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Set the Stage: Agenda

• Today’s training goals

• Accessibility overview

• Accessibility & rulemaking

• Building the foundation: 
Accessibility from the 
beginning

• Accessible document 
essentials

• Rulemaking document 
examples

• Resources for training, tools, & 
the State of MN A11y 
Community

• Q & A



Training Goals

Cover 
accessible 
document 
fundamentals

 Identify 
challenges & 
opportunities 
with rulemaking 
documents

 Review next 
steps

 Provide training 
& tool 
resources



Welcome & introduction to the Office of Accessibility

• One of only 3 statutory roles in MNIT

• Created to implement the September 1, 
2010 Digital Accessibility Standard

• Responsible for setting policies, 
procedures, processes for the state

• Awareness and training



Why Accessibility?

• Everyone has a right to read and 
comment on rules.

• Especially vulnerable populations, 
such as people with disabilities.

• Accessible content is easier to read 
and manage.

• Provides operating structure to 
build best practices.



Screen Reader Demo Video

https://www.youtube.com/watch?v=b0cmzczKB6U
https://www.youtube.com/watch?v=b0cmzczKB6U


Visualization of an Inaccessible Rule Draft



Visualization of an Accessible Rule Draft



Accessibility Standards & Resources

• Department of Justice ADA Title II 
update

• First deadline is April 26, 2027

• State of Minnesota Digital 
Accessibility Standard

• State of MN Rulemaking Manual

• Minnesota Legislature Digital 
Accessibility Policy

• The Revisor’s Office

https://www.federalregister.gov/documents/2024/04/24/2024-07758/nondiscrimination-on-the-basis-of-disability-accessibility-of-web-information-and-services-of-state
https://www.federalregister.gov/documents/2024/04/24/2024-07758/nondiscrimination-on-the-basis-of-disability-accessibility-of-web-information-and-services-of-state
https://www.federalregister.gov/documents/2024/04/24/2024-07758/nondiscrimination-on-the-basis-of-disability-accessibility-of-web-information-and-services-of-state
https://mn.gov/mnit/government/policies/accessibility/
https://mn.gov/mnit/government/policies/accessibility/
https://mn.gov/mnit/government/policies/accessibility/
https://www.health.state.mn.us/data/rules/manual/index.html
https://www.health.state.mn.us/data/rules/manual/index.html
https://www.lcc.mn.gov/policies/Minnesota_Legislature_Digital_Accessibility_Policy.pdf
https://www.lcc.mn.gov/policies/Minnesota_Legislature_Digital_Accessibility_Policy.pdf
https://www.lcc.mn.gov/policies/Minnesota_Legislature_Digital_Accessibility_Policy.pdf


Considerations

• Must rulemaking 
documents have a 
particular look?

• Account for multiple 
authors.

• Must track revisions and 
retain each version.

Intentionally left blank, move to next column.

• Use accessibility to lead 
the design.

• Build a workflow and 
supporting processes.

• Leverage the right 
applications.

Something bigger than this?

 Something bigger than this?



Making Accessibility in Rulemaking Work

Rulemaking Manual Editing 
team

• Build & test templates
• Add templates to MMB kit

Community of Practice
• Best Practices
• Guidelines
• Consistency across agencies



Building the 
foundation: 
Accessibility 

baked in



Accessible Foundation Training Focus

• Building the foundation: 
Accessibility from the 
beginning

• Building accessible templates

• Resources
• Training

• Tools

• State of MN A11y Community

• Accessible Document 
Essentials

• Structure/Styles

• Deep Dive: Headings

• Rulemaking document examples
• Tracked revisions

• Multiple document versions and 
compilations / multiple file types

• Public review & participation



Accessible 
Templates

• Great first step:
• Preformatted

• Branded

• Consistent

• State of MN 
Rulemaking Manual

https://www.health.state.mn.us/data/rules/manual/chapters.html
https://www.health.state.mn.us/data/rules/manual/chapters.html
https://www.health.state.mn.us/data/rules/manual/chapters.html


General 
accessibility 
training
Office of Accessibility 
Introductory, self-paced 
trainings for Word, PDF, 
PowerPoint & maps

• Accessible Word training in 
Learning Management, 
code: G46ACCWORD01

Office of Accessibility training web page 

Quick cards: Complete set 
& Individual PDFs

https://mn.gov/mnit/about-mnit/accessibility/training/
https://mn.gov/mnit/about-mnit/accessibility/accessibility-quick-cards.jsp
https://mn.gov/mnit/about-mnit/accessibility/accessibility-quick-cards.jsp
https://mn.gov/mnit/about-mnit/accessibility/accessibility-quick-cards.jsp


Accessible 
electronic 
documents
• Word, PDF, Excel,

PowerPoint, 
InDesign

Quick cards: Complete set 
& Individual PDFs
(Note: The complete set does not 
include Map Accessibility)

Accessible electronic documents web page

https://mn.gov/mnit/about-mnit/accessibility/accessibility-quick-cards.jsp
https://mn.gov/mnit/about-mnit/accessibility/accessibility-quick-cards.jsp
https://mn.gov/mnit/about-mnit/accessibility/accessibility-quick-cards.jsp
https://mn.gov/mnit/about-mnit/accessibility/electronic-documents/


Accessible Document Essentials

Structure & Styles
• Use styles: Headings, lists, 

bullets, tables.

• Fill-in Document Properties: 
Title, Author, Company.

Hyperlinks
• Use meaningful (descriptive) 

text.

• Use full URLs with printed 
docs.

Images
• Use informative alt text for 

important graphics.

Color & Contrast
• Color alone cannot convey 

meaning.

• Text and non-text elements 
must sufficiently contrast with 
background.



Document Structure / Styles

• Structure gives a document formatting and order. 
• How all text appears and is spaced between headings, paragraphs, lists, and more.

• Structure is set up through Styles. Styles identify the structural pieces, including:
• Heading levels and hierarchy. H1, H2, H3, H4.

• List items (bullets, numbers, letters), hyperlinks, and images.

• Assistive technology (AT), like a screen reader, can interpret the structure to 
provide meaning & navigational info.



Rule Draft Styles
• Modified Headings style to 

capture all caps and black font

• Modified paragraph style to 
incorporate Rule subparts with 
indentation and/or bolding

•  Bold and emphasis styles

• Modified for footnote style

• List styles (bullets and letters)



Headings

• Most important styles in Word. 

• Crucial for AT to navigate the document the same as the visual layout.

• Can help create the document’s table of contents, navigation pane, and bookmarks in PDFs.



Heading Hierarchy

• Use a numerical order to represent the hierarchy. E.g, Heading 1 is a higher level than Heading 2.

• Can have up to six heading levels. Use H1 as your title. 

• Avoid ‘TITLE’ style. Isn’t captured in the Navigation hierarchy and then AT can’t find it. Same for PDF.



Rule Draft Headings



Rule Draft – Multiple Headings 1
Acceptable for:

• Department, Agency, Title set up in Rule Draft

• Compilation documents

• Rule Docket

Other examples include: 

• Setting up Chapters

• Annual Reports

• Accessibility Quick Reference Cards (Platform 
Name; Title of Card)

Certificate of Service

Certificate of Accuracy of th

Rulemaking Docket

Repeal of Obsolete Rules Rel

Residential Treatment Progr

Attachment B



Accessible Rule 
Draft Revisions
• Word’s Track Changes tool

• Screen Reader experience

• Developing best practice use 
case: Post to website as an 
accessible alternative

• Work with legal teams

• Work with security teams

• State of Colorado Styling 
Manual & Templates

• Official rule formatting template 
(DOCX)

https://support.microsoft.com/en-us/accessibility/word/use-a-screen-reader-to-track-and-review-changes-in-a-document-in-word
https://support.microsoft.com/en-us/accessibility/word/use-a-screen-reader-to-track-and-review-changes-in-a-document-in-word
https://www.sos.state.co.us/pubs/CCR/styling.html
https://www.sos.state.co.us/pubs/CCR/styling.html
https://www.sos.state.co.us/pubs/CCR/styling.html


Accessible Rule Draft Revisions – Bracket Identifiers

• If posting a word document isn’t possible: 
Remediate the PDF to use brackets to identify 
when a revision occurs. 

• Add to Tag Properties in “Actual Text”.

• Screen readers will read this text 
instead of the text inside the tag.

• Character Limit.

• Why we are considering a 
rulemaking CoP.

• Will need to reference the Word doc. PDF 
conversion accepts all tracked changes.

Example: 
• A. Text about this bullet. 
• B. Parts 1001.0500 to 1001.0850 apply to 

permits issued to owners and operators of 
stationary sources requiring permits under 
federal law at Code of Federal Regulations. 

• [Begin deleted text] E. [End deleted text] 
[Begin added text] F. [End added text] The 
commissioner must upon request provide a list​. 

• [Begin added text] G. Deadlines for agency 
action under this part may be extended as 
described. [End added text]



Accessible Revisions – Bracket Identifiers, cont’d

Object Properties



Accessible Public Comments
• Varying types (handwritten, email, online forms)

• Using Adobe Acrobat tools to detect scanned text, add 
tags, check accessibility at the end.

• Accessible Rulemaking CoP can help create guidelines



Your accessibility tool kit

• Built-in software accessibility 
checkers (Word, PPT, Acrobat Pro)

• Websites (WAVE, ANDI)

• Color contrast (WebAIM, CCA)

• Screen readers (JAWS, NVDA)

• Manual checks

• Accessibility 
tree (Shift+F10), zoom, Keyboard

https://mn.gov/mnit/about-mnit/accessibility/news/#/detail/appId/1/id/650170
https://mn.gov/mnit/about-mnit/accessibility/news/#/detail/appId/1/id/694305
https://mn.gov/mnit/about-mnit/accessibility/news/#/detail/appId/1/id/650174
https://wave.webaim.org/help
https://www.ssa.gov/accessibility/andi/help/install.html
https://webaim.org/resources/contrastchecker/
https://www.nvaccess.org/about-nvda/


Build your community

You aren't alone!
List of agency Digital Accessibility 
Coordinators (DACs)

Our office is a resource for you: 
MNITAccessibility@state.mn.us

Accessibility Community in Engage
PDF, Maps, A11y

OoA monthly drop-in sessions 
(Fourth Tue; Last Thu)

OoA monthly newsletter features digital a11y 
topics and a list of trainings and events – subscribe!

https://mn365.sharepoint.com/sites/MNIT-OfficeofAccessibility/Lists/Accessibility%20Coordinators/AllItems.aspx
https://mn365.sharepoint.com/sites/MNIT-OfficeofAccessibility/Lists/Accessibility%20Coordinators/AllItems.aspx
mailto:MNITAccessibility@state.mn.us
https://engage.cloud.microsoft/main/org/state.mn.us/groups/eyJfdHlwZSI6Ikdyb3VwIiwiaWQiOiIxMDU4Nzg3In0
https://mn365.sharepoint.com/sites/MNIT-OfficeofAccessibility/SitePages/Resources.aspx#drop-in-sessions
https://mn365.sharepoint.com/sites/MNIT-OfficeofAccessibility/SitePages/Resources.aspx#drop-in-sessions
https://mn365.sharepoint.com/sites/MNIT-OfficeofAccessibility/SitePages/Resources.aspx#drop-in-sessions
https://mn365.sharepoint.com/sites/MNIT-OfficeofAccessibility/SitePages/Resources.aspx#drop-in-sessions
https://mn.gov/mnit/about-mnit/accessibility/news/
https://mn.gov/mnit/about-mnit/accessibility/news/
https://public.govdelivery.com/accounts/MNIT/subscriber/new?topic_id=MNIT_270


Resource Summary
Office of Accessibility 
public website
• Training page 

• Accessible Word Training 
Practice documents

• Quick Reference cards

• Monthly newsletter with digital 
a11y topics and Tech Tips – subscribe!

Office of Accessibility 
extranet (internal resource)

• Training page

• Tools page

• List of agency Digital Accessibility 
Coordinators (DACs)

Accessible Word Document training in LM: Code G46ACCWORD01

Accessible Word Document training in LM: Code G46ACCWORD01

https://mn.gov/mnit/about-mnit/accessibility/training/
https://mn.gov/mnit/about-mnit/accessibility/training/
https://mn.gov/mnit/about-mnit/accessibility/accessibility-quick-cards.jsp
https://mn.gov/mnit/about-mnit/accessibility/accessibility-quick-cards.jsp
https://mn.gov/mnit/about-mnit/accessibility/news/
https://mn.gov/mnit/about-mnit/accessibility/news/
https://public.govdelivery.com/accounts/MNIT/subscriber/new?topic_id=MNIT_270
https://mn365.sharepoint.com/sites/MNIT-OfficeofAccessibility/SitePages/Training/Get-Training.aspx
https://mn365.sharepoint.com/sites/MNIT-OfficeofAccessibility/SitePages/Training/Get-Training.aspx
https://mn365.sharepoint.com/sites/MNIT-OfficeofAccessibility/SitePages/Tools/home.aspx
https://mn365.sharepoint.com/sites/MNIT-OfficeofAccessibility/SitePages/Tools/home.aspx
https://mn365.sharepoint.com/sites/MNIT-OfficeofAccessibility/Lists/Accessibility%20Coordinators/AllItems.aspx
https://mn365.sharepoint.com/sites/MNIT-OfficeofAccessibility/Lists/Accessibility%20Coordinators/AllItems.aspx


Questions and 
answers



Thank You!
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