EXCEL Section 508 Test Script

	Document Name:
	LEGEND:
DNA = Does Not Apply
NC = Not Compliant/Not Conformant
C = Compliant/Conformant

	Tester Name:
	

	Testing Date:
	

	**Refer to the EMI Technical Requirements for additional guidance.**

	ID
	1.0. Master Requirements for all Documents
	DNA
	NC
	C
	REMARKS

	1.1
	Does the document filename contain spaces and/or special characters?
	
	
	
	

	1.2
	Is the document filename concise, generally limited to 20-30 characters, and does it make the contents of the file clear?
	
	
	
	

	1.3
	Are the Document Properties (i.e. Subject, Author, Title, Keywords, and Language) properly filled out? Note: For Author, do not use individual’s name or contractor name; Use FEMA. Has Copyright Status been applied per DHS guidance?
	
	
	
	

	1.4
	Does the document utilize recommended fonts (i.e. Times New Roman, Verdana, Arial, Tahoma, Helvetica, or Calibri)?
	
	
	
	

	1.5
	Have track changes been accepted or rejected and turned off?
	
	
	
	

	1.6
	Have comments been removed and formatting marks been turned off?
	
	
	
	

	1.7
	Does the document refrain from using flashing/flickering text and/or animated text?
	
	
	
	

	1.8
	Has a separate accessible version of the document been provided when there is no other way to make the content accessible?
	
	
	
	

	1.9
	Is all of the text easy to read in comparison to the background of the document (i.e. has a color-contrast ratio of4.5:1)?
	
	
	
	

	1.10
	If color is used to emphasize important text, is there is an alternate, compliant method used as   well?
	
	
	
	

	1.11
	Has the document been reviewed in Print Preview for a final visual check?
	
	
	
	

	[bookmark: _GoBack]ID
	2.0.Images, Charts, and Objects
	DNA
	NC
	C
	REMARKS

	2.1
	Is the document free of back ground images or watermarks?
	
	
	
	

	2.2
	Is the document free of text boxes? (If not, but the final format will be PDF or HTML, then text boxes are okay).
	
	
	
	

	2.3
	Are associated images on the same page, such as boxes in an organizational chart, grouped as one object?
	
	
	
	

	2.4
	Do complex images (i.e. charts and graphs) have descriptive text near the image (perhaps as a caption)?
	
	
	
	

	2.5
	Have all multi-layered objects been flattened into one image and have descriptive text (Alternative Text (AltTag, caption or text on the page) for this image?
	
	
	
	

	2.6
	Do all images, grouped images, and non-text elements that convey information have meaningful alternative-text descriptions?
	
	
	
	

	2.7
	Do all charts have titles, legends, and axis labels?
	
	
	
	

	2.8
	Does the chart provide sufficient contrast between colors (when printed in grayscale?)
	
	
	
	

	2.9
	Does each Chart have its own worksheet or is a single chart on the same worksheet with its associated data table?
	
	
	
	

	ID
	3.0.Document Links
	DNA
	NC
	C
	REMARKS

	3.1
	Do all URLs contain descriptive hyperlinks (i.e. avoid generic phrases like “Click here” and, instead, use phrases that let users know about the content of the linked page prior to selecting  it)?
	
	
	
	

	3.2
	Are all URLs linked to correct Web destinations?
	
	
	
	

	3.3
	Are e-mail links accessible?
	
	
	
	

	ID
	4.0.Table Requirements
	DNA
	NC
	C
	REMARKS

	4.1
	If there are tables, are blank cells avoided?
	
	
	
	

	4.2
	Is the table data area free of merged cells  (e.g. only headers and for titles)? (If not, but the final format will be PDF or HTML, then merged cells are okay).
	
	
	
	

	4.3
	Do the active work sheets have clear and concise names that allow users (and assistive technology) to identify the table’s source and content?
	
	
	
	

	4.4
	Does each separate table have its own worksheet?
	
	
	
	

	4.5
	Is each table prefixed (titled) with the table name and table number?
	
	
	
	

	4.6
	Does the table header repeat at the top of the table as it goes from one page to another?
	
	
	
	



4

