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General Services Administration (GSA)

Office of the Chief Information Officer (OCIO)

Data Quality and Accessibility Management Division 

The information provided in this checklist is designed to assist the author/developer in modifying documents to ensure Section 508 compliance.   

Manual Tester Contact Information

	Name
	Insert Name of Tester.

	Organization
	Insert Name of Organization.

	Phone Number
	Insert Phone Number of Tester.

	E-Mail Address
	Insert E-Mail Address of Tester.


Content Owner Contact Information

	Name
	Insert Name of Content Owner.

	Agency/Organization
	Insert Name of Agency/Organization.

	Phone Number
	Insert Phone Number of Content Owner.

	E-Mail Address
	Insert E-Mail Address of Content Owner.


Document Information

	Document Name
	Insert Name of Document.

	Developer of Document
	Insert Name of Document Developer.

	Date: (mm/dd/yyyy)
	Insert Date Evaluated.


Microsoft Excel
	Description of Element
	YES
	NO
	N/A

	Have the document properties been completed by identifying pertinent information under "Summary" and "Custom" tabs?


	
	
	

	Do all images include alternative descriptive text or been indicated as a spacer image if appropriate?


	
	
	

	Has color been used to convey important information?


	
	
	

	Are row and column headers clear and self-explanatory?  


	
	
	

	Have all worksheets been named to enhance navigation?


	
	
	

	Has the "hidden word" technique, been used to indicate blank cells which may be used for formatting purposes?
	
	
	

	Have charts and graphs been placed on separate worksheets and do they include axis information, if appropriate?
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