Accessible Email Checklist
Check Before You Send in Microsoft Outlook
Subject Line & Content Structure
1. Write a clear, specific subject line that describes the purpose of your email
1. Use built-in heading styles (Format → Styles) for emails with more than 3 paragraphs
1. Keep content concise and organized in a logical reading order
1. Use simple, single-column layouts — avoid complex tables or multi-column formatting
Fonts & Readability
1. Use 12pt font size or larger for body text
1. Choose a clean, sans-serif font: Arial, Calibri, Verdana, Tahoma, or Aptos
1. Avoid decorative, script, or handwriting-style fonts for body content
1. Avoid ALL CAPS for emphasis — use bold or italics instead
Color & Contrast
1. On a white background: use Black (#000000), Dark Gray (#333333), or Dark Blue (#1A1A6C)
1. On a dark/black background: use White (#FFFFFF), Light Gray (#E0E0E0), or Pale Yellow (#FFFFCC)
1. Maintain a contrast ratio of at least 4.5:1 — verify at webaim.org/resources/contrastchecker
1. Never rely on color alone to convey meaning (pair with text labels, icons, or bold)
Links
1. Use descriptive link text that makes sense out of context (e.g., “View the Fall 2025 Schedule”)
1. Never use “click here,” “read more,” or bare URLs as link text
Images & Visual Content
1. Add meaningful alt text to every image (right-click → Edit Alt Text)
1. Mark purely decorative images as decorative
1. Ensure any text shown in an image is also provided in the body of the email
Email Signature
1. To include alt text on signature images: Create your signature in Word first, add alt text to any logos or images there, then copy and paste the finished signature into Outlook’s signature settings (File → Options → Mail → Signatures)
1. Use descriptive link text for any URLs in your signature
1. Keep formatting simple — avoid excessive colors, fonts, or decorative elements
Attachments
1. Ensure any attached documents are also accessible (headings, alt text, reading order)
1. Use Microsoft Forms or Google Forms instead of fillable PDFs whenever possible
Final Check
1. Run the Accessibility Checker (Review tab → Check Accessibility) and resolve all flagged issues
1. Ask yourself: Would this email make complete sense if read aloud by a screen reader?
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