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Establishing Plain Talk at Ecology

Purpose: To require the use of Plain Talk principles in Ecology’s internal and external
written communications.

Application:  This policy applies to all Ecology written communications as noted below, and to
all represented and non-represented Ecology employees. Represented employees
shall refer to the Collective Bargaining Agreement provisions that may supersede
any portion of this policy.

1. Ecology Documents Are Clear for the Intended Audience to Understand.

Examples include but are not limited to:

Letters

Instructions and forms
Focus sheets

Fact sheets

Public notices

Reports

Web pages

Presentations

Permits

Templates or boilerplates

Ecology’s Clear Writing Guidelines (available on the agency’s Intranet) set the standards:

. Daily and Executive Correspondence Expectations
. Publication Expectations - Best Practices for Clear Writing

2. Ecology Managers Ensure Plain Talk is Part of the Work Done in Their Programs.

3. Each Program Has a Plain Talk Lead and Process.

Program Managers appoint plain talk leads to help develop and apply the Plain Talk process in
their programs.
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http://www.ecy.wa.gov/quality/plaintalk/index.htm
http://www.ecy.wa.gov/quality/plaintalk/resources/corr_expectations.pdf
http://www.ecy.wa.gov/quality/plaintalk/resources/employees.htm#Expectations
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4. The Director Appoints the Plain Talk Coordinator.

The Director, with input from the Senior Management Team, appoints an agency Plain Talk
Coordinator. The Coordinator oversees the agency’s efforts to carry out the Plain Talk Executive
Order, 05-03.
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