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1. Relevant info ‘\@
2. Fewest words possible ﬂ

3. On-screen reading Q

<h1>Heading</h1>

4. Labels
Hyperlinks
dfe

5. Jargon
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Commission
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they're
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Relevance
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Commission



Who are our users?




Before writing — 3 questions

 Who

... are your users?

European Fund
for the Integration
of third-country
nationals

]

* What

...do they need to know or do?

M

 How

.

... can you help them do this? __ = o @

[E—
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About Us Locations Contact Us

LEFT LUGGAGE

Secure Luggage Storage

BAG WRAP

Deters Pilfering & Tampering

BAGGAGE SHIPPING

Delivery to 25,000 Destinations Worldwide

Locations >> Left Luggage Kings Cross

eEuston Road, London, N1 9AL [map]

e24-hour access - for deposits and withdrawals

o£8 for first 24 hours, £5 per 24-hour period after that
epayment — cash or Visa/Mastercard (change available)
esecure - video surveillance

esize of lockers — 60cm wide, 80cm high, 70cm deep



Keep it relevant — by avoiding 2 things

Policy & procedure C AN\

(internal/organisational, ,
deliberations, legislative process)

Flowery rhetoric

m European
Commission



Policy & procedure

Youth mobility — Programme guide
[how to apply for funding]

In this regard, taking into account the critical context in
Europe - and considering the fact that youth work, non-
formal learning activities and volunteering can
significantly contribute to address the needs of refugees,

asylum seekers and migrants and/or increase
awareness about this issue within local communities —
particular attention in the selection ot projects will also be
given to support youth mobility projects involving or
focussing on the refugees/asylum seekers and migrants.




All users need to know

Which projects get extra priority
for funding?

Projects involving refugees, asylum seekers or
migrants.

H European
Commission




Poetry or policy?

The €U fosters support for the universality and
indivisibility of human rights and fjundamgntal
freedoms, regspeet jor human dignity, the principles
of equality and solidarity ...



Objective & concrete
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The EU promotes human rights in
its relations with other countries.



Fewest words
possible

Commission



WARNING

BEWARE
OF DOG

Please note that, to deter intruders,
these premises are secured by virtue

of a canine protection arrangement




What are 3 ways to use fewer words?

1. Write like you talk ¥ 4

2. Avoid repetition @

3. Don’t state the obvious




1. Write like you talk

“Uou arg heregby requested to confirm
gour availability jor thg consumption
of a hot or eold begvegrage of your
choieg, at a timg of ggneral agregment,
in our building's catgring prgmisgs.”

“Got time for a coffee?”




Basic words are best

() )
on aceount
of the faet because
that ...
< g
() D,
in the _
gvent if
of ...
C p
() )
accordingly SO




2. Avoid repetition

Emergency calls... (4 & B

Your availability

Please | vailable|to take
part il European Solidarity Corps|projects_either
by ticking the box to say that you ard availablg at

any time, or by specifying the periods that you
will be{available.
0] | am|available |at any time for

European Solidarity Corps projects.

Select the check box or specify
exactly when you're available.




®0000 Proximus < b 93% )

Rate the quality of your call

* kK v o

Okay




Rate the quality of your call

S Ak il oy K4

Not Now



3. Don’t state the obvious

Iisl My Remote

Access to the EC's IT environment

| have a private device | have a corporate device

CONNECT CONNECT

Meed Help 710

Accesses for EEAS, OP, JRC seientists and others 1




£ Display setiings

# Joint Sickness Insurance Scheme

Welcome to JSIS Online

Access via Internet (external network) is only available to the staff of the Commission, the Council, the Parliament, Court of Justice, Court of Auditors, Data Protection Service, Comm

Regions, Economic and Social Committee, the European school, University Institute of Florence, retired staff and the agencies who have a registered mobile number and who have gi
consent to use this mobile number for IT purposes.

There are two ways of accessing JSIS Onlinel both of which require your ECAS identification: |

» Access via internal network of institutions

» Access via Internet

If you want to use JSIS online from your work computer (active staff), please select the link If you access the JSIS online without going through the internal network of institutions (eg

affiliated pensioners and other non-active members, access from hame, ) please take this
You will use: '%Mﬂ
= Your username or email address ou will use;
= Password = Your username or email address

m Password
= Your registered mobile phone number
= A code transmitted via SMS text message received on your mobile phone

| ® Connect to JSIS Online via internal network of institutions | | ®» Connect to JSIS Online via the internet |

Version: 4.5.2(18458-1), Build date: 15/06/2015 12:39

(Page generated in 0.47s)



& Display setlings

@ Joint Sickness Insurance Scheme

Active staff Pensioners/non-active staff

Version: 4.5.2(18458-1), Build date: 15/06/2015 12:39
(Page generated in 0.47s)



What are 3 ways to use fewer words?

1. Write like you talk ¥ 4

2. Avoid repetition @

3. Don’t state the obvious




On-screen
reading




On-screen reading

1. KEY info at the TOP

2. VISUAL

IMPORTANT

PLEASE READ CAREFULLY

GEHFUGYUWERFG SJFREN RHTHNR REHREVON KAHNCHNCG RGNR

mmmmmm
EERDMESETE EJTHENRHTCS SENESHCTHFGOM

UBFJHEDKS SJRIMC

HESETHNSHV ETJNTERHTPIVEJST

STHISTEVH

JBBJBGCM BFIHEA EHROH

HJHFIVA ERHQHF JAWOIDJOIA IOEHCRO EJERHOC FHROC

RIOCNOIARCO E. WEEJRCHN EE
NEREJHNEC EJERHNC ALWERJMCAIM SREUIWVHTS JELJVJIN 8D
REJRHV




1. Key info at the TOP

IMPORTANT

PLEASE READ CAREFULLY

GEHFUGYUWERFG SJFREN RHTHNE RHHEEVON EAHNOHNCO RONR
GSEJHCRES DROVVRVR DFGVRGECGCDG ROVRE TVEYW WDNZ
SERHEEHHN HNVIMEHS HTHNETHSREGD ENNLEESJCT EJRHHCN
EERDMEBSETH EJTHENHHTCE SENESHCTHRGOM

VTEH HYFEUTHNUT JFONN

UBPJHEDES SJRIMO

JTIMELE RHTTHYNOIDEHVMDJF ERJIVE
ERKEEVVAEKHHECSJGNG BRVHEBKVE ESTRHNS
RTHESENHELE THRH HITHNEVVT BSERH
HESETHHSHY ETJHNTERHTFIVEJST

STHJSTEVH

STENHESHNCEEHES.JEBJBGCM BFJHEA ESREWHTORUEH EHROH
HJHFIUA ERHQHF JAWOIDJOIA IOEHCRO EJERHOD FHROC
EHICWEHING RIOOCNOIARCD EJERHCONAHRONA WEEJRCHN EE
HEREJHNED EJERHNC ALWERJMOAIM SREUIWVHTE JELJVJH 8D
ERHHCENHS SEERVINIOSE EJHRONSEHEV REJRHVBEHRWO EEJREV

m European
Commission



80% of time reading above the scroll

| ’ KEY info at the TOP

Put text in appropriate place




—

.--

Ce =ite fait partie du portail

-N Lex mmmmm

EUROPA = EUR-Lex Accueil = H-Lex = Pri

Eur-Lex

Belgigue
Republigue tchegue

Danemark

WHEN + HOW

Grece

Espagne
France
Irlande
Lettonie
Lituanie

Luxembourg

Autriche

Hongrie
Malte

Pavs-B

Pologne
Partugal

Slovaguie

Rz el ni

Slove

Eurovoc

A propos de N-Lex

Liens relatifs | A propos de N-Lex | Aide | Ecriveznous | Avis Juridigue

|fra|1|;ai5 (fr)

Prelex

| Le site N-Lex a éte ouvert au public le 28 avril 2006, a la demande du Groupe informatigue juridigue du Conseil,

JURINFO. Le projet a été développe par [ Office des publications en collaboration avec les Etats Membres de I'UE. Si
tout au debut le portail donnait accés seulement @ quatre sites nationaux, aujourd'hui, grace a l'intérét toujours plus
grand pour le projet, d'autres sites nationaux se sont ajoutés. On en est a présent a 23.

| Le projeti-Lex — qui reste pour l'instant une initiative expérimentale — exige un travail de collaberation censidérable fvec

les Etats membres ayant pour but la construction d'un systéme stable et unifnrmise’.ICnmment est-ce pnssthE?IUne
solution a deja été envisagée. Une nouvelle technologie de communication interne, gui CONEISTE @ IMplementer des

connecteurs locaux dans les bases de dennées nationales, a €t mise au point. Les résultats des recherches viennent
directement de la source, dans un échange direct entre le pays méme et |le portail M-Lexd En juin 2007, la Lettonie a

Commence a tester:lﬁinsi, le nouveau site a pu Etre ouvert au public en Novembre 2007 JEnS0te, TESpaqne, e
anemark, la Finlande, [es Fay-bBas e oharie oht rejoint cette nmatve] D'autres Etats membres ont montré leur

intérét, le but a long terme de N-Lex étant 'implémentation de cette nouvelle technologie dans tous les Etats membras
participants au projet.

Le portail M-Lex a &té congu comme un outil pour les sociétés, les administrations et parlements nationaux, les
universités, les spécialistes en droit et pour chaque citoyen. Il peut &tre utile si:

* on a l'intention d'étudier ou de travailler & I'étranger;
* oh est confronté avec des affaires transfrontaliéres;

' on est intéresse ou on a bescin d'examiner le systeme juridique des pays membres de |'UE.

M-Lex offre comme aide specifigue: les informations genérales sur le contenu et les possihilites de recherches pour|
chaque Etat membre, & description des champs de recherche qui peuvent Etre utilisés via M-Lex et |la définition des
OMTEreNls (ypes d actes nationa.

La ot une recherche par mot est possible, l'interface met a disposition un thesaurus multilingue, EUROVOC, gui ici
sert de lexigue et permet de saisir plus facilement un terme dans une autre langue gue la sienne.

[
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| IR



—

Thiz site iz a part of —Wspa Related links | About M-Lex | Help | Write to us | Disclaimer
. . -
N-LeXx ErT

EURGPA = EUR-Lex Home = H-Lex = Pri

Eur-Lex Eurovoc Prelex
Belgium b
: About N-Lex
Czech Republic
Cenmark:
s ?
Germany What does N-Lex offer?
Ectatig o [search results directly from national databases |
Greece o description of database contents and search options for each country (search fields and different types of
_ national law)
Spain
o multilingual dictionary (EUROVOC] - to help you make text searches in foreign languages
France
P o context-sensitive help - to give you more information on specific search fields or show vou examples
relan
Latvia
: . Who is N-Lex for?
Lithuania
M-Lex was designed to help companies, naticnal civil services and parliaments, universities, legal specialists and the
Luxemburg ; :
general public. It can be useful if you are:
Hungary
=0 o intending to study or work abroad
Malta : . . 2
o invalved in international business
Netherlands _ _ . : ) |
o interested in or need to examine the legal system in a particular EU country.
Austria
Poland
When and how was N-Lex developed?
Partugal
, M-Lex was launched on 28 April 2006. As interest in the project has grown, the number of national sites has risen from 4
Slovakia at the outset to 23 today — with the long-term goal to include all EU countries.
Slovenia The site was developed jointly by the EU publications office and EU governments. Still a pilot project, N-Lex requires
Finland considerable ongoing collaboraticn on both sides, to create a stable, standardised system.
Sweden

['i. Dore [ [T & e Local intranet R 100% v




2. Visual

European
Commission




Reading on-screen

= Time-poor

= 2594 slower

= scanhning



Make it digestible

BITE-SIZE chunks




THE NIGHTMARE OF THE NEVER-ENDING

TEXT WALL

Structursl business statistics [ Introduction _

Introduction

Size and structure of the
business economy

Specialisation ratios
Operating expenditure
Productivity and profitability
" Background
Policy context
Legislation
Methodology/ classifications
" Data
Main tables
Database
» Special topics
" Publications

European Business: Facts and
figures

Key figures
Other horizontal publications
Industry and construction

Trade and services

Structural business statistics (SBS) describe the structure, conduct and performance
of economic activities, down to the most detailed activity level (several hundred
sectors). SBS may be used to answer such questions as: how much wealth and how
many jobs are created in an activity?; is there a shift from the industrial sector to the
services sector and in which specific activities is this trend most notable?; which
countries are relatively specialised in the manufacture of aerospace equipment?; what is
the average wage of an employee within the hotels and restaurants sector?; how
productive is the chemicals sector and how does it fare in terms of operating
profitability?

SBS describe the economy through the observation of units engaged in an economic
activity, which in SBS is generally the enterprise. An enterprise carries out one or more
activities at one or more locations and may comprise one or more legal units. Note that
enterprises that are active in more than one economic activity (and the value added and
turnover they generate and the persons they employ, etc.) will be classified under the
NACE Rev. 1.1 heading (Statistical Classification of Economic Activities in the European
Community, Rev. 1.1) which is their principal activity, normally the one that generates
the largest amount of value added.

These data are callected within the framewaork of a Council Reaulatioan an Structural

Busines: "variables
and thei
SBS con d services
(NACE ¢ t separate
because f standard
business shing, nor
public a« health.
A subse to the size
of the lium-sized
enterpri:
IMPO of the
Counc for the
purpo 2 main
chang |siness
servic 2 new
Regul ion of
econo -eafter
referr tion to
be col areas
of act has as
its ba: " NACE
Rev. . ¢ been
enact 08. As
such, 10.

© Statistics Explained
Your guide to European statistics

Short-term statistics

External trade

Statistics by product (Prodcom)
Council Regulation on Structural

Business Statistics (EC, EURATOM)
No. 58/97 of December 1996

SBS recast Regulation 295/2008

EC Regulation 250/2009

EC Regulation 251/2009

NACE Rev. 2

NACE Rev. 1.1 (Statistical
Classification of Economic Activities
in the European Community)

Nomenclature of Territorial Units fc
Statistics (NUTS)




Visual (= readable layout)

Business structure statistics
* Introduction

et . . - wplained
Cize and structure of the Statistics on the structure and performance of industries within the EU,

t N z
business economy Short pa ragra phS ropean statistics
Specialisation ratios Examples

Short-term statistics
Operating expenditure *« job and wealth creation in individual industries 5 3
Productivity and profitability *  the shift from manufacturing to services — which fields are most strongly affected

* specialisation, e.g. which country has the biggest aerospace industry External trade

*  average wages by industry

s u b h ea d i ngs » profitability of individual industries

* regional statistics on small businesses (SMEs)

roduct {Prodoom)

Methodaology/ classifhcations

Scope
* Data
Business structure statistics cover the ‘business economy’, which includes indus onstruction Tl
Main tables and services (NACE Sections C to K. gj::ﬂ;?;ﬁlﬁ%ﬁﬂ FECStIEEE:'rFaﬂa-H:l
Dotabase They do not cover: Mo. 58/97 of December 1596

* financial services (NACE Section J)

F Special toplcs ~S——

* agriculture, forestry and fishing c
* Publications g SBS recast Regulation 2852008

*  public administration

European Business: Facts and = ; ; _ :
fiGires education and health and othenBBr predaminantly non-market services. EC Reguiation 250/2008
Key Mgures . .

Data collection and classification . | X
Dther horizantal publications bOId | ng EC Reguiation 251/2009

Most data is collected at the level of individual businesses,

Industry and construction Businesses operating in more than one field (i.e. whose activities are split between maore than one Links

Trade and services NACE Rev 1.1 heading) are classified under their main line of business - usually the cne
generating most value added.

Faor rules on data collection, see EU requlation on structural business statistics (Mo 58/97). MALCE Rev. 2

Far a full list of variables and definitions see EU Regulation No 21/2006 cn classifications.

i 1‘ = 1 I
New rules on data collection and classification or structural business statistics came inte effect in MACE Rav. 1.1 (oiatishen

2008 (EU Requlation No 295/2008). The first statistics using these new rules will be published Classification of Economic Activities
in 2010. in the European Community)

Momenclature of Territonal Units for

White space! ==




2 tips for on-screen reading?

IMPORTANT

PLEASE READ CAREFULLY

GEHFUGYUWERFG SJFREN RHTHNR REHREVON KAHNCHNCG RGNR

mmmmmm

1. KEY info at the TOP m—

HESETHNSHV ETJNTERHTPIVEJST

NEREJHNEC EJERHNC ALWERJMCAIM SREUIWVHTS JELJVJIN 8D
REJRHV

2. VISUAL




Labels

<h1>Heading</h1>
Hyperlinks

0

Commission



Labels — 3 points

1. Meaningful words

2. Short

3. Frontloaded




Meaningful link labels?

In this context, the Commission is carrying out an impact assessment according to its standard
procedures. More information about the context of this initiative is published in the roadmap: "Defining
criteria for identifying|Endocrine Disruptors|in the context of the implementation of the Plant Protection
Product Regulation and Biocidal Products Regulation”. The roadmap provides background to this dossier,
sets out the scope of the impact assessment, and presents the policy options that are being assessed in
the impact assessment. It is recommended to read the roadmap before answering this

questionnaire.

Click here, to view the roadmap ] | Endocrine disruptors — EU policy proposal

View the questionnaire

Please click here to submit your contribution] Endocrine disruptors — consultation

On the link, you can also download a PDF version of the questionnaire.



Meaningful link labels?

Migrant
resettlement

2
EU solidarity gqias

Results of special Eurobarometer on integration of
immigrants in the European Union

. BAROMETER .
960" LionsApp.com ‘070 ]

survey

Legal migration and
Integration

> Work

»  Family reunification evaluation

»  Study and Research

¥} Integration

» | Fitness Check




2. Short labels

Aim for = 5 words

European Union report to the UNCCD
of the policies, financial instruments
and projects that have contributed and
are currently supporting sustainable
drylands management activities in

Africa over the period January 2000-
December 2003



Step 1 — Find the key words

European Union report to the UNCCD of
the policies, financial instruments and
projects that have contributed and are
currently supporting sustainable drylands
management activities in Africa over the
period January 2000-December 2003




Step 1 — Find the key words

European Union report to the UNCCD of
the policies, financial instruments and
projects that have contributed and are
currently supporting sustainable
drylands management activities in Africa
over the period January 2000-December
2003)




Step 2 — delete the rest!

EU report - sustainable drylands in Africa (2000-03)

Sustainable drylands in Africa (2000-03) - EU report

- European
Commission



3. Frontload (= key terms at the front)

Statement by President Juncker, High
Representative/Vice-President Mogherini and
Commissioner Hahn on the referendum in Turkey

Referendum in Turkey[-]Statement by
President Juncker, High Representative

Mogherini and Commissioner Hahn

Commission proposes better workers' protection
against cancer-causing chemicals

Worker protection from cancer-causing
chemicals[=lnew Commission proposals




Mystery search results

Google

Western Mediterranean: Actions for the sustainable|(development of ... ?

europa.eu/rapid/press-release_IP-17-924_en.htm «
1 day ago - Today the European Commission launches a new initiative for the sustainable
development of the blue economy in the Western Mediterranean ...

European Commission outlines new support package|worth €500 ... ?

europa.eu/rapid/press-release_|P-16-2563_en.him ~ -
Jul 18, 2016 - The European Commission has today presented a new package of measures worth

€500 million from EU funds to support farmers in the face of __

Commission launches two new financial instruments|to boost ?

europa.eu/rapid/press-release_|IP-16-2448 en.him «
Jul 11, 2016 - Commission launches two new financial instruments to boost investments in

start-ups and sustainable urban development. Brussels, 11 July ...




3 tips for writing labels?

1. Meaningful words

2. Short

3. Frontloaded




- European
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Planet Eurocrat Everyone else




Planet Eurocrat




So, where do
you reside?

I'm Joving this
enhanced intercultural

dialogue!! @ @ @ \

The Swiss
Confederation

Indeed! Another
potable alcoholic
beverage?

Oh, you'’re a
third country
national!



Stakeholders — but ...

atch®

l essensretter

foo

- S e =
I ._.-._s,"; o =0 = iy at
o 7 [ Y

M NOS CORPS, NOS VIES, NOS FAMILLES: @
Inter-LGBT p|yS DE DROITS POUR TOU-TE-S!

ER

SINESS FOR BUSINESS

additionality 1blin

Handelskammer
Hamburg




Major source of jargon — legalese

natural person

provisions

person, individual rules



Invented generic terms

Economic operator Am | an economic

operator??

/

l own a small
tech firm ...




In the real world ...

Operator

Enterprise

Undertaking

||lm

Business
Company
Firm

Traders

Exporters ...



Clear words — for humans ...

But also for...




Not just “being found”

Page 1

Top 3 hits

Goooooooooogle >

112 3 4 596 7 8 8 10

Next

GO O g Ie business insurance agents rockville s

All Maps News Shopping Images Maore Settings

About 2. 790,000 results (1.23 seconds)

Adams Insurance Agency: Auto, Home, and Business Insurance ...
www.adamsinsuranceagency.net/ ~

in Fredesick, Rockville, Gaithersburg, Hagerstown, ...

Commercial Auto Insurance Montgomery County Maryland
www.rockvilleing.com/ =

Liet the experts ot Rockville Insurance representing multiple carriers including Natiorwide Insurance
assist you today! Our experienced agents will walk you ..

Creamer Insurance Agency: Insuring Rockville & Maryland
www Clsameninsurance.com/ «

Creamer Insurance Agency provides Aute/Car Insursnce, Homeswnes Nsurmnce,
Business/Commercial insurance, and Lile insurance for Rockville srd ol of |,

Rockville Business Insufance | Insuring Matyland
WA CEATEINAL ANCE COMBUINe S NIanoe! =

Aol e ik Rading: 5 - B by Eugeaks Lopai

Ji T3, 7017 - Crakime asiiancs AGRacy provided Duslnets insurence 1or Rockills and 6 of
Murylend

1 5230 Faem Agents in ROCKVILLE w
6% P e B DS, L AL MRSV ELD
7 2 e Ay g, Uyl -'uu—-*t-q—n—- i w5 SRS

gt Pty s e Mamveliin V) TR

Q

Toals

Auto Insurance, Home Insurance, Commercial Insurance, Business Insurance, Life & Health Insurance




Search engines still rely on words

Google

Advanced search
Language tools
Google Search I I'm Feeling Lucky |

€  Google AdWords: Keyword Tool

Keyword Global Monthly Searches ' ?

swine flu] ~ 40,500

novel influenza) ~ 73




'93% of online experiences begin with a search engine’

European
Commission




1. Relevant info ‘\@
2. Fewest words possible ﬂ

3. On-screen reading Q

4. Labels Y perlian?E <h1>Heading</h1>

5. Jargon




Web writing resources

Style guide

https://wikis.ec.europa.eu/display/ WEBGUIDE/02.+Web+writing+guid
elines

Jargon terms

09. Jargon and clear writing alternatives - WEBGUIDE - EC Public
Wiki (europa.eu)

- European
Commission



Bedtime reading

Janice (Ginny} Redish




Editing & drafting advice

DGT-EDIT




Components of Google’s Ranking Algorithm
{Accordmg to 72 SEQs surveyed for SEOmoz’s Biennial Search R Factors)

i
How people
engage with
your site
Trust/Authority
of the Host
How you Domain
S Rl On-Page
Cited e Keyword Usage

How others
reference you

| Link Populanty
- of the Specific
Page

Sounce SEOmozong




