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RE: FOIA/P %477-34

Thisis  response to your e-mail dated June 20, 2014 requesting, pursuant to the
Freedom of Information and Privacy Act’s (FC A/PA), “Dv :nse Sect ty rice Style
Manual™.

Enclosed (76 pages) is a copy of all DSS records related vour request. It includes

memorandum for Defense Security Service Personnel estal shing the lain
Language Program. We have included the DoD Instruction 5025.13 D ain
Language Program as well as a Pc  :rPoint presentation “P1 ciples of Language”.

We appreciate having been able to assist you in thi

questions, please feel free to contact my office at ema In any
such contact with is office, please reference your as 17-34.
Sincerely,
’

MAKK . yUKEBLEY (
FOIA/PA Specialist
Enclosure as stated Office of General Couns:






March 11

March 25

April 16 (Mill Road)
April 29 (CDSE)
May 27

June 24 (Mill Road)
July 29

August 26 (CDSE)
September 30
October 28
November 25

Workshops are held from 11:00 a.m. — 3:00 p.m. in the Russell-Knox Building classroom T2132
unless otherwise noted.

Workshop agenda:

11:00 a.m. - 12:00 p.m. Principles of Plain Language, Part 1
12:00-1:00 p.m. Lunch .

1:00-1:50 p.m. Principles of Plain Language, Part 2
1:50-2:00 p.m. Break

2:00 —3:00 p.m. Applying Plain Language Principles






DoDI 5025.13, April 11, 2013

(2) Requires DoD personnel to use plain language concepts in new « substantially
revised documents prepared after the date of is instruction. Documents requiring technical or
specialized language should be as clear and concise as possible.

(3) Maintains the DoD Plain Language Website (ref  ed to in this instruction as “the
Website™) at http://www.dtic.mil/whs/directives/plainlanguage.html as the official DoD source
for Plain Writing Act requirements, training, and compliance information.

(4) Offers, on the Website, a chance for users outside DoD to provide feedback and
identify unclear DoD communications in documents defined in this instruction as “covered.”

(5) Offers a chance for DoD users to provide feedback on and identify unclear DoD
communications in documents.

(6) Publishes an annual report ontl Website describing DoD Component plain
language compliance efforts for covered documents in accordance th eferences (b), (d), and

(e).
b. All D« personnel who regularly write or  t documents must take plain language

training, either via the Website or as described in Enclosure 3. All other DoD personnel are
encouraged to take plain language training.

4. RESPONSIBILITIES. See Enclosure 2.

5. PROCEDUPTC, See Enclo e3.

6. INFORMATION COLLECTION REQUIREMENTS. The DoD Annual ain Language
Compliance Report and DD  orm 2960, “DoD Plain anguage Compliance,” referred to in
section 2 of Enclosure 2 and section 5 of Enclosure 3 of this instruction, have been assigned
report control symbol DD 'A&M(A)2523. This is in accordance with the procedures in
Directive-type Memorandum 12-004 (Reference (g)) and DoD 8910.1-M (Reference (h)).

7. REL.LEASARBILITY. This instruction is
v ances Website at
nup://www.atic.mi/whs/directives.
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ENCLOSURE 2

RESPONSIBIL ™™ ¢

1. DA&M. Pursuant to Reference (c), the DA&M:

a. Serves as the Senior O cial for Plain Language to oversee DoD Component
implementation of the Plain Writing Act.

b. Establishes DoD policy, standards, and procedures for implementation and compliance
with the Plain Writing Act through e DoD lain Language Program.

2. DIRECTOR, WASHINGTON HEADQUARTERS SERVICES (W''). Under the authority,
direction, and control of the DA&M and through the Directives Division, Executive Services
Directorate, the Director, WHS:

a. Manages and administers the DoD Plain Language Program.
b. Develops and maintains DoD-specific policy and procedural information.

¢. Communicates Plain Writing Act requirements to the DoD and OSD Components and
offers training options on the Website.

d. Maintains the Website to:
(1) Post Plain Writing Act requirements, training, and compliance information.
(2) Collect amendment requests on DoD covered documents.
(3) Publishthe D Annual Plain Language Compliance Report.
e. Compiles implementation data for the DoD Annual Plain Language Compliance Report.
f. Monitors amendment requests on DoD covered documents submitted through the Website.
Reviews requests received to determine their legitimacy and, if warranted, routes amendment

requests to the appropriate DoD or OSD Component for further action.

g. Chairs the DoD Plain Language Committee.

3. 7 7 v o memmem £ 08, DoD and OSD Component heads:

a. Communicate Plain Writing Act requirements throughout their Component and oversee
compliance.

6 ENCLOSURE 2
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b. Require Component personnel who regularly write documents to complete plain language
training in accordance with this instruction.

(1) Component heads or personnel supervisors may direct personnel to repeat plain
language training, if needed.

(2) Components using contractors to help write documents will ensure that relevant
contracts entered into after the effective date of this instruction include a requirement that
employees of the contractor use plain language when preparing those documents.

c. Designate a Component plain language contact who will serve as a representative on the
Plain Language Committee and be responsible for overseeing Component implementation efforts

and compliance with the Plain Writing Act.

d. Encourage Component personnel to seek clarification from within their organization
before submitting an amendment request on the Website.

e. Require the use of plain language concepts in all new or substantially revised documents.

Change 2, 06/09/2014 7 ENCLOSURE 2
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ENCLOSURE 3

PROCEDURES

1. USING PLAIN LANGUAGE

a. When drafting new documents or revising existing ones, DoD personnel will follow the
Federal Plain Language Guidelines available at http://www.plainlanguage.gov, as appropriate.
Specialized language may be required depending on the intended audience, but language and
document organization should be as clear as possible.

b. Key concepts of plain language to keep in mind are noted in the Table.

Table. Plain Language Concepts

Be Clear ¢ Use plain language whenever possible; avoid jargon

e Avoid overuse of acronyms (if used, make certain they are
established upon first use)

e Use the active voice

¢ Organize and filter information with readers’ needs in mind

e Format your document so that it’s easy to read and understand

e Use tables or figures if that’s the best way to show information

Be Concise e Remove unnecessary words
e Write sentences with 20 words or fewer and that contain a single
thought, action, etc.

e Use seven sentences or fewer per paragraph

Be Specific ¢ Include only information that the reader must know

e Use words with precise meaning

e Include details that are directly relevant to the main point

¢. Procedures for users outside DoD to request amendment of covered documents are in
Figure 1. Procedures for DoD personnel to request amendment of all documents (including
covered) are in Figure 2.

Change 2, 06/09/2014 8 ENCLOSURE 3
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plain language. Language that is clear, concise, well-organized, and consistent with other best
practices appropriate to the subject or field and intended audience. Such language avoids jargon,
redundancy, ambiguity, and obscurity.

user. Any reader of a document or covered document who needs information in the document or
covered document to perform their work duties, obtain a federal government benefit or service,
obtain information about a federal government benefit or service, or comply with a requirement
the federal government administers or enforces.

14 GLOSSARY
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