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Handbook AS-508, USPS Guidelines for Section 508 of the Rehabilitation Act of
1973

August 2024
Transmittal Letter

A. Purpose. Using technology to enhance value is an integral part of the Postal Service’s Delivering for
America Plan. As we increase our reliance on information systems to help us manage information,
improve service, manage costs, and carry out our mission more efficiently, we have a responsibility and
legal obligation to provide full access for our customers, our employees, and those we do business with,
including people with disabilities.

This handbook explains the requirements of Section 508 of the Rehabilitation Act of 1973. Section 508
requirements have been developed by the U.S. Access Board, an independent federal agency that
promotes equality for people with disabilities through leadership in accessible design and the
development of accessibility guidelines. This handbook sets forth guidelines regarding the Postal
Service’s approach to comply with the Section 508 requirements. All functional organizations can use
the information in this handbook to understand, achieve, and maintain Section 508 compliance.

B. Scope. The guidelines in this handbook affect Postal Service personnel, customers, suppliers, and
business partners. Given the broad scope of this law and its significant impact on information
technology, collaborative efforts are needed for the Postal Service to successfully implement a
comprehensive Section 508 policy. Consequently, the audience for this Handbook spans the entire
Postal Service organization. Although managers of functional organizations within the Postal Service
have direct responsibility for complying with Section 508 within their areas, the coordinated efforts of
cross—functional teams are vital to realize the mandates of the law.

C. Availability. This handbook is available online only and may be accessed both from the internet and
from the Postal Service intranet. This handbook is also available on the Postal Service PolicyNet at
https://blue.Postal Service.gov/cpim/hbkid.htm.

D. Comments and Questions. Send your comments, questions, or additional information about the
handbook via e-mail to:

Section508 @usps.gov. Use “AS-508" in the subject line.

E. Effective Date. This handbook is effective immediately.

Pritha Mehra
Chief Information Officer
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1. Introduction

1.1 The Postal Service's Mission in the 21st Century

The core mission of the Postal Service™ is to “bind the nation together through the personal,
educational, literary, and business correspondence of its people.” Aided by technology, electronic
communication has become hoth a supplement to the traditional paper-based exchange of ideas and a
communication channel for access to the Postal Service. The Postal Service must ensure that this
technology is accessible to employees, job applicants and members of the public with disabilities to the
extent it does not pose an “undue burden” on the organization. In an age where technology is opening
new doors for everyone, persons with disabilities should not encounter technology as a barrier.
Technology must be of assistance to all people and provide uniform communication to all.

1.2 Removing Barriers

Despite the general goodwill of technology designers, some sophisticated devices that have been
developed to enhance communication have become barriers for people with disabilities, For example,
websites with unexplained graphics can be incomprehensible to people with vision impairment. Small
print intended to reduce the size of documents is difficult to read for people with limited vision.
Complex phones intended to simplify a job do not always support TTY (teletypewriter) access for people
with hearing impairment and may represent an obstacle for someone with dexterity or cognitive
problems. Compression technigues that enable video to travel through the internet can disrupt the
synchronization needed for captioning for people with hearing impairment.

Section 508 offers guidance to create accessibility by providing both clear statements of the challenges
posed by different types or classes of technology and the approaches needed for universal access. Some
of the guidance is clear and easy to accomplish. Other approaches require deep awareness of disability
issues and a sophisticated understanding of both traditional technology and assistive device technology.
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2. About This Handbook

The intent of this handbook is to describe the Postal Service guidance related to implementation and
support of Section 508 of the Rehabilitation Act of 1973.

The guidance contained herein are based on the general requirements and technical standards
published on the following websites: U.S. Access Board and GSA Section508.

2.1 Policy

The Postal Service is committed to being compliant with Section 508 of the Rehabilitation Act of 1973,
which is to ensure that the development, procurement, maintenance, or use of Information and
Communication Technologies (ICT) that enables our customers and employees with disabilities to have
equivalent access to Postal Service information and interactive services comparable to that of persons
without disabilities to the maximum extent practicable and required by law.

2.2 Postal Service Functional Organizations and Personnel

This handbook applies to Postal Service functional organizations and personnel responsible for the
acquisition, development, and support of any ICT.

2.3 Suppliers

This handbook also applies to suppliers, subcontractors, or any other business entities, who provide
goods or services for ICT.

2.4 Importance of Compliance
Compliance with Section 508 requirements accomplishes the following:

e Demonstrates our commitment to implementing business practices that make our IT-based
products and services accessible to our employees and customers with disabilities.

* Reinforces the worldwide reputation of the Postal Service as a trusted provider of
communications for all people.

e Enhances business opportunities.

e Avoids costly litigation.

e |Improves overall usability of our information resources.

For all phases of the ICT life cycle, compliance monitoring resides with the project owner. The business
units that sponsor the procurement or development of ICT have the responsibility for ensuring
conformance.
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3. Roles and Responsibilities

This section describes the Postal Service roles and responsibilities related to complying with Section 508
legal requirements.

Postal Service leadership guides the Section 508 program to communicate the importance of

accessibility, improve compliance, and minimize legal exposure, As set forth below, the success of the
Postal Service’s Section 508 program depends on the involvement of multiple key personnel.

-3.1 Chief Information Officer {Cl0)

As designated by the Postmaster General, the Chief Information Officer (CIO) leads the Postal Service’s
Section 508 efforts. The CIO is responsible for the following:

Establishes a Postal Service Informatian technology infrastructure that both responds to
corporate business needs and enables compliance with requirements related to Section 508.
Provides Postal Service technology and development standards for the design, development,
use, and maintenance of Section 508-compliant ICT systems.

Identifies and assigns the organizational roles and responsibilities necessary to ensure Postal
Service compliance with the law,

Designates a Section 508 Program Manager to |lead the organization-wide Section 508 program.
Ensures Section 508 considerations are incorporated into the planning, operation, and
management of any ICT that the Postal Service develops, uses, or maintains.

Provides Section 508 compliance training to all Postal Service functional organizations.
Collaborates with Supply Management, and other Postal Service functional organizations, to
ensure that Section 508 is appropriately considered in ICT procured by the Postal Service.

3.2 Vice President, Supply Management
The Vice President of Supply Management is responsible for the following:

Establishes and implements policies and procedures for the purchase of goods and services by
the Postal Service that are compliant with Section 508 requirements,

Implements processes to ensure that the Postal Setvice follows the legal requirements for
documenting applicable Section 508 exceptions.

Provides Section 508 compliance training for contracting officers and contracting officer’s
representatives involved in the purchasing process.
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3.3 Director, Consumer Advocate
The Director, Consumer Advocate, is responsible for the following:

e In consultation with the General Counsel, updates 39 C.F.R. § 255 and any Postal Service
Consumer Advocate policies that are affected by Section 508.
» Manages responses to formal 508 complaints.

3.4 Section 508 Program Manager
The Section 508 Program Manager, as designated by the CIO, is responsible for the following:

» Coordinates and manages overall activities undertaken by the Postal Service in guiding our
compliance with Section 508.

¢ Develops and disseminates Postal Service policies, procedures, training, and requirements
related to achieving implementation of, compliance with, and institutionalization of Section 508.

® Provides technical guidance on ICT accessibility standards,

* Prepares and provides legally mandated reporting.

» Represents the Section 508 Program office to the GSA Interagency Program and all other federal
agencies.
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4. Section 508 Administration and Monitoring

The following federal agencies have statutory responsibilities in the enforcement, administration, and
sustainment of the Section 508 Standard:

e U.S. Access Board
e General Services Administration (GSA)

4.1 U.S. Access Board

The U.S. Access Board is an independent federal agency that promotes equality for people with
disabilities through leadership in accessible design and the development of accessibility guidelines and
standards.

The Postal Service has been assigned one of the 25 board member seats. The Postmaster General has
assigned the responsibility to represent the Postal Service on this board to the Vice President of
Facilities as the U.S. Access Board’s scope includes accessibility to all Postal Service facilities. The Section
508 Program Manager consults with the Vice President of Facilities for topics related to Section 508.

4.2 General Services Administration (GSA)

The GSA has a statutory requirement to provide technical assistance to federal agencies with the
implementation of the Section 508 standards. The GSA Office of Government-wide Policy provides tools
and resources to federal agencies. For more information, see www.section508.gov.

The Postal Service has appointed the Section 508 Program Manager to represent the Postal Service in
GSA-coordinated Section 508 activities.

4.3 The Postal Service

As directed by the Postmaster General, the CIO leads the Postal Service’s Section 508 compliance effort
through the institutionalization of Section 508 policy, procedures, and requirements related to ICT life
cycle; compliance monitoring resides with the responsible business unit. The business units have this
responsibility for both purchased and Postal-developed ICT.
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5. Purchasing Section 508 Accessible Goods and Services

The acquisition process supports the Postal Service’s Section 508 mission by providing processes to
procure, validate, and deploy accessible ICT. This process helps ensure that Postal Service purchases
goods and services that meet business needs and that accessibility needs are identified and addressed
through every phase of the ICT lifecycle.

The Postal Service’s Supply Management office has specific policies that ensure Section 508
requirements are included in the solicitation and acquisition of all ICT. See section “7-7.1.14.4 Section
508" of the Postal Service Supplying Principles and Practices (SPs and Ps) for details on procurement
requirements.

All Statements of Work (SOW), Statements of Objectives (SO0s), or any other documents that contain
requirements in a Postal Service acquisition contract that is subject to Section 508 must contain the
applicable requirements from 36 C.F.R. part 1194 and incorporate Clause 4-18: Information and
Communication Technology Accessibility.

5.1 Additional Acquisition Resources
Some helpful areas from GSA’s www.section508.gov include:

e  Glossary of Section 508 Terms

e Create Accessible Digital Products

e Determine 508 Standards and Exceptions
e Determine Which Standards Apply

e Determine Accessibility Requirements

e Conduct Market Research

e Develop Solicitation Language

e Evaluate Proposals

e  GSA Accessibility Requirements Tools

5.2 Exceptions

The requiring or ordering business system owner must document in writing the basis for an exception
determination in accordance with Postal Service/CIO policies and practices. With respect to any
procurement contract, the contracting officer should include documentation of the exception
determination in the contract file.
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6. Developing or Maintaining an ICT Solution

Custom developed systems must conform to Section 508 technical standards. Custom developed
applications must include the following:

e Section 508 conformance and universal design requirements.
e Evaluations to identify nonconformance issues during development and testing activities.
e Remediation plans to track and address nonconformance issues.

6.1 Assistive Technologies

Assistive technologies include any item, piece of equipment, or product and system, whether acquired
commercially, modified, or customized, that is used to increase, maintain, or improve the functional
capabilities of individuals with disabilities.

These types of technology are used to accommodate employees, and they are also used to verify that
desktop software and websites are accessible. Absent an undue burden, the Postal Service must provide
employees with the assistive technologies necessary to perform their work duties. Section 508 does not
require the Postal Service to provide assistive technology to the public, but it must provide accessible
information and data.

6.2 Postal Service Assistive Technology Standards

The Postal Service standard assistive technologies are listed in the Infrastructure Tool Kit (ITK).
Questions and recommendations should be directed to the Section 508 Program office.

ITK provides a record of software tools approved for use in the Postal Service computing environment
that help determine compliance with the functional performance criteria and test technical compliance.
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7. Metrics

The Postal Service is required to report on its implementation of and compliance with Section 508 to the
Office of Management and Budget (OMB) and the GSA. The GSA and the Department of Justice (DOJ)
use this information to issue separate annual and biennial reports to Congress, including a public data
file that contains all Postal Service responses.

The Section 508 Program Manager will collect and assess the prescribed information and data to
evaluate compliance with Section 508 and create the report based on GSA requirements.
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~y UNITED STATES
POSTAL SERVICE.

Section-508
Handbook AS-508-June-2004-, USPS Guidelines for Section 508 of the
Rehabilitation Act of 1973

August 2024
Transmittal Letter

A A. Purpose. Using technology to enhance value is an integral part of the Postal Service’s
FransformationDelivering for America Plan. As we increase our reliance on information systems to help us
manage information, improve service, manage costs, and carry out our mission more efficiently, we have
a greaterresponsibility thaneverand legal obligation to provide full access for our customers, our employees,
and those we do business with-—, including people with disabilities.

This handbook explains the requirements of Section 508 of the Rehabilitation Act andof 1973. Section 508
requirements have been developed by the U.S. Access Board, an independent federal agency that
promotes equality for people with disabilities through leadership in accessible design and the
development of accessibility guidelines. This handbook sets forth,inbread-eutline, guidelines regarding the
Postal Service’s peliciesen-hewapproach to comply with themthe Section 508 requirements. All functional
organizations can use the information in this handbook to understand, achieve, and maintain Section 508
compliance.

B. B. Scope. The guidelines in this handbook affect Postal Service empleyeespersonnel, customers,
suppliers, and business partners. Given the broad scope of this law and its pervasivesignificant impact on
information technology, collaborative efforts are needed for its-achievement.the Postal Service to
successfully implement a comprehensive Section 508 policy. Consequently, the audience for this
Handbook spans the entire esrperationPostal Service organization. Although managers of functional

organizations within the Postal Service have direct responsibility for complying with Section 508 within
their areas-ef respensibility, the coordinated efforts of cross—functional teams are vital to realize the
mandates of the law.

C—C. Availability. This handbook is available online only and may be accessed both

from the kternetinternet and from the Postal Service intranet.




#This handbook is also available on the Postal Service PolicyNet intranet Web site:
m-Go-teat http/blue-usps-gov—https://blue.Postal Service.gov/cpim/hbkid.htm.
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D. D. Comments and Questions. Send your comments, questions, or additional information about
the handbook via e-—mail to:

section508@ermailusps.com-Section508 @usps.gov. Use “AS—508~" in header—the subject line.
E. E. Effective Date. This handbook is effective immediately.
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1. J._Introduction

1.1 —31-1The Postal Serviece’sService's Mission in the 21st Century.

The core mission of the Postal ServiceMService™ is to “bind the nation together through the personal,
educational, literary, and business correspondence of its people.” Aided by technology, electronic
communication has become both a supplement to the traditional paper-based exchange of ideas and a

communication channel for access to the Postal Service-itsel—tn-light-of the-need-to-include people-with

disabilitiesin-the-work-of the-. The Postal Service,Section-508-of the Rehabilitation-Actreguires must
ensure that al-Pestal Service-information-bethis technology is accessible to allcitizens-and-to-al-Rostal

Service-employees:, job applicants and members of the public with disabilities to the extent it does not
pose an “undue burden” on the organization. In an age where technology is opening new doors for
everyone, persons with disabilities should not encounter technology as a barrier. Technology must be of
assistance to all people and provide uniform communication to all.

1.2 —1-2-Removing Barriers

Despite the general goodwill of technology designers, some sophisticated devices that have been
developed to enhance communication have inadvertently-become barriers for people with disabilities.
For example, Web-siteswebsites with unexplained graphics can be incomprehensible to blind-people-
with vision impairment. Small print intended to reduce the size of documents is harddifficult to read for
people with limited vision. Complex phones intended to simplify a job do not always support TTY
(teletypewriter) access for deaf-people with hearing impairment and may represent a-barrieran obstacle
for someone with dexterity or cognitive problems. Compression techniques that enable video to travel
through the taternetinternet can disrupt the synchronization needed for captioning for people whe
arewith hearing impaired-impairment.

Section 508 givesoffers guidance to create accessibility by providing both clear statements of the
challenges posed by different types or classes of technology and the approaches needed for universal
access. Some of the guidance is clear and easy to accomplish. Seme-eftheOther approaches require
deep awareness of disability issues and a sophisticated understanding of both traditional technology

and assistive device technology. And-inseme-instancesbest-practices-that-enable-full-accessrequirea
fresh appreachto-established-technigues.
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Section-508
2. About This Handbook

The intent of this handbook is to helpyeute-understand-and-implement
Section-508-accessibility-standards—Indescribe the absence-ofexplicit

Postal Service direction-orpelieyguidance related to ageneralrequirement
fat — Section 508 itself.

2-L-implementation and support of Peliey
Fhe-Postal-Service-comphieswith-Section 508 of the Rehabilitation Act of 1973.

The guidance contained herein are based on the general requirements and technical standards
published on the following websites: U.S. Access Board and GSA Section508.

2.1 Policy-This-ensures

The Postal Service is committed to being compliant with Section 508 of the Rehabilitation Act of 1973,
which is to ensure that the development, procurement, maintenance, or use of electronicane
informationtechnelegy{E)Information and Communication Technologies (ICT) that enables our
customers and employees with disabilities to have equivalent access to Postal Service information and

interactive services comparable to that of persons without disabilities— to the maximum extent
practicable and required by law.

2.2 2-2-Postal Service Functional Organizations and Personnel

This handbook applies to Postal Service functional organizations and personnel whe-de-the-following:
responsible for the acquisition, development, and support of any ICT.

S
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2.3 —2-3SuppliersSuppliers——
This handbook also applles to suppllers eeﬂiepaete;s,—and-subcontractors or any other business papt—ne;s—

e de a

elee#em%mﬁe#naﬂen—t-eehﬁemgy_entmes wh owde goods or services for ICT.
2.4 __Importance of Compliance

Compliance with Section 508 requirements accomplishes the following:

® Demonstrates our commitment to implementing business practices that make our IT—based
products and services accessible to our employees and customers with disabilities.

e _Reinforces the worldwide reputation of the Postal Service as a trusted provider of
communications for all people.

® _Enhances business opportunities.
e Avoids costly litigation.

Improves overall usability of our information resources.
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For all phases of the ICT life cycle, compliance monitoring resides with the project owner. The business
units that sponsor the procurement or development of ICT have the responsibility for ensuring
conformance.




3. Roles and Responsibilities—

This section describes the Postal Service roles and responsibilities related to complying with Section 508
legal requirements.

—3-2 Viee President/Postal Service leadership guides the Section 508 program to communicate

the importance of accessibility, improve compliance, and minimize legal exposure. As set forth below,
the success of the Postal Service’s Section 508 program depends on the involvement of multiple key

personnel.

3.1 Chief Technelogylnformation Officer —(CIO

As designated by the Postmaster General, The-\ice-President/the Chief Technolegylnformation Officer
(MP/ETOCIO) leads the Postal ServiceService’s Section 508 effertefforts. The VPR/CTO doesCIO is
responsible for the following:
a.e_Establishes a Postal Service information technology infrastructure that both responds to
corporate business needs and enables compliance with requirements related to Section 508.
b-e Provides Postal Service technology and development standards for the design, development,
use, and maintenance of Section 508-compliant infermatientechnelogylICT systems.
&-#_ldentifies and assigns the organizational roles and responsibilities necessary to ensure Postal
Service compliance with the law.
d-e_Designates a program-managerSection 508 Program Manager to lead the
cerperateorganization-wide Section 508 initiative-program.

e 3-3Fnsures Section 508 considerations are incorporated into the planning, operation, and
management of any ICT that the Postal Service develops, uses, or maintains.

e Provides Section 508 compliance training to all Postal Service functional organizations.

e Collaborates with Supply Management, and other Postal Service functional organizations, to
ensure that Section 508 is appropriately considered in ICT procured by the Postal Service.

3.2 Vice President, Supply Management

The Vice President of Supply Management is responsible for the following:

e Establishes and implements policies and procedures for the purchase of goods and services by
the Postal Service that are compliant with Section 508 requirements.

e Implements processes to ensure that the Postal Service follows the legal requirements for
documenting applicable Section 508 exceptions.

e Provides Section 508 compliance training for contracting officers and contracting officer’s
representatives involved in the purchasing process.
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3.3 Director, Consumer Advocate
The Director, Consumer Advocate, is responsible for the following:

® In consultation with the General Counsel, updates 39 C.F.R. § 255 and any Postal Service
Consumer Advocate policies that are affected by Section 508.
e Manages responses to formal 508 complaints.

3.4 Section 508 Program ManagertafermationTechnology

The Section 508 Program Manager, as designated by the VR/CTOdeesCIO, is responsible for the
following:

a-¢_Coordinates and manages overall activities undertaken by the Postal Service in guiding our
respense-tecompliance with Section 508.

b-e_Develops and disseminates Postal Service policies, procedures, training, and requirements;
related to achieving implementation of, compliance with, and institutionalization of Section 508.

&-®_Provides high-level-technical guidance on the-EFICT accessibility standards.

(—-Lepalpuidance.

e Prepares and provides legally mandated reporting.

e Represents the Section 508 Program office to the GSA Interagency Program and all other federal
agencies.




4. Section 508 Administration and Monitoring

The following federal agencies have statutory responsibilities in the enforcement, administration, and
sustainment of the Section 508 Standard:

e U.S. Access Board
e General Services Administration (GSA)

4.1 U.S. Access Board

The U.S. Access Board is an independent federal agency that promotes equality for people with
disabilities through leadership in accessible design and the development of accessibility guidelines and
standards.

The Postal Service has been assigned one of the 25 board member seats. The Postmaster General has
assigned the responsibility to represent the Postal Service on this board to the Vice President of
Facilities as the U.S. Access Board’s scope includes accessibility to all Postal Service facilities. The Section
508 Program Manager consults with the Vice President of Facilities for topics related to Section 508.

4.2  General Services Administration (GSA)

The GSA has a statutory requirement to provide technical assistance to federal agencies with the
implementation of the Section 508 standards. The GSA Office of Government-wide Policy provides tools
and resources to federal agencies. For more information, see www.section508.gov.

The Postal Service has appointed the Section 508 Program Manager to represent the Postal Service in
GSA-coordinated Section 508 activities.

4.3 The Postal Service

As directed by the Postmaster General, the CIO leads the Postal Service’s Section 508 compliance effort
through the institutionalization of Section 508 policy, procedures, and requirements related to ICT life

cycle; compliance monitoring resides with the responsible business unit. The business units have this

responsibility for both purchased and Postal-developed ICT.
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5. Purchasing Section 508 Accessible Goods and Services

The acquisition process supports the Postal Service’s Section 508 mission by providing processes to
procure, validate, and deploy accessible ICT. This process helps ensure that Postal Service purchases
goods and services that meet business needs and that accessibility needs are identified and addressed
through every phase of the ICT lifecycle.

The Postal Service’s Supply Management office has specific policies that ensure Section 508
requirements are included in the solicitation and acquisition of all ICT. See section “7-7.1.14.4 Section
508" of the Postal Service Supplying Principles and Practices (SPs and Ps) for details on procurement
requirements.

All Statements of Work (SOW), Statements of Objectives (S00s), or any other documents that contain
requirements in a Postal Service acquisition contract that is subject to Section 508 must contain the
applicable requirements from 36 C.F.R. part 1194 and incorporate Clause 4-18: Information and
Communication Technology Accessibility.

5.1 Additional Acguisition Resources
Some helpful areas from GSA’s www.section508.gov include:

e Glossary of Section 508 Terms

e Create Accessible Digital Products
Determine 508 Standards and Exceptions
Determine Which Standards Apply
Determine Accessibility Requirements
Conduct Market Research

e Develop Solicitation Language

e Evaluate Proposals

e GSA Accessibility Requirements Tools

5.2 Exceptions
The requiring or ordering business system owner must document in writing the basis for an exception

determination in accordance with Postal Service/CIO policies and practices. With respect to any

procurement contract, the contracting officer should include documentation of the exception
determination in the contract file.
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6. Developing or Maintaining an ICT Solution

Custom developed systems must conform to Section 508 technical standards. Custom developed
applications must include the following:

e Section 508 conformance and universal design requirements.
e Evaluations to identify nonconformance issues during development and testing activities.
e Remediation plans to track and address nonconformance issues.

6.1 Assistive Technologies

Assistive technologies include any item, piece of equipment, or product and system, whether acquired
commercially, modified, or customized, that is used to increase, maintain, or improve the functional
capabilities of individuals with disabilities.

These types of technology are used to accommodate employees, and they are also used to verify that
desktop software and websites are accessible. Absent an undue burden, the Postal Service must provide
employees with the assistive technologies necessary to perform their work duties. Section 508 does not
require the Postal Service to provide assistive technology to the public, but it must provide accessible
information and data.

6.2 Postal Service Assistive Technology Standards

The Postal Service standard assistive technologies are listed in the Infrastructure Tool Kit (ITK).
Questions and recommendations should be directed to the Section 508 Program office.

ITK provides a record of software tools approved for use in the Postal Service computing environment
that help determine compliance with the functional performance criteria and test technical compliance.
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7. Metrics

f——The Postal Service is required to report on its implementation of and
compliance with Section 508 to the Office of Management and
Budget (OMB) and the GSA. The GSA and the Department of Justice
forinclusionin-the-Atterney-General’s(D0OJ) use this information to
issue separate annual and biennial geverament-wide-accessibility
report-to-the President—Prepares-otherreports as+equired-by-the
Bepartmentoflustice:
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————3-7to Congress, including a public data file that contains all Postal Service responses.

The
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