E-mail Usability Checklist

Use this checklist as a tool for evaluating the usability of your e-mail.  This document is based on section 508 of the Rehabilitation Act of 1973, as amended and feedback from Subject Matter Experts. 

If you have any questions concerning how to use this checklist or the information it contains, please contact your Section 508 Coordinator.
	Topic 1:  Usability
	Yes
	No
	N/A

	Is the e-mail short and to the point?
	
	
	

	Does it have a consistent structure? 
	
	
	

	If you were to read it aloud, line-by-line, does it make sense?
	
	
	

	Does the message use plain text?
	
	
	

	Are quotes used sparingly?
	
	
	

	When forwarding a message, did you avoid placing a greater than (>) sign in front of each line?
	
	
	

	Did you avoid using punctuation to create icons (e.g., “:)”)?
	
	
	

	Did you avoid a graphic signature?
	
	
	

	Topic 2:  Context
	Yes
	No
	N/A

	Does the Subject line provide the proper context for the e-mail?
	
	
	

	Is the Subject line brief? 
	
	
	

	If the message is time sensitive or requires the recipient to take action, does the Subject line state it?
	
	
	

	If you are referring to previous e-mail, did you explicitly quote that document to provide context?
	
	
	

	Topic 3:  Format and Layout
	Yes
	No
	N/A

	Did you avoid using special characters?
	
	
	

	Are the lines short?
	
	
	

	Is the message as short as it can be without compromising clarity or eliminating important information?
	
	
	

	Did you avoid unnecessary acronyms, abbreviations, and/or shorthand?
	
	
	

	Topic 4:  Attachments
	Yes
	No
	N/A

	Is the attached file truly necessary?
	
	
	

	Is the attachment accessible?
	
	
	


