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I. Senior Agency Official for Plain Writing:

a.    Name of Senior Agency Official responsible for Plain Writing:  Larry Box, Head, Executive Secretariat:  larry.box@nasa.gov 
b. Name of Plain Language coordinator within the Agency:  Gina Hall, gina.s.hall@nasa.gov 
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

	General Letters.  Mailing or e-mailing PDF copies.
	Government, industry, and academia leaders
	Documents are shorter, more concise, and easier to read.

	Response to the public letters.  Mailed or e-mailed.
	Organizations such as Boy/Girl Scouts.
	Less wordy.  Easier to compose.  

	Informational pamphlets.
	General public.  Scientific and engineering communities.
	Easier to read and understand.


III. Inform agency staff of Plain Writing Act’s requirements:
a.    Information on the Act is posted on the agency intranet and also on the Executive Secretariat’s Web site.

b. Published an article on the Act and its requirements and provided to all administrative points of contacts as well as senior supervisors.  

c.   Provided links to OMB and PLAIN on NASA’

IV. Training

a.    Agency provided the following training:

	Type of Training
	Number of employees trained
	Date

	In house (agency Staff or contractor) – live 
	200 plus
	January 2014

	PLAIN provided training – live
	40 plus HQ staff
	August 2013

	Webinars
	
	

	Online training
	PLAIN presentation slides provided to Agency Administrative Network.
	Semi-annually


V.  Ongoing compliance/ sustaining change
a.    Name of agency contact for compliance issues.  Larry Box, larry.box@nasa.gov

b. Documenting and reporting use of plain writing in agency communications.  The Executive Secretariat staff proofs and recommends correction to outgoing communications.
c.    Clearance process.  Keep administrative network informed and aware of the Act’s requirements..
VI.   Agency’s plain writing website

a.  Website address:    http://www.nasa.gov/open
b. Contact us page:          http://www.nasa.gov/open/plainlanguage.html  
c.     Implementation of the Act :  July 2012, Senior Official assigned.  Training initiated and completed.
d. Links to Compliance reports

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

Monitor open blog to respond to any questions.  To date, we haven’t experienced much interest, either positive or negative, from the public on communications.  Within the Agency, we have received comments thanking us for reducing“excess wordiness.”   
