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Policy and Procedure on Posting Accessible Federal Forms 
on GSA Websites
Policy: When posting federal forms online, such as the Standard Form (SF), Optional Form (OF) or GSA Form, the available form software will be made available for download from the website.  This applies to whether or not the form is fillable (not populated with info) or already filled (populated with info).

· To download the available forms software, see the Forms.gov website at http://www.gsa.gov/forms
Procedure:

Posting of Federal Forms Online -  Forms.gov provides special software for users to read and populate a form.  When posting federal forms online, such as the Standard Form (SF), Optional Form (OF) or GSA Form, the software will be made available for download from the web page or website where the form(s) exists.  A link to the forms software is available for download at http://www.gsa.gov/forms.   
Assistance with Creating Accessible Forms – Accessible form development is provided through the GSA Forms team.  This applies to the Standard Form (SF), Optional Form (OF), GSA Form, or custom office form to be assigned one of the three form types. To request development of an accessible Form, contact at Reza.Motamedamin@gsa.gov, (202) 208-2786 or Jan.Wendler@gsa.gov, (770) 390-9696.  While speaking with the Forms specialists, you may be asked a series of questions before the form is developed, such as:
1. Is this form going to be used only within GSA or government wide?

2. Who is in charge of the form?  Is it GSA, or another Department or Agency (e.g. DoD)
Definitions:
1. Custom Form 

A custom form is defined as being developed by an office, but not yet created as an official form by the Forms.gov team and has not been given a specific form type (ie. SF, OP or GSA) and number, and has not been included in the Forms.gov database library.  

2. Form

A “Form” is a fixed arrangement of captioned spaces designed for gathering, organizing, and transmitting prescribed information quickly and efficiently. The term form is regularly used to describe any collection of information, whether it is electronic or hardcopy.   In government, we refer to these types of data collection as forms.  Form types include GSA Forms (GSA), Standard Forms (SF) and Optional Forms (OF).  Each form type are approved by GSA, issued a delegated number, and added to the Form.gov library for access. 

GSA Forms originate within General Services Administration agency. They are most often used by GSA associates, contractors and customers. 

Standard Form

A “Standard Form” is a fixed or sequential order of data elements, assigned a Standard Form number, prescribed by a Federal agency through regulation, and approved by GSA for mandatory Government-wide use. 

Optional Form 

An “Optional Form” is a form developed by a Federal agency for use in two or more agencies and approved by GSA for non-mandatory Government-wide use. 

For more information about this document, please contact the CIO 508 Coordinators at 202-208-0799, or mail us at CIO508Help@gsa.gov.
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