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Easy-to-Understand Print Materials

Message Content

O Have you limited your messages to three to
four messages per document (or section)?

O Have you taken out information that is “nice to
know” but not necessary?

O Is the most important information at the
beginning of the document?

O Is it repeated at the end?

O Have you identified action steps or desired
behaviors for your audience?

O Have you post-tested your materials?

Text Appearance

O Does your document have lots of white space?
Are margins at least 12 inch?

O Is the print large enough (at least 12 points)?
Does it have serifs?

O Have you used bold, italics, and text boxes to
highlight information?

O Have you avoided using all capital letters?

O Is text justified on the left only?

O Didyou use columns with a line length of 40
to 50 characters of space?

O Have you post-tested your materials?

Visuals

O Is the cover attractive to your intended
audience? Does it include your main message
and show who the audience is?

O Are your visuals simple and instructive rather
than decorative?

O Do visuals help explain the messages found in
the text?

O Are your visuals placed near related text? Do

they include captions?
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If you read only the captions, would you learn
the main points?
Have you post-tested your materials?

Layout and Design

O Is information presented in an order that is
logical to your audience?

O Is information chunked, using headings and
subheadings? Do lists include bullets?

O Have you eliminated as much jargon and
technical language as possible?

O Is technical or scientific language explained?

O Have you used concrete nouns, an active voice,
and short words and sentences?

O Is the style conversational?

O Have you post-tested your materials?

Translation

O Are the language and content culturally
appropriate?

O  Are the visuals culturally appropriate?

O Have you had the piece back translated?

O Is the translator fluent in the same linguistic
variation as the intended audience?

O Have you post-tested your materials?

Understandability

O Have you tested the complexity of the
language used in your material for
comprehension?

O Have you pre-tested your materials with
members of your intended audience?

O Have you post-tested your materials with

members of your intended audience

29




From:  CDC. (2010). Simply put:  a guide for creating easy to understand materials.  29 (3rd Ed).


Available at:  � HYPERLINK "http://www.cdc.gov/healthliteracy/pdf/Simply_Put.pdf" �http://www.cdc.gov/healthliteracy/pdf/Simply_Put.pdf�





Basic Principles for Easy to Read Health Care Materials�
�
Review primary objective and omit any nice but not necessary text


Use simple visuals instead of text to explain complex topics


Use shorter, common words for multisyllabic words


Break up compound words when possible �
Limit use of contractions, hyphenated words and quotation marks


Use a conversational style


Strive for an average sentence length of 15 words or less.


Avoid the use of abbreviations, acronyms, unfamiliar spellings of words and telephone umbers as letters�
�
From: Pfizer Principles for Clear Health Communication, p 49.  


Available from: � HYPERLINK "http://www.pfizerhealthliteracy.com/asset/pdf/PfizerPrinciples.pdf" �http://www.pfizerhealthliteracy.com/asset/pdf/PfizerPrinciples.pdf�








