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Digital Accessibility Emails Checklist 

1. Organize Content
☐ Write a clear, descriptive subject line that accurately reflects the email content.
☐ Organize information in a logical order, placing the most important information first.
☐ Break content into short paragraphs.
☐ Use headings for longer emails to organize content.
☐ Left-align text. Avoid centered or fully justified text.
☐ Avoid excessive use of ALL CAPS.
2. Optimize Writing
☐ Write for your intended audience.
☐ Use plain, concise language.
☐ Use active voice.
☐ Define acronyms the first time they appear.
☐ Use inclusive language.
3. Text and Fonts
☐ Use sans serif fonts: Arial or Helvetica, to stay in brand
☐ Use a font size of 12 points.
☐ Maintain consistent font styles throughout the email.
☐ Do not rely solely on bold, italics, or ALL CAPS for emphasis.
☐ Use emojis sparingly and never replace words with emojis.
☐ Avoid using emoticons (for example, :-) or ;-)), as they may not be interpreted as intended by assistive technologies.
4. Images and Media
☐ Add meaningful alternative text to informative images.
☐ Do not include important information only within an image.
☐ Avoid using a single image as the entire email.
☐ Avoid images of text unless essential.
☐ Include important event details (date, time, location, registration information) as text within the email—not only in a flyer or graphic.
☐ Ensure animated GIFs do not flash rapidly or contain excessive movement.
☐ Caption embedded videos when applicable.
☐ Provide transcripts for audio-only content.
☐ Use live text for your email signature.
☐ Add alternative text to logos or mark them as decorative if they do not convey meaningful information.
☐ Avoid placing contact information within an image.
5. Hyperlinks and Attachments
☐ Use descriptive hyperlink text that explains the destination.
Example: Visit the CU Denver Accessibility website. Avoid: Click here
☐ Verify all hyperlinks work correctly.
☐ Underline only hyperlinks.
☐ Identify file types when linking to or attaching documents.
Example: Digital Accessibility Guide (PDF)
☐ Whenever possible, include important information directly in the email instead of as an attachment.
☐ Ensure all attached documents are accessible before sending.
6. Tables
☐ Use tables only for presenting data—not for page layout.
☐ Keep table structures simple.
☐ Designate a header row.
☐ Avoid merged or split cells whenever possible.
7. Color and Contrast
☐ Ensure text has sufficient color contrast.
☐ Maintain a minimum contrast ratio of:
· 4.5:1 for normal text
· 3:1 for large text (18 pt or 14 pt bold)
☐ Never rely on color alone to communicate meaning.
☐ Use labels, icons, or patterns in addition to color.
☐ Verify color combinations using a color contrast checker.
☐ Refer to the CU Denver Brand Book for approved accessible color pairings.
8. Accessibility Checker
☐ Run the Microsoft Outlook Accessibility Checker.
☐ Review and address Accessibility Checker results before sending the email.
☐ Do not rely solely on automated testing.

Updated July 2026 – This checklist contains recommendations to help meet WCAG 2.1 Level AA requirements and CU System digital accessibility standards. It is not a substitute for the official WCAG 2.1 AA Standards or applicable laws and policies.
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