Before you hit send: An accessibility checklist for Outlook
Content
· Does the subject line clearly describe the purpose of the email?
· Would you be able to find it using search six months from now?
· Does the email get to the point quickly and put the big idea or action item up front?
· Are paragraphs short? (3-5 sentences or less)
· Did you use lists where appropriate?
Links
· Do links describe where they go, and is each link in the email unique?
Images
· Do informative images contain alt text?
· Is important information also available as text?
Forwarding and Attachments
· Are attachments accessible?
· Does the email explain what the attachment contains?
· Am I forwarding accessibility problems?
Formatting
· Am I relying only on color?
· Is my color contrast sufficient?
· Is the font readable?
· Did I avoid unnecessary formatting, such as
· All caps
· Excessive bold or italics
· Underlining text that isn’t a link
· Excessive emojis
Tables
· If I used a table, is it only for data?
· Do my tables have any blank or merged cells?

Final Check
· Did I run Outlook’s Accessibility Checker? (Remember: It won’t catch everything)
If I were reading this on a phone, with a screen reader, or while skimming between meetings, would I still understand it?
If the answer is “yes,” then you’re ready to hit “Send.”
