
 

Accessibility Resources and Tips: Equal Access ADA 
 
Resources 
For guidance on how to prepare accessible Microsoft Word and PowerPoint documents, PDFs, 
and more visit: Office Accessibility Center - Resources for people with disabilities 
(microsoft.com) 

ADA Checker How To: Make your content accessible to everyone with the Accessibility Checker 
(microsoft.com) 

Request for accommodations such as auxiliary hearing devices, sign language interpreters, 
Braille versions should be made to the ADA coordinator at least two business days prior to the 
meeting.  The ADA Coordinator will notify the person in charge of the meeting if there are ADA 
accommodations available at the meeting.  That doesn’t mean that individuals will not make 
requests at a meeting or request the materials in auxillary formats such as Braille.  If so, please 
take the information for the individual and contact the ADA Coordinator for assistance.   

Presentation Materials 
• Use multimedia such as videos, overhead slides, visual aids, props, and handouts. 
• On visuals (e.g., projected slides): 

o Use large (at least 24 point), Calibri Body, Arial, or Tahomafont, that can be easily 
read by most individuals from the back of a large room. 

o Use background and text colors that are high in contrast and avoid combinations 
difficult for people who are color blind to read. Do not use color as the only 
method for distinguishing information. 

o Make sure that backgrounds are not cluttered and leave plenty of “white space” 
in the background. 

o Use large images. 
o Avoid presenting images of complex charts or tables. 
o Present your content in a well-organized manner; allow flexibility to adjust to 

your audience as appropriate. 
o Use clear, simple language and keywords and phrases rather than full sentences. 
o Spell out abbreviations and acronyms when first used. 

https://support.microsoft.com/en-us/office/office-accessibility-center-resources-for-people-with-disabilities-ecab0fcf-d143-4fe8-a2ff-6cd596bddc6d?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/office-accessibility-center-resources-for-people-with-disabilities-ecab0fcf-d143-4fe8-a2ff-6cd596bddc6d?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/make-your-content-accessible-to-everyone-with-the-accessibility-checker-38059c2d-45ef-4830-9797-618f0e96f3ab
https://support.microsoft.com/en-us/office/make-your-content-accessible-to-everyone-with-the-accessibility-checker-38059c2d-45ef-4830-9797-618f0e96f3ab


• If you demonstrate web pages, present them in enlarged print that can be read by 
participants in the back or the room or who have visual impairments. 

• Make sure that videos used in your presentation are captioned. It is also a good idea to 
have them audio-described (where additional visual content is verbalized for someone 
who is blind) or have a transcription available in a text format. **Uploading a video to 
YouTube will provide auto captioning. Send your video to the communications team and 
we will upload it to YouTube for you.  

 

Distributed Materials 
Universally design presentation materials for attendees so that they are accessible to everyone. 

• If you distribute printed handouts, have a few available in large print. 
• If materials are provided to attendees online, make sure that they are accessibility 

designed (e.g., format in text, provide a text-based description of the content of images; 
use a heading structure). 

• If you get requests for materials in Braille contact the ADA Coordinator.   

 
Delivery 
Make your presentation welcoming, accessible, and inclusive. 

• Promote a welcome and nonjudgmental learning environment. 
• Warmly welcome participants as they enter the room, making eye contact with each 

person. 
• Let participants know if you will field questions during or after your presentation. 
• Speak clearly and in well-modulated tones. Avoid speaking too rapidly or softly. This is 

particularly important for participants whose first language is not yours and for  
individuals with hearing impairments and when sign language interpreters or CART 
transcribers are in the room. 

• Use a microphone. 
• Face the audience and maintain eye contact. 
• Address different learning styles by incorporating a variety of instructional methods that 

use a variety of senses. 
• Speak key content that is presented visually. For example, don’t say, “As you can see on 

this slide” because some may not be able to see the slide. A good idea is to pretend you 
are presenting your talk as a phone conference and describe your content in the way 
you would describe it in that situation. Define all terms and acronyms that might not be 
known by someone. 

• Illustrate key points with a variety of examples, real-life experiences, or stories that 
appeal to multiple demographic groups. 



• Repeat questions participants pose to ensure that everyone in the audience 
understands them. 

• Summarize key points. 
• Redirect discussion that wanders from the topic at hand. 
• Address accessibility issues for activities such as small group discussions. 
• If there is a sign language interpreter present, please make that this individual is located 

in a place where easily seen by the public.  If a presentation is over two hours, there will 
be more than one interpreter.  Pause briefly when the interpreters are transitioning.   

 

 

For ADA questions, please contact June Hansen, ADA Coordinator at 605-773-3540 or 605-280-5146.   
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