Using a readability tool
Garbage in, garbage out
To get an accurate result, you need to do some work to clean up the text. 
Selecting the text
· You do not need to enter the full text. Choose 3 sections from the document: beginning, middle and end.
· Choose samples of connected, flowing text
· Cut and paste the text you will be using into a word document. 
Cleaning the text 
Prepare the text by deleting:
· All headings and subheadings
· Sentence fragments
· Bulleted lists where the sentences are not complete
· Bullets
· Periods that do not mark the end of a sentence like  periods after abbreviations 
Analyze the text
· Copy the cleaned up text from the document
· Go to: http://www.online-utility.org/english/readability_test_and_improve.jsp 
· Paste your text into the box and click the process text button
The results
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Interpreting the scores
A document that is in plain language should have these scores:
· A SMOG score of 7 or 8 (round to the nearest whole number)
· A Flesch Reading Ease score of 70 or higher
· Average number of words per sentence should be between 10-15
· Average number of syllables per word should be less than 1.5
Flesch Reading Ease Scale
A higher score means the document is easier to read. Aim for text in the 70-80 range. The lowest score for a plan language document is 60 or above. 
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Remember: Readability tools give you a good understanding of the difficulty of words and length of sentences in your document. They do not give you the whole picture. You need to consider other things like document design and layout to truly understand if your document is readable. 
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Rating Ease Score Level Score
Very easy 90-100 5
Easy 80-90 6
Fairly easy 70-80 7
Standard 60-70 8-9
Fairly difficult 50-60 10-12
Difficult 30-50 13-16
Very difficult 0-30 =College graduate




