Accessible Event Planning Checklist
(Last updated: March 10, 2023)

Introduction 
Use this checklist to create an accessible, inclusive event for everyone, including people with disabilities:  

· Inform and Budget
· Accessibility tagline statement is included in event announcements/scheduling application 
· Event announcement is accessible, available in large-print and electronically
· Dedicated budget for reasonable accommodations has been created 

· Check Your Venue in Advance
· There is accessible parking  
· Building entrance has a ramp
· Power door openers are operating 
· 36” wide path of travel to event space (can reduce to 32” for entry way)
· Path of travel is free of debris, draped cords 
· Elevator is functioning if steps to event room
· Accessible bathrooms on same floor or nearby

· Stage and Seating
· Stage has a ramp and 36” wide path of travel 
· 36” wide path of travel around tables and chairs
· Seating reserved near podium or screen for disabled patrons
· 1-2 companion seats available
· Available seating for sign language interpreters and captioners
· Ample floor space for service animals

· Communication and Program Materials
· Microphones for sound amplification, including for audience members
· Assistive Listening Devices available for auditoriums and large event spaces
· Projection screen can be viewed from all vantage points
· Venue lighting does not create glare
· Presentation materials have strong color contrast, large font size
· Materials available electronically for individuals using assistive technology
· Videos have captions and audio descriptions
· Live event captioning is scheduled (sign language interpreting and live event captioning must be provided if requested as a reasonable accommodation)
· Event can be accessed virtually for individuals who need to attend remotely

· During the Event
· Designate point person to assist and handle same-day accommodations requests
· Volunteers aware of any known accommodations to be provided
· Volunteers know location of: accessible restrooms, parking, and emergency exits

[bookmark: _Hlk34502568]Questions and additional information: 
· Contact the ADA Coordinator: ada_coordinator@wisc.edu or (608) 265-6018
· Visit Accessibility@UW-Madison for additional resources 
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