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Easy-to-read checklist
Checklist to make sure your
document is easy to read
1. How the document looks like
Numbers
Are the pages numbered?

The front cover does not need a number,
but all the other pages should be numbered.
The number should be on the bottom right of each page.

Writing
Is the writing Arial, size 14 or bigger?
Alignment
Is the text aligned left?
Images
Are there images next to the text
to help people understand what the text is about?
Are the images easy to understand?
Titles
Are the titles clear and easy to understand?
Are the titles bold?
2. The sentences and words
Sentences
Does each new sentence start on a new line?
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Are the sentences 1 or 2 lines long?
Are most of the sentences positive?
Words
Are the words simple?
Are difficult words explained more than once?

Difficult word should be explained every time they are used.

Are some words split on two lines?

It is not good to split a word on two lines.

Are numbers written as digits?

It is good to write numbers as digits not words.

3. How the information is ordered
Is the main information easy to find?
Is the information in order and easy to follow?

For example, if one thing happens after the other, it should be written
like this in the text.
For example: Susi ate pizza. Then she went to play football.

Is each paragraph about one topic?
Are examples used to explain things?
Are bullet points used for lists?

It is better to use bullet points than commas.

When the text says he or she,
is it clear who it is talking about?
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