
CS236091-B

C
la

ri
ty

C
la

ri
ty

OrganizePronouns
Organize

Pu
rp

o
se

Audience H
ea

d
in

g
s

Chunks

Chunks

FamiliarFa
m

ili
ar

A
ct

iv
e 

Vo
ic

e

A
ct

iv
e 

Vo
ic

eActive Voice

B
ox

es
Pr

o
n

o
u

n
s

Ta
b

le
s

PurposePu
rp

o
se

Easy
Headings

Boxes

Lists
Tables

Delete unnecessary 
words, sentences, 
and paragraphs

Cut It 
Out

Plain language: communication your 
audience understands the first time


