Before and after extracts of documents in plain English
Example 1: standard hire purchase contract term
Before: 

Title to property in the goods shall remain vested in the Company (notwithstanding the delivery of the same to the Customer) until the price of the Goods comprised in the contract and all other money due from the Customer to the Company on any other account has been paid in full.

After: 

We will own the goods until you have finished paying for them. 
_________________________________________________________________________________

Example 2: local authority housing manual

Before: 

Should the response require considerable research before a full reply can be given, an interim reply explaining the position will be sent. 
After:
If we need to do a lot of research to give you a full reply, we will write to let you know. 

________________________________________________________________

Example 3: application form
Before:
I declare that the foregoing particulars are correct and I hereby authorise the company to make whatever enquiries it considers necessary to process this application.
After:
The above details are correct. The company may check any of my details to process this form.
______________________________________________________________

Example 4: customer charter
Before:
The complaints procedures are without prejudice to the customer’s statutory rights to complain the Ombudsman.
After:
If we reject your complaint, you still have a right, by law, to complain to the Ombudsman.
______________________________________________________________

Example 5: public information leaflet on phone cards

Before:
Retailers should satisfy themselves with the bona fides of any supplier.
After:
Retailers should satisfy themselves that a supplier is legitimate.

_______________________________________________________________

Example 6: local authority application form 
Before:
If the purpose of the payment is to finance construction work, it will be necessary for the contractor who is engaged by you to do the work to have a current C2 Certificate or a Tax Clearance Certificate from the Revenue Commissioners.
After:
If you plan to use the grant to pay for building work, your builder must supply a C2 Certificate or Tax Clearance Certificate from the Revenue Commissioners.

Example 7: extract of credit card agreement 
Before:
Interest is charged on a day-to-day basis both before and after any judgment from the date a transaction is posted to our systems and using the applicable transaction rates, on the average daily outstanding balance on your account during the statement period. If you pay off the balance on any statement in full by the payment date specified in that statement, you will not incur interest on any purchase transactions appearing in that statement. You should note that payments take up to seven working days to transmit through the banking system and in order to avail of the interest free period you should ensure that your payment is made in sufficient time to reach us by the payment date specified in your statement. 
After:
Here are five points to remember about credit card interest.

· We charge you interest on your credit card purchases and cash withdrawals from the day they appear on our records. 

· This interest grows every day until you pay off the credit.

· The interest rate depends on whether you use your credit card to take out cash or pay for things.

· You will not pay any interest if you pay your credit card bill in full by the payment date on your monthly statement.
· Payments take about seven days to clear, so make sure you pay your bill in time to avoid paying interest.
Example 8: report on customer service research 

Before:
The proliferation of PCs throughout the organisation and the ongoing implementation of the new computer system were identified as developments which will provide opportunities to address quality communications to the customer.

After:
We identified that using extra computers and the new computer system will help us improve how we communicate to our customers.

_______________________________________________________________

Example 9: County council corporate action plan
Before:
We have identified four Key Priority Themes, which form the strategic framework for future policy development and public service delivery across all the functional areas of the council. In taking a proactive and lead role in the process of shaping the future of our County and delivering quality services, the commitment and initiative of the elected representatives and the support of a dedicated and excellent staff are critical to our success.
After:
We have identified four areas on which to base our future policies and levels of public service. Our elected councillors and staff are vital to our success, as they are taking a lead role in shaping how the county develops and in providing quality services to the public.  

Example 10: company plan
Before:
The implementation of many of the recommendations contained in this statement of strategy and development plan will be dependent upon the resources that become available in the coming years. Recommendations that are not dependent on a commitment of additional resources will be identified and implemented in the immediate future and recommendations with cost implications will be implemented on a prioritised basis as funds become available.
After:
Implementing many of the recommendations will depend on the funding and staff that become available in the future. We will immediately identify and implement the recommendations that do not need extra funding and will implement others according to their importance as more funding becomes available.
PAGE  
Page 1 of 4

