
Strategies for Providing Alternative Formats 

in Newsletters 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Alternative Formats for Accessibility in Newsletters 

Dear [Recipient Name], 

As we continue to strive for inclusivity and accessibility in our communications, I am proposing 

a set of strategies for providing alternative formats of our newsletters. These strategies will 

ensure that our content is accessible to everyone, including those with different abilities. 

Proposed Strategies: 

• Plain Text Versions: Offer newsletters in plain text format for easier readability. 

• Audio Formats: Provide audio recordings of the newsletter content for those who prefer 

listening. 

• Large Print Versions: Create large print versions for individuals with visual 

impairments. 

• Translation Services: Include translations of newsletters in multiple languages to cater 

to our diverse audience. 

• Accessible PDF Files: Ensure that PDF versions are tagged and formatted for screen 

readers. 

I believe that these strategies will enhance our communication efforts and reach a broader 

audience. Let me know your thoughts on implementing these ideas. 

Thank you for considering these alternatives. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


