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OSP Memorandum 26-04

To: 	All Agency Heads, Department Undersecretaries, Business Managers, and Contract Officers of all State Departments and Agencies, Colleges and Universities, Boards and Commissions 
		
From:  	Amy L. Vincent
	 	Director of State Procurement

Date:		March 25, 2026

Subject:	ADA Web Accessibility Compliance Requirements for Procurement Documents 

The Office of State Procurement (OSP) is committed to ensuring that all procurement documents made available to the public comply with federal and state accessibility standards. This memorandum is to provide guidance to State Agencies regarding accessibility requirements for documents submitted to OSP for inclusion as attachments to solicitations posted to the Louisiana Procurement and Contract Network (LaPAC), Louisiana eProcurement Solutions by Ariba (LESA), and other OSP-managed platforms as an attachment to a solicitation, such as specifications, etc.

Effective April 24, 2026, all documents submitted by an Agency to OSP for posting as a solicitation attachments shall comply with WCAG 2.1, Level AA, in accordance with  28 CFR Part 35, Subpart H, and Division of Administration PPM No. 74, Web Accessibility Compliance (LAC 4:V.6101, et seq.).  
Documents will not be posted or linked to any OSP web application unless the submitting agency has completed all of the following:
1. The document is submitted in Adobe PDF, Microsoft Word, or Microsoft Excel format;
2. The agency has run the software’s built-in Accessibility Checker and resolved all identified issues prior to submission.
3. The agency utilizes the attached OSP ADA Web Accessibility Document Checklist to ensure document compliance; and
4. The agency provides an affirmative statement that all documents uploaded for the requested procurement comply with this policy and WCAG 2.1, Level AA, in the Approval Notes and Attachment Utility (doc tracking) section of LaGov. 

Failure to comply with this policy may delay the requested procurement action until all submitted documents meet accessibility requirements. 
Questions regarding this policy should be directed to: 
Dirk Thibodeaux 
Deputy Director - Administration, Office of State Procurement  
dirk.thibodeaux@la.gov │(225)342-8056

OSP ADA Web Accessibility Document Checklist

This checklist is intended to support accessibility compliance for documents created in Microsoft Word and Microsoft Excel. If Adobe PDF is used, the document owner is responsible for ensuring that the final PDF meets applicable accessibility requirements, including but not limited to proper tagging, logical reading order, and conformance with all other ADA and WCAG 2.1 standards.
1. General Document Standards
· Use Adobe PDF, Microsoft Word, or Microsoft Excel formats only.
· Use a sans‑serif font (Arial, Calibri, Tahoma).
· Minimum 12-point font size.
· Avoid all capital letters for individual words; screen readers interpret them as acronyms.
· Do not use justified alignment; use left alignment for readability.
· Use high‑contrast colors throughout the document.
· Avoid underlining, as screen readers treat underlined text as hyperlinks.
· Avoid scanned documents; they are not accessible and cannot be tagged.
2. Structure & Layout
· Use built-in heading styles to create a logical structure.
· Avoid headers and footers when possible; if used, ensure the same information appears in the document body.
· Use page breaks or section breaks instead of repeated line breaks.
· Use indentation, not tabs, for formatting.
· Use the software’s built-in bulleted or numbered list tools.
· Use the built-in page number feature (Insert → Page Number).
3. Tables
· Avoid complex tables whenever possible.
· Do not merge cells.
· Ensure tables have:
· A title
· Clearly defined row and column headers
· Properly assigned header cells
· Provide alt text for all tables.
· Ensure the table reads in a logical order when using a screen reader.

4. Images & Visual Elements
· Provide alt text for all images, icons, logos, and graphics.
· Ensure images do not contain essential text unless that text is also provided in the document body.
5. Hyperlinks
· Use descriptive link text (e.g., “OSP Website” instead of “click here”).
· Ensure link text clearly communicates the destination or purpose.
6. PDF-Specific Requirements
· Do not use “Print to PDF”.
· Use Save As or Export to PDF to preserve accessibility features.
· Ensure the PDF is fully tagged.
· Confirm that the structure tree reflects the correct reading order.
7. Final Accessibility Review
· Run the software’s built-in Accessibility Checker.
· Review and resolve all flagged issues before submitting the document to OSP.
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