Writing for Canada.ca: Quick checklist: 
Content structure
· Write useful page titles and headings 
· (Short and provide a clear idea what the content is)
· Use lists to help people scan 
· Use tables to organize data 
Plain language
· Start with the most important information
· Avoid jargon, idioms and expressions
· Use simple sentences
Style
· Use sentence case and remove “!” and “?” 
· (In page titles, headings, table headings and subheadings)
· Avoid hyphen and dashes 
· (Ex: 2016-17 should be 2016 to 2017)
· Avoid acronyms
· Avoid Symbols
· Remove italics and use bold sparingly
[bookmark: _GoBack]Links
· Write descriptive links 
· (Avoid using click here)
· Make sure that links work
Images
· Use images 
· (To enhance key message, help people complete their task) 
· Avoid decorative images
· Include alternative text for images 
· (Describe the image as if you were describing it to someone over the phone limit of 140 characters)
· Include long descriptions for complex images 
· (Long descriptions explain information this is presented in complex infographics – No text limit)
