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s professionals who help to formulate public
policy, planners have a more important role
than to simply contribute technical expertise.
We must help our constituents make informed
decisions by presenting information in a way
that is understandable to everyone.

The standard advice for planners working on
public documents is to write in “plain English,”
atahigh school reading level. (A writing tutorial
isbeyond the scope of thisarticle, buta basicon-
line search will turn up many resources for clear
writing, including reading-level analyzers.)

But producing understandable plans is only
the starting point. Writing quality is only one
dimension of readability and possibly not even

Ten best practices for

planning documents

the mostimportant one. Planners should strive
to create documents that are engaging, both
conceptually and visually. That means paying
mote attention to organization, presentation,
and even format and layout.

What follows is a list of 10 best practices for
creating documents that are more attractive,
interesting, engaging, and accessible—in short,
more citizen-friendly. (By citizens, I mean all
residents of the community, not just those who
are native-born or properly documented.)

1. Summarize. Most people don’t have the
time or interest to read a long plan. A good ex-
ecutive summary of your document will satisfy
the information needs of most citizens—even

creating citizen-friendly

of time-pressed appointed and elected officials.
Make the summary a stand-alone document that
can be downloaded, printed, reproduced, and
distributed separately. It should be generously
illustrared and designed in full color.

2. Hit the facts, In addition, produce aone-
or two-page fact sheet or flier for your plan or
project. Such a fact shect will entice people who
have even a slight interest in local planning. It
should also appeal to reporters, who often work
on tightdeadlines and do not have the luxury to
become fully informed about the projects they
reporton. Besure to provide contact information
for those who want to know more.

3. Unclutter. Move lengthy secondary or
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