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Genre Vendor form 
Target audience All vendors 
Overall challenge Key details for some information were on separate pages. 
Note re this example! The example below is not legible when printed. 
Value added from applying principles of Clear and Effective Communication (9. Accessible not addressed here) 

Overall → ↓ $$ (↓ word count so ↓time) ↑ Efficiency (easier to review, edit, translate, update) ↑ Usability (easier to read and use info) 

1. Concise  Removed repetition, ↓ word count by 33%. 5. Complete  Added “Shared Services” to submission info. 

2. Chunked  Put related info together. 6. Relevant  Separated accounts in $CDN and foreign currency. 

3. Scannable  Made it easy to find all info. 7. Coherent  Made it easier to connect related info. 
Replaced contractor with vendor to match name of form. 

4. Accurate  Clarified payment options. 8. Inclusive  Made info clear for foreign vendors. 

 
Before — on 2 sides After — Now all on 1 sheet, + extra details 
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