
Guidelines for Ensuring Event Accessibility 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Event Accessibility Guidelines 

Dear [Recipient's Name], 

As we prepare for the upcoming event, it is essential to ensure that our event is accessible to all 

participants. Below are the guidelines we need to follow to promote inclusivity and accessibility: 

1. Venue Accessibility 

• Ensure the venue complies with ADA standards. 

• Check for accessible parking and entrance. 

• Provide clear signage for accessibility features. 

2. Communication Accessibility 

• Offer materials in alternative formats (e.g., large print, braille).  

• Utilize sign language interpreters where necessary. 

• Ensure all audio content has captions or transcripts. 

3. Program Accessibility 

• Consider the needs of participants with mobility challenges. 

• Allow for flexible scheduling and breaks. 

• Gather dietary preferences and restrictions in advance. 

4. Feedback and Follow-Up 

• Distribute feedback forms post-event to assess accessibility. 

• Encourage suggestions for improvement for future events. 

Your commitment to these guidelines will help us create a welcoming and inclusive environment 

for all attendees. Thank you for your attention to this important matter. 

Sincerely, 



[Your Name] 

[Your Title] 

[Your Organization] 


