Department of Veterans Affairs VA DIRECTIVE 0001
Washington, DC 20420 Transmittal Sheet
October 27, 2025

PLAIN LANGUAGE PROGRAM

1. REASON FOR ISSUE. To update the Department of Veterans Affairs (VA) Plain
Language policy.

2. SUMMARY OF CONTENTS/MAJOR CHANGES. This directive updated policies,
roles, and responsibilities for managing the Plain Language Program within the
Department. Significant changes:

a. Update training information and add training link;

b. Update other links;

c. Eliminates the VA Plain Language Working Group; and
d. Add references.

3. RESPONSIBLE OFFICE. Office of the Secretary (OSVA) (001), Office of the
Executive Secretariat (001B).

4. RELATED HANDBOOK. Not applicable.
5. RESCISSION. VA Directive 0001, Plain Language Program, dated July 22, 2014.
BY DIRECTION OF THE SECRETARY OF VETERANS AFFAIRS:

Isl
Christopher D. Syrek
Chief of Staff

DISTRIBUTION: Electronic Only
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PLAIN LANGUAGE PROGRAM

1. PURPOSE. This directive establishes Department-wide policy for the VA Plain
Language Program. This directive revises responsibilities and provides procedures
for VA’s Plain Language Program in accordance with note to section 301 of title 5,
United States Code (U.S.C.), which cites to Public Law 111- 274, “Plain Writing Act
of 2010”. It promotes VA'’s use of clear, concise, and well-organized language
consistent with other best practices appropriate to the subject or field to effectively
communicate with intended audiences. This direction is in accordance with the
guidance in Office of Management and Budget (OMB) Memorandum M-11-15.

2. POLICY. The Plain Writing Act requires the Federal Government to write all new or
substantially revise covered documents, publications, forms, and publicly distributed
documents in a “clear, concise, well-organized” manner. VA fully supports this Act.
All VA personnel are encouraged to take plain language training to improve their
writing skills and ensure compliance with the Plain Writing Act.

3. RESPONSIBILITIES.

a. VA Chief of Staff must champion clear, accessible communication both inside
the department and to the public through oversight of public-facing documents,
advising the Department heads, and ensuring internal training and compliance
are prioritized.

b. Under Secretaries, Assistant Secretaries, and Other Key Officials must:

(1) Ensure that Administrations and Staff Offices use plain language concepts
in new or substantially revised public-facing documents. Documents
requiring technical or specialized language should be as clear and concise
as possible and offer explanations when necessary.

(2) Designate a plain language coordinator/point of contact who can assist
employees in their respective offices by providing guidance or substantive
review of documents for compliance with plain language requirements.

(3) Require employees who regularly write or edit public-facing documents to
take the plain language training offered by the Department through the VA
Talent Management System (TMS), the Office of the Executive Secretary
Action Officer training, or other Administration or Staff Office planned
training. Employees new to correspondence management must take this
training within 90 days of their entrance on duty or starting in the new role.
Employees who must take these trainings can search TMS by topic or
receive instruction from supervisors, contact the EXECSEC, or go to the
VA Plain Language website.

(4) Provide submission to the Department’s annual plain language compliance
report which is collected by EXECSEC and consolidated into the
Department’s response.


https://www.congress.gov/bill/111th-congress/house-bill/946
https://www.govinfo.gov/content/pkg/COMPS-13907/pdf/COMPS-13907.pdf
https://www.govinfo.gov/content/pkg/COMPS-13907/pdf/COMPS-13907.pdf
https://obamawhitehouse.archives.gov/sites/default/files/omb/memoranda/2011/m11-15.pdf
https://department.va.gov/plain-language/
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C.

VA Executive Secretary and Deputy Executive Secretary must serve as the
Senior Officials for Plain Language and oversee VA’s implementation of the
Plain Writing Act.

(1) Designate an Executive Secretary staff member as a plain language
coordinator and point of contact for communications with Administrations,
Staff Offices, and subject matter experts to ensure VA has information on
Plan Language Act requirements and best practices.

(2) Manage the Plain Language Program.

(3) Communicate Plain Writing Act requirements to VA employees and
encourage plain language training.

(4) Publish and maintain VA’s Plain Language website and VA'’s Style Guide.

(5) Compile annual implementation data for VA’s Annual Plain Language
Compliance Report and post on VA's website.

(6) Review and update this directive, as necessary.

4. REFERENCES.

a.

Plain Writing Act of 2010 — This Act was signed by President Barack Obama
on October 13, 2010. Federal agencies are required to use “clear Government
communication that the public can understand and use.”

Office of Management and Budget (OMB) Memorandum M-11-15 — Final
Guidance on Implementing the Plain Writing Act of 2010. This was signed April
13, 2011. This memo contains OMB issued plain language guidance.

Executive Order, E.O. 14224 — Designating English as the Official
Language of the United States. This E.O. was signed on March 1, 2025. It
states English as the official language of the United States, with the goal of
fostering a shared national culture and unifying the country.

Executive Order, E.O. 13563 — Improving Regulation and Regulatory
Review. This E.O. was signed on January 18, 2011. It states that “[our
regulatory system] must ensure that regulations are accessible, consistent,
written in plain language, and easy to understand.”

Executive Order, E.O. 12988 — Civil Justice Reform. This E.O. was signed on
February 5, 1996. It states that regulations specify their effect “in clear, plain
language.”

Executive Order, E.O. 12866 — Regulatory Planning and Review. This E.O.
was signed on September 30, 1993. It states regulations are to be “simple and
easy to understand.”



https://department.va.gov/plain-language/
https://department.va.gov/plain-language/
https://www.govinfo.gov/content/pkg/COMPS-13907/pdf/COMPS-13907.pdf
https://obamawhitehouse.archives.gov/sites/default/files/omb/memoranda/2011/m11-15.pdf
https://www.federalregister.gov/documents/2025/03/06/2025-03694/designating-english-as-the-official-language-of-the-united-states
https://www.federalregister.gov/documents/2011/01/21/2011-1385/improving-regulation-and-regulatory-review
https://www.govinfo.gov/content/pkg/FR-1996-02-07/pdf/96-2755.pdf
https://www.federalregister.gov/executive-order/12866

	PLAIN LANGUAGE PROGRAM
	1. PURPOSE.
	2. POLICY.
	3. RESPONSIBILITIES.
	4. REFERENCES.


