
P I I - UNITED STATES 
0 •NUCLEAR REGULATORY COMMISSION 

WASHINGTON, D.C. 20555-0001 

August 25, 1999 

MEMORANDUM TO: Division of Licensing Project Management Staff 

FROM: Malcolm R.4llpp / 
Deputy E I cto for d•i, am or Materia s,f Rearcgrams 

SUBJECT: A PLAIN ENGLISH HANDBOOK 

In step with the other federal agencies, we are working to improve communications from the 
government to the public. As a result, we've committed to using plain language in all of our 
documents. This handbook, "A Plain English Handbook," can help us achieve this goal. I 
believe that the handbook, created by the U.S. Securities and Exchange Commission, is helpful 
enough that I'd like you to have your own copy. The following are several excellent suggestions 
from the Handbook: 

Use common, everyday words in short sentences (15 - 20 words) - pages 28 - 29 
For example, use "explain" rather than "elucidate" and "end" instead of "terminate".  

Write sentences in the active voice, clearly identifying who is taking what action - pages 
19-21 
For example, use "the Director wrote the memo yesterday" rather than 'the memo was 
written yesterday".  

Use "you" and other pronouns, especially in correspondence, to speak directly to the 
reader - page 22 

Use easy-to-read design features like lists, tables, graphics, and "white space" to open 
dense blocks of text - pages 37 - 54 

Reduce the use of acronyms and jargon by using key words instead - pages 30 - 31 
For instance, NMSS uses "the Center" instead of using CNWRA for the Center for 
Nuclear Waste Regulatory Analyses.  

Please look through this handbook, and use its ideas in your written products. This is a culture 
change the NRC will be going through - welcome to the front lines!

Attachment: As stated
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Background 

Plain Language Action Plan 

Interactions with Public Communications Initiative (DSI-14) 

Ongoing Activities 

Award Program (internal and external) 

Stylewriter Evaluation 

Training Review 
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Plain Language Help 
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Why now? 

Memorandum from President Clinton 6/1/98 

Guidance from Vice-President Gore 7/28/98 

NRC Plain Language Action Plan 9/28/98 

DEDE is responsible for implementing Plain Language 
Action Plan



What does the President's memo require us to 
use? 

- Logical organization 

- Easy-to-read design features

- Common, everyday words

- "You" and other pronouns

- The active voice

- Short sentences



Plain Language Action Plan 

Applies to all documents 

Internal Plain Language Web Page 

External Web Page 

Customization of the HELP drop-down menu in 
WordPerfect 8 
• "NRC Abbreviations" 

• "NRC Editorial Style Guide" 
• "Word Usage Guide" 

Inform staff

Feedback
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Enclosure: As stated

"UNITED STATES 
NUCLEAR REGULATORY COMMISSION 

WASHINGTON, D.C. 20555-0001 

ý'P" September 28, 1998 

AIRMAN 

Ms. Annetta Cheek 
National Partnership for Reinventing Government 
750 1 7 Street, NW.  
Suite 200 
Washington, D.C. 20006 

Dear Ms. Cheek: 

I have enclosed the Plain Language Action Plan for the U.S. Nuclear Regulatory Commission 
(NRC) in response to Vice President Gore's guidance memorandum of July 28, 1998. I am also designating the NRC Deputy Executive Director for Regulatory Effectiveness to serve as our senior official responsible for implementing President Clinton's Memorandum for the Heads of 
Executive Departments and Agencies of June 1, 1998.  

Should you have any questions about NRC's plain language plans and activities, please contact 
Walter E. Oliu at 301-415-7166, e-mail address: weo@nrc.qov.  

Sincerely, 

Shirley Ann Jackson



Plain Language Action Plan 
U.S. Nuclear Regulatory Commission 

The Nuclear Regulatory Commission (NRC) is committed to improving its communications with 
the public at large and other stakeholders by directing the NRC staff to use plain, 
understandable language whenever possible in documents and at public meetings. We have 
developed the following plan to accomplish the goals of the Presidential Memorandum on Plain 
Language: 

1. Establish an agency internal web site to assist NRC employees in complying with the plain 
language initiative. As a beginning, the site will contain the following information: 

* President Clinton's Memorandum to Agencies of June 1, 1998 
* Vice President Gore's Memorandum and Implementation Guidance of July 28, 1998 
* Existing NRC plain language guidance documents and directives 

* "The ABCs of Better Correspondence: An In-House Guide to Help You Create 
Effective Official Correspondence" 

* "Glossary of Nuclear Terms" 
* "NRC Editorial Style Guide" 
+ "NRC Collection of Abbreviations" 
* Management Directive 3.57, "Managing Correspondence" 
* Management Directive 6.3, "The Rulemaking Process" 
* "NRC Regulations Handbook" 
* Course materials from the three-day workshop "Clear Writing" 

* Links to www.plainlanquage.gov and other relevant sites 

Due Date: January 15, 1999 

2. Through an agencywide network announcement, inform employees about the President's 
and Commission's expectations. Use the .same mechanism to keep employees informed as the 
site is updated and expanded.  

Due Date: January 15, 1999 

3. Establish a Plain Language presence on the agency's external web site that would include 
narrative introducing the concept, President Clinton's and Vice President Gore's guidance to 
agencies, and a form requesting that NRC stakeholders comment on how well NRC is 
complying with the letter and spirit of the plain language initiative.  

Due Date: January 15, 1999 

In addition, the NRC has customized the HELP drop-down menu of Corel WordPerfect 8 to 
include "NRC Abbreviations," the "NRC Editorial Style Guide," and a "Word Usage Guide" to 
commonly confused terms. Employees can access and use these guides from within the Word
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Perfect documents they're working on. This feature is currently being installed as part of an 
ongoing software upgrade to all agency desktop computers in headquarters and the regions.  

Completion Date: January 31, 1999 

In addition, NRC has a number of projects under development which are designed to ensure 
that plain language is sustained over the long term. By way of background: in the spring of 
1997, the Commission directed the Executive Council to create a special coordinating 
committee to propose recommendations to further the Commission's objective of improving 
public communications with all stakeholders, and particularly with the general public. The 
resulting plan recommended ways to improve the quality, clarity, and credibility of agency 
communications, with an emphasis on using plain language to communicate the necessarily 
technical matters involved in nuclear oversight. It recommended that the NRC identify public 
concerns earlier, provide clearer oral and written communications, involve the public earlier in 
NRC activities, respond more effectively to public concerns, and improve public access to 
information. The recommendations endorsed by the NRC's Executive Council and adopted by 
the Commission which should support the objectives of the Presidential Memorandum include: 

0 Adopt a format for both technical reports (broader than that which now exists) and public 
meetings so that each starts with a clear, plain language executive summary.  

* Expand and enhance the glossary of nuclear expressions now posted on the NRC 
external web site and include often-used expressions with clear definitions in plain 
language.  

* Distribute the glossary to all NRC employees with guidance to limit use of jargon and 
encourage use of plain language definitions in writing.  

* Post the expanded glossary on the NRC external web site and encourage members of 
the public to comment on the clarity of definitions and request the inclusion of additional 
expressions or explanations for terms considered less than clear.  

* Periodically, have the Commission and senior NRC officials stress to all employees the 
need to convey our findings and conclusions not only clearly, but in a carefully balanced 
way, neither overstating nor minimizing our concerns.  

* Include in the annual performance appraisal of all appropriate individuals a specific 
element dealing with both the clarity of their communications (written and oral) and their 
responsiveness to the public.  

We are currently fulfilling the President's mandate to use plain language in all new documents 
(other than regulations) by October 1, 1998. We are developing a strategy to review 
appropriate documents issued prior to this date by January 1, 2002, to ensure they meet similar 
standards.  

We also plan to meet the January 1, 1999, deadline for using plain language, to the extent it is 
practical in view of the technical nature of our regulations, in all proposed and final rulemaking 
documents published in the Federal Register. Feedback will be requested from the public on
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the clarity of our proposed rules, both in the Federal Register, and on our rulemaking page on 
the NRC external web site.  

To sustain change over the long term, and to ensure that our efforts are ongoing, I have 
appointed the NRC Deputy Executive Director for Regulatory Effectiveness as the senior official 
overseeing this important project. He will coordinate his efforts with Anthony Galante, Chief 
Information Officer, and William Beecher, Director of Public Affairs.
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The Nuclear Regulatory Commission (NRC) is committed to improving its communications with the 
public at large and other stakeholders by directing the NRC staff to use plain, understandable language 
whenever possible in documents and at public meetings. This commitment stems from two related 
initiatives. President Clinton sent a Memorandum on Plain Language in Government Writing to the Heads 
of Executive Departments and Agencies on June 1, 1998. The Government-wide Plain Language initiative 
coincides with the agency's Public Communications Initiative (Direction Setting Issue 14,SECY-98-089).  
This initiative supports the objectives of the President's Memorandum on Plain Language.  

This site contains the Memorandum from President Clinton and a follow up Memorandum and 
Implementation Guidance from Vice President Gore providing clear, concise guidance with examples for 
writing plain language documents. This site also includes a broad variety of agency guidance documents 
and links to external Plain Language web sites. These documents and links can assist you, the NRC staff, 
in complying with the Plain Language initiative and the goals of DSI 14.  

President Clinton's Memorandum to Agencies of June 1. 1998 

Vice President Gore's Memorandum and Implementation Guidance of July 28. 1998 

Plain Language Action Network (links to other relevant sites) 

A Plain English Handbook provides techniques for writing in plain English. Although drafted by the 
Securities and Exchange Commission (SEC), this guide contains well-established plain language 
techniques that are applicable to NRC's written communications.  

NRC guidance documents and directives 

"* "The ABCs of Better Correspondence: An In-House Guide to Help You Create Effective Official 
Correspondence" 

"* "Glossary of Nuclear Terms" 
"* "NRC Editorial Style Guide" 
"* "NRC Collection of Abbreviations" 
"* "Managing Correspondence" (Management Directive 3.57) 
"* "The Rulemaking Process" (Management Directive 6.3) 
"* "NRC Regulations Handbook" (NUREG/BR-0053, Rev. 4) 
"* Excerpts from course material for "Clear Writing" (three-day workshop) 

Plain Language Award of the Month 

The NRC Plain Language Award of the Month runs from April to September, 1999. Its goal is to recognize 
outstanding examples of plain language regulations, notices, reports, or other documents written by NRC 

1 of 2 
8/6/99 10:42 AM
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Plain Language Action Plan



Plain Language Action Plan http://www.intemal.nrc.gov/NRCfPLAIN/index.htr 

staff. You can either nominate your own work, or someone else's work.Note: Entries must be received 
by c.o.b. on the last business day of the month to be considered for that month's award.  

Applications will be reviewed by a committee that will pick one document a month. The winner will 
receive an instant cash award which will be presented by Bill Travers, EDO, or Mal Knapp, DEDE.  

The committee will choose the winning document by evaluating the use of plain language principles in 
each document. They include: 

"* Common, everyday words 
"* Short sentences 
"* Active voice 
"* "You" and other pronouns (as appropriate) 
"* Easy-to-read design features (i.e., lists and tables) 
"* Logical organization 

For more information on using plain language in your documents, review the plain language information 
elsewhere at this site. To assist you further, we have included a 'Plain Language Document Checklist" for 
your use on the plain language web page.  

Please send all entries to: 

Louise Lund 
Attn: "Plain Language Award" 
Mail Stop: 0-16E15 

[Internal Home Page I External Home Page] 

2 of 2 
8/6/99 10:42 AM



Pli. T -a cn,u, A .;,. D1,

Plain Language and Nuclear Regulatory Commission 
Communications 

The Nuclear Regulatory Commission (NRC) is committed to improving its communications with the 
public and other agency stakeholders by directing the NRC staff to use plain, understandable language 
whenever possible in documents and at public meetings. This commitment stems from two related 
initiatives. President Clinton sent a Memorandum on Plain Language in Government Writing to the Heads 
of Executive Departments and Agencies on June 1, 1998. A follow up Memorandum and Implementation 
Guidance from Vice President Gore provides clear, concise guidelines with examples for writing plain 
language documents. A government-wide Plain Language Action Network (PLAN) has been created to 
improve communications from the federal government to the public.  

This Government-wide Plain Language initiative coincides with the agency's Public Communications 
Initiative. The scope of NRC's program is described in Commission Paper SECY-98-089. This initiative 
supports the objectives of the President's Memorandum on Plain Language. Chairman Jackson of the NRC 
responded to the President's Memorandum on Plain Language with theNRC Plain Language Action Plan.  

•> How Are We Doing? 

We welcome your comments on how well we're doing in keeping with the letter and spirit of these 
initiatives in our communications with you. To help you interpret agency technical terms and 
abbreviations, refer to the NRC "Glossary of Nuclear Terms," and the "NRC Collection of Abbreviations." 
You may submit your comments on one or more specific agency documents by completing the Plain 
Language Action Plan comment form.  

[NRC Home Page] 

I of 1 
8/6/99 10:43 AM

a, n http://www.nrc.gov/NRC/PLAIN/EXTERNAJindex.htrr 

Plain Language Action Plan



Interactions with Public Communications 
Initiative (DSI-14) Implementation Plan 

High profile reports - inclusion of an executive summary in 
plain English 

Public meetings - inclusion of a brief tutorial 

Update glossary of nuclear expressions on NRC web page 

Distribute the glossary to all NRC employees with 
guidance to limit use of jargon 

Conveying findings in a balanced way, neither overstating 
nor minimizing concerns 

Include a performance appraisal element for public 
communications

r.
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Plain Language Award of The Month 

What qualifies? 

"* A document written by NRC staff 
* Any substantial document (more than letter or brief memo) 
"* Written for in-house audience or public, but 

understandable to anybody 
"* Recent work - doesn't have to be from past month 
"* Your work or re-write of someone else's work 

What are the criteria? 

Use of plain language principles, such as: 

"* Common, everyday words 
"* Short sentences 
"* Active voice 
"* "You" and other pronouns (as appropriate) 
"* Easy-to-read design features (i.e., lists and tables, if 

appropriate) 
"* Logical organization 

How will the documents be nominated? 

You can either nominate your own work, or someone else's 
work.  

What is the award? 

Instant cash award presented by Bill Travers, EDO, or Mal 
Knapp, DEDE.  

Who do I send the nomination to? 

Louise Lund, "Plain Language Award", O-16E15, by c.o.b. on 
the last business day of the month.  

Questions? Need help? 

Call Louise Lund at (301) 415-8508, e-mail at 
LXL@NRC.GOV, or see Plain Language Web Page on NRC 
Internal Home Page.  

I of 2
4/28/99 3:48 PN

Plan Languagce Award of The Month



THE PLAIN ENGLISH EDITOR

WINDOWS VERSION 3

The way to clear, concise and readable writing



How StyleWriter Helps you Edit 
1. Open a file or draft a file in your word processor.  
2. Click on the StyleWriter icon in the tool bar.

IDear Ms James, Sim~y aclck th~e Style~riter icon in 
Alicop Ltd Word's to-olbar to check for 35,1000 

style'anid usage psrobilleas.  
Further to our conversation, please find enclosed two copies of the abovenamed company's 
balance sheet dated 31 March Once this has been duly signed by yourself and one other 
director, it is necessary that this should be forwarded to the Registrar of Companies in 
order that your company fullfils it's statutory requirements under Section 700 of the 
Companies Act, 1985.  

With reference to the matter you raised concerning your tax free income, you must make 
full declarations of all sources of income within the period of the last tax year. I assume 
you will be dealing with this matter in due course, but should any further action be 
required, please do not hesitate to contact me.

StyleWriter opens over your word processor and analyses 
your document at a page every second.  

__Microsoft Word -EXAMPI.ES.OC- --- J 
StI~ie - - . wLE File Analysis Patterns Options Help 

Pattern: Category-- Sentence Check F [W 
N Advice: This sentence contains 42 words. IF 

Edit long sentences to improve clarity. I L t 
Dear Ms James, 
AIlcomp Ltd 

Further to our conversation, please find enclosed two copies of the abovenamed company's 
balance sheet dated 31 March. Once this has been duly signed by yourself.and one other director, it is necessary that this should be forwarded to the Registrar of Companiesin order that.: your company fullfils it's statutory requirements under Section 700 cjothe Companies Act, 1985, 

With reference to the matter you raised concerning your tax free income, you must make full declarations of all sources of income within the period of the last tax year. I assume you will be dealing with this matter in due course, but should any further action be required, please do not 
hesitate to contact me.  

StyleWriter opens on top 
Yours sincerely, of Word for Windows and 

oshow you where to ediL 

re quired, please do not hesitate to contact me.  

Yours sincerely,

3

StyleWriter shows you the words, phrases and sentences to change 
to improve style, clarity and English usage.

[] Tim oe c F12

3



3. Click Style Writer's Analysis.  
4. Click Style Writer's Statistical analysis.

Before you start editing, check StyleWriter's Statistical Sununary 
and Category Sununary. These analyse your document 

for good style and correct English usage.

Total Words: 123 cAtegoe i F] 
Total Sentences: 4 
Words in Sentences: 116 l 
Passive Verbs: 3 

These three scores 
analyze your Poor Style Index: 189 Dreadful for a Letter 
wrin sylefor Average Sentence Length: 29 Bad 

any writing task. Passive Index: 75 Bad t Averarie

Number 5 L4 
of 

Sentences 4

OK

ength

the whie are of the graph -;A rty• lon 

2-wri " 0o5101520253035404550 55+ I 

Writ gng SentencesLimit

StyleWriter shows three key statistics on your document 
and your spread of sentences. To write in clear English, keep 
your three scores below 20 and vary your sentence lengths.

4

Dear Ms James, 
Altcomp Ltd

Further to our conversation, please find enclosed two copies of the abovenamed company's 
balance sheet dated 31 March. Once this has been duly signed by yourself and one other 
director, it is necessary that this should be forwarded to the Registrar of Companies in order that 
your company fullfils its statutory requirements under Section 700 cf~the Companies Act, 1985.  

With reference to the matter you raised concerning your tax free income, you must make full 
declarations of all sources of income within the period of the last tax year. I assume you will be 
dealing with this matter in due course, but should any further action be required, please do not 
hesitate to contact me.  

Yours sincerely,



5. Click Category Summary or the Categories button in the previous screen.

-II

_ I Sum 

Statistics Archi 

P'The 
fewer 

pL 
style ppvblleirn 

your wuiifr

"Mary F -Plain English Style- Word Usage

3 0 Passive Verbs 0 Misused Words "" Ve 1 0 Hidden Verbs I 0 Confused Words 
m E gl [4 Complex Words 3 El Confused Common Hlp SEngish• 0 Jargon/AbStract [] Confused Hyphen 

the better 0 Overused Words 1 0 Hyphen Help 

0 Legal Words 0 Sexist Writing 
0 Cliches El Sexist Common 

4 0 Business Cliches 1 0 Grammar 
7 0 Redundancies 0D Miscellaneous 

0 Tautologies Spelling 
0 Overwriting 1 0 Misspellings 
[0 Foreign Words 0 American Spellin Du customization 

and houze--st3'le service 1 Sentence Check 0 House Style san Iguar antee 

consistentstye.  
The Plain English style categories show you your writing habits.  

You can switch catgories on 0 or off El to tailor the program.  
You can set your own house-style rules in StyleWriter.

6. Click OK to return to the Text screen.

StyIeJrter~ - XAE5N 
Fj ile Analysis Patterns -Options Help

Editing with StyleWriter is easy. Click the editorial advice 
at the top of the screen or click the Edit button to make 

your changes in your word processor.

5

Pattern: WAh re.erence to 
Advice: Abou._.t, Fo._,• On_ (try to edit out)

' DarMs ams.and Microsoft'V Word autoerafIcall orset •;:e 
AI~cmp Ld | make.9our editodal chacie I . 1tiumil to Mi•igtodte.:-' 

Further to our conversation, please find enclosed two copies of the abovenamed company's balance sheet dated 31 March. Once this has been duly signed by yourself and one other 
director, it is necessary that this should be forwarded to the Registrar of Companies in order that your company fullfils it's statutory requirements under Section 700. Cthe Companies Act, 1985.

wlcn reference to the matter you raised concerning your tax free income, you must make full 
declarations of all sources of income within the period of the last tax year. I assume you will be 
dealing with this matter in due course, but should any further action be required, please do not 
hesitate to contact me.  

Yours sincerely,

d Editn

i

Category: Redundancies

5



Friday 
December 11, 1998

Part IV 

Department of 
Transportation 
Research and Special Programs 
Administration 

49 CFR Parts 105, 106, and 107 
Revised and Clarified Hazardous 
Materials Safety Rulemaking and Program 
Procedures; Proposed Rule



Federal Regtster/Vol. 63, No. 238/Friday, December 11. 1998/Pronosed Rules

DEPARTMENT OF TRANSPORTATION 

Research and Special Programs 
Administration 

49 CFR Padts 105, 106, and 107 
[DoPckt N RSPA98-39741 

RIN 2137-AD2M 

Revised and Clarified Hazardous 
Materials Safety Rulemaking and 
Program Procedures 
AGENCY: Research and Special Programs 
Administration (RSPA). DOT.  
ACTION: Notice of proposed rulemaking 
(NPRM).  

SUMMARY: In response to President 
Clinton's mandate to Federal agencies to 
make communications with the public 
more understandable. RSPA is issuing 
this NPRM in which it proposes to 
revise and clarify the hazardous 
materials safety rulemaking and 
program procedures by:.  

* Putting them into plain language 
and making minor substantive changes.  

* Creating a new part that will contain 
all defined terms used in RSPA's 
procedural regulations.  

e Demonstrating clearer Federal 
Register and Code of Federal 
Regulations (CFR) formats.  
DATES: Send your comments on or 
before February 9. 1999.  
ADDRESSES: Address your comments to 
the Docket Management System. U.S.  
Department of Transportation, Room PL 
401,400 Seventh Street, SW.  
Washington. DC 20590-0001. You must 
identify the docket number RSPA-98
3974 at the beginning of your 
comments, and you should submit two 
copies of your comments. If you wish to 
receive confirmation that RSPA has 
received your comments, include a self
addressed, stamped postcard. You may 
also submit comments by e-mail to 
rspa-counsel@rspa.dot-gov. You may 
review public dockets containing 
comments to these proposed regulations 
in the Dockets Office between 9:00 a.m.  
and 5:00 p.m.. Monday through Friday.  
except Federal holidays. The Dockets 
Office is on the plaza level of the Nassif 
Building at the Department of 
Transportation at the above address.  
Also, you may review public dockets on 
the Internet at http://dms.dot.gov.  
FOR FURTHER INFORMATION CONTACT: 
Karin Christian. Office of the Chief 
Counsel. (202) 366-4400. Research and 
Special Programs Administration.  
SUPPLEMENTARY INFORMATION:

1. Proposed Substantive Changes 

RSPA ("wel proposes to revise all of 
parts 106 and 107. and to create a new 
part 105 that will eventually contain all 
definitions for terms used in Title 49.  
parts 106. 107 and 110. and perhaps 
parts 130 and 171 through 180. The 
proposed revisions respond to President 
Clinton's June 1. 1998 Executive 
Memorandum directing Federal 
agencies to make communications with 
the public more understandable. We 
propose to clarify existing requirements 
and make minor substantive changes 
which are explained in the following 
paragraphs. We will revise the 
remainder of subchapter A into plain 
language in a future rulemaking.  

Part 105 

We propose to create a new part 105 
that will tell you how to obtain 
information from us about our 
procedural regulations and the 
Hazardous Materials Regulations 
(HMR). It will also explain subpoenas 
and service of documents. We also have 
revised mailing addresses throughout 
parts 105 and 106 to ensure that 
documents you send us reach the 
appropriate RSPA office in atimely 
manner.  

Also. proposed part 105 would 
eventually contain all definitions that 
are now in various places throughout 
subchapter A and may eventually 
include the definitions now found 
throughout subchapters B and C. This 
change would let you go to a single 
location for all defined terms. Part 105 
would also include some definitions 
found in section 5102 of Federal 
hazardous material transportation law, 
49 U.S.C. 5101 et seq, that apply to 
terms used in the Hazardous Materials 
Regulations but do not appear in the 
regulations themselves. As a result of 
the present deficiency, you must refer to 
the statute to determine what particular 
words in the regulations mean.  

At this time, proposed part 105 
contains a limited number of definitions 
that have been rewritten into plain 
language. Many of these terms are also 
defined in 49 CFR parts 107 and 171.  
Consequently, the same term may be 
defined with different language in part 
105 on the one hand and parts 107 and 
171 on the other. Nevertheless, the plain 
language definitions in proposed part 
105 are intended to have the same 
meaning as those in parts 107 and 171; 
we did not intend to make any 
substantive changes when we rewrote 
the proposed part 105 definitions into 
plain language.

Part 106 
Proposed § 106.5 contains new 

information on our rulemaking process.  
Specifically. It states that we use 
informal rulemaking procedures under 
the Administrative Procedure Act.  
Furthermore, this section sets out the 
types of rulemaking documents we 
normally use to propose and adopt 
changes to our regulations.  

Section 106.15 describes an advance 
notice of proposed rulemaking.  

Section 106.20 describes a notice of 
proposed rulemaking.  

Section 106.30 describes a final rule.  
Section 106.35 describes an interim 

final rule.  
Section 106.40 describes a direct final 

rule.  
Section 106.70 proposes to allow 

commenters to electronically file their 
comments in a rulemaking proceeding.  
It also would allow us to reject paper 
and electronic comments that are 
frivolous, abusive, or repetitious.  

Sections 106.80 through 106.95 talk 
about "public meetings" rather than 
"informal hearings." We are proposing 
this language change to more accurately 
reflect the nature of these plblic.  
information-gathering sessions.  

Sections 106.115 through 106.140 
propose to eliminate the current 
petition-for- reconsideration procedures 
in § 106.35 and § 106.38. Current 
§ 106.35 requires that you file a petition 
for reconsideration of a rule with either 
RSPA's Associate Administrator for 
Hazardous Materials Safety or RSPA's 
Chief Counsel depending on the subject 
matter of the regulation you are 
challenging. Current S 106.38 then 
allows you to appeal the decision of the 
Associate Administrator or the Chief 
Counsel by filing an appeal with RSPA's 
Administrator.  

Only the Administrator has the 
authority, delegated from the Secretary 
of Transportation. to grant a petition for 
reconsideration that results In a new 
final rule. Therefore. petitions for 
reconsideration and appeals are 
currently processed through the 
Administrator. The proposed regulatory 
change avoids duplicative appeal 
procedures by limiting the process to 
action by the Administrator only.  

Part 107 
The substance of the procedural 

regulations in part 107. subpart A, has 
been captured in proposed parts 105 
and 106. Consequently, with the 
exception of § 107.1-which would 
contain the definitions now found in

ft
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§ 107.3-we propose to remove the 
regulations currently contained in Part 
107 subpart A.  

2. Clearer Federal Register and CFR 
Farmats 

Plain language helps readers find 
requirements quickly and understand 
them easily. To do that. we have 
reorganized and reworded the parts 
using plain-language techniques not 
usually found in the Federal Register 
and CFRX such as these: 

9 Undesignated center headings 
cluster related sections within subparts.  

9 Short sections, paragraphs.  
sentences, and words speed up reading 
and enhance understanding.  

a Sections as questions and answers 
focus sections better and combine to 
establish a rule.  

* Personal pronouns reduce passive 
voice and draw readers into the writing.  

9 Tables display complex information 
in a simple, easy-to-read format.  

In coordination with the Office of the 
Federal Register (OFR) and the National 
Partnership for Reinventing Government 
(NPR), RSPA is proposing changes in 
format that would make all regulations 
easier to read. The changes respond to 
the call in President Clinton's Executive 
Memorandum of June 1. 1998. for 
writing that uses "easy-to-read design 
features." RSPA intends to use these 
and other plain language techniques, as 
appropriate, in future rulemaking 
projects if the OFR approves them for 
general use. The public and all agencies 
are invited to comment on the proposed 
changes.  

Staggerin Paragraph Levels 
OFR strongly recommends that 

agencies never use more than three 
levels of paragraphs (for example 
(a) (i)), but distinguishing one level 
from another is hard because all 
paragraphs in the CFR start at the same 
distance from the left margin. To make 
relative importance stand out. we have 
drafted this proposed rule using the 
following format features: 

9 Different paragraph levels start in 
different places. You see the limit of 
three levels and proposed staggered 
indentations at § 106.45. Indenting first 
lines of three levels of paragraphs has 
virtually no effect on the length of the 
text.  

* Main paragraphs start at the margin.  
This change would show that main 
paragraphs (those without numbers or 
letters) are at the highest level. See the 
first sentence in § 106.45.

Spacing Between Paragraphs 
The dense formats of the Federal 

Register and CFR save on pages but 
hinder reading. Though section 
headings are framed by blank lines 
above and below them, there is no such 
relief to the fine print within a section, 
where users do their closest reading. To 
make navigation faster and easier, at 
least one commercial publisher of the 
Federal Acquisition Regulations has 
adopted two techniques that RSPA 
proposes here: 

e Blank half lines separate 
paragraphs. The visual relief helps 
readers move around and spot things 
fast Using this proposed rule document 
as an example, blank half lines add 
about one-half page in 10 (or an increase 
of about 5 percent). Agencies may be 
able to offset this space increase and 
resulting increases in publication costs 
by taking advantage of some economies 
of plain language.  

* All newparagraphs start an new 
lines. Most paragraphs do start on new 
lines now, with this exception: when a 
paragraph consists ofjust a heading, the 
next paragraph starts beside.it. The 
compression creates an occasional 
inconsistency that complicates.reading.  
Imagine § 106.40(d) (1) starting next to 
"Withdrawing a direct final rule." The 
proposed changem the placement 
of section designatiorisentiiely 
consistent. It lets readers devote more of 
their limited time to understanding the 
substance and less to compensating for 
the format's irregularities.  

RSPA. OFR and NPR are interested in 
your views on the need for format 
changes in the Federal Register and 
CFR. Changes can be implemented over 
time. as new regulatory documents are 
published, but where? In the Federal 
Register alone? In the CFR as well? 
Within the Federal Register. should 
blank half lines between paragraphs be 
added to regulatory text alone or to 
preambles as well? 

Identifying Defined Terms 
RSPA proposes to list, at the 

beginning of each subpart, the defined 
terms that are used within the subpart 
and to refer the reader to the new part 
105 definitions. This way. readers will 
know that RSPA has given a term a 
precise meaning and will know where 
to find it. This proposal leaves certain 
practices unchanged. In a definitions 
section, writers would still underline a 
term on Its first appearance and OFR 
would still Italicize the defined term. In 
such a section, writers would still have 
the option of ending a definition with a 
cross-reference to the term's first

substantive use. Similarly, writers 
would still have the option of following 
the first substantive use of a defined 
term with a cross-reference back to the 
section that defines it.  

Clarliyng Table Format 
This proposal illustrates the use of 

horizontal lines and plain language in a 
table format, and adopts other standard 
features of table design. For an example.  
see the table in § 106.110.  

9 Tables use horizontal lines. This is 
common practice in newspapers and 
magazines (stock market tables are an 
example). But tables in the Federal 
Register and CFR often have vertical 
lines between columns, separating 
closely related matter and blocking 
normal left-to-right reading. Under this 
proposal, If-then tables would appear 
with horizontal lines between rows and 
no vertical lines anywhere.  

e Column widths vary. Currently, 
columns may be too wide or too narrow 
for the amount of text. This proposal 
would have column widths adjusted to 
fit the text in them.  

* Column headings start at left 
margins Currently. column headings 
which are centered do not contribute to 
the clean left margin that substitutes for 
a vertical line.  

- Column headings appear in boldface. In plain text now, they do not 
stand out as they might. Agencies would 
continue to have the option of 
submitting tables in camera-ready form.  

. Tables use text font In the past.  
tables and text have appeared in 
different fonts, a visual inconsistency 
we propose to eliminate.  

Centering Headings in the Federal 
Register 

After clustering related sections into 
subparts, writers currently have the 
option of clustering them further under 
center headings. They draft these 
headings in Initial caps, without 
number or letter designations, in both 
the text and tables of contents. You see 
the organizing power of center headings 
throughout parts 105 and 106.  

Currently, undesignated center 
headings appear as intended in the CFR 
but not in the Federal Register. In the 
latter, center headings appear at the left 
margin and look like section headings 
without section numbers. The effect is 
confusing, especially for first-time 
readers. The proposed change would 
improve the placement and look of 
undesignated, center headings in the 
Federal Register by making them appear 
centered as they do in the CFR.
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Summaries 
Currently, preamble summaries 

appear in running textmonly. But the 
information required there-what the 
rule does, why it is necessary. and the 
intended effect-lends Itself to vertical 
listing with bullets. (See this preamble's 
summary.) 

3. Regulatory Analysis and Notices 
Executive Order 12866 and DOT 

Regulatory Policies and PrciCeures 
This rule is not considered a 

significant regulatory action under 
section 3(M of Executive Order 12866.  
Consequently, it was not reviewed by 
the Office of Management and Budget.  
RSPA will not prepare a regulatory 
Impact analysis or a regulatory 
evaluation because this proposed rule 
has minimal economic Impact. This 
determination may change as a result of 
public comment This proposed rule is 
not significant according to the 
Regulatory Policies and Procedures of 
the Department of Transportation (44 FR 
11034; February 26. 1979).  

Executive Order 12612 
RSPA has analyzed this proposed rule 

in accordance with the principles and 
criteria in Executive Order 12612 
("Federallsm").* RSPA has determined 
that this proposed rule does not have 
sufficient Federalism impacts to warrant 
the preparation of a federalism 
assessment 

Executive Order 13084 
We do not believe that the revised 

regulations evolving from this NPRM 
will significantly or uniquely affect the 
communities of Indian tribal 
governments when analyzed under the 
principles and criteria contained in 
Executive Order 13084 ("Consultation 
and Coordination with Indian Tribal 
Governments'). Therefore, the funding 
and consultation requirements of this 
Executive Order would not apply.  
Nevertheless, this NPRM specifically 
requests comments from affected 
persons, including Indian tribal 
governments, as to its potential impact.  

Regulatory Flexibility Act 
Under the Regulatory Flexibility Act 

(5 U.S.C. 601 et seq.), RSPA must 
consider whether a notice of proposed 
rulemaking would have a significant 
economic impact on a substantial 
number of small entities. This proposed 
rule clarifies and revises RSPA's general 
procedures and rulernaking procedures 
to assist the public to better understand 
our procedures. Therefore. I certify that 
this proposed rule will not have a

significant economic impact on a 
substantial number of small entities.  

- Paperwork Reduction Act 

Under the Paperwork Reduction Act 
of 1995, no person Is required to 
respond to a collection of information 
unless it displays a valid OMB control 
number. This proposed rule does not 
propose any new information collection 
requirements.  

Regulation Identifier Number (MIN) 

The Department of Transportation 
assigns a regulation Identifier number 
(RMN) to each regulatory action listed in 
the Unified Agenda of Federal 
Regulations. The Regulatory Information 
Service Center publishes the Unified 
Agenda In April and October of each 
year. You may use the RIN contained in 
the heading of this document to cross
reference this action with the Unified 
Agenda

Unfunded Mandates Reform Act 

This proposed rile does not impose 
unfunded. mandates under the 
Unfunded Mandates Reform Act of 
1995. It does not result in costs of $100 
million or more to either State, local, or 
tribal governments, in the aggregate, or 
to the private sector, and is the least 
burdensome alternative that achieves 
the objectives of the rule.  

Impact on Business Processes and 
Computer Systems 

Many computers that use two digits to 
keep track of dates will, on January 1, 
2000, recognize "double zero" not as 
2000 but as 1900. This glitch, the Year 
2000 problem, could cause computers to 
stop running or to start generating 
erroneous data. The Year 2000 problem poses a threat to the global economy in 
which Americans live and work. With 
the help of the President's Council on 
Year 2000 Conversion, Federal agencies 
are reaching out to increase awareness 
of the problem and to offer support. We 
do not want to Impose new 
requirements that would mandate 
business process changes when the 
resources necessary to implement those 
requirements would otherwise be 
applied to the Year 2000 problem.  

This NPRM does not propose business 
process changes or require 
modifications to computer systems.  
Because this NPRM apparently does not 
affect organizations' ability to respond 
to the Year 2000 problem, we do not 
intend to delay the effectiveness of the 
proposed requirements in this NPRM.

List of Subjects 
49 CFR Part 105 

Administrative practice and 
procedure. Hazardous materials 
transportation.  

49 CFR Part 106 
Administrative practice and 

procedure, Hazardous materials 
transportation, Packaging and 
containers. Penalties, Reporting and 
recordkeeplng requirements.  

49 CFR Part 107 
Administrative practice and 

procedure. Hazardous materials 
transportation. Penalties. Reporting and 
recordkeeplng requirements.  

Accordingly, RSPA proposes to 
amend 49 CFR chapter I. subchapter A.  as follows: 

1. Add part 105 to read as follows: 

PART 105--HAZARDOUS MATERIALS 
PROGRAM DEFINITIONS AND 
GENERAL PROCEDURES 

Subpar A-Definitons 
Sec 
105.5 How does RSPA identify defined 

terns? 
105.. 10 How does RSPA define the terms used 

in this subthapter? 
Subpart B-General P1 roewe 

105.15 Which defined terms are used in tise subpart? 

Obtaining Guidance and Public Infonatie.  
105.20 Where can I get guidance and 

interpretations? 105.25 Where can I review public documents 
on fie with RSPA? 

105.30 Is information I submit to RSPA made available to the public? 

Serving Documents 
105.35 How mayRSPA and others serve documnents in RSPA proceedings? 
105.40 How do I desinate an agent to receive documents on my behalf If I am rot a 

United States resident? 

Subpoenas 
105.45 What is Involved in Issuing a 

105.50 How are subpoenas served? 
105.55 What El1 do not want to obey a 

subpoena? Authority: 49 U.S.C. 5101-5127.  

Subpart A-Definitions 

§105.5 How does RSPA identify defined 
terms? 
This part contains the definitions for 
certain words and phrases used 
throughout this subchapter (49 CFR 
parts 105 through 110). At the beginning of each subpart, the Research and 
Special Programs Administration 
("RSPA' or "we") will identify the
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Plain English Document Checklist 

_ written for the average reader 

-_ organized to serve the reader's needs 

- in question-and-answer format 

-_ uses "you" and other pronouns 

uses active voice 

uses short sections and sentences 

_ written to one person, not a group 

- uses the simplest tense possible 

_ uses "must" instead of "shall" to indicate a requirement 

- places words carefully (exceptions are last, subjects and verbs are 
together) 

uses lists and tables 

avoids confusing words and constructions 

__uses no more than two or three subordinate levels
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I Plain Language

Plain Language Help Is on Your Desktop
LI Core Wodetc xouet Or

_ile Edit View Insert Fomrnat Tools Window Help -lJlx 

Anal 1 J(N•no

"x 

WordPerect

Write aDraft 

SetUp the Document 

Typing 

Formr•ng 

Add Visual Elements 

Edit and Proofread 

Finish 

TIp 2 

Create a*ide variet of 
documents quickly and easily 
A CoeWordPerfect 

More Help on,.: 

Documentl
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Question: I know I am supposed to keep sentences short, direct, and appropriate for 
the intended audience. But how can I tell if my document has too many long sentences? 
Itwould take me forever to count all the words in every sentence! Is there a way to check 
to make sure I'm using the active and not the passive voice? Can I check to see if I'm 
using jargon when I shouldn't? 

Answer: Help is on the way! Grammatik comes to the rescue! This useful software tool 
is already available on your Corel WordPerfect tool bar. Here's how to use it: 

Open your document in Corel WordPerfect & To open Grammatik, click on Tools onthetool 
bar near the top of your screen and click on Grammatik. Or, click on the book marked G on 
the far right of the tool bar. A box will open across the bottom portion of your screen.  

To activate Grammatik, check on the Grammatik tab in the box across the bottom portion of 
your screen. Click on Options, and then click on Checking Styles. Two listings will appear.  
In the box on the left hand side, select "'very strict," and on the right, click on "edit." 

On the next screen, in the box on the left, be sure "long sentence" is checked, and, on the right, 
type "20" as the "long sentence length." Click on "save." You'll return to the CheckingStyles 
screen. Click on "close." You are now back at your document, with the Grammatikbox across 
the bottom of the screen.  

If you see "start" or "resume" on the right hand side of that box, you may have to click there 
to startGrammatik. Grammatikwillgo through the document, pausing when it has a question 
- about spelling, punctuation, sentence construction, word choice, and sentence length. The 
box at the bottom of the page will show the concern, suggested changes, and the reason for 
the concern. You can accept or reject each suggestion. While many of the suggestions will 
be very helpful, you also are likely to reject many others. For a summary of why those areas 
were flagged, click on Options on the Grammatik screen. ChooseAnalysis and then Flagged.  
For data on sentence length, from Analysis, select Basic Count to see how many sentences 
are "long,."that is, longerthan yourtwenty-word limit. (Remember, you mayhave some long 
sentences in your document. You just don't want to have too many of them.) 

Finally, for fun, fromAnalysis, selectReadability, and you can see how your document stacks 
up - in terms of grade-level needed for comprehension, percentage of sentences in the 
passive voice, sentence complexity, and word complexity - compared to some famous 
writing. The comparison documents are a Hemingway short story, Lincoln's Gettysburg 
Address, and IRS form 1040EZ. You may be surprised at the results.  
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