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I. Senior Agency Official for Plain Writing:

a.    Name of Senior Agency Official responsible for Plain Writing:  Dave Radzanowski, Chief of Staff
b. Names of Plain Language coordinators within the Agency:  Larry Box, Head of the Executive Secretariat
II. Explain what specific types of agency communications planned to be made 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 should be improved by using              Plain Writing

	Letters to the general public.
	Various Government, industry, and academic leaders.
	Easier to read.  More concise, clear information.

	Directives
	Agency personnel.
	More concise, condensed.

	
	
	


III. Inform agency staff of Plain Writing Act’s requirements:
a.    Information on the Act will be posted on the Agency’s Executive Secretariat Web site and also on the Agency’s Open Government Web site.  Communicated to Agency personnel.
b. Will provide Agency administrative experts the power point presentation of the planned PLAIN training session.  

c.    Will establish a blog on the Agency’s Open Government Web site. 

IV.   Training Planned
	Instructor-led training
	Number attendees
	

	Early 2012
	Approximately 40 Headquarters personnel.
	

	Presentation will be provided to Agency administrative personnel via e-mail.
	
	

	
	
	

	
	
	


V.  Ongoing compliance/sustaining change
a.    Name of agency contact for compliance issues:  Larry Box, Head, Executive Secretariat
b. Documenting and reporting use of plain writing in agency communications:  Continued communications with Agency administrative personnel.
VI.   Agency’s plain writing website

a.    Website address:  http://www.nasa.gov/open/plainlanguage.html
