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Before writingBefore writing

1. Who is the expected reader of the 
text?

2. What does the reader hope to 
learn from the text?

3. What previous knowledge of the 
subject does the reader have?

4. Why would the intended reader 
want to read your text?



35 35 questions questions under 5 under 5 
headingsheadings
l Adaptation to the needs of the 

reader
l Message
l Text structure and textual 

cohesion
l Syntax
l Words and phrases



Adaptation to the Adaptation to the needs needs of the of the 
readerreader

1. Is it clear from the text itself who the 
intended reader is?

2. Does the text address itself directly to 
this reader?

3. Is the content relevant to the reader?
4. Is the information given in the text 

presented from the reader´s point of 
view?

5. Is it clear who is responsible for the 
text?



MessageMessage

6. Is it obvious to the reader what 
the central mesage of the text is?

7. Is the central message presented 
in a non-ambiguous way?

8. In the headline relevant to this 
message?

9. Is the central message 
emphasised in the text? 



Text Text structure structure andand
textual cohesiontextual cohesion

10. Is the structure of the text 
appropriate?

11. Is the central message presented first 
in the text?

12. Is the text graphically well-arranged?
13. Does the text have meta-comments 

that guide the reader through?



SyntaxSyntax

26. Is the sentence length varied, so 
that the text has both long and 
short sentences?



Words and Words and phrasesphrases

30. Are there a lot of verbs in the passive 
voice instead of the active voice?

31. Are there a lot of nominalisations?
32. Are there a lot of unnecessarily long 

words?
33. Are there a lot of old-fashioned, 

bureaucratic words?
34. Does the text use jargong?



Advice Advice and and examplesexamples



ResultResult



 

Plain Language in Sweden: a Progress Report 

Bengt Baedecke 
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Bengt Baedecke joined the Swedish Government Offices as a language expert 
in September 1999. Previously he worked as a communications specialist at 
McKinsey & Co. and before that as a language consultant at WM-data. He has a 
B.A. in English, German, and Philosophy and further academic qualifications in 
language consultancy. 

 

 

Plain Language in Sweden: a Progress Report 

Maria Sundin 
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Maria Sundin has worked in the secretariat of The Plain Swedish Group since 
2000. Previously she worked as a freelance language consultant and a teacher of 
Swedish and English in senior secondary school. She has a B.A. in Swedish and 
English and further academic qualifications in language consultancy. 
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