Section 508 QuickScan Checklist

For MS Word Documents

The purpose of the QuickScan Checklist (for MS Word Documents) is to identify a number of high-level elements that PM’s and PO’s can use to quickly assess if a document they have received has been evaluated for Section 508 Compliance by the document author.
QuickScan Checklist Elements – MS Word
The following checklist items are concerned with the overall document structure, the utilization of styles and other formatting elements that contribute to the documents overall compliance.
	ID
	ID Description
	P/F/NA

	D
	Are the Document Properties (e.g., Subject, Author, Title, Keywords, and Language) properly filled out?  NOTE: For Author, do not use individuals name or contractor name.  Should use government organization name (i.e., HHS).
	

	E
	If the document contains a Table of Contents (TOC), was it created using the TOC field (e.g., created using the TOC Commands in MS Word)?
	

	1.1
	Has the document been formatted using Style elements (e.g., Heading 1, Heading 2, etc.) and/or Outline in a hierarchical manner (i.e. Heading 1 to Heading 2 to Body Text)?
	

	1.6
	Is the Bullet Style being used as opposed to manually typed characters (e.g. Hyphens)?
· NOTE: Verify that the correct Style has been used for Bullets, Numbered Lists and Outline Numbering.
	

	2.1
	Do all images, grouped images and non-text elements that convey information have Alternative Text (Alt Text) descriptions?
· NOTE: Alt Text should be short and concise; no longer than two short sentences.
· NOTE: Captions and Descriptive Text are not required for logos or decorative images.
	

	2.2
	Do all images, grouped images and non-text elements have Descriptive Text (e.g., Captions) associated with them?
	

	1.10
	Do all URL’s contain the correct Hyperlink and display the fully qualified URL (i.e., http://www.samhsa.gov and not www.samhsa.gov)?
· NOTE: Verify that “Click Here” or other placeholders are not being used for fully qua lified URL’s or Email Addresses.
	

	1.11
	Are all URL’s linked to correct Web destinations?
· NOTE: Verify that the URL’s within the document are going to the correct Website (i.e. http://www.samhsa.gov actually goes to the SAMHSA Website).
	

	3.3
	Do Data Tables have the entire first row designated as a ‘Header Row’ in Table Properties? 
	

	3.6
	In Table Properties is “Allow row to break across pages” unchecked?
	

	3.4
	Is the Data Table (completely) free of Merged Cells?
· NOTE: Verify that there are no Merged Cells within the Header or Body of the Data Table. 
· NOTE: Verify that all Data Cells within a Data Table are populated with data or contain a placeholder (e.g. N/A, 0.0, TBD, etc.).
	

	1.7
	Have Track Changes been accepted or rejected and turned off?
· NOTE: Verify that all Changes created using Track Changes have been Accepted or Rejected.

· NOTE: Verify that Track Changes been disabled.
	

	1.8
	Have Comments been removed and Formatting Marks been turned off?
· NOTE: Verify that Comments have been deleted.

· NOTE: Verify that all Formatting Marks have been turned off.
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