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NJDOE Document Accessibility Checklists
If the Using Agency is the New Jersey Department of Education (NJDOE), in addition to PDF/UA and the current version of WCAG (Level AA), documents must adhere to the guidelines outlined in this document (Exhibit A). 
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[bookmark: _Toc210723004]Excel Files Shared as PDF
These guidelines specify the requirements in the Microsoft Excel file. The NJDOE is responsible for making sure that the Excel files meets these requirements. The Contractor is responsible for flagging and remediating the PDF in accordance with 4.3.1.
Formatting
1. All text is at least size 11.
2. All caps is only used for acronyms.
Structure/Content
1. The title and author are set in File:Info:Properties.
2. The worksheet is as linear as possible (e.g., all content starts in column A).
3. Important information is not only in the header/footer.
4. If necessary, headings are used to structure the worksheet.
5. If a worksheet has multiple tables, there is at least one blank row between tables.
6. All non-decorative images have alt text.
7. All images are placed in a cell.
8. En dashes (–) are used for ranges (e.g., grades K–12; ages 8–10).
Data Tables
1. Merged cells are only used for table header cells.
2. There are no blank cells in data tables.
3. Cell borders are displayed for table cells. 
4. If there are multiple tables in a worksheet, the row before each table contains the table title.
5. If the data table spans multiple pages in the PDF, the header row is set to repeat.
6. Large tables have zebra stripes/banding for better readability.
Other
Color alone is not used to convey meaning.

[bookmark: _Toc210026936][bookmark: _Toc210723005]PowerPoint Files
These guidelines specify the requirements in the Microsoft PowerPoint file. The NJDOE is responsible for making sure that the PowerPoint file meets these requirements. The Contractor is responsible for flagging and remediating the PDF in accordance with 4.3.1.
Formatting
1. All text is appropriately sized for the context.
2. Underlines are only used for links.
3. All caps is only used for acronyms.
4. Italics and bold are only used for single words or short phrases.
5. There are no extra spaces, tabs, or returns.
6. En dashes (–) are used for ranges (e.g., grades K–12; ages 8–10).
7. Slide transitions and animations are simple and used sparingly.
Structure/Content
1. The title and author are set in File: Info: Properties.
2. Each slide has a unique and descriptive title.
3. Large paragraphs of text are broken up onto multiple slides.
4. All text content appears in outline view. 
5. Color alone is not used to convey meaning.
6. Link text is appropriate for the presentation's use.
7. Videos are captioned and the captions are accurate.
Images
1. Decorative images are used sparingly and are marked as decorative.
2. All non-decorative images have alt text. This includes SmartArt and graphs.
Data Tables
1. Tables are not used for layout purposes.
2. There are no merged cells within a table.
3. There are no blank cells in tables.

[bookmark: _Toc210026937][bookmark: _Toc210723006]Word Files
These guidelines specify the requirements in the Microsoft Word file. The NJDOE is responsible for making sure that the Word file meets these requirements. The Contractor is responsible for flagging and remediating the PDF in accordance with 4.3.1.
Formatting
1. All text is at least size 11.
2. Body text is left-aligned.
3. Underlines are only used for links.
4. All caps is only used for acronyms.
5. Italics and bold are only used for single words or short phrases.
6. There are no extra spaces, tabs, or returns. For example, there is only one space after end punctuation and one return at the end of each paragraph.
7. En dashes (–) are used for ranges (e.g., grades K–12; ages 8–10).
Structure
1. The title and author are set in File: Info: Properties.
2. The document is structured with headings.
3. There is only one heading 1 and it is the document's title.
4. There are no skipped heading levels.
Tables
1. Tables are only used for tabular content.
2. Tables are simple and do not contain merged cells.
3. The appropriate options are checked in table design.
4. For multi-page tables, the header row repeats on each page. (use the Table Layout option: Repeat Header Rows).
Content
1. Acronyms are spelled out the first time they appear, followed by the acronym in parentheses.
2. Color alone is not used to convey meaning.
3. Link text describes the link destination, even when taken out of context.
4. All non-decorative images have a text alternative (e.g., alt text or the content included as text in the document near the image). 
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