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just info: Information for everyone

just info



Manchester People First is a self-advocacy
group run by and for adults with a learning
disability. The group started in 1992 and
now has over 350 members.

If you want to know more about us, please see our Information
Booklet, Annual Report or Newsletter. You can download them
from our web site, or we can send you a copy by post.

Just Info is our project that helps groups make
information easier for everyone to understand.
We can give you advice or do all the work.

This booklet tells you what we can do for you.
If you want to know more, please get in touch.

How to contact us:
� Manchester People First

3 Broughton Street
Cheetham Hill
M8 8RF

�� Phone/Fax: (0161) 839-3700

� Email: mcrpeoplefirst@googlemail.com

� Web: www.manpf.org
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Who we are
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Think of all the information your group
sends out; letters, reports, minutes, newsletters,
flyers and posters. If they cannot be understood,
they are just wastepaper.

It makes sense to make all your information accessible to every-
one. It shows you care about equality, it can save you time and
money and the Disability Discrimination Act says you have to.

Making things accessible means giving people the information
they need and want, in a way they can understand.
The best way to start is to write everything in simple, plain
English. Do not use jargon and do not woffle.
Use large print and a clear design. Look at what other formats
are needed such as audio, electronic, or Braille.

We think it’s best to make one version that
everyone can understand, instead of trying
to make lots of different versions as people
ask for them. Think about accessibility
from the start.

Just Info can give you advice and even do all the work for you!

Information for everyone
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We have a lot of experience. We have produced accessible
minutes, newsletters, leaflets, booklets, posters, research
documents, signs, logos, letterheads etc.
We have done work for councils, the police, universities, health
service, voluntary sector groups and commercial organisations.
We can also do audio versions of your documents.

What we have done
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Get as little or as much done as you want. We can:

• Edit and re-write documents using plain English guidelines.
• Design and lay-out documents following clear print guidelines.
• Add pictures to make documents easier to follow.
• Produce electronic versions of documents such as Adobe
Acrobat (.pdf) and plain text (.txt).

• Record audio versions of documents on compact disc,
cassette tape or mp3.

• Print out Braille versions.
• Give advice about making things accessible.

We can also arrange for documents to be commercially printed.

What will it cost?
What we charge simply depends on how
long it takes us to do the job. Decide what
you want doing, send us the document and
we can quickly give you a no obligation
quote.

What we can do for you
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Edit your document. Check spellings and make sure it’s the
final version. Simplify as much as you can, explain all your
abbreviations, get rid of jargon. It will help us do things quicker
and so cheaper. Give us enough time. Think about accessible
formats from the start. Leave yourself enough time to make
any corrections.

Send us the finished document on disc. Word (.doc) or Rich
Text Format (.rtf) are good, but we can deal with most formats.
We can even scan print outs or type up handwritten versions,
but it will take us longer and cost you more.

Send us all the photographs, drawings diagrams, logos etc. in
your document. For printed documents these have to be 300ppi
in formats such as TIFF, JPEG or EPS. Please note that pictures
saved from a web page are not usually high enough quality for
print use. We can scan original artwork for you, but will charge.

Decide what you want to do with the finished document.
For example, for an annual report you might want a version to
be commercially printed, so we might give you a QuarkXPress
document for the printer. You might also need a version people
can download from your web site, so we can give do a PDF
version to pass on to your web master. You might want a text
version for people who use screen reader software, so we can
get you a plain text (.txt) version. We can also do audio versions
on cd, tape or mp3 and Braille versions.

We are happy to give advice on what you may need.

What you need to do



It’s only information if you can understand it

www.manpf.orgManchester People First is a company limited by guarantee,
registered in England and Wales, number 6339300.
Registered charity, number 1124426.


