Optimizing PDF Use
on Public Websites

Ed2: October 2025
By: Corp. Communications & EDIA Team
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Current State vs. Future

Approach

Current: ~5,500 PDFs
on our site (3,400 active,
2,100 archived)

Proposed: Departments
identified 76 PDFs to keep

Others will be replaced,
summarized, or available on
request.
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PDF Amendment Plan

We have identified these large company-wide PDFs
need to be included with the launch of the new website:

2024 — Budget Book

2025 — Business Plan KPIs — By Division
2025 — Business Plan KPIs — Strategic Initiatives
2024 — Age Friendly Community Guide
2024 — Arts and Culture Master Plan
2025 — F/W Activities Guide

2023 — Annual Report

2024 — Annual Report

2024 — Year In Review

2024-2026 — Strategic Plan

2025 — Parks Master Plan

2025 — Strategic Initiatives — Highlight
2024-2028 Multi-Year Accessibility Plan
People’s Plan

The Official Plan

Timeline & Cost (Approximation): 4-6 weeks, Total: $10,647
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Average Time & Price

For files that are necessary to be published as a PDF,
it is essential to keep in mind the time and cost

- Category Starting Price per Page* Regular Turnaround**

_ Simple Plain text and list items $7.50 2-4 business days

Moderate Double column text, images, graphs and $12.50 3—7 business days
simple tables

Complex Multiple column texts, complex tables $20.00 5+ business days
and fillable forms

* price for non-rushed single files. Rushed time can increase the price up to ten times, whereas a bulk of non-
rushed files (bundled) can be subject to a discount of up to 35% (our quote reflects this.)

** When you can notify the vendor to build the capacity for your upcoming file. To do so, a minimum of 2
weeks' prior notice is necessary.
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Workflow in a Snapshot

1. Ask:Is a PDF necessary?
Default to web pages, and where necessary or impossible, use Word or
other accessible formats.
2. Accessible source files first.
Ensure staff use Word/PowerPoint built-in accessibility checkers.
3. Request process for users.
Provide plain text/web options. Ensure contact info for alternate formats.
4. If PDF is required - Remediation.
Work with the Accessibility Coordinator & vendors.
Longer timelines may be needed.
5. Verification before publishing.
Run PAC 3 checks (to confirm WCAG 2.0 AA compliance.)
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How Managers Can Help

Enabling Compliance:

Set expectations: Reinforce that PDFs are no longer the default
format.

Resource planning: Build time & budget for remediation into project
timelines. Future PDF amendments will be at the cost of each division.

Accountability: Ensure staff conduct accessibility checks and escalate
iIssues to the Accessibility Coordinator as needed.

Communication: Ensure each department has a public contact email
for accessibility requests.

Model behaviour: Request accessible versions in your own work and
lead by example.
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Practical Tips for Depts.

» Always start with the accessible source where possible; Word or
PowerPoint is preferred for tagging and structural semantics.

» For every image, flowchart, or graphic, maintain a separate
alt text/description document to supply remediation teams.

» Use PAC (PDF Accessibility Checker) to verify PDF/UA compliance
(ISO 14289) and ensure it meets WCAG 2.0 Level AA.

» Always include a department or accessibility office contact email
on pages where PDFs are published or linked, and in an alternate
format to request instructions.
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Next Steps...

 Leaders to communicate that No PDFs will be placed on the
website without review or approval for accessibility compliance

» Identified PDFs will be remediated and added to the new
website; all other PDFs will follow the City’s accessibility
process.

» Directors are responsible for submitting PDFs to EDIA and
Communications for Review.

« Comms and EDIA to meet with Procurement to strengthen
accessibility requirements and compliance standards.
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References

How to Make it Accessible (Word, PPT, PDF, and Social Media)

« PAC PDF Accessibility Checker

 Making documents accessible: The role of remediation

 Accessibility for Ontarians with Disabilities Act (2005)

« (0.Req.413/12 Integrated Accessibility Standard

« PAC 2024: Install and Use
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https://cambridgeca0.sharepoint.com/:w:/s/Accessibility/Efo_SQIYje1GmJVvQ9kQXtwBaWzLqyLtR8o7RV72O2IEpQ?e=ZsZMf2
https://cambridgeca0.sharepoint.com/:w:/s/Accessibility/Efo_SQIYje1GmJVvQ9kQXtwBaWzLqyLtR8o7RV72O2IEpQ?e=ZsZMf2
https://pac.pdf-accessibility.org/en
https://pac.pdf-accessibility.org/en
https://untappedaccessibility.ca/making-documents-accessible-the-role-of-remediation/
https://untappedaccessibility.ca/making-documents-accessible-the-role-of-remediation/
https://www.ontario.ca/laws/statute/05a11
https://www.ontario.ca/laws/statute/05a11
https://www.ontario.ca/laws/statute/05a11
https://www.ontario.ca/laws/statute/05a11
https://www.ontario.ca/laws/regulation/r12413
https://www.ontario.ca/laws/regulation/r12413
https://www.ontario.ca/laws/regulation/r12413
https://www.ontario.ca/laws/regulation/r12413
https://www.ontario.ca/laws/regulation/r12413
https://www.ontario.ca/laws/regulation/r12413
https://www.youtube.com/watch?v=sOu6DuCBkYE
https://www.youtube.com/watch?v=sOu6DuCBkYE
https://www.youtube.com/watch?v=sOu6DuCBkYE
https://www.youtube.com/watch?v=sOu6DuCBkYE
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