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DATE NEEDED

If BRAILLE is
requested, identify

the date it is
needed since

BRAILLE documents
must be

outsourced and
may take longer.

FONT SIZE

If large print is
requested, ask if

they have a
preferred font size.

SUPERVISOR

Talk with your
Supervisor for

further direction as
needed.

For Large Print,
CREATE the

Document(s).

INFORMATION

Find out
specifically which

piece(s) of
information they
are requesting to
make sure we are
providing what is

needed. 

THE FORMAT

Ask them which
format they would
like the information

to be in:
Braille or

Large Print

NEXT STEPS

For Braille, follow
the APPROVED

process for
contracting a

vendor.

VENDORS

Request
Documents from
approved Vendor

giving as many
details as possible
inlcuding TIMELINE.

BRAILLE is not a language, it is a tactile alphabet, or one that is meant to be felt with the fingers. 
LARGE PRINT is 18 point or larger and is printed on the same size paper as traditional pages. 

Requesting Braille or Large Print
Simple Steps to Create ADA Compliance and an Inclusive Community 

What to do if someone asks you for information in Braille or in LARGE PRINT


