
Try to run readability 
statistics in Microsoft Word

Clear, descriptive headline, 
informational subhead

Avoid longwinded 

sentences

Appropriate voice 

Avoid long, complicated 
words

Appropriate length, present 
one key idea

Run readability statistics 
again

Readability is important as most readers are easily distracted and impatient. 
Checkout the steps to improve readability published by Dragonfly Editorial.

To read further, click [HERE]
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https://support.microsoft.com/en-us/office/get-your-document-s-readability-and-level-statistics-85b4969e-e80a-4777-8dd3-f7fc3c8b3fd2
https://dragonflyeditorial.com/resources/7-steps-to-writing-for-readability/



