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Writer's Readability Appraisal

1 GENERAL Prepare oricinal and allovw ore coov for each clearance officer if clearances are obtaired simul-
(INSTRUCTIONS tanecusly. If clearance is cbtained sequentially, only ore copy is required
Z SPECIFIC ‘a. —oncur (No Comments - In aareerment with the directive to the extert that it affects the

INSTRUCTIONS 1Lr'ct|ons and activities of the clearina oraanization.

Clearance officars are P+ 20NCUN [Comiments Attached) - The clearing organization is in cereral acresment vath the

to indicated concurrencer  CIFECTIVE UL IS sUACESTING some chances.  These chances. however. are onlv suacestions

nencencurrence by inisal-  @Nd the directive is considered acceptable if the chances are not made. |f clearance is

ing one of the three simuitansous, minor chances may be entered on the drective itself; if major chances are

celumns described. suacested. the clearance offioe must orepare a memaorandum and retum it with the
directive to the coricinator. If clearanos is seacertial . the cleararme officer should cortact
the CPI to resolve anv conflicts befare forwardina to the next clearanos officer.

¢. Noncorcur (Cormments Altached) - The clearing orcgnization has strong feslings abou the

effects of the oronosaed directive on its own areas of responsibilities and operations. The
nonconzurrina official must prepare a memorandum exclainina the reasons for
ncnconcurrence and stating vehat seecific chances are necessary before concurrencs can
be diven. This memorandum of nonconcurrences is attached to the drective packace and
returned to the orignator immediately for bath simutaneous and sequertial clearances.

(1)

INSTRUCTIONS Choose a representative sample of text of at least 100 words. For lona drectives. use
FOR FOG INDEX sarmples from several paces. Analvze short documents lore-half page or less) completely.
BExclude tables, graphics, and lists of one- or two-word items.

4 ENTER DATA . Identify Sarmple Page and paragraph nurber of sanple(s) Total

FOR EACH
SANPLE AS
INDICATED
BELCWY

‘b. Nurber of Words

(Do not countwwords in headings unless
continous with text. Treatas one word:
hyphenated words, nurbers, abbrevia-
tions, and other symbols.)

¢. Numrber of Sentences

iCount units which #nd in a period or a
question mark. In wertical listings [except
one- or two-vword iterms] count the in-
troduction and =ach item as a s=parat=
sentence.)

d. Nurrber of Hard Words

{Treat hard wwords, all words of 3 or more
svyllables, abbreviations and symbols. Do

notinclude capitalized words [proper
nouns, adjectives, tiles], unless symbo-

lited or abbreviated. )

5 DETERMINE THE a. Average number of words per sentence (iterm 4b dvided by itemn 4c)
AVERAGE FOG

INDEX FOR AlLL " ivi i
TEXT USING b. Percent of hard words (ltern 4d divided by iterm 4b)

TOTALS IN

ITEM4 ABOVE © Sum of word average and hard word peroent (Item 5a plus itern Bb)

d. Fogindex (Item Bc rmultiplied by .4)

€ HOWYOU CAN

. Use simple words
LOWER THE Write in the active voios
FOG INDEX Write short sentences

Limit sentenoes to one thouaht
Cut useless words and information

PROTY

The abowve procadureis based on Robeart Guming's Fog Index Forrula, frorn “The Tadmique of Clasr Whitng “ bMcGraveHill Bock Ca., Inc



