	DESIGNER CHECKLIST

	
	Description
	Reference
	

	Site Building

	
	When available, offer multiple file format links to a file
	Guide
	

	
	Create a working directory
	Guide
	

	
	Unpack site.zip into the directory
	Guide
	

	
	Move “styles” folder to root directory
	Guide
	

	
	Rename “Tier4” directories to your section names, create new ones when needed
	Guide
	

	
	Draft Tier 3, 4, and 5 pages
	Guide
	

	
	All master Tier 4 pages must use index.html
	Guide
	

	
	Associate Tier 5 sub-pages with the main page. Create new Tier 5 folder within the Tier 4 folder.
	Guide
	

	
	Create graphics for the site brand, title, slogan, and others.
	Guide
	

	
	Establish breadcrumbs for Tier 5 pages
	Guide
	

	
	Use resizing methods of (medium, small, x-small, etc) in your tagging to change font sizes
	Guide
	

	Header

	
	META – Description, Keywords, Content Type, Web Developer (initials) and Last Modified
	Guide
	

	
	Ensure that the styleshees acfbase.css and acfmodern.css is linked
	Guide
	

	
	Create title for <title> that describes the page’s contents
	Guide
	

	Images

	
	All images must have alternate tags describing the image or text of the image
	508 (a)
	

	
	Only use JPG or GIF, no PNG
	Guide
	

	Tags

	
	If using script to display content, use <no script> tags to functionally describe the process
	508 (l)
	

	
	Ensure that .skipnav classes are in place to assist with manual navigation
	Guide
	

	Structure

	
	All html should end in .html, not .htm
	Guide
	

	
	Use lower case only in file names
	Guide
	

	
	No spaces in file names, use underscores. Use underscores to separate words in file names.
	Guide
	

	
	File names should be descriptive
	Guide
	

	
	No special characters in file names (%20, /, \, -, *, $)
	Guide
	

	Data Tables

	
	Ensure rows and headers are marked up properly
	508 (g)
	

	
	Associate header cells with tables for 2+ levels
	508 (h)
	

	
	Use <summary> and <caption> for table headings and description
	W3C
	

	
	Blank cells should have &nbsp; 
	W3C
	

	
	If there is a long heading for a table, use the “abbrev” tags
	W3C
	

	
	Do not use <p> and <div> tags inside a table
	W3C
	

	
	Use <td> align, valign, and width where required
	W3C
	

	
	Use logical cell padding, spacing, and borders
	W3C
	

	
	Use markup to associate data cells with header cells that have 2 or more logical levels
	W3C
	


