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Write and present 
information that is easy  
for everyone to read  
and understand:  
recommendations from  
the guide Communiquer pour tous.

Writing

Ré diger, pré

s en te
r 

u

ne in
form

ation lis
ible et compréhen sib

le
 p

a
r 

to

u
s  Ré dig

er,  p
résenter une inform

at
io

n lisibl e
 e

t 

comp
réhen

s i ble par t
ou

s 
: R

éd
iger, p

r
ésenter une

 information lisi b l e

 et compréhens

ible par tous, prés
enter 

u

ne inform
at

ion lisible et compréhensible Je ne suis rien,

je le sais, mais

je compose mon 

rien avec un petit 

morceau de tout.

               
    Victor H.
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For more info, see the guide: 
Communiquer pour tous Communiquer pour tous

Guide pour une information accessible

Sous la direction de JULIE RUEL ET CÉCILE ALLAIRE
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10 points to keep in mind 
 to be understood by everyone 

1  Go for key messages and concrete information. 
Put yourself in the reader’s shoes. 

2   Organise ideas in a logical order, 
introducing the most important one first. 

3  Use I/we/you to help the reader feel involved.
  Contact the department with any questions.
  Call us if you have any questions.

4  Use short sentences: subject/verb/complement,  
making an active and affirmative statement.

  Do not drive on the left     Drive on the right 

5   Use everyday words or explain technical terms.
  Educational institution      School

6  Always use the same word to refer to the same concept. 
Avoid synonyms.

7  Choose a fairly large, legible font.
  Fancy font     Straight (sans serif), body 12

8  Use contrasting colours.
   More info   More info       More info   More info   

9  Align text to the left.

10  Highlight important info, without overloading the text.
  Underlined, capitals, italics.
  Bold, colour, symbols.

https://www.santepubliquefrance.fr/docs/communiquer-pour-tous-guide-pour-une-information-accessible



