
Exercise 1

Organizing to Serve the Reader

 SEQ CHAPTER \h \r 1This is the table of contents from a regulation that tells you how to appeal an action taken by an agency.  Put yourself in the place of an average user.  Where would you go in this document to find the answer to questions about the appeal process?   

At the bottom of the page, write down as many questions as you can think of that you, an average user, would have about the appeal process.  

 SEQ CHAPTER \h \r 1PART 2 - APPEALS FROM ADMINISTRATIVE ACTIONS  

Sec.

2.1
Information collection.

2.2
Definitions.

2.3
Applicability

2.4
Officials who may decide appeals.

2.5
Appeal bond.

2.6
Finality of decisions.

2.7
Notice of administrative decision or action.

2.8
Appeal from inaction of an official.

2.9
Notice of an appeal.

2.10
Statement of reasons.

2.11
Answer of interested party.

2.12
Service of appeal documents.

2.13
Filing documents

2.14
Record address.

2.15
Computation of time.

2.16
Extensions of time.

2.17
Summary dismissal

2.18
Consolidation of appeals.

2.19
Action by Area Directors and Education program officials on appeal.

2.20
Action by the Assistant Secretary - Indian Affairs on appeal.

2.21
Scope of review.

Exercise 2

Using “you” and “we” to engage the user and to save words

In the samples below, replace the words that refer to the agency and the user with pronouns.  Make no other changes, except those needed for grammatical correctness.  

1. 
The applicant will be the primary source of information regarding his circumstances for the purposes of determining eligibility and need.  If the Secretary needs to secure information from other sources, the Secretary will ask the applicant to authorize the release of information.  The Secretary will inform the applicant of the kinds of information needed and the source to be used.

2.  To establish eligibility for selection to receive a grant, an applicant must show that:


(a) The applicant is an Indian;

(b) The present housing of the applicant is substandard and inadequate in terms of capacity to meet the physical needs of the family;

(c) The applicant has been denied, or is ineligible for, housing assistance from other sources.

(d) The economic resources of the applicant are inadequate or the applicant is ineligible to obtain housing from other sources.  

Exercise 3

Recognizing Passive Verbs

Circle the passive verb in each of the lines below.
	a            
	b                
	c                    
	d          

	1.  was written
	will write
	has written
	is writing

	2.  shall deliver
	may deliver
	is delivering
	is delivered

	3.  has sent
	were sent
	will send
	are sending

	4.  should revoke
	will be revoking
	have revoked
	to be revoked

	5.  were mailing
	have been mailed
	having mailed
	will mail

	6.  may be requesting
	are requested
	have requested
	will request


Changing Passive to Active

 Change the passive voice to active in the examples below.

The public shall be notified by the bureau of a proposed action.  

Notice shall be published in local newspapers and posted at utility offices. 

Notices shall be published and posted at least 30 days before the scheduled effective date of the operations manual. 

Exercise 4

Shortening Sentences
Divide each of the samples below into smaller sentences.  Don’t rewrite them extensively – put a period where you need to and make one or two minor word changes.

1.
If you are a party to an appeal, and you want to supplement the record or any Statement of Facts and Issues at any time after the Department deems the record complete under § 4.916 through the time additional responsive pleadings are filed under § 4.940, you must file any additional material together with a written request for permission to IBLA (or an Assistant Secretary who is deciding your appeal under § 4.933) to supplement the record or any Statement of Facts and Issues.
Note:  To help you divide sentence number 2 into two sentences, begin your first sentence with the words “You may” (or something similar) and begin your second sentence with the words “In this case,” (or something similar). 

2.
If you submit a bond to the Regional Director executed on a form approved under paragraph (b) of this section that you have reproduced or generated by use of a computer and that document omits terms or conditions contained in the text of the form approved by the Director, the bond you submit will be deemed to contain those terms and conditions.

Exercise 5

Avoiding Confusing and Wordy Language

The samples in this exercise suffer from wordiness and awkward construction.  See how many errors you can repair.

1.
We will promptly review your proposal and provide you with a nonbinding determination of the guidance you request. 

2.
If we find that the evidence you submit is convincing, we may grant a reduction in the amount of supplemental bond required.
3.
We will send to the applicant copies of any comments made by State or local governments on the applicant’s request after the comment period has ended.  
4.
We periodically will publish a list of aggregation points and the associated market centers.  We will monitor market activity and, if necessary, add to or modify the list of market centers and aggregation points and will publish such modifications. 

5.
A performance system will allow for the development of new and innovative training techniques and methodologies and allow companies added flexibility in tailoring their training to the specific job duties of their employees.  

Exercise 6

Making Lists
Use lists to simplify the material below.  Don’t rewrite the sentences!  Just put a colon where you need to, insert item numbers, and make one or two minor word changes.

 SEQ CHAPTER \h \r 11.
Failure to file an answer within the 30-day period may be treated as a consent to the award requested, unless the Department or other agency requests an extension of time for filing or files a statement of intent to negotiate under paragraph (b) of this section.

2.
The applicant and the operator must provide a statement in the permit application as to whether it is a corporation, partnership, sole proprietorship, or other business entity and the taxpayer identification numbers.

3.
If you determine the value of your oil under this subpart, you must retain all data relevant to the determination of royalty value.  You must be able to show how you calculated the value you reported, including all adjustments for location, quality, and transportation, and how you complied with the requirements of this subpart. 

4.
The Superintendent or Area Director will provide you a written notice specifying the action that we will take under this part and explaining the reason(s) for the action. The notice will be delivered to you by certified mail or in person.  The notice will include your appeal rights under § 70.10.

Exercise 7

Converting Text into a Table – Before

(Regulation of the Food and Drug Administration)

(ii) Analyses conducted to determine compliance with the requirements of paragraph (b)(5)(i) of this section shall be made in accordance with the methods described in the applicable sections of ``Standard Methods for the Examination of Water and Wastewater,'' 20th Ed., which is incorporated by reference in accordance with 5 U.S.C. 552(a) and 1 CFR part 51. Copies of ``Standard Methods for the Examination of Water and Wastewater,'' 20th Ed., may be obtained from the American Public Health Association, 1015 15th St. NW., Washington, DC 20005. Copies of the methods incorporated by reference in this paragraph (b)(5)(ii) may also be examined at the Office of the Federal Register, 800 North Capital St. NW., Suite 700, Washington, DC, or at the Center for Food Safety and Applied Nutrition's Library, 5100 Paint Branch Pkwy., College Park, MD. 

(A) Combined radium-226/-228 shall be measured using the following methods: 

(1) Method 7500-Ra B--``Precipitation Method,'' which is contained in ``Standard Methods for the Examination of Water and Wastewater,'' 20th Ed., which is incorporated by reference in accordance with 5 U.S.C. 552(a) and 1 CFR part 51. The availability of this incorporation by reference is given in the introductory text of paragraph (b)(5)(ii) of this section.  

(2) Method 7500-Ra D--``Sequential Precipitation Method,'' which is contained in ``Standard Methods for the Examination of Water and Wastewater,'' 20th Ed., which is incorporated by reference in accordance with 5 U.S.C. 552(a) and 1 CFR part 51. The availability of this incorporation by reference is given in the introductory text of paragraph (b)(5)(ii) of this section. 

(B) Gross alpha particle radioactivity shall be measured using the following method: Method 7 110 C--``Coprecipitation Method for Gross Alpha Radioactivity in Drinking Water,'' which is contained in ``Standard Methods for the Examination of Water and Wastewater,'' 20th Ed., which is incorporated by reference in accordance with 5 U.S.C. 552(a) and 1 CFR part 51. The availability of this incorporation by reference is given in the introductory text of paragraph (b)(5)(ii) of this section. 

(C) Beta particle and photon radioactivity shall be measured using the following methods: 

(1) Method 7500-Sr B--``Precipitation Method,'' which is contained in ``Standard Methods for the Examination of Water and Wastewater,'' 20th Ed., which is incorporated by reference in accordance with 5 U.S.C. 552(a) and 1 CFR part 51. The availability of this incorporation by reference is given in the introductory text of paragraph (b)(5)(ii) of this section. 

(2) Method 7500-\3\H B--``Liquid Scintillation Spectrometric Method,'' which is contained in ``Standard Methods for the Examination of Water and Wastewater,'' 20th Ed., which is incorporated by reference in accordance with 5 U.S.C. 552(a) and 1 CFR part 51. The availability of this incorporation by reference is given in the introductory text of paragraph (b)(5)(ii) of this section. 

(3) Method 7120 B--``Gamma Spectroscopic Method,'' which is contained in ``Standard Methods for the Examination of Water and Wastewater,'' 20th Ed., which is incorporated by reference in accordance with 5 U.S.C. 552(a) and 1 CFR part 51. The availability of this incorporation by reference is given in the introductory text of paragraph (b)(5)(ii) of this section. 

(D) Uranium shall be measured using the following methods: 

(1) Method 7500-U B--``Radiochemical Method,'' which is contained in ``Standard Methods for the Examination of Water and Wastewater,'' 20th Ed., which is incorporated by reference in accordance with 5 U.S.C. 552(a) and 1 CFR part 51. The availability of this incorporation by reference is given in the introductory text of paragraph (b)(5)(ii) of this section. 

(2) Method 7500-U C--``Isotopic Method,'' which is contained in ``Standard Methods for the Examination of Water and Wastewater,'' 20th Ed., which is incorporated by reference in accordance with 5 U.S.C. 552(a) and 1 CFR part 51. The availability of this incorporation by reference is given in the introductory text of paragraph (b)(5)(ii) of this section.

	Total word count:  675




Making Tables
Make the material below into tables.

1.
If the estimated value of the forest products offered does not exceed $50,000, the advertisement shall be made for not less than 15 days; if the estimated value exceeds $50,000 but not $250,000, for not less than 30 days; if the estimated value exceeds $250,000, for not less than 60 days. 
	
	

	
	

	
	

	
	


2.
If an action or decision on your request was made by an Agency Superintendent, you should appeal to the Area Director.  If an action or decision on your request was made by an Area Director, you should appeal to the Commissioner.  If an action or decision on your request was made by the Commissioner, the action or decision or action is final and you may not appeal.
	
	

	
	

	
	

	
	


Exercise 8

Rewriting a Short Rule: Step by Step
Old Rule  
	Some problems:  

     - Material is buried far down in a section

     - Paragraph (3) covers more than travel restrictions, although the title doesn’t say that                                                                                                                                                                                                                                                                           

     - Who would look for the material in paragraph (vii) under the heading “Travel restrictions”?   


  (3)  Travel restrictions.  The operation of a motor vehicle on oversand routes is subject to all applicable provisions of this chapter, including part 4 as well as the specific provisions of this section.


(i) Route limits. 


(a) On the beach, a vehicle operator will drive in a corridor extending from a point 10 feet seaward of the spring high tide drift line to the berm crest.  An operator may drive below the berm crest only to pass a temporary cut in the beach, but will regain the crest immediately following the cut.  Delineator posts mark the landward side of the corridor in critical areas.


(b)  On an inland oversand route, a vehicle operator will drive only in a lane designated by pairs of delineator posts showing the sides of the route.


(ii)  An oversand route is closed at any time that tides, nesting birds or surface configuration prevent vehicle travel within the designated corridor.


(iii)  When two vehicles meet on the beach, the operator of the vehicle with the water on the left will yield.


(iv)  When two vehicles meet on a single-lane oversand route, the operator of the vehicle in the best position to yield will pull out of the track only so far as necessary to allow the other vehicle to pass safely, and then will move back into the established track before resuming the original direction of travel.


(v)  When the process of freeing a vehicle that has been stuck results in ruts or holes, the operator will fill the ruts or holes created by such activity before removing the vehicle from the immediate area.


(vi)  The following are prohibited:


(a)  Driving off a designated oversand route.


(b)  Exceeding a speed of 15 miles per hour unless posted otherwise.


(c)  Parking a vehicle in an oversand route so as to obstruct traffic.


(d)  Riding on a fender, tailgate, roof, door or any other location on the outside of a vehicle.


(e)  Driving a vehicle across a designated swimming beach at any time when it is posted with a sign prohibiting vehicles.


(f)  Operating a motorcycle on an oversand route.

 
(vii)  Boat trailering and launching by permitted ORVs in designated open route corridors is permitted.

Rewriting a Short Rule: Step by Step
Step 1 - Divide rule into more logical units

 One group for general travel restrictions (where you are allowed to go)

  (3)  Travel restrictions.  The operation of a motor vehicle on oversand routes is subject to all applicable provisions of this chapter, including part 4 as well as the specific provisions of this section.


(i) Route limits. 


(a) On the beach, a vehicle operator will drive in a corridor extending from a point 10 feet seaward of the spring high tide drift line to the berm crest.  An operator may drive  below the berm crest only to pass a temporary cut in the beach, but will regain the crest immediately following the cut.  Delineator posts mark the landward side of the corridor in critical areas.


(b)  On an inland oversand route, a vehicle operator will drive only in a lane designated by pairs of delineator posts showing the sides of the route.


(ii)  An oversand route is closed at any time that tides, nesting birds or surface  configuration prevent vehicle travel within the designated corridor.
 One group for special rules of the road (what to do when you meet others)

(iii)  When two vehicles meet on the beach, the operator of the vehicle with the water on the left will yield.


(iv)  When two vehicles meet on a single-lane oversand route, the operator of the vehicle in the best position to yield will pull out of the track only so far as necessary to allow the other vehicle to pass safely, and then will move back into the established track before resuming the original direction of travel.

 One group for what to do when you get stuck

(v)  When the process of freeing a vehicle that has been stuck results in ruts or holes, the operator will fill the ruts or holes created by such activity before removing the vehicle from the immediate area.

One group for prohibitions (what you can’t do)

(vi) The following are prohibited:


(a)  Driving off a designated oversand route.


(b)  Exceeding a speed of 15 miles per hour unless posted otherwise.


(c)  Parking a vehicle in an oversand route so as to obstruct traffic.


(d)  Riding on a fender, tailgate, roof, door or any other location on the outside of a vehicle.


(e)  Driving a vehicle across a designated swimming beach at any time when it is posted with a sign prohibiting vehicles.


(f)  Operating a motorcycle on an oversand route.
 Highlight the special permitted activity by putting it by itself (it doesn’t fit with anything else)
 
(vii)  Boat trailering and launching by permitted ORVs in designated open route corridors is permitted.

Rewriting a Short Rule: Step by Step

Step 2 - Retitle new units and move them up as high as you can
	      - Each unit is now a section - headings make material stand out for the user

      - Logical headings help user find specific material

      - Citations are now much more compact (former § 7.525(a)(3)(vi)(A) is now § 7.528(a))
      - In §§ 7.527 and .729, a new section aids users by highlighting a separate item


§ 7.525  Where can I drive on the beach?
  (3)  Travel restrictions.  The operation of a motor vehicle on oversand routes is subject to all applicable provisions of this chapter, including part 4 as well as the specific provisions of this section.


(i) Route limits.   


(a) (a) On the beach, a vehicle operator will drive in a corridor extending from a point 10 feet seaward of the spring high tide drift line to the berm crest.  Delineator posts mark the landward side of the corridor in critical areas. [This sentence moved here from below.]

(b) An operator may drive below the berm crest only to pass a temporary cut in the beach, but will regain the crest immediately following the cut.  Delineator posts mark the landward side of the corridor in critical areas. [This sentence moved above to be where it logically belongs.]

(c) (b)  On an inland oversand route, a vehicle operator will drive only in a lane designated by pairs of delineator posts showing the sides of the route.


(d) (ii)  An oversand route is closed at any time that tides, nesting birds or surface  configuration prevent vehicle travel within the designated corridor.

§ 7.526  What must I do when I meet another vehicle on the beach?

(a) (iii)  When two vehicles meet on the beach, the operator of the vehicle with the water on the left will yield.


(b) (iv)  When two vehicles meet on a single-lane oversand route, the operator of the vehicle in the best position to yield will pull out of the track only so far as necessary to allow the other vehicle to pass safely, and then will move back into the established track before resuming the original direction of travel.

§ 7.527  What must I do when I get stuck?

(v)  When the process of freeing a vehicle that has been stuck results in ruts or holes, the operator will fill the ruts or holes created by such activity before removing the vehicle from the immediate area.

§ 7.528 What activities are prohibited?

(vi)  The following are prohibited:


(a) (a)  Driving off a designated oversand route.


(b) (b)  Exceeding a speed of 15 miles per hour unless posted otherwise.


(c) (c)  Parking a vehicle in an oversand route so as to obstruct traffic.


(d) (d)  Riding on a fender, tailgate, roof, door, or any other location on the outside of a vehicle.


(e) (e)  Driving a vehicle across a designated swimming beach at any time when it is posted with a sign prohibiting vehicles.


(f) (f)  Operating a motorcycle on an oversand route.

§ 7.529 May I launch a boat from a designated open route corridor?
 
(vii)  Boat trailering and launching by permitted ORVs in designated open route corridors is permitted.
Rewriting a Short Rule: Step by Step

Step 3 - Replace passive voice with active voice, add pronouns, simplify language
	      - In § 7.526(b), one long sentence is split into three shorter sentences

      - In § 7.526(c), eliminating lots of excess words makes the sentences shorter and easier to read


§ 7.525 Where can I drive on the beach?
   You must follow The operation of a motor vehicle on oversand routes is subject to all applicable provisions of this chapter, including part 4 as well as the specific provisions of this section.


(a)  On the beach, you must a vehicle operator will drive in a corridor extending from a point 10 feet seaward of the spring high tide drift line to the berm crest.  Delineator posts mark the landward side of the corridor in critical areas.


(b) You may An operator may drive below the berm crest only to pass a temporary cut in the beach. You must but will regain the crest immediately following after you pass the cut. 


(c)  On an inland oversand route, you must a vehicle operator will drive only in a lane designated by pairs of delineator posts showing the sides of the route.


(d) You must not drive on an oversand route is closed at any time that when tides, nesting birds or surface configuration prevent vehicle travel within the designated corridor.

§ 7.526  What must I do when I meet another vehicle on the beach?

(a) If you When two vehicles meet another vehicle on the beach, you must yield if the operator of the vehicle with the water is on your on the left will yield.


(b) If you When two vehicles meet another vehicle on a single-lane oversand route, you must the operator of the vehicle in the best position to yield if you are in the better position to yield. When yielding, you must:

(1) will Pull out of the track only so far enough as necessary to let  allow the other vehicle to pass safely; and  

(2) and then will Move back into the established track before you drive on resuming the in your original direction of travel.

§ 7.527  What must I do when I get stuck?

(c) If you When the process of make a hole while freeing a stuck vehicle that has been stuck results in ruts or holes, you must the operator will fill the rut or hole created by such activity before removing you drive away the vehicle from the immediate area.

§ 7.528 What activities are prohibited?

You must not:


(a)   Drive Driving off a designated oversand route.


(b)   Exceed Exceeding a speed of 15 miles per hour unless posted otherwise.


(c)   Park Parking a vehicle in an oversand route so as to obstruct traffic.


(d)   Ride Riding on a fender, tailgate, roof, door or any other location on the outside of a vehicle.


(e)   Drive Driving a vehicle across a designated swimming beach at any time when it is posted with a sign prohibiting vehicles.


(f)   Operate Operating a motorcycle on an oversand route.

§ 7.529 May I launch a boat from a designated open route corridor?
 
You may launch a boat trailering and launching by permitted ORVs in from a designated open route corridor is permitted.  You must have an NPS permit for the vehicle that you use to haul your boat.
Rewriting a Short Rule: Step by Step
The finished product -- a plain language rule!
§ 7.525 Where can I drive on the beach?
   You must follow all applicable provisions of this chapter, including part 4, as well as the provisions of this section.


(a)  On the beach, you must drive in a corridor extending from a point 10 feet seaward of the spring high tide drift line to the berm crest.  Delineator posts mark the landward side of the corridor in critical areas.


(b) You may drive below the berm crest only to pass a temporary cut in the beach. You must regain the crest immediately after you pass the cut. 


(c)  On an inland oversand route, you must drive only in a lane designated by pairs of delineator posts showing the sides of the route.


(d) You must not drive on an oversand route when tides, nesting birds or surface configuration prevent vehicle travel within the corridor.

§ 7.526  What must I do when I meet another vehicle on the beach?

(a) If you meet another vehicle on the beach, you must yield if the water is on your left .


(b) If you meet another vehicle on a single-lane oversand route, you must yield if you are in the better position to yield. When yielding, you must:


(1)  Pull out of the track only far enough to let the other vehicle pass safely; and 


(2)  Move back into the established track before you drive on in your original direction.

§ 7.527  What must I do when I get stuck?

If you make a hole while freeing a stuck vehicle, you must fill the hole before you drive away .

§ 7.528 What activities are prohibited?

You must not:


(a)   Drive off a designated oversand route.


(b)   Exceed a speed of 15 miles per hour unless posted otherwise.


(c)   Park a vehicle in an oversand route so as to obstruct traffic.


(d)   Ride on a fender, tailgate, roof, door or any other location on the outside of a vehicle.


(e)   Drive a vehicle across a designated swimming beach at any time when it is posted with a sign prohibiting vehicles.


(f)   Operate a motorcycle on an oversand route.

§ 7.529 May I launch a boat from a designated open route corridor?
 
You may launch a boat from a designated open route corridor. You must have an NPS permit for the vehicle that you use to haul your boat.

	Note: This rule does not appear in the Code of Federal Regulations in this form.  We have modified it to make it fit onto one page and to better illustrate some of the features of plain English. 


Plain Language Document Checklist
____ written for the average reader

____ organized to serve the reader’s needs

____ uses question-and-answer format

____ uses “you” and other pronouns

____ uses active voice

____ uses short sections and sentences

____ written to one person, not a group

____ uses the simplest tense possible

____ uses “must” instead of “shall” to indicate a requirement

____ places words carefully (exceptions are last, subjects and verbs are together)

____ uses lists and tables

____ avoids confusing words and constructions

____ uses no more than two or three subordinate levels





