[image: header text high res]

Natural Resources Conservation Service
6013 Lakeside Boulevard
Indianapolis, IN 46278
_________________________________________________________________________________________________________



											March 9, 2012

INDIANA BULLETIN NO. 360-12-4						

SUBJECT:  PER – Plain Language Training Requirement

PURPOSE:  To provide guidance Plain Language training in AgLearn

EXPIRATION DATE:  September 30, 2012

ACTION REQUIRED BY:  April 9, 2012


President Obama signed the Plain Writing Act of 2010 on October 13, 2010, requiring that federal agencies use "clear Government communication that the public can understand and use."  On January 18, 2011, he issued a new Executive Order, "E.O. 13563 - Improving Regulation and Regulatory Review."  It states that "[our regulatory system] must ensure that regulations are accessible, consistent, written in plain language, and easy to understand."  
NRCS must be 100-percent compliant with the Plain Writing Act.  We are expected to use plain language in all new or substantially revised documents that: 
1. Provide information about any of our services or benefits; 
1. Are necessary to obtain any of our benefits or services; or 
1. Explain how to comply with a requirement that we administer or enforce. 

In October 2011, in phase one, the AgLearn course “Business Writing: How to Write Clearly and Concisely” was assigned to those in the agency whose positions require the most written communication with the public.  In phase two, the NRCS Plain Language Webinar is being assigned to all NRCS employees.  The course must be completed by April 9th.  It is currently available on AgLearn and has been added to the training plans of all employees.  Employees who want or need additional training may want to take Business Writing: How to Write Clearly and Concisely as well.  Additional plain writing resources are available in Executive Correspondence Management Team’s section of my.NRCS, and new resources will be posted as they become available to assist you further with plain writing.  

Plain writing is concise, simple, meaningful, and well-organized.  It avoids jargon, redundancy, ambiguity, and obscurity.  It does not contain unnecessary complexity.  Avoiding ambiguity and unnecessary complexity can increase compliance simply because people understand better what they are supposed to do.  Plain writing is no mere formal requirement; it can be essential to the successful achievement of legislative or administrative goals, and it promotes the rule of the law. 


DIST: 0
Plain writing can: 
1. Reduce questions from the public to agency staff; 
1. Improve compliance with regulations; 
1. Reduce resources spent on enforcement; 
1. Reduce errors on forms and applications; and 
1. Reduce time spent addressing errors. 

We are currently gathering data for activities that have been done in the state regarding Plain Language Act and we expect several more requests over the next year or more. We would appreciate it if you keep track of your office’s efforts to make communications (news releases, correspondence, posters, web postings, etc.) compliant and submit those when requested.  

Please contact Becky Fletcher, State Public Affairs Specialist, at 317-295-5825 or rebecca.fletcher@in.usda.gov  with any questions regarding the Plain Writing Act requirements.  Please contact your supervisor or Susan Meadows 317-295-5892 or susan.meadows@in.usda.gov with any questions regarding your training in Ag Learn.


/s/

JANE E. HARDISTY
State Conservationist
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