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1.1 What is the purpose of this chapter? This chapter provides information to Service employees about 
how to write using plain language.  
 
1.2 What is the objective of this chapter? By using the techniques described in this chapter, Service 
employees will write documents that are easier to understand. 
 
1.3 What are the authorities for this chapter? 
  
A. Executive memorandum, June 1, 1998, subject: Plain Language in Government Writing.  
 
B. Parts 011 and 318 of the Departmental Manual (DM).  
 
1.4 What is plain language? Plain language is communication your audience can understand the first 
time they read or hear it.  
 
1.5 What are the writing techniques for plain language? 
 
A. Organize the content of documents in a logical way.  Ask yourself who will read the document and 
why. Put your document in the order that makes the most sense for the reader: 
  
(1) Chronological,  
 
(2) Most important to least important, 
, 
(3) By technical topic, procedurally, or  
 
(4) Some other order. 
 
B. Use active voice. When you use active voice, the person or organization responsible for taking the 
action is the subject of the sentence. It is easier for the reader to tell who should do what. 
 

(1) Examples of active voice: (2) Examples of the same sentences in 
passive voice (makes statements 
ambiguous): 
 
  
 

(a) The refuge manager assigns tasks to the 
equipment operator at the beginning of each 
work day.  

(a) The equipment operator is assigned tasks 
at the beginning of each work day. 

 (b) The Deputy Division Chief approves 
timesheets on Thursdays. 
 

(b) Timesheets are approved on Thursdays. 
 
 

(c) The Assistant Director – National Wildlife 
Refuge System reviews the scope of work and 
either approves or declines to approve it. The 
Division of Contracting and Facilities 
Management then advertises it on the 
Government’s procurement web site. 
 

(c) The scope of work is reviewed and 
approved before it is advertised on the 
Government’s procurement web site. 






