SAMPLE POLICY

(Insert your department letterhead)

ACCESSIBLE PRINTED MATERIAL AND DOCUMENTS POLICY

Effective date:

BACKGROUND:

The Michigan Department of (Insert your department) uses printed material and documents in communicating to internal and external audiences about its mission, programs, products, and services. In keeping with federal and state disability rights laws and the value of inclusion, this policy standardizes the department’s approach toward use and production of printed material and documents.

POLICY:

All printed material and documents issued by the Michigan Department of (Insert your department) are available upon request in alternate formats.  The Department of (insert your department) will provide materials in a format useable to the requestor unless this process will result in a fundamental alteration in the nature of a program or activity or cause an undue financial or administrative burden.

Materials published by the Department of (Insert your department) will display a notice that material is available in an accessible format with a point of contact identified.

Approved:          (department director signature)______         

Dated:  _______________

                    (Department director typed name), Director

                    (Department name)              

