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Website Requirements Document: 
National Braille Press
September 3, 2009

Overview of Project
Type of Project
Creation of New Website

Team Roles
Team Lead / Project Manager (1 person)
HTML Coder (2 to 4 people)
Copy Editor (2 to 3 people)
Documentation, Testing, and Support (as needed)

Estimated Time Commitment
2 hours per person per week
Project Duration
6 months
Location of Client
Boston, MA (see appendix for directions)
Location of Project Work
Most work takes place at your office or at your home, with occasional team meetings at your company or the nonprofit
Common Impact Lead
Karen Horwitz
VP of Service Development

617-868-0709
khorwitz@commonimpact.org
Project Summary
National Braille Press (NBP) is a nonprofit organization that sparks and supports a lifetime of opportunity through Braille literacy. NBP is looking to develop a new website to better attract donors, serve Braille readers and consumers, and provide resources to families and educators. The goal of this project is to replace the organization’s existing website with brand new look and feel, as well as updated content.
Detailed Project Information
NBP currently owns and operates the domain http://www.nbp.org/, which is hosted on the Interchange platform built on Apache. Site page content is currently edited directly via plain text editors by two staff members familiar with HTML. Because one of NBP’s major target audiences is the visually impaired community, this website must also be designed to be fully accessible to screen readers such as JAWS. Therefore, the site must meet the following requirements: 
· Be fully compatible with the latest version of the Web Content Accessibility Guidelines (WCAG 2.0), described at: http://www.w3.org/WAI/.
· Be developed in HTML;
· Use cascading style sheets to manage the look and feel of each page; 
· Leverages the existing Interchange platform as the backend for the website (documentation is available at http://www.icdevgroup.org); and

· Allow users to customize the site colors and font size (this is currently achieved on the NBP website through a combination of cookies setting the user’s preference and different CSS files to display each preference—see http://www.nbp.org/ic/nbp/customize.html for an example).

Site Hierarchy

NBP and Common Impact have developed a new hierarchy for the content on the website, as described below. (The content for each of these pages will be developed by NBP and provided to the team; the copy editors on the team will help NBP tweak and revise this content so it is most effectively written.) 
NBP envisions three separate navigation bars, intended for different tasks. The first navigation bar is for people who come to the site immediately knowing what they want to access: the bookstore, business-to-business services, or resources for visually impaired customers. The second navigation bar is for informational purposes, sharing context about NBP, recent news items, and special events. Finally, the third navigation bar will be in small fonts in the upper right hand corner allowing access to a few quickly needed items. The content on each of these navigation bars is described below, and more information about how these will be laid out on a web page is described in the User Interface section of the requirements document. Every bullet or new line in this site hierarchy indicates a separate web page.

Navigation Section 1 (Top Bar on homepage)
· Braille Bookstore
Drop down menu list becomes the secondary page menu options
· Our Store 

[this is a home page for the store—includes a few highlighted new items, e-list sign-up, order a catalogue function, and info. on LB Bicentennial]
· All Books

[Same as current All Books search]
· Browse by Category
The following are Headers on Category content page include
· Adult Books
Links hard coded
· All Books for Adults
[Same as link currently on Pub Home]
·  Periodicals – Subscribe Online
[Same as link on current Pub Home]

Links dynamically generated
· Computers & Technology
[same]
· 
· Health & Home
[same]
· Literature & Poetry
[same]
· How To & Self Help
[same]
· Children’s Books
Links Hard Coded
· All Books for Children

[Same as currently on Pub Home]
Links dynamically generated 
· Education & Fun 
[leave search the same, so tactile are included]
· Poetry & Fiction
[same]
· Print/Braille Picture Books
[same]
Links Hard Coded
· Children’s Braille Book Club

[Same as currently on Homepage] This will invoke the menu Children’s Braille Book Club secondary menu option and expand the menu
· ReadBooks!

[Same as currently on Homepage] This will invoke the menu Children’s Braille Book Club secondary menu option and expand the menu
· Books for Parents & Teachers
Link hard coded

· All books for Parents & Teachers
[same]
· Tactile Graphics

Link dynamically generated

· All Tactiles
[New, searches on TACT format]
· Gift Ideas

Link dynamically generated

· All Gifts
[same]
· EverythingBraille.com (also in All About Braille)
· Children’s Braille Book Club (pages located in ../CBBC)
 Expanded menu includes
· Children’s Braille Book Club
· Free Membership

· Yearly Subscription

· Renew subscription

· Current and Back Titles

· 
· ReadBooks! (pages located in ../Readbooks)
Expanded menu includes
· ReadBooks! Program
· Frequently Asked Questions

· Information for Parents

· Information for Educators

· Request Book Bags

· Support ReadBooks!

· Questions/Feedback

· 
· PortaBooks & Downloads
 Topics included in content page for Portabooks & Downloads
· About the PortaBook Technology

· How to Dowload PortaBooks (FAQ)

· Free Downloads

· Louis Braille (pages located in ../Louis)
Expanded menu includes
· 
· Louis’s Life
· Louis On Tour
· Kids & Teachers
· Braille Biography
· Touch of Genius Prize
· Braille Boutique (same as on home page)
· 
· Customer Service

Topics Included in content page for Customer Service
· Contact Us

· Returns

· Pricing Policy 

· accessible Business Services
Drop down menu list is also the secondary page menu options
· Overview: Braille, large print, and audio for Businesses [includes short statement differentiating NBP from other “job shops” such as using their key message of “responsive” to customers and quality braille,]
· What Can Be Brailled (along with images)
· Frequently Asked Questions
· Customer Testimonials

· Contact to Learn More [includes opportunity to inquire about an estimate]
· Custom Education Services

Drop down menu list is also the secondary page menu options
· Overview:  braille for Schools [includes short statement differentiating NBP from other “job shops” such as using their key message of “responsive” to customers and quality braille, Why Print in Braille]
· Tactile Graphics in Tests and Textbooks
· Customer Testimonials

· Contact to Learn More [includes opportunity to inquire about an estimate]
· Link to Textbook Catalogue

· Programs

Drop Down menu list is also the secondary page menu options

· ReadBooks! Because Braille Matters Family Outreach program [ Pages located in ../Readbooks]
Expanded menu includes
· ReadBooks! Program
· Frequently Asked Questions

· Information for Parents

· Information for Educators

· Request Book Bags

· Support ReadBooks!

· Questions/Feedback

· Bumpy Basics:  A Literacy Program for Toddlers
· Children’s Braille Book Club [link to pages located in ../CBBC]
Expanded menu includes

· Children’s Braille Book Club
· Free Membership

· Yearly Subscription

· Renew subscription

· Current and Back Titles

· Science and Technology

· Lifelong Literacy 
· Center for Braille Innovation  (including Touch of Genius Prize for Innovation)
· Get Involved

Drop Down menu list is also the secondary page menu options
· Donate [includes how to make a gift information]
· Volunteer
· Corporate Involvement (book sponsorship, volunteerism, holiday cards, events)  [link to sponsor page]
· Planned Giving

· Sponsor a Braille Children’s Book

· Give a Braille Gift

· NBP’s Wish List (in-kind donations needed)
· E-news sign up

· Careers at NBP [links directly to About Us / Careers at NBP page]
Navigation Section 2 (Left Bar on Homepage)
· About Us
Secondary page menu options
· Our Mission & History
· Staff & Board

· Financials
· Annual Reports

· Tour our Facility [link to Braille Transcriber course in Careers section]
· Careers at NBP  (include Braille Transcriber course)
· Contact Us

· Directions

· All About Braille
Secondary page menu options
· What is Braille?

· Who is Louis Braille? (Link to http://www.nbp.org/ic/nbp/braille/lb-portrait.html#BOOK)This page will be moved to ../louis
· The Need for Braille [includes description of the need for Braille and how we fill it, statistics, case statement] 
· Voices of Our Readers
· Everythingbraille.com (the template should match the redesigned templates but there will be no change to the look and feel of the content unless the design clashes)

Expanded menu includes:

· Everything Braille
· About Braille

· Braille Publications

· Adaptive Technology

· Tactile Graphics

· Braille Fun & Games

· Braille Music
· Free Braille Alphabet Cards
· Braille Boutique [links directly to Braille Bookstore / Give a Braille Gift page]
· News  & Media
Secondary page menu options
· What’s New at NBP

· Recent Press & Publications
· NBP Press Releases

· Awards

· Louis Braille Bicentennial [pages located in ../louis]
Expanded menu includes
· Louis’s Life
· Louis On Tour
· Kids & Teachers
· Braille Biography
· Touch of Genius Prize
· Braille Boutique (same as on home page)
· Newsletter and Annual Report Archives
· E-News Sign Up 

· Videos

· Events
Secondary page menu options
· Hands On! Gala

· Vision 5K Run and Walk
· Annual Meeting

· Calendar of All Events (can include other one-time events)
Navigation Section 3
· Home [Content on the home page: Latest News/Events, Recent Blog Posts, New Store Products (hot off the press)]
· Customize This Site [This is where users can change site colors and font sizes]
· Log In
· View Cart

· Search

· Site Map

Navigation Section 4 (footer)
· Contact Us
· Jobs
· NBP Sponsors
· Privacy Policy

· Telephone # and Address

· Site Map
User Interface

NBP intends to target its new website primarily to donors, Braille readers and consumers, and families and educators who work with the visually impaired. Although the graphic designers on this team should work with NBP to determine an exact layout for each page, when Common Impact spoke with NBP about some initial ideas for the layout of the site, staff members noted the following qualities that they desired:

Overall Appearance
· TBD from NBP
Navigation Menus

· TBD from NBP

· Each page footer should include contact information for the organization.
Colors, Text, and Fonts

· TBD from NBP

· As stated above, users should be able to customize the site colors and font size using cookies and CSS. Users should have the following options:
· Colors: Default, Black text on white background, White text on black background, White text on blue background, Yellow text on black background.

· Font sizes: Medium (Default), Larger, Largest, Smaller, Smallest

Additional Thoughts from Common Impact 

· The bottom of either the home page or about us page should include a small note that reads: “website design by Common Impact and (the name of your company).” The Common Impact text should link to http://www.commonimpact.org/. 
· As stated above, the site should be fully compliant with the latest version of the WCAG 2.0 web accessibility guidelines. The site should be tested with NBP’s visually impaired users, using screen readers, to ensure that the site functions properly.
· NBP will gather images for the team to use on this project.
· At the conclusion of the website development, either Common Impact or the corporate team will provide training to NBP on how to update the site going forward. 
· The website should be compatible with the latest versions of Firefox, Internet Explorer, and JAWS 10.
Skill Requirements

The ideal participants for this project will have three years’ experience in at least one of the following areas:

· HTML and/or website development

· Designing accessible websites

· Graphic design and/or user interface design
· Copywriting or editing
Steps to Completion
This is a draft pending discussion of an appropriate scope for this project.
1. Review this project specification and request to participate on this project.

2. Project kick-off

a. Everyone will attend a brief introductory meeting between Common Impact, NBP, and the team. We will introduce everyone and team will have a chance to ask questions about the project.

b. Common Impact sets up a test website for the team to display its works in progress

c. As follow up to the kick-off meeting, team will develop an approximate timeline for the development of the website.

3. Website user interface design created

a. NBP will send logos and images in JPEG or GIF format to the team.

b. The team develops three different website mock-up designs to present to NBP. These mock-ups should include both a home page design and a content page design.
c. NBP provides feedback on the mock designs; team incorporates this feedback, merging the three first drafts into one second draft for the site design.

d. NBP provides feedback on the second draft of the design, and the team incorporates this feedback to produce the final site design.

4. HTML template designed and tested for accessibility

a. Graphic designer(s) take the final site design mock-up and turn it into HTML templates to be used with the site content. Templates should include, at minimum: 

i. Home page

ii. Standard content page (there may be slight variations on the standard content page template based on what section of the website you are in)

iii. Shopping cart (equivalent of http://www.nbp.org/ic/nbp/cart.html; the content on this page is dynamically generated and should remain the same as it is currently manifested) 

iv. Product list (equivalent of http://www.nbp.org/ic/nbp/publications/all_books.html; the content on this page is dynamically generated and should remain the same as it is currently manifested)

v. Individual product page (equivalent of http://www.nbp.org/ic/nbp/51THINGS.html; the content on this page is dynamically generated and should remain the same as it is currently manifested) 

b. HTML templates tested by NBP’s users with visual impairments to ensure accessibility and compatibility with screen reading software

c. Corporate team incorporates feedback and finalizes page templates that work for both sighted and visually impaired users
d. HTML templates are converted into Interchange format

5. Content inserted into website

a. Using the site template, team creates a blank web page for each of the pages described in the site hierarchy above (your group can likely start on this process while the graphic design is being finalized.) 

b. NBP will send all written content to the team in a Microsoft Word document, with the content organized by the site hierarchy described above.

c. Team moves all of the content from the Word document into the website.

d. Team works with NBP’s in-house development team to refine the templates for the product store and confirm that the pages will port over to the new site correctly.

6. Beta version of website launched

a. Team demos the full website to NBP, who provides feedback on content layout in each page and any in-scope modifications (e.g., changing colors or text). 

b. Team incorporates this feedback into the website and produces a final version of the static portion of the site.

7. Website launched!

a. NBP downloads its existing website and creates a backup copy in case the conversion fails for any reason. (If needed, NBP will get assistance with this step either from Common Impact or from your corporate team.)

b. Team posts the new website live on NBP’s site. 
c. Team (or Common Impact, if desired) provides training to NBP to ensure that it is able to update the site in the future

8. Project close-out

a. Team meets with Common Impact to discuss and evaluate their experience: what worked well, what could be improved, and other reflections on the project. This provides valuable feedback for your company and helps us to improve future employee team experiences. 

Thank you for giving what you know! We truly appreciate your efforts.

Nonprofit Agreement
This document serves as the Services SOW as specified in the contract, and is an accurate description of the project we wish to pursue.
Nonprofit’s Signature:  






Date:  




Appendix A: Nonprofit Contact Information
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	National Braille Press
88 Saint Stephen Street

Boston, MA 02115

http://www.nbp.org/ 


Contact Person

Common Impact Lead


Karen Horwitz

VP of Service Development

617-868-0709

khorwitz@commonimpact.org 

National Braille Press Contact

Kimberley R. Ballard

Director of Corporate and Foundation Relations

kballard@nbp.org 
(617)266-6160 x37

Tony Grima 

Marketing Manager & webmaster

tgrima@nbp.org
617-266-6160 x 29
Directions

Subway: By subway, take the "E" train on the Green Line outbound to the Northeastern University stop on Huntington Ave. When you exit the train, turn right. Walk along Huntington until you reach a down-slope and an opening on the left. At that opening, cross over Huntington Ave and turn right. Walk about ten steps and cross over Opera Place (it will be right in front of you). Take a left on Opera Place, pass an alleyway on your right, until you reach the end of the block. Turn right onto St. Stephen Street. Our building is halfway down the block on your right. You'll walk over two grates and the sidewalk slopes slightly to the left, just before you reach a set of stairs leading up to our front door.

Driving: Take the Massachusetts Ave. exit on 1-93 (Southeast Expwy.). Turn right on Massachusetts Ave. and go straight until you cross Huntington Ave. At Symphony Hall (on your left), turn left on St Stephen Street. National Braille Press is ahead on your left.

Parking: To access the NBP parking lot, drive past the Press building until the street turns left. After that, the first left is an alleyway that accesses NBP's parking lot. Watch for potholes! The parking lot is mid-way down the alley on the left. Park in any available configuration, but don't block the alley. Walk up the street-side stairs and the NBP entrance is on the right.

The nearest parking garage is the Westland Avenue Garage. When following the driving directions above, instead of turning left onto Saint Stephen Street, turn left onto Westland Avenue (it's the same turn - a 3-way corner; for Westland, bear right after you turn). The Westland Avenue Garage is about 50 yards on the right, above Whole Foods.

Appendix B: Nonprofit Programs and Mission 

Mission Statement and Overview of Programs

Mission Statement:
The National Braille Press promotes the literacy of blind children through Braille, and provides access to information that empowers blind people to actively engage in work, family, and community affairs. 

Program Overview:
Braille Production Services:
From customer service to shipping, to transcription and stitching, the production staff at National Braille Press is here to help. We've been producing braille for over 75 years and have the training, dedication, and experience to ensure your braille projects are successful! Please click our helpful links on this page for more details.
ReadBooks! Children’s Braille Literacy Program: is a national children's Braille literacy program to encourage families with blind children to read print/Braille books together. The program’s objectives are:
· To foster a love of books and reading at an early age; 

· To expose parents of preschool blind children to braille as an effective method of reading and writing; 

· To encourage parents to learn just enough braille to help their child; 

· To introduce visually impaired children to a means of reading independently; 

· To prepare parents to advocate for braille instruction when their blind child enters school; 

· To promote an early expectation of personal achievement through literacy.

Children’s Book Club: is the only book club for Braille readers featuring a new print/Braille book every month! As a member of the book club you will receive:

· Free monthly notices -- in print or braille -- that describe the book of the month. There is no obligation to buy; you order the titles you want. 
· Twelve print/braille books each year for an annual subscription of $100; this saves you the hassle of ordering and it saves you money. 

Appendix C: Organization’s Brand Platform 

Positioning Framework:

Sparking and supporting a lifetime of opportunity through Braille literacy

Key Messages:

· Produce affordable & high-quality Braille products

· Responsive

· Advance the wide-spread use of Braille

· Established

Key messages - tailored to audience segments:

For Braille readers and consumers: Spark and support a lifetime of opportunity through Braille literacy

· Produce affordable & high-quality Braille products: The books you need at prices equivalent to print 
· Responsive: Customer-driven innovation in product selection & delivery
· Established: Building on 80+ years of experience in Boston to serve the blind & visually impaired nation-wide
For Donors: Help spark and support a lifetime of opportunity through Braille literacy

· Produce affordable & high-quality Braille products: End the literacy gap among the blind and visually impaired
· Advance the wide-spread use of Braille: Helping families & educators become ambassadors for Braille
· Established: 80+ years of experience making a difference
For Braille Services Customers: Partner to spark & support a lifetime of opportunity through Braille literacy

· Produce High-Quality Braille Products: Error free Braille products for your classrooms
· Responsive: Customer-oriented service for all Braille products
· Established: 80+ years of experience producing Braille
For Families and Educators: Join us to spark & support a lifetime of opportunity through Braille literacy

· Advancing the wide-spread use of Braille: We connect you with other ambassadors for Braille
· Produce affordable & high- quality Braille products: Promoting opportunity by providing access to Braille

· Established: 80+ years of experience generating effective strategies for literacy 

 Website Usability Design Recommendations

The purpose of this document is to provide you with a general guide of the qualities that will allow users to navigate your website most easily. Common Impact has performed extensive research from a number of different experts on website usability, and has compiled these guidelines as a result. Although these recommendations are not meant to be a substitute for developing an overall Internet strategy for your organization, they do serve as usability guidelines to consider once the functionality of your site is in place.

We recognize that every organization’s website is unique and that different types of organizations will want different designs for the look and feel of their websites. We hope that the guidelines in these recommendations are sufficiently general to allow you to customize your site as you please, but to also keep in mind the many needs of the different users coming to your site. To be sure that you serve every audience most effectively:

· Develop a concrete communications strategy for your organization, and design your website with that strategy in mind;

· Remember to involve your website’s users if you undergo a redesign process;

· Don’t forget to test your site with different web browsers; and

· Be sure to test your website for users with disabilities by using an automatic testing service such as the Bobby Online Free Portal at http://bobby.watchfire.com/.
Because many of the terms in this document are specific to website design and creation and therefore could potentially be unfamiliar to you, we have also included a brief glossary of terms at the end of this resource.

Enjoy your website creation!

Sources Used to Create These Recommendations

Nielsen, Jakob. Designing Web Usability: The Practice of Simplicity. Indianapolis, Indiana: New Riders Publishing, 2000.

Nielsen, Jakob and Tahir, Marie. Homepage Usability: 50 Websites Deconstructed. Indianapolis, Indiana: New Riders Publishing, 2002.

Tullis, Thomas S. “Web Design 2000: From Concept to Implementation.” Boston, MA: Fidelity Center for Applied Technology, Human Interface Design Division, 2000.

World Wide Web Consortium. Web Accessibility Initiative (WAI). 2003. <http://www.w3.org/WAI/>

Individual Page Design

The individual building blocks of each page on your website, such as the colors and fonts used, the appearance of links, and the layout of each page, are critical components of website design. Good design will make it easier for your users to understand the content on each page and will draw them to the most relevant information on your site. Your website will serve your users most effectively by giving them clear, simple, and fast access to content by satisfying the following criteria: 

Color, Text, and Fonts

· Our website uses a total of two or fewer fonts across the entire site

· Our website uses a font size of approximately 12 points

· Every font on our website changes its display size when users set their browsers to do so
· Every page on our website has a light background and black (never blue) text 

· None of the text on our website is underlined unless it is a link

Links

· Our website uses underlined links in our text to connect relevant information between pages

· Every unvisited link on our website is blue

· The visited links on our website are a different color than the unvisited ones (in other words, visited links on our website are not blue)

· Every link on our website contains four words or less

· The text of every link on our website makes sense when read out of context

· No links on our website read “Click Here” 
· Every link on our website that opens a PDF file, Microsoft Word document, or starts another program is clearly identified by an icon next to that link

· Every link on our website that opens a large file (for example, a PDF file or a Microsoft Word document) identifies the size of that file

Data Entry Forms

· Every element on our data entry forms (for example, an input box or list) describes what information is supposed to be entered there 
· None of the data entry forms on our website take more than one page to fill out
· Every data entry form on our website provides a clear submit button and cancel button

· Every data entry form on our website provides a clear confirmation message when the user submits the form

Page Layout

· Our website does not use frames

· Our website does not force users to scroll horizontally (in other words, all pages stretch to accommodate users with different-sized monitors and screen resolutions—if a page on our website must specify its width, it is no wider than 770 pixels)
· The window title of every page on our website starts with our name, not “the” or “home”

· Every page on our website downloads in less than ten seconds when viewed on a computer with dial-up Internet access

Site Design and Overall Structure

The overall structure of your website, such as the method of navigation and consistency between pages, should help your visitors find their way from one section of your site to the next with ease. Consistency across pages on your website will give users the quickest and easiest access to the content they desire, and simple access to frequently accessed features will aid this as well. Your website will serve your users most effectively if you design your homepage, navigation, and overall site structure based on the following criteria:

The Homepage 
· The homepage of our website provides users with direct access to the most frequently requested content
· Our homepage comes up within the first ten results when our organization’s name is entered as a Google search.
· Our website’s address (URL) is simple and memorable

Site Structure and Navigation

· Every page on our website has our agency’s logo in the upper left hand corner and that logo links to the homepage

· If our mission is not immediately clear from our agency’s name and/or logo, then our website always includes a brief tagline explaining our agency’s work

· The primary navigation area on our website is located at the top or left of every page
· Our website allows the visitor to use the “back” button
· Our website’s primary navigation includes a consistent way for users to get the following information from anywhere in the site within three clicks:

· About Us (including your agency’s history, mission, and contact information)

· Programs (including an overview of each of your programs and application info)

· Ways to Get Involved (including how to volunteer, apply for jobs, or donate)

· Every page on our website has a footer with contact information as well as copyright and/or privacy information

· Our website avoids the use of menus that expand only when the mouse is placed over them

Other

· Our website is organized hierarchically (outline format), rather than in a long flat list
· If our website is large (has more than 20 total pages), every page has a search box on it that is located in the upper right hand corner of the page
· If our website is small (has fewer than 20 total pages), there are no more than two levels in our hierarchy
· Our website is compatible with both PC and Mac computers

· Our website is compatible with Microsoft Internet Explorer and Mozilla Firefox web browsers

· If we remove a page from our website and someone types in that address, the user is sent to a new page

Content and Content Design 

Although the look and feel of your website are critical components to its use, users tend to be most interested in your content. When users visit a web page, they typically scan first in the main content areas, and look quickly at the headlines and images on your page. Additionally, there are certain types of information visitors expect to see on an organization’s website, and they expect to be able to easily access those materials. Your website will serve your users most effectively if your content is designed consistently across your website, and if you write text and design images based on the following criteria:

Content Areas

· The organization’s mission statement, programs, and history are displayed on our website

· Instructions for getting involved with the organization (by volunteering, donating, or seeking employment) are included in our website’s content

· Our website provides contact information for individual staff members (both phone and e-mail)

· Our website provides directions to our office

· Our website has a privacy policy that is clearly posted, describes what information we collect about our users, and how we share electronic information (including e-mail addresses)

· Our website displays its terms of use
Images, Graphics, and Multimedia

· Every image on our website has a description in its “ALT” field

· Our website does not have any animated images, music, watermarks, or pop-up windows

· Every image on our website is 600 pixels wide or less

· Our website has a limited number of graphics and uses photos whenever possible to illustrate our work
· All photos on our website are clear and crisp

· If photographs of minors are used, written parental consent is on file at the organization
General Writing 

· Our website contains no more than 50 percent of the text we use in print

· Our website uses short paragraphs, subheadings, and bulleted lists whenever possible

· Every long article on our website is split up into multiple web pages

· Every long article on our website is accompanied by a printable version

· If our website contains time-sensitive information such as event postings, these items are removed or replaced within one month of their occurrence
· None of the pages on our website say they are “under construction”

Language and Legibility

· Our website is consistent in style across pages (for example, upper and lowercase is used for titles and other links to be consistent with names in text)
· Our website uses informative and unambiguous text
· The content of our website is free of spelling and grammatical errors
· Our website does not repeat content used on other pages

· All of the text on our website is written at an eighth grade level, uses simple sentence structures, and can be easily skimmed

· Our website always presents the most relevant content at the top of the page

· None of the text on our website contains exclamation marks or all capital letters

· Our website always spells out abbreviations

· All of the headings and titles on our website are meaningful
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