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November 13, 2008
MACROBUTTON  DoFieldClick [Recipient Name]
MACROBUTTON  DoFieldClick [Title]
 MACROBUTTON  DoFieldClick [Dept] 
 MACROBUTTON  DoFieldClick [Zip] 
 MACROBUTTON  DoFieldClick [Email] 
Subject:  MACROBUTTON  DoFieldClick "[Type here]" 
Re:  MACROBUTTON  DoFieldClick "[Type here]" 
Dear MACROBUTTON  DoFieldClick [Recipient Name]:

Enclosed are executed VPAT documents for the above project:

	Item #
	Description
	Date

	
	
	

	
	
	

	
	
	


Also, please note the following VPAT summary:

	

	

	

	


Sincerely,

[Name]

ADA Compliance Officer

Enclosures
cc: 
[Name], Director, Procurement & Support Services


[Name], Purchasing Manager, Procurement & Support Services
[see reverse]

[Product Name] Executive Summary:

Intro: Short summary of the product description, of where the product will be used, of who will use it, and of all other basic applicable information.  High impact or low impact?  And so on.  This usually takes up a paragraph or two.
Evaluation: Comparison of E&IT product to the applicable areas of Section 508.  Summary of whether the VPAT was complete, accurate, and factual.
· Supports/Does Not Support Section 1194.21— If this section was applicable, here is a short judgment on the product’s level of support.
· Supports/Does Not Support Section 1194.22— If this section was applicable, here is a short judgment on the product’s level of support.
· Supports/Does Not Support Section 1194.23— If this section was applicable, here is a short judgment on the product’s level of support.
· Et cetera for all applicable subparts.  The ones that do not apply are left off.
Final Judgment: Does the product comply with Section 508?  What is your final judgment of its level of support?  You will choose one of the following options: Supports; Supports with Exceptions; Supports Through Equivalent Facilitation; Supports when Combined with Compatible Assistive Technology; Does Not Support; Section 508 is Not Applicable; Not Applicable—Fundamental Alteration Exception.
