[Agency Name] 
Plain Writing Act Compliance Report
[Date]

I. Senior Agency Official for Plain Writing:

[provide names and contact information for your Senior Agency Official and agency coordinators]

a.    Name of Senior Agency Official responsible for Plain Writing
b. Names of Plain Language coordinators within the agency.
II. Explain what specific types of agency communications have you released by making them available in a format that is consistent with the Plain Writing guidelines.

	Type of communications of document or posting. List how this is made available to the public
	Who is the intended user and approximate number of potential users
	What has changed by using              Plain Writing

	
	
	

	
	
	

	
	
	


III. Inform agency staff of Plain Writing Act’s requirements:
[list the ways you’ve provided information on the Act to your staff]

a.    Information on the Act is posted on the agency intranet.

b. Published an article on the Act and its requirements in the internal agency news bulletin.  

c.    Posters, signs, etc 

IV. Training

[describe training efforts]

a.    Agency provided the following trainings:

	Type of Training
	Number of employees trained
	Date

	In house (agency Staff or contractor) – live t
	
	

	PLAIN provided training – live
	
	

	Webinars
	
	

	Online training
	
	


V.  Ongoing compliance/ sustaining change
[list the ways you intend to stay in compliance with the Act]

a.    Name of agency contact for compliance issues

b. Documenting and reporting use of plain writing in agency communications

c.    Clearance process
VI.   Agency’s plain writing website

[provide information on your website and include links to it]

a.    Website address
b. Contact us page [www….]

c.     Implementation of the Act 

i. Documents covered by the Act

ii. Timeline

d. Links to Compliance reports

e.    Links to OMB and PLAIN
VII. Customer Satisfaction Evaluation after Experiencing Plain Writing Communications

[provide documentation on how you have measured the effectiveness of your use of Plain Writing in your communication with the public both by hard copy and through posting information on your Agency’s website. Provide feedback as to user experience in identifying any noticeable change in comprehension and improved level of service]  
