
 

MCHP Accessible Word Doc 
Checklist 
 
Accessible Standards 

• Use the MCHP Accessible Word Template as is; no changes to styles/fonts/ colours 
• Set up documents title (Metadata): FileInfo  Properties Titleadd title  
• Document title is descriptive, contains no spaces/special characters 
• The file name is less than 30 characters and is descriptive 
• Track changes has been accepted, rejected, and turned off 
• Comments and formatting marks have been turned off 
• Images and design elements have meaningful alt text or  

are marked as decorative if they don’t add new information 
• Charts and graphs have descriptive text near the image or use a caption/alt text 
• URLs are descriptive and describe to the user the content of the linked page 
• Font color passes color contrast ratio of at least 4.5 to 1 

General Formatting  
• Document uses built in Styles in sequential order 
• Page numbers use the "Insert page number" feature and are not manually typed 
• Color alone is not used as the only means of emphasis; patterns used for figure 
• Bulleted and numbered lists have been created using the list  

feature in Microsoft Word 
• Document does NOT contain text boxes 
• Table of contents is entered using the "Reference" tool and not manually created 
• No meaningful text is included in the header or footer (screen don’t recognize) 

Table Accessibility  
• Tables were made using the Insert Table option and not manual spaces 
• Tables have logical reading order 
• Tables have appropriate header row or header columns applied 
• Tables do not use merged cells 
• Tables do not use any blank cells 

This document has been adapted from materials provided by the 2023 Creative Pro 
Design + Accessibility summit  

https://creativepro.com/
https://creativepro.com/
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