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[bookmark: _Toc230267536]Accessible Documents Checklist

Use this checklist before sharing a document.
	Question 
	Yes 
	No 
	N/A

	Did I use real heading styles instead of bold text?
	
	
	

	Is the heading order logical with no skipped levels? e.g. H1 > H2 > H3
	
	
	

	If the document is long, did I include a Table of Contents?
	
	
	

	Did I set the document title in File > Info > Properties?
	
	
	

	Am I using a clear Sans‑serif font ?
	
	
	

	Is the body text at least 12pt?
	
	
	

	Did I avoid ALL CAPS, decorative fonts, and unnecessary underlining?
	
	
	

	Is the text left‑aligned (not fully justified)?
	
	
	

	Are paragraphs short (2–3 sentences, max 6)?
	
	
	

	Are sentences 25 words or fewer?
	
	
	

	Did I use plain, everyday language?
	
	
	

	Did I define acronyms and jargon on first use?
	
	
	

	Does the text meet a colour contrast ratio of at least 4.5:1?
	
	
	

	Does every meaningful image have alt text?
	
	
	

	Are decorative images marked as decorative?
	
	
	

	Did I provide a plain‑text summary for complex visuals?
	
	
	

	Did I use tables only for data, not layout?
	
	
	

	Did I mark the table header row correctly?
	
	
	

	Did I include a short description before each table?
	
	
	

	Did I use built‑in list styles (not typed dashes or asterisks)?
	
	
	

	Do all links use descriptive text?
	
	
	

	Did I check that all links work and go to the right place?
	
	
	

	Did I run the Microsoft Accessibility Checker and fix issues?
	
	
	

	Did I save the document as a tagged PDF?
	
	
	

	Did I review the PDF reading order?
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