Design Once, Include Everyone: Accessibility Distribution Checklist
Use this checklist before distributing any document, presentation, handout, PDF, or course resource. The goal is simple: design once so that everyone can access and use your content.

Final Accessibility Checklist
	✓
	Checkpoint
	Verify Before Distribution

	☐
	Document Properties
	Title, author, subject, and document language are set.

	☐
	Alternative Text
	All informative images have meaningful alt text, or are marked decorative when appropriate.

	☐
	Heading Structure
	Built-in heading styles are applied consistently. Avoid manually bolding text to create headings.

	☐
	Color Contrast
	Text meets contrast requirements (4.5:1 for normal text and 3:1 for large text).

	☐
	Color Use
	Information is not conveyed by color alone. Add labels, patterns, icons, or text cues.

	☐
	Reading / Tab Order
	Reading order has been manually verified in Word or PowerPoint.

	☐
	Hyperlinks
	Link text clearly describes the destination. Avoid phrases such as 'click here' or 'read more.'

	☐
	Tables
	Table headers are designated and tables use proper structure. Avoid merged cells used only for layout.

	☐
	Accessibility Checker
	Run the Accessibility Checker and resolve all errors. Review warnings and recommendations.



Quick Reminders
· Accessibility checkers help, but they do not catch everything.
· Reading order must be reviewed manually.
· Review AI-generated alt text for accuracy and context.
· Accessibility improvements benefit all learners, not only those using assistive technology.
· Check accessibility before sharing files, not after receiving complaints or accommodation requests.
