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Writing for Everyone

Plain Language Tips 

Checklist: Formatting

Use short sentences and 
simple words

Avoid acronyms, jargon 
and passive voice

Break long paragraphs 
into smaller chunks

Sans serif type font  
(Arial, Tahoma, Verdana)

Minimum 12pt font size

High colour contrast

Left-aligned text

Accessibility Checker

No text over busy 
backgrounds

Aim for clear, everyday 
language. A Grade 6–8 reading 
level can be a useful guide, but 
also test the content with the 
intended audience. 

Use bullet points  
and clear headings
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Accessibility checkers can identify some issues but do not replace 
manual review or testing with people with disability.
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