[image: ]Section 508 Compliance Checklist for PowerPoint Slide Sets

Name of Project/Course/Event: _________________________________________________
Author / Presenter: ________________________________ Date: _______________________
Instructions: Check each box to confirm completion and include with the resource you upload

Document Basics
· Does the file name (the name of the file when you save it) describe the document and is it limited to 50 characters? (.pptx) Document title, author and tags populated in File  Info  Properties

Slide Structure and Reading Order

· Does each slide use a Title placeholder (not manually styled text outside of the designed title box)? – the Title box on the PowerPoint template is used for a title on each slide. For details see Title a Slide from MS Support.

· Have you manually checked the reading order? Reading order is the order in which screen readers will read text. It is not obvious to screen readers and when incorrect can change the meaning dramatically. - verified via Review  Check Accessibility  Reading Order Pane Selection Pane reflects correct order for headers/footers/watermarks. For details see Microsoft Support.
Text and Lists
· Is each slide title unique? For example, “Reasons for Nonadherence - 1” and “Reasons for Nonadherence -2” instead of 2 slides titled “Reasons for Nonadherence.”
· If bullets/numbering are used, are they only “built in” (using bulleting/numbering tools) and not manually symbolized, numbered or spaced?
· If the document contains columns, have you created them via Home  Paragraph  Add/Remove Columns?
· If the document contains multiple languages, is a proofing language set for non-default language text? For details see Microsoft Support.
Links
· If there are links, do they use descriptive link text? (purpose/destination clear; avoid 'click here'; no raw URL). See Accessible Hyperlinks from UNR.

Color and Contrast
· Is meaning conveyed in ways beyond color alone? For example, red alone does not mean stop and green alone does not mean go; and, text/symbols are added to convey needed messages.
Images, Tables and Objects*
· Is meaningful alt text provided for all images that contain information meant to be conveyed in the talk (not decorative)?
· Are purely decorative images marked (or checked) as decorative in alt text?
· Have tables been created via Insert  Table with summaries? (Do not insert pictures of tables) (See resource above)
· Are tables “regular” (meaning there are no merged/split cells), simple headers only? (the built-in accessibility checker will test this under the table regularity header)
*Resources:
· Section 508 for details on how to write alt text; Level Access on alt text (https://www.section508.gov/create/alternative-text/ )
· Table accessibility in PowerPoint from UNR (https://www.unr.edu/digital-learning/accessibility/instructional-materials/microsoft-powerpoint-accessibility-tips#table-accessibility-powerpoint)
Multimedia and Animations
· Does audio-only content have an accurate transcript?
· Does video-only content have an accurate audio description?
· Does audio with video content have captions (transcript) and audio descriptions?
· Does video exclude flashing content/animations?
Accessibility Checker
· Have you run the “accessibility checker” (in PowerPoint tool bar), and addressed all issues? 
Review  Accessibility  Check Accessibility (This critical step will catch anything you missed while authoring the document.)
Academic Integrity Statement
I certify that this resource is my (or my AETC program team’s) own original work and that all referenced sources have been properly acknowledged. This work contains no plagiarism and does not infringe upon any copyrighted material.  For proper use of images, photos, or other copyrighted materials, check out: https://aidsetc.org/resource/best-practices-finding-and-crediting-images. 
Reviewer Sign-Off
Name: ___________________________________ Signature: ________________________________
Date: ____________________________________
This project is supported by the Health Resources and Services Administration (HRSA) of the U.S. Department of Health and Human Services (HHS) as part of an award (grant number U10HA49824).
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