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Accessibility Checkpoints:

	
	YES/NO/NA
	Notes

	1. Text Access
Text access allows users to enable text-to-speech functionality so that the text may be read aloud by assistive technology.

	1.1. Text is selectable, letter by letter.

	YES
	Text is selectable, letter by letter. This was checked by opening the file using Adobe Acrobat Reader and selecting the text.

	1.2. Text can be read by text-to-speech technology.

	YES
	Selected text was read aloud by Natural Reader. This was checked by selecting a line/paragraph and having Natural Reader read the selected text.

	2. Reading Order
Reading order corresponds to visual layout.

	2.1. Content read aloud by assistive technology matches the content in the PDF.

	YES*
	This was checked by opening the PDF file in Adobe Acrobat Reader and activating the Read Out Loud feature. The read text matches the content.

*Page numbers were not read out loud. It was not included in tagging due to the page numbers cutting off the flow of reading order. In addition, page numbers are considered non-important information in relation to the document’s overall information.

	3. Structural Markup and Navigation
The document includes structural markup, such as headings and lists, which can be used for navigation by assistive technology.

	3.1. Content is represented in Structure Elements pane.

For example, a heading in the PDF documents is listed as H1 and/or Heading 1 when structural markup is checked.

	YES
	This was checked by using PDF Accessibility Checker.

	4. Tables
Data tables include markup that identifies row and column headers.

	4.1. Table has proper structural markup. Table and table headers are properly tagged as such.

	N/A
	The document does not contain any table.

	5. Hyperlinks
This allows users to understand a link’s destination and what the name of the resource is that they are linking it to.

	5.1. Links used in the document are useable, understandable, and work properly.

	YES
	There are four (4) links found in the document and all links work and meet the criteria.

	6. Color as Information
When information is conveyed using color, a second technique is necessary for users that cannot perceive colors.

	6.1. Use of alternative distinguishing feature to conveying information and/or instruction, such as marking important fields using color, and/or using strong, larger, or italic fonts. Use of symbols such as an asterisk (*) or pound (#) is used in or in combination or instead of color. 

	N/A
	The document does not contain instructions/descriptions that require the reader to interpret colors.

	7. Color Contrast
High contrast helps users distinguish between text and the background on which the text appears.

	7.1. Text and background color combination has a high enough contrast suitable for most people.

	YES
	Document text (foreground color used besides black) and background color combination passed. This was checked by using Colour Contrast Analyser

	8. Language
The language used In the document is conveyed to users of assistive technology. This helps with the way the document is read.

	8.1. Language of document or section of the document is appropriately declared.

	YES
	Structure elements (texts such as headings and paragraphs) language is set as English-US. This is checked by using PDF Accessibility Reader

	9. Images
Important and meaningful images should be described for all users. If the image is meaningful, a brief description of the intended information should be provided.

	9.1. Alternative text is provided to describe the images in the document. The image has proper descriptions if:
· Text description is short and meaningful
· Complex images, charts, and graphs are described in surrounding text for all users to read. Complex images may also be supplemented with a link to additional information.
· Decorative images do not need to have alternative descriptions. This includes unimportant images, and important images that are described in a paragraph above or below
 
	YES
	[bookmark: _GoBack]Important images used in the document have short alternative descriptions. Additional details of the image are described in the provided caption below it. Decorative images used in the document do not have alternative description.
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