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A. Purpose. Using technology to enhance value is an integral part of the Postal Service
Transformation Plan. As we increase our reliance on electronic information systems to
help us manage information and costs, improve service, and carry out our mission more
efficiently, we have an even greater responsibility to provide full access for our
customers, our employees, and those with whom we do business. This handbook
provides the tools to help each of us do that. All functional organizations should use the
information in this handbook to understand, achieve, and maintain Section 508
compliance. By achieving the goals of this law, we fulfill our mission of binding the nation
together in the 21st century.

S

This is a technical reference guide in support of Handbook AS-508. It breaks out the
details of each of the sections of that handbook and how they are tied to the law.

B. Scope. Providing access to electronic forms of Postal Service information, products, and
services is both efficient and economic. The techniques in this handbook have an effect
on employees, customers, suppliers. and business partners. Given the broad scope of
the 508 law and its pervasive impact on information technology, collaborative efforts are
needed to successfully achieve organization-wide compliance. Consequently, the
audience for this handbook spans the entire corporation. Although managers of
functional organizations within the Postal Service have direct responsibility for the
conformance of their area, the coordinated efforts of cross-functional teams are vital to
realize the mandates of the Section 508 law.

C. Availability. This handbook is available online and may be accessed both from the
Internet and from the Postal Service Intranet.

From the usps.com homepage, click on All Products & Services, then on Publications,
then on Postal Periodicals and Publications. Choose Handbooks.

It is also available on the Postal Service PolicyNet Intranet Web site:

= Go to http://blue.usps.gov.

. Under “Essential Links” in the left-hand column, click on References.
= Under “References” in the right-hand column, PolicyNet — Text.

= Then click on HBKSs.



D. Comments and Questions. Send comments via email to: section508@email.usps.com.
Use “AS-508” in header.

E. Effective Date. This handbook is effective immediately.

At L L

Robert L. Otto
Vice President
Information Technology
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1 Introduction

1-1  Policy

The United States Postal Service™ complies with Section 508 of the
Rehabilitation Act. This compliance ensures that development, procurement,
maintenance, or use of electronic and information technology (EIT) 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, except in the event of exceptions or undue
burdens as covered by Section 508.

1-2 History of Section 508

121 Development of the Law

September 2004

In 1986, Congress amended the Rehabilitation Act of 1973 to require Federal
agencies and the Postal Service to make their electronic and information
technology (EIT) accessible to people with disabilities. Just as public
buildings must be accessible (e.g., entry and use by people in wheelchairs),
information technology must be designed and created so that people with
disabilities can access the content of information systems.

Congress amended Section 508 to define specific standards to make
information technology accessible. These standards ensure that Postal
Service employees and customers with disabilities have access to
information and data.



1-2.2
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122 Structure of the Law: Technical Standards and

Functional Performance Criteria

Section 508 includes six technical standards with associated provisions and
functional performance criteria.

These technical standards are defined in terms of classes of technology.
These standards are software applications and operating systems;
Web-based intranet and internet information and applications;
telecommunications products; video and multimedia products; self-contained,
closed products; and desktop and portable computers. They are referred to
as “assistive technology” — any item or system — whether acquired,
modified, or customized — used to increase, maintain, or improve functional
capabilities of people with disabilities. These technical standards translate
into day-to-day business functions, such as using the Web to look up postal
rates, using a kiosk to purchase stamps, receiving messages with email, and
using a computer to view a presentation.

Functional performance criteria define overarching performance measures
that ensure interaction across all classes of technology. The functional
performance criteria ensure that from the perspective of a person with a
disability, all interactions are consistent and accessible, regardless of the
class of technology.

Business functions often span multiple classes of technology. When you
apply Section 508, you must consider all applicable technical standards and
functional performance criteria. For example an e-learning system may
include Internet-based technology and video and multimedia access from a
desktop, with consistent functional performance.

When we adhere to both technical standards and functional performance
criteria, people with functional limitations can use all Information Technology
(IT) systems.
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Exhibit 1-2.2
Access to Technology and Function
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Finally, when the technical standards and functional performance criteria can
not be fully met, Section 508 provides for exceptions. In most cases, when an
exception is taken, the law requires that we provide an alternate format or
access method to information and data.

1-3 Compliance

131 Importance of Compliance
Compliance with Section 508 requirements does the following:

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

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

Enhances business opportunities.
Avoids costly litigation.
e. Improves overall usability of our information resources.
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132 Monitoring

1-3.21 Department of Justice

The Department of Justice monitors Federal agency and Postal Service
compliance with Section 508 requirements.

1-3.22 Postal Service

As directed by the Postmaster General, the Chief Technology Officer leads
the Postal Service’s compliance effort through the institutionalization of
Section 508 policy, procedures, and requirements related to electronic and
information technology.

The Information Technology Organization conducts limited oversight
monitoring of corporate-wide Section 508 compliance, with a focus on
capturing information for reporting purposes.

1-3.23 Functional Organizations

For all phases of the EIT life cycle, compliance monitoring resides with the
responsible functional organization. The functional organizations have this
responsibility for both purchased and Postal developed EIT.

1-4 Scope

141 Postal Service Employees
This handbook applies to Postal Service functional organizations and
personnel who do the following:

a. Have job responsibilities that relate to any aspect of Postal Service
electronic and information technology systems.

b. Determine or maintain policies related to Section 508, i.e., internal or
external complaints and their processing.

C. Promote Postal Service information technology based products and
services.

142 Suppliers

This handbook also applies to suppliers, contractors, and business partners,
throughout the IT life cycle, including the design, supply, and development
phases of Postal Service electronic and information technology.
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1-4.3

1-5.3

Enterprise Architecture and Information
Infrastructure

This handbook applies to the entire Postal Service enterprise architecture,
which provides the framework for our business solutions and supports our
information technology infrastructure. The Information technology
infrastructure includes both the information (text and data) and the
technology used to present them.

1-5 About This Handbook

September 2004

1-5.1

1-5.2

1-5.3

Generally Speaking

The purpose of this handbook is to help you understand and implement the
accessibility guidelines. In the absence of explicit Postal Service direction
related to a general requirement or technical standard of the law, use the law,
itself. Software purchased or created after June 21, 2001, is as compliant
with Section 508 standards as possible.

This handbook helps you:

n Gain a better understanding of the general requirements of
Section 508.

u Know the specific technical requirements of the six EIT standards and
related provisions.

L] Know how they translate into Postal Service requirements.

Federal agencies, industry, and the general public interested in Section 508
activities may also find this book useful.

Introductory Chapters (1-4)

These chapters provide information about Postal Service policy roles and
responsibilities, a “snapshot” view of the requirements of Section 508, and
information on using this handbook.

Technical Chapters (5—-11)

Here you will find Postal Service requirements to implement the technical
standards contained in Section 508. Each chapter contains the legal
provisions and the following sections:

= Rationale. Describes how the technical area addressed by the
provision affects certain people with disabilities, including those who
use certain classes of assistive technologies (AT).

= Requirements. Requirements are not tied to a product or
supplier-specific technologies or standards. They:

u Contain a core statement (and optionally, exhibits) related to an
accepted design practice or alternate method that must be used
when it applies to the EIT in question.



1-6

Section 508 Technical Reference Guide

= Can be used to evaluate how particular EIT conforms to the
Postal Service Section 508 requirements or to develop solutions
that conform.

Testing. Testing methods validate that performance matches expected
results. Testing provides processes for evaluating and documenting
accessibility compliance. For purchased software, it verifies that the
product performs as stated. For prototypes, it evaluates how well
innovative functionality satisfies user requirements. For internally
developed software, it may find errors that need correction. In all cases,
testing can validate compliance with the standards.

References. Provides information related to specific requirements.

1-6 Additional Sources for Accessibility

When evaluating the requirements of the law, the Postal Service accepts the
published Federal Law or other information officially published by the Access
Board http://www.access-board.gov/508.htm. Additional publications that
reinforce the Postal Service’s institutionalization of accessibility
considerations include the following:

a.

Handbook EL-307, Reasonable Accommodation, an Interactive
Process.
http://www.usps.com/cpim/ftp/hand/el307/welcome.htm

[Handbook AS-885, usps.com Development Process & Standards. |
http://blue.usps.gov/cpim/ftp/hand/as885/welcome.htm

Management Instruction AS-885-2004-15, Managing Web Sites on the
Corporate Intranet.
http://blue.usps.gov/cpim/ftp/manage/a8850215/welcome.htm

39 CFR 255, Access of Persons with Disabilities to Postal Service
Programs, Activities, Facilities, and Electronic and Information

Technology.

http://www.access.gpo.gov/nara/cfr/waisidx_03/39cfr255_03.html

[Purchasing Manual |
http://www.usps.com/cpim/ftp/manuals/pm3/html/welcome.htm

[USPS Integrated Solutions Methodology.|
http://ism.usps.gov/pls/ismprodnp/page?psite_id=4&pnode_id=1

U.S. Department of Justice: |A Guide to Disability Rights Laws|
http://www.usdoj.gov/crt/ada/cguide.htm
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2 Roles and Responsibilities

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

2-1 Vice President/Chief Technology Officer

As designated by the Postmaster General, The Vice President/Chief
Technology Officer (VP/CTO) leads the Postal Service Section 508 effort. The
VP/CTO does the following:

a.

Establishes a Postal Service information 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
information technology systems.

Identifies and assigns the organizational roles and responsibilities
necessary to ensure Postal Service compliance with Section 508.

Designates a Section 508 Program Manager to lead the corporate-wide
Section 508 initiative.

2-2 Section 508 Program Manager, Information

Technology

September 2004

The Section 508 Program Manager, as designated by the VP/CTO, does the

following:

a. Coordinates overall activities undertaken by the Postal Service in
guiding our response to Section 508.

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

C. Provides high-level technical guidance on the Electronic Information

Technology (EIT) accessibility standards.
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Identifies functional organization stewardships that correspond to the
following Section 508 technical specification standards in the following
products and services areas:

Software applications and operating systems.

)
(2) Web-based intranet and Internet information and applications.
(3) Telecommunications.
(4) Video and multimedia.
(6) Self-contained, closed products.

(6) Desktop and portable computers.

Identifies functional organization stewardships that correspond to the
non-technical specifications of the law and standards for the following
areas:

(1)  Purchasing.

(20 Consumer complaints.
(3) Employee complaints.
(4) Legal guidance.

Prepares and provides the Postal Service’s input to the U.S.
Department of Justice for inclusion in the Attorney General’s biennial
government-wide accessibility report to the President. Prepares other
reports as required by the Department of Justice.

Identifies an agency Section 508 coordinator and backup coordinator
and provides this information to the Architectural and Transportation
Barriers Compliance Board (hereafter, “Access Board”) and General
Services Administration (GSA) Section 508 Interagency Program.

Serves as the Postal Service liaison to the Access Board and GSA
Interagency Program.

Directs the Section 508 Program Team by doing the following:
(1)  Managing the day-to-day program activities.

(2) Addressing the varying demands of the program.
(3) Establishing program objectives.
(4) Facilitating coordination of stewardships across the Postal

Service in the following areas:

(a) Standards definitions and integration.
(b) Evaluation processes.

(¢) Training for all audiences.

(5) Providing a framework for communication vehicles: handbook,
brochures, videos.

(6) Creating and conducting education and awareness throughout
the agency.

(7) Reporting program status to senior management.

Coordinates and implements processes resulting in the
institutionalization of Section 508.
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2-3 Section 508 Technical Stewards

The VP/CTO designates a Technical Steward for each of the six EIT
accessibility standards. (see http://cto.usps.gov, click on Support, Standards
& Guidelines, 508 Standards and Support). Technical Stewards and their
associated EIT technical standards are listed in [exhibit 2-3] Technical
Stewards do the following for their respective EIT standard(s):

a. Serve as the Postal Service technical experts.

b. Provide technical guidance and support for the content of Postal
Service Section 508 policy and technical documents to enable the
Postal Service to comply with Section 508 when purchasing or
developing EIT.

C. Provide technical guidance and support to Postal organizations on their
specific Section 508 standards.

d. Establish testing and evaluation benchmarks that are in harmony with
the generic testing approaches and techniques defined in this
handbook.

e. Stay abreast of changes to the technical standards and update Postal
Service Section 508 policy and technical documents accordingly.

f. Help functional organizations respond to inquiries and complaints
concerning the class of technology for which they are the stewards.

g. Create and conduct training on the technical area of their stewardship.

h. Coordinate among stewardships to ensure that interpretations rendered
by stewards are consistent, and to address issues that arise when EIT
solutions are covered by more than one Section 508 standard.

i. Promote ongoing communications and education within the Postal
Service.
- Represent the Postal Service on interagency working groups to further
understanding and consistency of technical guidance.
Exhibit 2-3
Steward Section 508 EIT Technical Standard

Magr., Business Solutions Services, IT = Software applications and operating
systems.

Mgr., Telecommunications., IT = Telecommunications products.
(Includes telephony interactive voice
response systems, data, and other
telecommunications equipment and
services.)

Mgr., Enabler Business Systems = Video and multimedia products.

Portfolio (Includes related training and
promotional materials.)

Mgr., Technology Support, IT = Self-contained and closed products.
(Includes kiosks, copiers, printers,
calculators, mail processing
equipment, scanners, fax machines,
point-of-sale terminals, etc.)
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Steward Section 508 EIT Technical Standard

Magr. Distributed Computing = Desktop and portable computers.

Environment, IT (Includes employee workstations and
laptops.)

Magr., Corporate Business Systems = Web-based intranet and internet

Solutions information and applications.

2-4 |T Portfolio Managers

The IT Portfolio Managers do the following:

a.  Acquire an in-depth knowledge of Section 508 requirements.

b Disseminate Section 508 knowledge for their area.

c Champion Section 508 compliance of their area.

d. Determine how Section 508 applies to each new business function.
e

Ensure that market research and other Integrated Systems
Methodology (ISM) procedures include Section 508 considerations
within the EIT life cycle.

f. Document Section 508 compliance within their area of responsibility,
including updates to the Enterprise Information Repository (EIR),
Infrastructure Tool Kit (ITK), or other databases as needed.

g.  Assist Functional Organizations to document exceptions when a
solution is not completely Section 508 compliant.

2-5 Vice President, Labor Relations

The Vice President, Labor Relations (LR), does the following:

a. Provides policies and procedures on the Section 508 employee
complaint process and any other labor-related areas affected by
Section 508.

b. Integrates Section 508 policies and procedures into existing
labor-relations processes and documents.

C. Creates and conducts training to affected parties to promote
awareness.

2-6 Vice President, Supply Management

The Vice President, Supply Management, does the following:

a. Provides policies and procedures on how the Postal Service purchases
any products that involve compliance with Section 508 requirements.

(1) Creates and incorporates applicable procurement clauses into the
Purchasing Manual.
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(2) Creates and implements processes to insure that the Postal
Service follows the legal requirements for complying with
exceptions and undue burden documentation.

b. Integrates policies and procedures of Section 508 into the existing
Supply Management processes and documents.

C. Creates and conducts training for contracting officers and others
involved in the purchasing process.

2-7 Vice President, General Counsel

The Vice President, General Counsel (GC), does the following:

a. Updates legal publications and Postal Service policies and procedures
in the GC area to conform with ongoing legal requirements.

b. Provides legal guidance in response to Section 508-related inquiries
from functional organizations and the Section 508 Program.

C. Notifies affected functional organizations of updates to relevant statutes
and related interpretations.

2-8 Vice President, Consumer Affairs

The Vice President, Consumer Affairs (CA), does the following:

a. Provides policies and procedures on processing consumer complaints.

b. Integrates policies and procedures concerning Section 508 into the
existing processes and documents.
C. In consultation with the General Counsel, updates 39 CFR 255 and any

Postal Service CA policies that are affected by Section 508.
d. Manages the response of consumer complaints.

2-9 Vice President, Public Affairs and Communications

The Vice President, Public Affairs and Communications, designates the
manager of USPS TV to be responsible for the multimedia stewardship.

2-10 All Postal Service Officers

All Postal Service officers do the following:

a. Designate a liaison to coordinate Section 508 activities within and
among their respective organizations.

b. Champion Section 508 compliance within their organizations.
C. Fund the cost of compliance and litigation for their organizations.

September 2004 1
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d.  Authorize exception or undue burden documents for the requiring
functional organization, if a solution is not completely Section 508
compliant (see[section 4-6).

2-11  All Functional Organizations

Functional organizations have the responsibility and legal liability for Section
508 compliance. This ensures all products, including those a contractor
develops or supplies in accordance with contract requirements, comply with
Section 508. Contracts should include requirements for contractors to comply
and may include contractor responsibility for testing, but acceptance of a
product or service as compliant is the legal responsibility of the Postal
Service.

All functional organizations that require EIT do the following:

a. Follow the requirements of the law and of this handbook when they
use, develop, procure, or maintain EIT products and services.

b. Respond to Section 508 inquiries or complaints from the public
according to 39 CFR 255, Access of Persons with Disabilities,
regarding EIT controlled by their functional organizations.

C. Respond to Section 508 inquiries or complaints from employees
following established procedures.

d. Provide information on the status of Section 508 EIT compliance as
required.

e. Create exception or undue burden documents for approval of their
respective vice president when a solution is not completely Section 508
compliant (see of this handbook).

2-12 Section 508 Stewards — Liaisons for Accessibility

12

Section 508 stewards, as designated by their Postal Service officer, do the
following:

a. Acquire an in-depth knowledge of Section 508 requirements.
b.  Coordinate Section 508 activities within their respective organizations.

C. Respond to reporting requirements on Section 508 compliance within
their respective organizations.

d.  Stay abreast of changes to the Section 508 program.

e. Develop an ongoing education/information awareness activity to make
sure employees within their organization are aware of Section 508
program updates.
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2-13 Importance of Compliance

Compliance with Section 508 requirements does the following:

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

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

C. Enhances business opportunities.
d.  Avoids costly litigation.
e. Improves the overall visability of our information resources.

For all phases of the EIT life cycle, compliance monitoring resides with the
responsible functional organization. The functional organizations have this
responsibility for all EIT purchased or developed by the Postal Service.
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3 Section 508 — Overview of
Accessibility

This chapter contains an overview of the law, its essential rationale, and brief
explanations of the design of EIT with the use of assistive technology to
support the needs of people with disabilities.

3-1 What the Law Covers

September 2004

3-1.1

3-1.2

The Rehabilitation Act of 1973 says that federal agencies, federally funded
programs and services, and federal contractors cannot discriminate based on
disabilities, and that federal agency electronic and information technology
(EIT) cannot discriminate in its availability and use based on disabilities.

Briefly stated, Section 508 is a law about technology. It says we must make
sure our information and data are accessible to all people, specifically people
with disabilities.

General Requirements

Generally, Section 508 says that any agency, including the Postal Service,
must do the following:

a.  Buy, build, and maintain EIT so that information and data are
accessible to their employees who have disabilities in a way that is
comparable to the access and use provided to employees without
disabilities.

b. Ensure that access to information and data by Postal customers with
disabilities is comparable to that provided to people without disabilities.

Overview of Standards: Classes of Technology,
Classes of Disability

The provisions of Section 508 focus on making EIT accessible to people with
different disabilities. Specifically, the standards describe the use of
information with the disabilities of vision, hearing, and mobility.

To enable the use of information by people with disabilities, Section 508
identifies six classes of information technology (refer to chapters 5-11) and
defines specific and functional requirements that enable people to interact
with these technologies. For example, when using a word processor, people
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without disabilities can use a mouse to highlight text, cut the text from its
original position, and paste it into another location. An accessible

Section 508-compliant word processor would support the same functions
without any use of the mouse. As another example, when using a website,
people without disabilities identify a hyperlink, and then use a mouse to click
on the link to move to another page. A Web site designed with accessibility in
mind would support the same functions without any use of the mouse.

3-2 Rationale

16

In the absence of clear requirements that specify how accessibility can be
achieved, technology has often been designed so that only able-bodied
people could use it. Just as a multi-level building without stairs can exclude
people with mobility impairments, information technology can be a barrier too.
A display of information presented in graphical form without a text equivalent
is not usable by people with significant visual impairments. A video without
captioning bars a deaf person from understanding the message. A copier
with operational controls in the back denies a person in a wheelchair full
access.

Section 508 defines technical standards for six classes of technology:
software applications and operating systems, Web-based intranet and
internet information and applications, telecommunications products, video
and multimedia products, self-contained, closed products, and desktop and
portable computers. To insure that adherence results in functional access by
people with disabilities, the law also specifies performance criteria.

The law addresses both simple technologies and complex solutions.
Complex systems often include components from more than one class of
technology; each individual component within its class must meet its specific
standard.

For example, in a bank ATM (a self-contained, closed product), where the
output of the machine is displayed on a screen, an alternate format for the
information is speech. Reasonable accommodation for visually impaired and
blind users includes a headphone jack on the front of the ATM where the
output can be heard. The instructions for use of the machine are also
available in the audio format. Although headphones (a form of assistive
technology for a visually impaired person) are not supplied by the bank, the
bank has a responsibility to provide an alternate format for the information.

In a desktop computer environment the potential information displays are
limitless. Therefore, the provisions of the law do not require recorded speech
for each screen element — rather, what is needed is a standard (software
applications and operating systems) that allows assistive technology software
to access the text (or a text equivalent) of each screen element and present
synthetic speech as an audio format.

In both examples, the goal is the same: access to information by all.
However, the techniques used are specific to the class of technology.
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3-3 Assistive Technologies

September 2004

3-3.1

3-3.2

Description

Assistive technology is used in the Postal Service desktop environment to
help people with disabilities access computer systems and data or
information. Examples include the following:

a. A screen reader that converts text to speech.
b. A screen magnifier that enlarges the screen display.

C. Speech-to-text software that converts speech to text or software
commands.

d. Keyboard alternatives such as split or natural keyboards.
e.  Shortcut keys for all mouse actions.

These types of technology are used to accommodate employees. They are
also used to verify that desktop software and websites are accessible.
Section 508 does not require the Postal Service or other government
agencies to provide assistive technology to the general public but must
provide accessible information and data. Federal agencies and the Postal
Service must provide employees with assistive technologies necessary to
perform their work.

Postal Service Standards

The Postal Service standard assistive technologies are listed in the
Infrastructure Tool Kit (ITK) at http://itk. This list is evolving and will expand as
needed. The current ITK assistive technology includes:

a. Screen Reader Software
[JAWS for Windows 98/95, NT, and Windows 2000|
(http://lwww.freedomscientific.com/)

b.  Screen Magnification Software
[MAGic for Windows 98/95, NT, and Windows 2000 |
(http://lwww.freedomscientific.com/)

c. Speech-to-Text Software
[Dragon NaturallySpeaking for Windows 98/95, NT, and Windows 2000 |
(http://www.scansoft.com/naturallyspeaking/)

d. Middleware for Speech to Text and Screen Reader Software
JawBone for Windows 98/95, NT, and Windows 2000
(http://www.ngtvoice.com/)

This standardized software allows the Postal Service to determine
compliance with the functional performance criteria and allows testing
technical compliance using tools approved for use in the postal computing
environment.
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3-4 Guiding Principles

3-4.1

3-4.2

3-4.3

18

Three overarching concepts that should always be considered when applying
Section 508.

Integrate multiple technical standards

When functions span technical standards (e.g., a Java application launched
from a Web browser), the provisions for keyboard access, color, etc. must be
as consistent as possible. Since a Java application is software, the provisions
of two standards (Software Applications and Operating Systems, Web-based
Intranet and Internet Information and Applications) apply. Both usability and
accessibility are best achieved when user interfaces follow best practices in a
consistent manner.

Consider both information itself and authoring
tools that create information
For some software products, specifically development environments (e.g.,

Dreamweaver for websites or Eclipse as a Java development environment),
there are two separate issues:

a.  Accessibility of the tool itself.
b.  Accessibility of the output that the tool generates.

For some high-end, complex tools, usage in the authoring mode may not be
fully compliant, and a legitimate exception may be made. For the output of all
tools (text files, HTML pages, Java applications), accessibility is mandatory.

Consider all available techniques for access

For more complex EIT solutions, Section 508 includes the following
techniques to use to achieve compliance:

a.  Assistive technology. The use of equipment or systems, which normally
reside on the user’s desktop, to present text and data in a manner
suitable to someone with a disability. (See , above.)

b. Alternate formats. The use of formats such as Braille, ASCII text, audio,
which can be used by people with disabilities.
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3-5 What is Compliance?

September 2004

Compliance is defined as meeting the requirements set forth in the
Section 508 Technical Standards and Functional Performance Criteria.
Proposed EIT solutions may fully comply, best meet, or not comply, as
defined below:

a.

Fully complies. An EIT product is fully compliant if the text or data it
provides is accessible and usable by a person with disabilities in the
manner the law requires, and meets the Section 508 EIT Technical
Standards and functional performance criteria. Such compliance may or
may not be enabled by the use of assistive technology or alternate
formats or methods. EIT built by the Postal Service should be fully
compliant.

Best meets compliance. Best meets applies only to EIT products that
the Postal Service purchases. A product best meets compliance
requirements when it does not meet all relevant standards but is the
most compliant product available at the time of purchase. In that event,
the organization purchasing the product would do the following:

(1) Document the market research used to determine the
appropriateness of the product to meet business requirements.

(2) Define the exception(s).

(3) Document that the best overall choice has been made at the
present time.

Does not comply. A product does not comply if it cannot achieve
compliance as defined by the relevant Section 508 Technical Standards
or Functional Performance Criteria.

Note: Upgrades or events may require reevaluation at which time an
alternative and more compliant product might be available. See
for guidance on how to document an exception or an undue burden.
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4 Section 508 — Postal Service
Processes to Comply

This chapter describes how accessibility compliance integrates into existing
Postal Service processes, focusing on two aspects of the system life cycle:
the procurement process and the development process. These processes
overlap; the Postal Service uses electronic and information technology (EIT)
products and systems both as off-the-shelf solutions and as components of
custom developed solutions. This chapter contains the following:

= A high-level overview of the steps involved in procuring and developing
technology solutions that comply with Section 508.

L] Two tables demonstrating how Section 508 is a fundamental part of the
Postal Service Integrated Systems Methodology (ISM).

= Guidance on understanding, applying, and documenting exceptions.

4-1 Background for Purchasing Compliant EIT

September 2004

This section provides policy and guidance for the creation and approval of
purchasing requests for Section 508 compliant (EIT). It also includes policy
and procedures to follow when a solution does not meet the technical
standards and functional performance criteria for accessibility cited by
Section 508 of the Rehabilitation Act.

Section 508 of the Rehabilitation Act requires that EIT purchased by the
Postal Service on and after June 21, 2001, complies with the Section 508
Electronic and Information Technology Accessibility Standards (or updates).
The standards were published in the Federal Register by the Architectural
and Transportation Barriers Compliance Board (Access Board) in
December 2000.

Note: For purposes of this chapter, the term EIT is equivalent to the
Postal Service’s use of the term information technology (IT) as defined in
the Purchasing Manual. The law also governs the purchase of electronic
products that are not generally purchased by an Information Technology
department. These products are primarily closed, self-contained products
such as printers, copiers, and FAX machines.
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4-2 Processes to Comply With Section 508

22

4-2.1

4-2.2

4-2.3

Specific Standards and Functional Performance
Criteria

The intent of Section 508 is to insure that the core technology infrastructure
of all government agencies enables people with disabilities to access the
information that is available to non-disabled citizens.

Compliance is as clearly defined as possible within the context of best
practices in both electronic information technology and assistive technology.
Since all technologies evolve, adherence to only specific provisions of each
applicable technical standard may not result in full compliance with the law.

To address this problem, the law includes §1194.31, Functional Performance
Criteria, which requires overall usability by people with disabilities.
Essentially, the six Functional Performance Criteria require that the EIT must
be usable (“at least one mode of operation and information retrieval”) by
people with functional limitations in vision, mobility, hearing, and speech.

Compliance with the law requires that EIT meet both the applicable technical

standards and the [functional performance criterial

http://www.section508.gov/index.cfm?FuseAction=Content&ID=
12#Functional

Build and Buy

Section 508 states that: “When developing, procuring, maintaining, or using
electronic and information technology, each agency shall ensure that the
products comply with the applicable provisions...” Therefore, accessibility is a
requirement of both purchased information technology and technology
developed to meet a unique Postal Service requirement.

When Procuring an EIT Solution

Starting with the market research phase of product selection, and moving
through contract award and delivery/implementation, the Postal Service
procures the most compliant product that meets business requirements. The
[ Voluntary Product Accessibility Template (VPAT)|(http://www.itic.org/policy/
vpat.html) is a standardized template used by agencies and suppliers of
information technology to define compliance with Section 508 standards.

To achieve Section 508 compliance on an ongoing basis, the Postal Service
must do the following:

a. Include Section 508 compliance language in all procurement
documents.

b. Require vendors to provide information on how their solution addresses
the applicable standards. When available, the Postal Service must
request that the vendor provide the Voluntary Product Accessibility
Template (VPAT) of all potential products. VPAT is one method that
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4-2.4

4-2.5

suppliers use to document how their products are Section 508
compliant. If no VPAT is available, other documentation identifying how
the vendor complies with the standards is required.

c.  Verify product compliance with the relevant standards. Testing for
accessibility with appropriate methodologies (including using assistive
technology) should be done when necessary — during pre-award
evaluations and during acceptance testing after delivery,

The above applies to both commercial, off-the-shelf (COTS) products, and
purchased customized solutions.

When Developing or Maintaining an EIT Solution

When the Postal Service develops a new system, the design must include
Section 508 accessibility as an explicit requirement. For maintenance to
existing systems, the enhancement and modification requirements must also
include improvement in access for people with disabilities. To achieve these
goals, the Postal Service does the following:

a.  Assesses the requirements to identify the applicable Section 508
standards.

b. Includes Section 508 requirements for the people who are involved in
the design process to insure the inclusion of these requirements in the

relevant ISM steps (exhibit 4-5.2).

C. Verifies solution accessibility with appropriate methodologies (including
using assistive technology) during the development and acceptance
testing phases.

Complex Systems

Many business solutions are complex and often combine commercial
off-the-shelf (COTS) products, custom code by a supplier, custom code by
Postal Service developers, and content from various sources.

In comprehensive technology solutions, more than one technical standard
may apply. An obvious example is e-learning. The table below shows the
diverse functions enabled by various technology mechanisms for the creation
of instructional material and access to education services.
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Example of Complex Business Solution Involving Various Section 508 Standards

Software and Operating

Systems Web Video and Multimedia
e-Learning Desktop Computer-Based Learning Management Audiovisual material.
training Training. Systems. May be presented in classroom
functions = Complex interaction with = Registration, browsing, environment, on the Web, or as
user. selecting, viewing individual | an application running on a
» May include embedded courses. desktop computer.
multimedia/video material. |[= May include embedded
multimedia or video.
= May include downloads
that launch software or
video/media player.
= Administrative setup and
reporting.
e-Learning Construction of content for Construction of Web pages for | Creation of multimedia (video
creation desktop application, Web student and administration and audio) content.
functions pages, or video presentations. | functions.

4-3

Policy

In this example, provisions from three standards (1194.21, Software
applications and operating systems; 1194.22, Web-based intranet and
internet information and applications; 1194.24, Video and multimedia
products) apply. All relevant provisions must be met. A full evaluation requires
not only adherence to these specific provisions but an evaluation of the
functional performance criteria of the entire system.

The Postal Service complies with the legal requirements of Section 508 for all
of its purchases of EIT on and after June 21, 2001. The Postal Service is
committed to purchasing compliant EIT. There are exceptions, however, as
described in this chapter, to the requirement to purchase compliant EIT

(see[section 4-6).

4-4 Guiding Steps for the Purchase of an EIT Business
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Solution

While it may seem that Section 508 compliance is daunting because of the
range of activities it covers, a simplified look at the pieces reveals how to fit it
into a Postal Service business solution.

Step 1. Learn About 508.

To learn about Section 508 requirements, see the following sources:

m |HBKAS-508, Section 508 Handbook. |
http://www.usps.com/cpim/ftp/hand/as508/welcome.htm

] Postal Service Intranet or Internet search on Section 508.

m  [Purchasing Manual] http://blue.usps.gov/cpim/manuals.htm.
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EIT Accessibility Standards (includes a definition of EIT):
= http://www.section508.gov
u http://www.access-board.gov/508.htm

The Goal — Make text and data as accessible to people with disabilities as it
is to people without them.

Step 2. Determine whether EIT is part of the business solution.

If EIT is not part of the business solution, Section 508 does not apply.
Skip the remaining steps and continue with the normal purchasing
process.

If EIT is part of the solution, determine whether a general exception
applies. If a general exception is justified, document the exception and
include it in the contract file.

Step 3. Identify the applicable EIT standards and then conduct market
research to determine if there are EIT solutions that meet business
needs and address the standards.

Section 508 defines six technical standards, which include many
provisions. Keep the following in mind:

L] Some functions are defined by a single standard.
L] Some functions may be covered by multiple standards.

Research products and services that meet business needs and learn
about their Section 508 compliance.

L] Look for the product’s Voluntary Product Accessibility Template
(VPAT). Many suppliers are using this form to provide information
on how they conform to the Section 508 standards. If no VPAT is
available, ask the supplier to produce a VPAT or provide
comparable documentation.

n Use research organizations.
u Search the Internet and supplier Web sites.

L] Contact other government agencies that are already using the
product or service.

Determine if an exception applies (e.g., no product exists that complies
with the applicable standards and meets the business requirements). If
an exception exists, document it appropriately.

Step 4. Include “Section 508” clauses in the Statement of Work (SOW)

Once market research is complete, work with Supply Management to do the
following:

Develop a solicitation that correctly states Section 508 requirements.

Determine in the evaluation process if there should be any special
instructions to suppliers.

Include “Section 508” concepts in the internal design or implementation
documents.
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Step 5. Evaluate and test products based on “Section 508” standards

Evaluation and selection activities are key components in positioning the
Postal Service to meet its Section 508 compliance commitments. In
evaluating and testing products, follow these guidelines:

= Compare supplier responses that meet Section 508 requirements.

= Determine how to evaluate and test suppliers’ proposed solutions for
compliance. This varies, depending on the complexity of the solution.
There are different ways in which proposed solutions can meet the
requirements. For information on exceptions and undue burdens, see
and[Z=8l of this handbook.

= For products that do not fully conform, a specific exception may be
needed (see[section 4-3).

L] Conduct testing and evaluation, which may include the following:
u Demonstrations by the supplier.
u Testing by the Postal Service or third-party suppliers.
L Literature evaluation.

Proof of Compliance — If your product provides at least one mode of

operation and retrieval that does not need user vision, hearing, or fine motor
skill or provides support using assistive technology, it is compliant.

Step 6. Plan Delivery

Before delivery of a solution, an acceptance test is a standard procedure to
verify that the supplier has met its contractual obligations. The Postal Service
can conduct and may require the contractor to perform Section 508 testing
with multiple techniques. See the resources in the technical reference
guidelines for recommended approaches. Before accepting a purchase, do
the following:

n Test compliance with the stated accessibility standards.

] Work with the vendor to address issues where the vendor does not
meet standards.

n Work with Supply Management to address the issue, if the deliverable
does not meet standards.

The Measure of Success — Success is measured by compliance at the text
or data “interface,” (i.e., where the person with a disability can access
information).
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4-5 Integrated Systems Methodology (ISM) Overview

This section shows how Section 508 integrates into the systems development
life cycle. The ISM unifies Postal Service development life-cycle
methodologies used by contractors and Postal Service project managers.
The ISM defines a life-cycle framework that provides a roadmap for
conceiving, planning, developing, implementing, and maintaining business
solutions. It contains the key minimum, mandatory deliverables that are
required to deliver a business solution successfully to the customer.

The goals of the ISM are to do the following:
= Reduce solution development and deployment costs.
= Speed the time to deployment of technology solutions.

n Provide a single point of access to all the current policies, procedures,
instructions, and templates.

[Exhibit 42-5.1] addresses elements of the Section 508 process for both the
Purchase or Lease of IT and for the Build or Customization of IT.
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Purchase or Lease of IT: Section 508 Considerations in the EIT Life Cycle
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This chart clarifies key Section 508 considerations that must be factored into mandatory EIT life cycle
tasks by the various people and functional organizations responsible described in[Chapter 2] Roles and
Responsibilities. This information is aligned with the Information Technology Division’s Integrated Systems
Methodology (ISM), but can be used in other current or future EIT governance processes. Boldface text
indicates formal work products for which Section 508 considerations must be documented.

People or
Organizations

Phase Tasks & Work 508 Considerations Responsible

Concept Develop Business Needs Determine whether EIT is part of = Functional Organization

Define business need and
solution concept.

Statement and Initial
Solution Concept.

solution. If it is, do the following:

= |dentify applicable EIT
standards based on access
considerations for candidate
stakeholder interactions /
interfaces.

= Ascertain possible “general
exception.”

Client (own)
= [T Portfolio Manager
(support)

Planning

Develop business case
and program plan, obtain
funding.

Produce program, project,
and procurement schedules
and plans.

= Ensure that applicable
Section 508 technical

requirements are included in

Procurement Plans.
= Include estimates for

resources required to support

compliance with Section 508
requirements.

= |T Portfolio Manager
(own)

=  Project Managers
(support)

= Contracting Officers
(support)

Develop business case
analysis and ensure alignment
with Enterprise Architecture.

Position possible EIT solution
scenarios (e.g., lease or buy vs.
build, internal vs. outsource).

Include Section 508 business
value, affects, and risks
related to the EIT solution.
Conduct a product and solution
type market research
(potential vendors’ Section 508
compliance qualifications or
VPATSs, cross-solution research
via trusted research sources
such as Gartner, Giga, etc.).

= Functional Organization
Client (own)

= Executive Sponsor
(own)

= [T Portfolio Manager
(support)

= Enterprise Architecture
Staff (support)

= Contracting Officer
(support)

Evaluate EIT

Ensure that solution
components will be included in
the Infrastructure Toolkit (ITK).

= [T Portfolio Manager
(own)

= Enterprise Architecture
Staff (support)

28
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People or
Organizations
Phase Tasks & Work 508 Considerations Responsible
Development Perform requirements Ensure that applicable Section 508 | =  Functional Organization
Design, build, lease, buy analysis. technical requirements are Client (own)
and test the EIT solution. addressed in relevant areas of = IT Portfolio Managers
Requirements Document: (support)

Functional, Technical, Data,
Interfaces, Security, and
Implementation.

= Business Solution
Services (IBSSCs)

(support)
= Development Teams
and Vendors (support)

Solicit bids, award contract,

and test the solution:

=  Write solicitations (RFPs)
and statements of work.

= Evaluate supplier
responses.

= Plan and conduct solution
tests.

Ensure that applicable
Section 508 technical
requirements are included in
solicitations (RFPs) and
statements of work.

Assist in evaluation of vendor
responses, including
development of evaluation
criteria and assessment of
vendor Voluntary Product
Accessibility Templates
(VPATs).

Ensure that Section 508 testing
methods are included in
Customer Acceptance Tests.

Plan, conduct, and review
solution and customer
acceptance tests, using
applicable Section 508 testing
methods.

= Contracting Officer
(own)

= [T Portfolio Manager
(support)

= Vendors (support)

= System Documentation
Caretaker (support)

Implementation

Certify, accept, and deploy
EIT solution.

Certify and document
Section 508 compliance in
certification and system
documentation.

Certify and document level of
Section 508 compliance in a
Postal Service operational
environment.

Create Section 508 exception
documents, where necessary,
before deployment (see

-

=  Functional Organization

Client (own)

= Contracting Officer
(own)

= [T Portfolio Manager
(own)

= Development Teams
and Vendors (support)

= System Documentation
Caretaker (support)

Operations
Management

Maintain and enhance
solution, close out project.

= Obtain user feedback and
evaluate EIT solution for
ongoing Section 508
compliance.

= Create change requests
to resolve Section 508
compliance issues and
improve solution
performance.

Update certification and
system documentation.
Update appropriate databases:
ITK for leased/bought
solutions.

Evaluate and update

Section 508 exception
documents when solutions are

modified (see Eppendix 4—ND.

=  Functional Organization
Client (own)

= [T Portfolio Manager
(own)

= System Documentation
Caretaker (support)
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Development or Customization of IT: Section 508 Considerations in the EIT Life Cycle

This chart clarifies key Section 508 considerations that must be factored into mandatory EIT life cycle
tasks by the various roles described in[Chapter 2] Roles and Responsibilities. This information is aligned
with the Information Technology Division’s Integrated Systems Methodology (ISM), but can be used in
other current or future EIT governance processes. Boldface text indicates formal work products for which
Section 508 considerations must be documented.

People or
Organizations

Phase Tasks & Work 508 Considerations Responsible

Concept Develop Business Needs Determine whether EIT is part of = Functional Organization

Define business need and
solution concept.

Statement and Initial
Solution Concept.

solution. If it is, do the following:

= Include persons with disabilities
in stakeholder profiles.

= |dentify applicable EIT
standards based on access
considerations for candidate
stakeholder interactions or
interfaces.

= Ascertain possible “general
exception.”

Client (own)

= [T Portfolio Manager
(support)

Planning

Develop business case
and program plan, obtain
funding.

Produce program, project,
and procurement schedules
and plans.

= Ensure that applicable
Section 508 technical
requirements are included in
procurement plans.

= Include estimates for
resources required to support
compliance with Section 508
requirements.

= [T Portfolio Manager
(own)

=  Project Managers
(support)

= Contracting Officers
(support)

Develop business case
analysis and ensure alignment
with Enterprise Architecture.

Position possible EIT solution
scenarios (e.g., lease or buy vs.
build, internal vs. outsource).

= |nclude Section 508 business
value, affects, and risks
related to the EIT solution.

= Conduct a product-and-solution
type market research
(potential vendors’ Section 508
compliance qualifications or
VPATSs, cross-solution research
via trusted research sources
such as Gartner, Giga, etc.).

= Ensure alignment with
enterprise architecture.

= Functional Organization
Client (own)

= Executive Sponsor
(own)

= [T Portfolio Manager
(support)

= Enterprise Architecture
Staff (support)

= Contracting Officers
(support)

Register EIT.

= Register the solution in the
Enterprise Information
Repository (EIR).

= |T Portfolio Manager
(own)

= Enterprise Architecture
Staff (support)
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People or
Organizations
Phase Tasks & Work 508 Considerations Responsible
Development Perform requirements Ensure that applicable Section 508 | =  Functional Organization
Design, build, lease, buy analysis. technical requirements are Client (own)

and test the EIT solution.

addressed in relevant areas of the
Requirements Document:
Functional, Technical, Data,
Interfaces, Security, and
Implementation.

IT Portfolio Manager
(support)

Business Solution
Services (IBSSCs)
(support)
Development Teams
and Vendors (support)

IF a custom solution is to be
constructed by a supplier,
perform procurement
processes (send RFP,
evaluate vendor responses).

Ensure that Section 508
considerations are enforced in all
procurement processes:

Develop solicitations (RFPs)
and statements of work.
Assist in evaluation of
supplier responses, including
development of evaluation
criteria.

Contracting Officers
(own)

Functional Organization
Client (support)

IT Portfolio Manager
(support)

Project Managers
(support)

Design, build, and test the

solution:

= Develop design
documents.

= Produce development
code and materials.

= Plan and conduct solution
tests.

Ensure that applicable

Section 508 technical
requirements are included in
design specifications.
Design and create Section 508
compliant development code
and materials.

Plan and conduct solution and
customer acceptance tests,
using applicable Section 508
testing methods (see

Chapters 5-11).

IT Portfolio Manager
(own)

Functional Organization
Client (support)
Business Solution
Services (IBSSCs)
(support)

Development Teams
and Vendors (support)

Implementation

Certify and document

Ensure that Section 508 testing

Functional Organization

Certify, accept, and deploy | Section 508 compliance in methods are included in Client (own)
EIT solution. certification and system customer acceptance tests. = Contracting Officer
documentation. = Certify and document level of (own)
Section 508 compliance after = [T Portfolio Manager
customer acceptance test in (own)
a Postal Service standard +  Development Teams &
operational environment. Vendors (support)
= Create Section 508 Exception | System Documentation
Documents where necessary Caretaker (support)
prior to deployment (see
[appendix 4-A).
Operations = Obtain user feedback and |= Update certification and »  Functional Organization
Management evaluate EIT solution for system documentation. Client (own)

Maintain and enhance

solution, close out project.

ongoing Section 508
compliance

= Create change requests
to resolve Section 508
compliance issues and
improve solution
performance.

Update appropriate databases:
EIR for Postal Service-built
solutions.

Evaluate and update

Section 508 exception
documents when solutions are
modified (see jappendix 4-A).

IT Portfolio Manager
(own)

System Documentation
Caretaker (support)
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4-6 About Exceptions and Undue Burden

32

4-6.1

4-6.2

There are three types of exceptions that can be invoked and still achieve
Section 508 compliance. The three types — general exceptions, specific
exceptions, and undue burdens — are described below. These exemptions
exist for different reasons and may be invoked at different stages of the
procurement or development cycle (seelexhibits 4-5.1| and|[4-5.2). Some
technology solutions are inherently exempt by nature of the technology use.
These are general exceptions and involve such fields as military security or
other areas of national defense.

General Exceptions

The determination of a general exception is based on how the EIT is to be
used. General exceptions are typically identified very early in the process.
General exceptions include:

a. Purchases of EIT required for national security, as described in the
Electronic and Information Technology Accessibility Standards, 36 CFR
Section 1194, Subpart 1194.3(a).

b. Purchases of EIT acquired by a supplier incidental to a contract.

C. Purchases of EIT to be located in spaces frequented only by service
personnel for maintenance, repairs, or occasional monitoring of
equipment.

Specific Exceptions

These exceptions typically occur when no existing product that best meets
the business requirements of the Postal Service is fully compliant. In these
cases, the market research documents that show no fully compliant
technology solution is available will provide an explanation for the purchase
of a noncompliant solution.

Reasons for a specific exception include the following:

a. Purchases of EIT that are less compliant than other EIT available in the
commercial marketplace, but that meet all the accessibility standards
that can be met within the deadline required by the Postal Service.

b. Orders of noncompliant EIT against indefinite delivery contracts or
ordering agreements that already have appropriate exception
documentation in the contract file.

C. Purchases of noncompliant EIT when no compliant EIT is available in
the commercial marketplace.

Since the goal of Section 508 is to produce an environment in which data and
information are available to disabled citizens and government employees, the
Postal Service views specific exceptions as temporary. The long-term goal is

continual improvement to achieve full compliance.
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4-63 Undue Burden Exception

Undue burden “means significant difficulty or expense.” “In determining
whether an action would result in an undue burden, an agency shall consider
all agency resources available to the program or component for which the
product is being developed, procured, maintained, or used” (65 Federal
Register 80502). These rare exemptions require the signature of a Postal
Service vice president on behalf of the requesting functional organization.

From the procurement perspective, Section 508 standards do not require the
purchase of EIT that would require a fundamental alteration in the nature of a
product or its components. From the development perspective, technology
designed and built specifically for the Postal Service must be fully compliant.

4-7 Documentation of Exceptions

When the purchase of an EIT solution falls within even one of the three
exception areas, the Postal Service requires the functional organization to
document the rationale for the exception. Supply Management, with the
functional organization, must include the relevant market research
documentation in the contract file. For general and specific exceptions, the
documentation is relatively easy to prepare. When the purchase of an EIT
solution would result in an undue burden to the Postal Service, the requiring
organization must prepare an undue burden justification, signed by the vice
president of the requiring organization. The template for documenting undue

burden is found in

4-8 Roles and Responsibilities

September 2004

[Chapter 2]of this handbook describes roles and responsibilities. The officials
named in[Chapter 2] define what compliance means and evaluate compliance
efforts in their respective areas of responsibility for the Postal Service. The
purchase, development, or maintenance of EIT occurs at the level of a
specific functional organization. At the functional level, complex business
needs often require multifaceted systems which span the technical areas of
the law (see[section 4-2.4]above). Consequently, responsibility for evaluation
of compliance for a complex solution may involve Postal Service personnel
from the requiring organization (business analysts, portfolio managers, etc.),
Supply Management (contracting officers), the General Counsel’s office, and
the Section 508 Program.
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4-9 Exception Documentation

The purpose of exception documentation is to explain the business needs
and to account for compliance of available solutions. For General Exceptions
(a rare Postal Service need), documentation will address one of the three
valid reasons for such an exception.

For Undue Burden, the exception report will require extensive documentation
and will attract the attention of the Department of Justice (see :

For Specific Exceptions, the reasons for the exception (see|section 4-6.2
must be defined fully.

Three other actions must occur:

a. The documentation must be summarized in the database(s) that track
Postal Service compliance (e.g., EIR, ITK, ADEPT, etc.) to facilitate
accurate reporting to the Department of Justice on a periodic basis.

b. An alternate means must be provided to allow people with disabilities to
access the functions or information.

c.  Aplan must be defined for future reevaluation and eventual full
compliance (e.g., newer releases of the software or selection of a more
compliant product that provides the same business solution). The plan
should specify reevaluation dates.

4-10 Preparing Undue Burden Justification

Undue burden justification is required when the EIT purchase meets the
conditions stated in[section 4-6.3] The rationale for such a determination
must be based on the fact that purchase of the most compliant EIT would
constitute an undue burden to the Postal Service. The undue burden
justification documentation addresses why, and to what extent, compliance
with each applicable provision of Section 508 creates an undue burden.

An undue burden justification template is provided in[appendix 4-A) of this
chapter. The requiring organization must complete the template and include

sufficient detail to establish that an undue burden exists. The contracting
office must retain a copy of the documentation with the necessary approvals
in the contract file.
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Template for Undue Burden Justification
Documentation

This template provides guidance for preparing an undue burden justification document. The requiring
organization must use this template when either of the following is true:

= A decision is made to purchase electronic and information technology (EIT) that is less compliant
with Section 508 than what is available in the commercial marketplace.

u The purchase of the more compliant EIT would impose a significant difficulty or expense to the
entire program or component for which the product is being purchased.
Instructions:

= Prepare written documentation addressing the applicable sections below. The depth of detail
provided will vary, depending on the dollar value of the purchase, importance to the agency, number
of potential users, business or operational affect, and other issues.

L Obtain purchasing and legal advice, as needed, throughout the process.

= Obtain necessary approvals and signatures.

u Provide completed justification documentation to the contracting officer.

u Update the Enterprise Information Repository (EIR) system, where appropriate.

Section I. General
a. Program Name.

b. Preparer’s Name.
c.  General description of the program.

Section Il. Basis for Justifying the Undue Burden Exception

An undue burden is defined as “a significant difficulty or expense.” When making an undue burden
determination, the requiring organization must consider the entire resources available to the program or
component for which the product is being purchased. Attempt to include all known facts and situations
that influence the justification of significant difficulty or expense.

a. Identify the specific applicable portions of the Section 508 standards for which a decision has been
made to purchase something that is less compliant than what is available in the commercial
marketplace. Include a description of the market research performed.

b.  For each element, describe the significant difficulty or expense. Below are some examples of
considerations that may constitute either a significant difficulty or expense.
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Considerations

Example

Incompatibility

Consider the Postal Service’s IT infrastructure, including
security, and the difficulty of integrating the EIT product
into that infrastructure.

An agency wants to contract with a digital cellular
provider for cellular phone service. The agency learns
that TTY signal protocols are required, and the agency
digital cellular network cannot accommodate them,
because the digital cellular network and TTY protocols
are not compatible. In order to provide accessible digital
cellular phone service, the agency would have to replace
its digital cellular network. An evaluation is done, and it
is determined that this represents an enormous expense
and difficulty.

Nature and cost of compliance

Consider and address these elements in formulating the

required cost-benefit analysis as appropriate:

= Overall financial resources available to the program
of the requiring or ordering activity funding the
purchase.

= The number of persons (members of the public
and/or Postal Service employees) affected by
noncompliance.

An agency is going to procure five kiosks for a
proof-of-concept on a new way of providing agency
information and conducting transactions with its
customers. The cost to make the experimental kiosks
compliant is more than the cost of the trial itself.
However, if the proof of concept is successful, the final
implementation would be built to comply with

Section 508. In this case, an undue burden could be
determined for the proof-of-concept phase of the
program.

Section lll. Alternate Means or Format of Access
Describe the alternate access method or format being provided that allows the disabled individual to have
access to and use of the information and data comparable to that provided by the less than compliant EIT.

Section IV. Future Purchases

If applicable, describe the plans to obtain compliant EIT in future purchases.

Section V. Comparison of Cost

If applicable, provide a summary of the cost analysis justifying acquisition of the less compliant EIT.

Section VI. Approval

The vice president or person in a higher level of the requiring organization must approve this justification.

Preparer Name and title Date
Program Manager Name and title Date
Vice President Name and title Date
(Required)
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5 Software Applications and
Operating Systems

5-1 Overview

September 2004

5-1.1

5-1.2

5-1.2.1

Contents

This chapter contains the specific electronic and information technology (EIT)

performance requirements related to the following subpart of Section 508:

EIT Technical Standard 1194.21, Software Applications and
Operating Systems, Provisions (a) thru (1).

Summary

Technology

The requirements in this chapter cover the following:
L] All software appl