SHOULD THIS BE A PDF? - ACCESSIBILITY-FIRST DECISION GUIDE

SHARING INFO
DIGITALLY?

DECISION 1
PRIMARILY FOR PRINTING?

(Poster, form requiring physical signature)

X DO NOT USE PDF

Action: Share on webpage or in message

body. Keep searchable & mobile-friendly.

lNO

DECISION 2
INFORMATION UPDATED
FREQUENTLY?

YES

% DO NOT USE PDF AS

PRIMARY SOURCE

Action: Offer PDF only as optional
download.

(Calendars, menus, announcements)

| vo

DECISION 3
MEANT TO BE READ,

YES

DO NOT DEFAULT TO PDF

Action: Use an accessible digital form.
Only use PDF if fully remediated.

ONLINE?

DECISION 5
IS THIS A FORM TO COMPLETE

(/ DIGITALLY?

(Handbooks, event details, course info)

YES

PDF MAY BE APPROPRIATE

» Action: Send to Printer or Remediate PDF
« ALSO: Share in text of webpage, email, etc

» Must be fully accessible (tagged, structured,
tested). Provide alternative access if needed,

NO

SEARCHED, OR TRANSLATED >

NO

NO

\

T YES
DECISION 4

REQUIRE A FIXED, OFFICIAL
FORMAT?

(Legal docs, formal reports)

USE A WEBPAGE OR OTHER
FORM OF ACCESSIBLE &~

DIGITAL CONTENT A~

1. REMINDER: PDF can meet MUST criteria (mobile-friendly, usable, searchable, translatable) and still NOT be accessible. PDFs require
tagging, reading order, and manual testing to meet WCAG 2.1 AA.

- Best practice: Start with accessible content first. Use PDFs only when necessary.




	SHOULD THIS BE A PDF? - ACCESSIBILITY-FIRST DECISION GUIDE
	SHARING INFO DIGITALLY?
	DECISION 1
	PRIMARILY FOR PRINTING?
	PDF MAY BE APPROPRIATE
	• Action: Send to Printer or Remediate PDF • ALSO: Share in text of webpage, email, etc
	• Must be fully accessible (tagged, structured, tested). Provide alternative access if needed,
	YES
	NO

	DO NOT USE PDF
	Action: Share on webpage or in message body. Keep searchable & mobile-friendly.
	DECISION 2

	INFORMATION UPDATED FREQUENTLY?
	YES
	YES
	NO
	DECISION 4

	REQUIRE A FIXED, OFFICIAL FORMAT?

	DO NOT USE PDF AS PRIMARY SOURCE
	Action: Offer PDF only as optional download.
	DECISION 3

	YES
	NO
	MEANT TO BE READ, SEARCHED, OR TRANSLATED ONLINE?
	NO
	DECISION 5

	IS THIS A FORM TO COMPLETE DIGITALLY?

	USE A WEBPAGE OR OTHER FORM OF ACCESSIBLE DIGITAL CONTENT
	DO NOT DEFAULT TO PDF
	Action: Use an accessible digital form. Only use PDF if fully remediated.
	YES
	NO
	⚠️ REMINDER: PDF can meet MUST criteria (mobile-friendly, usable, searchable, translatable) and still NOT be accessible. PDFs require tagging, reading order, and manual testing to meet WCAG 2.1 AA.  ➔ Best practice: Start with accessible content first. Use PDFs only when necessary.




