
**Template Example for Letter Writing Tips for Blind Readers** 

--- 

**[Your Name]**  

**[Your Address]**  

**[City, State, Zip Code]**  

**[Email Address]**  

**[Date]** 

**[Recipient's Name]**  

**[Recipient's Address]**  

**[City, State, Zip Code]** 

Dear [Recipient's Name], 

I hope this letter finds you well. I want to share some tips for writing 

letters that can be more accessible for blind readers.  

1. **Use Clear Language**: Avoid jargon and complex sentences. Write as 

if you are speaking directly to the person. 

2. **Braille or Audio Format**: Consider providing the letter in Braille 

or as an audio recording to enhance accessibility. 

3. **Large Print**: If you're not using Braille, opt for a large, clear 

font if printed. Use a sans-serif font for better readability. 

4. **Structure the Content**: Keep paragraphs short and use headings for 

easy navigation. Bulleted lists can also help organize information. 

5. **Ensure Contrast**: If printed, use high contrast colors for text and 

background to facilitate reading with minimal difficulty. 

6. **Add Descriptive Context**: If including images or graphics, provide 

a written description for context. 

7. **Offer to Provide Alternatives**: At the end of your letter, include 

a statement offering alternative formats or listening options. 

Thank you for considering these tips to enhance communication. I look 

forward to your response! 

Warm regards, 

**[Your Name]**  

**[Your Contact Information]** 

---  

End of Template 


