‘National‘Association‘fbrbVolunteers in Criminal Justice -

"Descrlptlon of- the Progect

The Natlonal Assoclatlon for Volunteers in Cr1m1nal-'

Justlce has been preparlng 12 booklets of guldellnes on .

using volunteers to work 1n all aSpeCtS of the criminal ’
Y justlce system . (e ge, worklng with 1nmates,, Juvenlles, etc ).

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

for the. Executive Board, the ed1tors and wr1ters ‘who oversee

the project, and the 12 pr1nc1pal wr1ters of ‘the guldellnesr

In our workshop, we applled DDP pr1nc§ples of clear wr1t1ng

) .o

" to the texts that the part1c1pants were worklng on..

,.»4
) ) 7 . . .
A S . » -

- ‘Contact pPerson at the Agency i "'»Jp

K_Dav1d Gooch Assoc1ate Dlrector, 205/348 -6738
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. Natlonal Bureau of Standards (NBS) A
- Center for F1re Research:‘ '*‘E' L ' B
A - . .," .. - 7. h
Descrlgtlon of the Pro:ect h v ;ﬂf

A The Center for F1re Research at NBS”asked,for our help
“in designlng forms and wr1t1ng gu1de11nes for filllng out the -
-forms.' The forms are meant to be used by staff of group homes ‘ _v‘f>k

'for the mentally retarded to rate residents of those homei e
for their" ablllty “to follow ;nstructions and evacuate the . .. R
bulldinglduring a f1re. We Slmpllfled the forms and made . j1~,
,.them ea51er to use, and worked w1th “the NBS wr1ter/researcher, o
1mprov1ng his wrltlng sk111s while: rewr1t1ng the guldellnes ' f’ -
that accompany the forms. S . A S S T e
i n ' ’ \ | -'l; | )
Contact Person at. the;_gencx
-,,bﬂorman %roner,'202/921-3175
‘s R o .
. : ' ' “
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¥ ' . . , .ot .
4 g . Y ; ~ N . . .
~Agency .y . o ~
A NationsIQInstitutes of"HealthAGNIH) Lo T ’
(. . '\"3 .’ ‘. ‘ : '; V.‘ - S ~ . g ' - i -. !
S o Descriptlon of the Pro;ect L ‘ﬂ, oo . . i
EES o o We analyzed and suggested rewrites for over 60 NIH .
v ,i ?”f"protocols"--medlcal consent. forms ‘that explain invdetail the"
R research studies in which NIH patlents and : volunteers are to
" j*partic1pate. We - have wr1tten a set of draft gu1de11nes for NIH . .
T ,‘researchers, telling them how to write a- well-organized aﬁd
i COmprehensible protocol . e
. L. . . / . , "t\ e
Contact Person in the Agency e " SR
R Dr. Mortimer Lipsett, Director, The Clinlcal Center, 202/496 4ll4
‘ ' ;
! ' -,
AN " " . 3
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Agenc - ‘ - ‘ . A} ) . » “
' National Institutes of Health (NIH) ', . B

L]

' ' » 7 ) . '
Description of the Project < '
C ' In the process of analy21ng NIH protocols to see 1f

i ' they weére clear and understandable, we discovered that many
of the NIH assent forms for the children were pnclear or

inappropriate for their audience. (The NIH assent forms

are similar to their protocol-plus-consert forms;;except

that children cannot legally give "consent"; they can ohly

"assent”.) We therefore wrote a set of guwidelines for

- NIH researchers, ekplaining how "to. write assent'forms ‘that ~

- f'are understandable and appropriate for the children who take
| part in NIH research. The gu1delines focus not only on

choosing appropriate‘language (vocabulary and sentence struc-

- ture)- bﬁt»also'on'hnderstandinéithe'conceptual'and'reasoning

‘ abilities of'children, and gearing the concepts in the forms

to those abilities., = ' _ . )

Contact.Person at the-Agency B

Dr. Mortimer Lipsett, 202/496-4114 :

. .
* . .
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Agencx ’
New York City ° ‘ =
Department of Consumer Affairs . - .

Descrlptlon of the Project u',

~ The New York City Department of Consumer Affairs (DCA)
recelves many complalnts every yearaabout home imprbvement-
contraetors. ' One-fourth to one-third of all DCA hearings
are conqerned’witn this problem, and many of the consumers
who complain aye elderly people who are trying to save on fuel
dills. DDP wprked with DCA to6 revise the law and regula-

tions on home improvement contractihg.

A

Contact Person at the Agency

<

'Helen Rosenberg, 202/566-1359

4
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Agency

Office of Personnel Management (OPM) ~
Description of the Project ‘

I
I
OPM would like to revise the 171 form--the Personal
I v .A " Qualifications Statement that serves as a curriculum vitae/
application form for jobs in,goverﬁment agencies. The DDP
l was -asked to be part-of an interagency task force to revise
the 171. We met seyeral times- with the task force and =
I ‘ wrote a seven-page memo outlining the problems that people
‘ a}e likely thave with the instructions to the form and
' . with ‘the fo itself. Several months later, we. recommended
+ ways of reorganizing and‘rédriting the form and instrpétions E
to eliminate those problems, and presented OPM with a
' . graphic mpck—uﬁ‘of a revised front page for the .form. _
' - o ‘ : P

. - . . C
) ~

. Contact Person at the Agency

.Judy Jaffie, 202/254-3074
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Agency
' U.S. Postal Service (USPS)
' Consumer Services Division
<

'Descriptlon of the Project

In the fall of 1979, the USPS asked us to recommend changes .
in the design and wording of a Consumer Service Card, to make . -
‘it more understandable. This card is available in every Post

] Office for consumers to use if'they have»a complaint. Several
" hundred thousand such cards are filled out and sent in to USPS
‘each year. Based on our suggestlons, USPS came up with two

deslgns for the card.‘ We then advised them on an evaluation
plan. Based on their evaluation,,the.Postal Service chose .

one of the designs, modified it, and distributed the new :
~ card nationwide.

Contact Person at the Agency ' o
L . ,' -
g R. Jeffery, 202/245-4556.
- L]
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.-Pestal”Service (usps). - 7 .
Consumer Services Division ' _ C ' :

"Description of the Project

"

The Postal Service's ConsumerJDirectory is a pamphlet that
describes the services offered‘by the UsPS. Millions of cop-

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

At Usps! request,"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 suggestions in the new Version of the publicatien. The
Assistant Postmaster General for Consumer Services was very "
favorably impressed with our work.

-

Contact Person at ‘the Agency

[P

Robert Jeffery, 202/245-4556




Agency - \\' ' //f
U.S. Postal Service (USPS)
Forms and Publications

Description of the Project

The Postal Service asked for &ur assistance in reorganiz- 
ing and reformatting their enormous International Mail Pub-
lication, which is used by postal clerks to determine inter-
national mailing costs. ' We analyzed it for organization and
graphicsiand interviewed postal workers to find out théir prob-
lems in using it. We then made recommendations for ihproving
the organization} layout and graphics, and provided USPS with
mock-ups of several pages as models. The Postal Serviceé has
’revised the publication based on our suggestions. '

Contact Person at the Agency

Marguerite Boudreau, 202/245-5550.

N
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Agéﬁcx
Social Security Administration (SSA)

Office of Regulations

‘Description: of the Project

At SSA's request, DDP reviewed and analyzed two rewritten
SSA regulations and then held an afternoon workshop for the ‘
staff of the'SSA's Office of Regulations. The workshop was . o
entitled How to Analyze a Regulation, and its purpose was to. '

show senior reviewers in the agency what to'lqpk for in a’ .
clear and simple:regulation.’ We used the two rewritten regula-

tions as examplés in the workshop.

Contact Person at the Agency:

James MacDonald, 301/594-6695

. i}
- . . 2
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Agency '. - T
The White House . . - f
Consumer Affairs Council ' ﬂ '

Description 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, -ahd that .established a
‘Consumér Affairs Council in the White House. ‘The new Council
asked DDP for assistance in designing a Consumer Response -
Foﬂg:for Federal agencies to use to solicit consumers' com-
ments on the agencies' proposed consumer programs. .The
agencies would then use the 1nformatlon gathered on those
forms in revising their consumer programs. The fprm that we
helped to design was approved and publxshed in the Federal
Régister (Monday, December 10, 1979). Esther Peterson,
former Chairwoman of the Consumer Affairs Council, commended
DDP for its work on the form. . M /

Contact Person at the Agency

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

-
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Agency
The White House

Consumer Affairs Council

14

Description of the Project : L—

The White House Consumer Affairs Council regularly pub-
lishes a. néwsletter to" inform consumers“and consumer advocacy

igroups about legislation and agency activities that affect
consumers. They asked DDP to help them develop a form\fo sur-
yey their readers about the newsletter so that they couldﬂbg;-
ter match the dOédment'to'itsraudieﬁce.' We dév%fé@ a short

questionnaire and designed a layout for it. -

-

Conmtact Person at the Agency

{

Ms. Lou’Cook, 202/755-8810 o0
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1nternal Revenue Service

ke -f‘ M Z
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o / (:vm"AN . 1979 : ml;onn':?;_gW

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

Dear Bob: _ ’ e L
I vant to thank both you and Dr. Reddish for your informative .

briefing to our Commissioner and Auj.ount Commissioners on' the )
Document Design Project and on methodologies for a‘luntmg forms :
and instructions. Your prrelenuuon wvas of great assist in J
giving us a perspective on the ‘various nltemti’.vel. Aas :}:l,u the \
limitations, confronting us in our tax forms simplifjcation . , '
efforts. It was also very helpful ::Ezinpovinting the specific areas '.\
in vhich our current simplification adtivities will be able to benefit
from cdbllaboration with the Document Design Project. the basis
of these emerging understandings,.we look\fonurd to férther fruitful
integration of our common efforts over the coming months. “

] 7, p o ~ :
'Thanks again for your time and cooperation. ' .

,8incerely,

; £ ‘//‘//i! . . . . . . ‘m
Frank Malanga ' .
Chairman, Long—Range

, : Tax Forms Simplificatgon

@ LN ' Study Group
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DEPARTMENT OF HEALTH, EDUCATION AND WELFARE
' QFFICE OF EDUCAT!ON '
BUREAU OF STUDENT FI?ANCIAL ASSISTANC?

e T L - WASHINGTON DC. 20202 |

LI . o . “ e o - . %

Dr. Janice C. Redish | |
Document Design Project - o )
American Institutes for Research ' .
’1055 Thomas Jefferson Street, N. W.

'Washington, D.C. 20009

Dear Dr. Redish: ; g < _ ey ,

weuld like to take this opportunity to thank you, . the Document Design e

Project, and Siegel and Gale for Jfhe outstanding work you have done on )
the applications for student financial aid.

I would like to compliment you on the: 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 examples of’how the forms-can be. improved.
‘The report has been well-received, and we look forward to’ distrlbuting
it to the financial aid community.

_ .
Your,repo " has acted as a catalyst in our movement toward a simplified
form. - Yo thorough assessment of the Basic Grant Form and the Financial
. Aid Form affectively argues‘that simplification is hecessary and not an
'.option. , , i ~

I would llke to thank 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 for’Basic Grants in
1980-81 will fill but an easier,\better form. - |

, {
Pleasevaccept ny sincere’thanks-{ogﬂaglgb well done.’

" Sincerely,

7 Y g N I A7 S
N o L e Y—
. : : : .Leo L. Kornfeld )

‘ - Deputy Commissioner%, Ve
. Student Financial Assfstance

,‘ o - -7 . -
. , . A 1 B . .

v

-__ et




R Internal Reye/ nue Service .. Department of the Treasury _
v -k - g . . . - AA. . . b. . o . B

- Washington, DC 20224 .. '
_ : L ' Perschto Contaci“ -
 pr. Janice C. Redish, Director , = . i
Do,c\nnent Design Project g ' Telephone Number A
American Ins tes for Research . '
" 1055 Thamas J. erson. Sty NW. - - 'Refer Reply to
" Washington, D.C. 20007 . . e | T

L} . -

Al
. ‘ -

vDea:r Dr. Re*dishw R e
. Tha.nks very much fo;' your assessment and comments rega.rdingiour IR
: CP-:L‘I. and CP-23 High Speed Non-impact Pr:l.nter (HSN'iP) not;l.ces Q "

We a.lso e.ppreciete youi‘ taking time to meet w:l.th IRS represente-
: tives on June 7. Your ccmments and those of Dan Felker will be given
~,- . ‘serlious. considera.tion in our efforts to sﬁnplify a.nd‘ improve our’ ¢

- . camnunica.tions with the pu'blic ST - S IR
. . We are e.lso look:l.ng forward to Da.n ] assistance in the design o
and, to’ same extent, in the conduct of our test of Fbrms 10&»0 and T
“10LOA for 1979 i . L S AR
Ce . B Sincereiy, oo ‘
° ‘ IR _ . - Wa.iterM Alt, - L e '_ I
o : o o Acting Director . . 7, DU
Taxpa.yer Serv:lce Divisio/n' 2




IS THEWH~ITE HOUSE
WASHINGTON O

-

Decemﬁd§f5;.1979_' ';.~_~‘ e

D 1 i . - N . N v
. et

Dear Dr. Felker: \» S : ' '_:. ' .", i

. I am writing to express my gratitude for your assistance in

'+ _ -designing a general response form for use\by consumers in R

- ..’ responding. to ‘government agency - consumer programs proposed -
under Executive order 12160.. : e o R o

‘on very short notice, you and your colkeagues at the American ,

- Ingtitutes for Regearch werq able to create a brief questionnaire .

~ that I am sure .will be very seful to. consumers’ unable to, o
v submit more traditional ‘written comments. s L

_The Federal Register containinq your form will be - released by
" the President's Assistant, Jack Watson,” at a press conference .
in Room 450 of the 0l1d Executive Office Building on Monday,
December 10 at 3:00 p.m. If you are interested in attending
the press conference, please contact Marianne Wilk at

456-6226.

'f‘,' "'”;o behaif of the- White House Office of Consumer Affairs and
y the other agencies participatin
~Executive Order 12160, %hank

- V4 , 7for Consumer Affairs

Dr. Daniel Felker
P American Ingtitutes for Research
- 1055 Thomas' Jefferson Street, N.W.
-Washington, D. C. 20007
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g *\ (_THE SECRETARY OF HOUSING AND URBAN 'gEVELQPMEN.T A
} . l & I WASHINGTON, D.C. 20410 o |
R N, ."; . ) ’ ‘

o Dgcgmber-14.‘1929,"' . - js < oo

| rooR For: Clha prmtaen® - Y
ST o Attention: Rick Hutcheson; stafﬁ(Secretagy*'-”

 “Subject: Weekly Report of Major Departmental Activitiss

MA : | . The GoVornment,Natiq}a1 Mortgage
2 sociation ( guaranteed a record $3.25 billien in mortgage-backed securities -
o during the month of November.. Thfs volume brought the total of mortgage-backed. -
- securities guakranteed by GNMA to over $23 billfon for the first 11 months of 1979 .
- .and to over $90 billion since the program's inception less than ten years ago. Since
1970, the GNMA mortgage-backed securities program has provided the financing for
~ almost 3.mi11ion home purchases. - o B : .«

We have announced that the GNMA Tandem .program will continue and that an additional
$1.75 bi111on 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 |

- multifamily projects.’ o : T . RS

Secretarial Appearances. On Wednesday, December 12, I addressed a Democratic fund
raiser in tleveland. .At a news conference held prior to the speech, I prafsed
Administration efforts to bring new Yife to American cities through the President's *,
National Urban Polfcy. =~ -~ ° 7 S o
-0On January 10, 1 w111"give’the.qunote‘speech'qt~cergmonies,tnwAtIanta opening the . -
week-long celebration of the 51st birthday of Dr. Martin Luther King, Jr. .Several
"~ other key HUD offiéials will participate in such activities as panel discussions and /
- workshops. - T ot .. S

- Helping Promote-Energy Conservation. Three HUD publications on enérgy conservation --
,'[oca1'éovernmeif Approaches to Enerqy Conservation, Ener Conservation and L
Management Guide for Sma unicipalicies and School Districts, and Practical Steps '
: -[ocaq Governments Can lake to COnserve Energy -r arg Tn demand by persons-usjng.ige e
~ Department of Energy’s recently-Initiated energy. information hotline. . Callers find -
these reports’a,Uni?ue source of information based on demonstration projects that

~ have proven worthwhile to local governments. Each of the reports gives names of . -
project representatives to be contactad for addfitional details.. _ B

[ Learning to Nrite Plain English. An evaluation conducted by HUD officials, the =
Wﬁ{;m Dr, Jerome Smith of the University of South
Florida suggests that implementation of the March, 1978, Executive Order on useof - - ..

plain English 1n federal forms has significantly improved the understanding of .-

[ federal programs by participants. ‘Clients of. HUD programs demonstrated a 29 percent
y | ncrease in reading understanding of their rights and responsibilities whemusing -
.availabla Departmental resources. = 7 o o o

wic e o Hlem g
Wm0 R0 Moon Landriey .k
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“*Jnteenal Revenue 'Pe,rvic‘e oo . Department of the Treasury RS

o

v
%

*Washington, DC.20224

"

' » ' . e Pegr?';on to Congact:
" Dr. Janice Redish, Director = =~ ' Leo Campbell
" Document Design Center s Telephone Number:
o : Americamw Institutes for Research L (202) 566-6254
. , 1055 Thomas Jefferson, N.W. . .= - Refer Reply to: "
3 : . . Washington, DC 20007 . 5

. Dear D gn: , o e e

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

Your call also Jjogged my memory that I haven't properly
~ thanked you for the 'Center's efforts during last year. In
, ‘addition to the assistance we received from Drs, Felker and
- ‘Rose on our summer testing, the close association of Drs. Charrow
and Olkes (with ‘the Forms Branch and - the Publicatione Branch,
respectively). was . ‘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-: 2
. .. Pproven quite useful. ' . . :

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

S_;l.ncerély,
/

: obert I. Brauver
' o . Chairman, Tax Forms
C . Coordinating Committee




 washington, D.C. 20007 - o S

vDear.Dr. Charrow:

Dottie Hagen, a member of my staff, completed a

) available. ™

the .Consumer's Directory is deeply appreciated.

&

SN L ATES PO T : /{
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- 475 L'Enfant Plazs,
_ Washington, DC 202

L -

-

June. 4, 1980

.
’

! A

Dr. Veda Charrow S
American Institutes for Research
1055 Thomas Jefferson Street, N.W.

P .

Your analysis of our ' Consumer's pirectory has been - | )
a hit. The Assistant Postmaster General for _
Customer'Services read your report and asked me to

apply the same approach to revision of a larger

publication, the Mailers Guide (copy enclosed). -

forty page analysis report this week* and forwarded
it for action. However, it will be several months
before revised copies of the Mailers Guide are

N

The COnéumerrs Diéecto}yVis in the clearance,process.‘
I will send you copies when it is printed..- '

The work you, Dr. Olkes ang§ Ms. Peck performed om

. ‘sincerely,

Robert K. Jeffery
" General Manager .
Consumer Support Division
Custome;FServices Department '

T

' R
. , . f
N
) . . . . .
8 8 . . e, [
L}
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UNITED STATES POSTAL SERVICE

475 L’Enfant Plaza, SW
Washington, DC 20260

April 28, 1981

Daniel B. bélker,'PhD 7
Document Design Center

Aherican Institutes for Research
1055 Thomas Jefferson Street, N.W.

Washington, DC - 20007 ~ ,

Dear Dr! Felker:

z

Document Design Center.

"International'Mail Manual."

Your monthly newsletter. "Simply Stated" is always a source

The pufbose‘of this letter is simply
regard for the quality and range of work perrormed‘byuthe‘

I have always found everyone on the center's staff. to be
very helpfuyl 'and very responsive.
your assistance in arranging for Hilda Shakin and Kenneth Best of
Siegel & Gale to advise us on format )

4,

of valuable information. I circulatena;l
division and ‘then retain them in permanent
including me on the distributioq ist. .

) Sincerély;

e MW
Marguerite Boudreau
General Manager

Directives & Forms Division

A

I parttcularly appreciated
planning for the
H s . :

to express my high a

4

i
'

issues throughout my
~flles. Thank you for

[
W

-
.
. +
~ 2 .
a . . . - . -
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' Design Center's tremendous contribution to the NAVCJ

- as she termed us, resisted at first, but soon joined the

" national guidelines manuals to help citizens get involved

*NAVCJ
National Assoc_iatioﬁ on Voluhteers in Criminal Justice
‘ August 1h,”19§1

e

‘ . \ :

Dr. Janice Redish

Document Design Center oo

un L o .
. 1055 Thomas Jefferson Street, N.W. '
Nashington, D.C. 20007

Dear Dr. Redish: .

-

Please excuse the belated note of thanks for the Document

Guidelines Project. The consultation we have received
over the telephone has been a great help, and the workshop
given by Dixie.Goswami at our Louisville, Kentucky,
meeting in late May was probably the turning point of
our endeavor to write national guidelines manuals for t
design and management of criminal justice volunteer programs.

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

Not only 4id she give our 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”,

movemant to abolish passive constructions, awkward
nominalizations’; and jargon. As this group began going
over the almost four hundred pages of previously written
materials, they showed a remarkable change in attitude
about what was acceptable and clear wri g.. :

Dixie also gave us soms valuable suggestions as to how to
handle the r::iiv_and evaluation process for our project. -
We had written in a phase of review for the manuals, but
the procsdure we had chosen doss not seem nearly as
effective as Dixie's specific questioning approach. -

The assistance the Document Design Program has provided the
_NAVCY Guidelines Project is making a big difference in the
product we are producing. . We ‘feel that this product --

.in criminal justice programs -- will have a significant
impact on the juvenile and criminal justice systems. We

appreciate your contripution. I am, :
Sincerely yours, T
David Gooch

Associate Director, NAVCJ .
Guidelines Project Manager : !

Post Office Box 6365 * Unwdlivahbnmaauaﬁ ‘o Telephone (205) 348-6738
. A

~ . . In_
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United States of America

'~ Officeof -
Personnel Managemem _ Washington, D.C. 20415

ln'ﬂv;xl-, Reler To . e Your Reference: .'
. - . ¥ ' - .

-Dr. Janice C. Redish Project Director ‘ ~
The Document Design ProJect o : , NOV 2 3 ~‘98l
American Institutes for Research : , : >
1055 Thomas Jefferson Street, N.W. ' ‘ ;
Washington D.C. 20007

. ) . o ,
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 'detailed 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 a full “mock-up" .of the first page of the SF-171
and provide suggested language for the rest of the form. Dr. Charrow

and Ms. Peck discussed concepts of design and language simplification
which were most informative for my staff. Although Dr. Andrew Rose did
not attend this meeting, we would 1ike to acknowiedge his participation .
1n preparing the suggested format and language.

I am aware that the grant which provided funding for such proJects has been
depleted.- It is unfortunate that our current budget situation’ precludes °
‘funding further study. However, when we circulate a draft of the proposed
revisions to: the SF-171, we Wili provide a copy to Dr:~Charrow for any :
comments time allows. ' E

Dear Dr. Redish: ’ ’ o | o ‘

: We greatiy appreciate your o10peration and concern for raising the quaiity . '
of government forms. . I
| Sincerely,
S ~ Richard B. Post, Assistant . l
e ' & Director for Staffing T
) % ) | , 5’1
: . . - I

. . ) -
. R ) LN N . -
: { e , © " CON 1142
) s - - A ‘ [ . . , i January 1978
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