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Introduction to accessibility 

The European Accessibility Act (EAA) was transposed into German law in July 2021 with the Accessibility Improvement Act 

(Barrierefreiheitsstärkungsgesetz – BFSG). The Ordinance to the Accessibility Improvement Act (Verordnung zum

Barrierefreiheitsstärkungsgesetz – BFSGV) defines accessibility requirements for products and any other e-commerce 

(digital) services that are placed on the market or provided to consumers after 28 June 2025. This also applies to banking 

services, which must be provided in an accessible form in future.

The German banks, within the Association of German Banks, have agreed on the WCAG 2.2 standard with level AA. For 

PDFs on PDF/UA and the remaining criteria of WCAG 2.1 AA. 

Accessible PDF

In principle, all documents that are made available to consumers digitally as part of the provision or execution of a banking 

service or an e-commerce service must meet the specifications and requirements of the Accessibility Improvement Act and 

the above-mentioned standards and regulations from 28 June 2025. The product areas must clarify with the legal department 

which specific documents this applies to.  

This tutorial is intended for owners whose documents are implemented by agencies using the professional design 

software InDesign. This is because agencies require detailed specifications for all elements of a document in order to create 

accessible PDFs. 
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This tutorial shows: 

01.
What an accessible PDF 
is.

02.
What a briefing must 
contain 
(using examples based 
on three documents).

03.
How an accessible PDF 
can be checked.

04.
How the governance 
process supports the 
owners.

Deutsche Bank documents are used as 
examples, but the requirements 
can be applied to all brands: 
Postbank, DSL Bank, BHW, FYRST and 
norisbank. 
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Accessible PDF – overview 
What is an accessible PDF?

A digitally provided accessible PDF must be made technically accessible to people with disabilities. 

This technical accessibility is made possible by the fact that a PDF can be used by the user with assistive technologies, e.g. 
screen readers, special mouse, voice output and input. 

This allows visually impaired, blind or motor-impaired people to navigate in a digital PDF or have the document read out to 
them in a structured way. 

This enables them to pick up on all the information associated with the content in the correct order and with the correct 
semantic meaning – for example paragraphs of text, lists, tables, images, graphics or even form fields.
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Accessible PDF – overview
What characterises an accessible PDF?

Accessible graphics and text: 

Sufficient colour contrast of fonts and graphics is required for the visually impaired. To 
this end, the Deutsche Bank Group has some CD Guidelines on Accessibility for 
Graphics, which must be made available to the agencies. 

These CD Guidelines can be provided by Angela Eckert and Amal Breuer (Global Brand 
& Marketing) as well as the respective Form Service Centre. 

Components of accessible documents: 

In order for a PDF to be read by a screen reader, all document components such as logo, 
identifier, headlines, paragraphs of text, tables, images, graphics, footnotes, Internet 
addresses, page numbers and document ID must be defined. 

In addition, the logical reading order must be specified so that it can be created in the 
document. 

These definitions must be communicated to the
implementing agency 
(see also the image on the right, using the example of the start of a form)

− Graphic elements (Fig) such as the logo (1) and identifier (2) must be described; the 
so-called alternative text (Alt) is used for this purpose.

− Headlines (H) (3) and paragraphs of text (P) (4) must be in the correct order.

− Form fields (Form) (5) must be defined 
(for an explanation, see point 4 on page 11).

This tutorial lists the required briefing content 
for different document types.

Document components using the example of the start of a form

Visible document 

This is a form as it is actually visible. 

Screen reader preview

This is how a screen reader reads a form. It displays all 
elements of the document: the order and any 
alternative texts, graphic elements such as logos or 
form fields (see also "Manual check of document with 
screen reader preview", 
page 35).
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Briefing steps
page 1

1 Examination of the entire document, 
what components does it have

The screen reader must be able to reproduce/read out each 
individual element of a document in the correct order. 

Logo, identifier 

Headings

Paragraphs of text

Lists

Tables

Images 

Graphics 

Form fields

Footnotes 

Internet 
addresses/links

etc.

2 Which design elements require a description –
the so-called alternative text – or should they not be mentioned?

The key question is: Do the design elements say anything relevant in terms of content and 
must therefore be mentioned by the screen reader?

Image

− If the image is a purely "decorative image" - then it does not require an alternative text and is defined as an 
artefact. In other words, this image remains unmentioned.

− Or does it say anything relevant in terms of content? Then it needs an alternative text. 

Graphic/diagram

The more information on the core of what is being said that is already available in the text for the graphic, the 
shorter the alternative text for the graphic will be. 

− Is it enough to describe what the graphic shows?

− Is it also necessary to say something in terms of content in order to understand the overall context of the 
document?

− Are longer descriptions required that need to be placed on another page in the document and linked? 

− Can reference be made to descriptions elsewhere (e.g. website)?

Note: A glossary for alternative texts in the context of the Accessibility Improvement Act (BFSG) lists standards 
and examples. It will be available soon and will be updated on an ongoing basis.

The alternative text must be read out in the same language as the document. 

Example: The document is read out in English; if possible, there should be no foreign-language terms 
in the alternative text (see above). 

Note: Common anglicised terms, i.e. originally borrowed from other languages, such as "portrait" / 
"chance" etc. are read out correctly in the "English" setting.
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Briefing steps
page 2

3 In what order are all the components and the alternative texts?

− Which headings should be created as headlines?

− Which paragraphs of text should be placed where?

− Where are the footnotes in the text? They are linked to the reference text.

− Where are the Internet addresses and which ones must be linked?

− Where should the alternative texts for graphics and images 
be placed?

Abbreviations for briefing purposes (tags)

"Fig(ure)": stands for a graphic element that is shown and 
has an alternative text provided 

"Alt": Alternative texts/tooltips 

"H1 to Hn": Headline (Usually the title of the document is H1. All
other hierarchies are created automatically when the document 
is set up in InDesign.)

"Form": form field

"P": Paragraphs of text ("Paragraph") 

"Li" List (texts with lists, e.g. indents,
bullet points)

See also examples in section 3 from page 17.
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Briefing steps
page 3

4 Alternative text for form fields

Each form field requires an alternative text 
("tooltip" in the form field properties)

− If a screen reader is used in read-out mode, all visible text is read out, 
but the user cannot fill in the form.

− If the screen reader is set to form mode, the form can be filled in, but 
the texts accompanying the form fields are not read out. 

− So the user knows where to fill something in, each individual form field 
must have a tooltip. The tooltip contains information about the details 
that the user can or must enter in the respective form field. The screen 
reader automatically informs you about the type of form field, for 
example whether it is a text field, a list with the number of entries or a 
selection option.

− As a rule, the tooltip corresponds to the text for the form field, possibly 
with a context-dependent addition, to provide the user with content-
related orientation (e.g. account holder 1; marital status; registered 
address or similar). This tutorial contains a glossary for frequently used 
standard form fields, see pages 27-30.

5 What briefing content is specified in the CD guidelines on Accessibility 
for Graphics or the technical requirements?

This briefing content is specified in the CD Guidelines on Accessibility for 
Graphics:

− Logo and identifier

− Order: first logo, then identifier

− Alternative texts 

− In the case of multi-page documents, mention only made on the first 
page. These are labelled as artefacts on subsequent pages. 

The following results from the technical requirements:

− Form ID (or article number) and page numbers are not mentioned and 
are defined as artefacts as they have no relevance to the content

− Internet addresses in sender lines are not linked as they do not say 
anything to help understand the document 
(see example on page 24, labelled with the number 13) 
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Briefing steps
page 4

6 Metadata provided in the document is used by users for orientation, is read by screen readers and must be defined. 
This relates to the following …

in document properties "Description":

Title 
The title of the document must be entered here.

Author
The respective legal entity must be specified 
here.

Language
The language in which the document is written 
must be specified here.

NOTE: 

Basically, the briefing specifications should be added to the document as a comment with Adobe or Nitro (both are types of software for editing PDFs).
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Discussion:
Information on future file names of forms and sets of conditions*

Postbank, DSL Bank, BHW, FYRST 

File name: In the case of an accessible document, "_UA" is inserted after the version of the 
document (_MMYY), with the rest continuing as before, i.e. "BOOK_FINAL" or "BOOK_Draft" 
followed by the date of provision to the owner 
(_yyyy mm.dd). 

File name in the document: 
In the document, the identifying name ends with the version. If there are no changes to the 
content, this remains unchanged.

Deutsche Bank 

File names are supplemented at the end by: "_UA_YYMMDD" (date of UA creation 
in reverse order). 

File name in the document: 
The existing date of the last edit in the file name remains unchanged.

Deutsche Bank file name 

Current 003 20016 00 DBDE 2060 I IFC 240514

Made 
accessible

003 20016 00 DBDE 2060 I IFC 240514_UA_241224

"UA" stands for "Universal Accessibility" and is used internationally for accessibility. 
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Relevant terms

Technical terms Description and rules

Alternative 
texts/tooltips

Graphic elements with relevant content such as images, graphics and diagrams require an alternative text so that screen readers can read out the content. 
As a rule, an alternative text should not be longer than a maximum of 100 characters. It is a case of deciding:

Image

− If the image is a purely "decorative image", then it does not require an alternative text and is defined as an artefact. 

− Or does it say something relevant in terms of content - then it needs an alternative text.

Graphic/diagram

− The more information on the core of what is being said that is already available in the text for the graphic, the shorter the alternative text for the graphic will be. 
Examples: 

− Is it enough to describe in one sentence what the graphic shows?

− Is it necessary to say something more in terms of content in order to understand the overall context of the document?

− Are longer descriptions required that need to be placed on another page in the document and linked? 

− Can reference be made to descriptions elsewhere (e.g. website)?

− The alternative text must be read out in the same language as the document. 
Example: If the document is read out in English, no foreign-language terms should be used in the alternative text if possible.

− Common anglicised terms, i.e. originally borrowed from other languages, such as "portrait" / "chance" etc. are read out correctly in the "English" setting.

Note: A glossary for alternative texts in the context of the Accessibility Improvement Act (BFSG) lists standards and examples. It will be available soon and will be 
updated on an ongoing basis.

Form fields

If the user decides to open the document in read mode, all texts and alternative texts are read out. But they can't fill in the form. This is only possible in form mode, but 
the texts are not read out there. Alternative texts/tooltips are provided for each form field so the user knows where to fill something in. This tutorial contains a glossary 
for frequently used standard form fields, see section 3, pages 27-30.

Artefacts A graphic element that is purely a decorative element and says nothing relevant in terms of content is defined as an artefact. 
This means it is not mentioned by screen readers - such as form ID numbers or page numbers. 
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Relevant terms

Technical terms Description and rules

Tag, tagging Tags are a key prerequisite for accessing document content with assistive technologies. Each individual document element such as headings, text sections, graphics 
including alternative texts are tagged. This creates the structure of the document (also known as the structure tree) and the screen reader reads out the document in the 
desired order or the user can navigate correctly in the document.

Tab order Screen reader users usually navigate through a document using the Tab key. A logical reading order of the content– which does not necessarily have to correspond 1:1 to 
the order in the viewable PDF – and the structured use of tags are prerequisites for a correct tab order.

PAC The PAC tool (PDF Accessibility Checker) can be used to check whether a PDF document fulfils the requirements. The check is carried out by the implementing agency, 
which provides the document owner with the PAC test reports and the screen reader preview. The bank does not currently have the software. The PAC tool checks the 
following criteria (extract)*: 

Manual check The structure of the document can be visualised in the PAC tool using the screen reader preview. The preview helps the document owner to personally  review the 
document in order to ensure that all components are in the correct order and that all alternative texts have been read. This preview is provided by the agency. Further 
information on the checking process can be found in section 4 from page 32. 

Metadata Metadata provided in the document is read by screen readers and must be defined. The entry is in the document properties "Description":

Title: The title of the document must be entered here.

Author: The respective legal entity must be specified here.

Language: The language in which the document is written must be entered here.

− PDF document marked as tagged 

− Document title present

− Document language defined

− Correct or permissible security setting

− Tab follows document structure (reading order)

− Document consistently structured

− Accessible character codings

− Content fully tagged

− Logical reading order

− Alternative texts present

− Correct syntax of tags/roles

− Sufficient contrast for texts

− Spaces present

* Source: https://barrierekompass.de/pdf/barrierefreie-pdf-pruefen.html
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Briefing guide for text document

Topic

Metadata 
Title, author and language
(see page 12 / point 6 of this tutorial) 

Define the structure and reading order of the 
document
*Usually the title of the document is H1 (here the form 
name). All other hierarchies are created automatically when 
the document is set up in InDesign.
(see pages 9-10 of this tutorial)

Footnotes
(see page 10 / point 3 of this tutorial)

Logo, identifier, document ID

Actual briefing to agency 
(via comment in Adobe or Nitro)

Title: Conditions for fixed-rate savings
Author: Deutsche Bank, language: English

H1                =  Bedingungen für das FestzinsSparen*

P = "Version ..."

H2 = Headline*

P = all paragraphs of text below H2

Specify the reading order according to the reading 

direction: 

1st column (left), then 2nd column (right), in each case 

from top to bottom.

Footnotes
mark in colour (number and reference text) or add a 

comment field.

In accordance with the specifications in the CD 

Guidelines on Accessibility for Graphics 

and technical requirements 

1
2
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Checklist:
Briefing text document

Metadata

− Is the title of the 
document specified?

− Has the author been 
entered? 

− Is the language 
specified? 

01

Briefing for text structure, 
reading order

− Have all headings, tables 
and lists been 
recognised?

− Is the text flow and 
therefore the logical 
reading order correct?

02

Graphic element

Has it been decided 
whether it

− is relevant in terms of 
content? If so, has an 
alternative text been 
developed?

− should not be 
mentioned, then define 
it as an artefact.

03

Footnotes

− Are all footnotes (figures 
and reference texts) 
marked?

04

Internet addresses/
links 

− Are all the Internet 
addresses to be 
linked marked? 

05

Specified by the CD Guidelines on Accessibility for Graphics or technical requirements, therefore not to be explicitly briefed, but implementation to be checked 
(see also section 4 Review).

− Logo has alternative text for example "Deutsche Bank logo", and is only read out on the first page.

− Identifier is only read out on the first page.

− Form ID: artefact and remains unmentioned.

− Page numbers: artefact, are not mentioned.

18
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Briefing guide for form
page 1 

19

Topic

Metadata 
Title, author and language
(see page 12 / point 6 of this tutorial) 

Define the structure and reading 
order of the document
*Usually the title of the document is H1 
(here the form name). All other hierarchies 
are created automatically when the 
document is set up in InDesign.
(see pages 9-10 of this tutorial)

Footnotes
(see page 10 / point 3
of this tutorial)

Alternative texts/tooltips
(see page 11 / point 4 of this tutorial)

Logo, identifier, document ID

Actual briefing to agency 
(via comment in Adobe or Nitro)

Title: Opening a bank account 
Author: Deutsche Bank, language: English

H1 = Eröffnung einer Bankverbindung*

P = Branch no. and customer number 

Form = Form field

H2            = Headline*

H3            = Headline*

Specify the reading order according to the reading direction: 
1st column (left), then 2nd column (right), in each case from top to 
bottom.

Footnotes 
mark in colour (number and reference text) or add a comment field.

Define alternative text/tooltip for each individual form field (see also 

glossary on pages 27-30).

In accordance with the specifications in the CD Guidelines on Accessibility 

for Graphics and technical requirements. 
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Briefing guide for form
page 2

Topic

Artefacts
(see page 11 / point 5, page 14 of this tutorial)

Define the structure and reading order of the 
document
(see pages 9-10 of this tutorial)

Footnotes
(see page 10 / point 3 of this tutorial)

Alternative texts/tooltips
(see page 11 / point 4 of this tutorial)

Actual briefing to agency 
(via comment in Adobe or Nitro)

Opening a bank account 
(because repetition of page 1)

Branch no. and account number 
(because repetition of page 1)

The same principle as on page 1

Footnotes
mark in colour (number and reference text) or 
add a comment field.

Define alternative text/tooltip for each 
individual form field 
(see also glossary on pages 27-30)
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Briefing guide for form
page 3, 4, 5

Topic

Artefacts, structure and reading order of the 
document 

Internet addresses/links 

Artefacts
(see page 11, page 14 of this tutorial)

Actual briefing to agency 
(via comment in Adobe or Nitro)

The same principle as on page 2

Mark Internet addresses to be linked. 

Form page 5
Signature fields, as electronic signature has 
not been created.
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Checklist for briefing form

Metadata

− Is the title of the document specified?

− Has the author been entered? 

− Is the language specified? 

01

Briefing for text structure, reading order

− Have all headings, tables, lists and 
graphic elements been recognised?

− Is the text flow and therefore the 
logical reading order correct?

02

Form fields

Does each form field have the correct 
default for the alternative text/tooltip?

03

Graphic elements

Has it been decided whether it

− is relevant in terms of content? If so, has 
an alternative text been developed?

− should not be mentioned, then define it 
as an artefact.

− Graphic: Is an alternative text briefed for 
each graphic? 04

Artefacts

Are all elements that should not be 
mentioned defined as artefacts?

05

Footnotes

Are all footnotes (figures and reference 
texts) marked?

06

Internet addresses/links 

Are all the Internet addresses to be linked 
marked? 

07

Specified by the CD Guidelines on Accessibility for Graphics or technical requirements, therefore not to be explicitly briefed, but implementation to be checked 
(see also section 4 Review).

− Logo has alternative text, for example "Deutsche Bank logo", and is only read out 
on the first page

− Identifier is only read out on the first page.
− Form ID: artefact and remains unmentioned.

− Page numbers: artefact, are not mentioned.
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Briefing guide for marketing document
page 1

23

Topic

Metadata 
Title, author and language
(see page 12 / point 6 of this tutorial) 

Define the structure and reading order of the 
document
*Usually the title of the document is H1. All other headline 
hierarchies are created automatically when the document 
is set up in InDesign.
(see pages 9-10 of this tutorial)

Alternative texts
(see page 9, page 14 of this tutorial)

Actual briefing to agency 
(via comment in Adobe or Nitro)

Title: Market outlook for construction financing, 
property market Germany Q3/2024
Author: Deutsche Bank, language: English

H1 = Marktausblick für Baufinanzierung*

H2 = Property market Germany Q3/2024*

Image = with alternative text (see below)

H3 = Housing market finds equilibrium –

interest rates predicted to remain unchanged*

P = Dear ...

P =       1st to 6th paragraph in the reading order

P =        I would like ...

P = Your

Graphic = Signature with alternative text (see below)

P = Manuel Beermann

P = Head of Product Management 

Property in Germany, Deutsche Bank

Alternative text for image

Deutsche Bank logo, portrait photo Manuel Beermann, 

Head of Product Management Property in Germany

Alternative text for signature graphic

Signature of Manuel Beermann
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Briefing guide for marketing document
page 2

24

Topic

Define the structure 
and reading order of 
the document
*Usually the title of the 
document is H1. All other 
headline hierarchies are 
created automatically 
when the document is 

set up in InDesign. (see 
pages 9-10 of this 
tutorial)

Alternative texts
(see pages 9 and 14 of 
this tutorial)
Note: A glossary for 
alternative texts in the 
context of the 
Accessibility 
Improvement Act (BFSG) 
lists standards and 
examples. It will be 
available soon and will be 
updated on an ongoing 
basis.

Actual briefing to agency 
(via comment in Adobe or Nitro)

H1 = Deutschland Monitor*

H2 = Baufinanzierung Q3/2024*

P = Date

Image = with alternative text (see below, point 4)

Table                                       =  with alternative text (see below, point 5)

List = indents 1 to 3

Graphic for GDP = with alternative text (see below, point 7)

List = indents 4 to 5

Graphic for eurozone          = with alternative text (see below)

List = indents 6 to 7

Graphic for mortgage rates = with alternative text (see below)

P = Author Jochen Möbert, 
jochen.moebert@db.com, Tel.: +49 69 910-31727 

P = Internet 
www.dbresearch.de (do not link, as in the sender field)

Alternative text for image above (4) 
Deutsche Bank logo, Deutsche Bank Research

Alternative text for table (for the arrows in the "Outlook" column, these are artefacts) 
level / level / rising / level 

Alternative texts for graphics (only examples here) 

A graphic illustrates GDP growth and contributions to growth in 2024 compared to the previous year

A graphic illustrates core inflation versus wages in the eurozone

A graphic illustrates mortgage rates and the interest rate environment from 2003 to 2023
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Briefing guide for marketing document
page 3

25

Topic

H1 = Deutschland Monitor Baufinanzierung Q1/2024*

List = indents 1 to 3

Graphic for building completions = with alternative text (see below)

List = indents 4 and 5

Artefact = "notes" refer to graphics, in this case 

not relevant in terms of content 

Graphic for interest affordability = with alternative text (see below)

P = Population forecast …

List = indents 6 and 7

Graphic for supply shortage = with alternative text (see below)

P = Read more in our Germany Monitor
Population forecast and housing market to 2040

Link = Internet address 

P = Copyright … 

Alternative texts for graphics (only examples here) 

A graphic illustrates building completions in number of homes 
from 1990 to 2025

A graphic illustrates interest affordability for residential property from 2005 to 2024

A graphic illustrates the cumulative fundamental supply shortage 
from 2012 to 2040

Define the structure and 
reading order of the document
*Usually the title of the 
document is H1. All other 
headline hierarchies are created 
automatically when the 
document is set up in InDesign.
(see pages 9-10 of this tutorial)

Alternative texts
(see page 9, page 14
of this tutorial)

Note: A glossary for alternative 
texts in the context of the 
Accessibility Improvement Act 
(BFSG) lists standards and 
examples. It will be available 
soon and will be updated on an 
ongoing basis.

Actual briefing to agency 
(via comment in Adobe or Nitro) 1
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Checklist for briefing marketing document

Metadata

− Is the title of the document specified?

− Has the author been entered? 

− Is the language specified? 

Briefing for text structure, reading order

− Have all headings, tables, lists, images and graphics 
been recognised?

− Is the text flow and therefore the logical reading order 
correct?01

Graphic elements

Has it been decided whether it

− is relevant in terms of content? If so, has an alternative 
text been developed?

− should not be mentioned, then define it as an artefact.

− Graphic: Is an alternative text briefed for each graphic?

02

Artefacts

Are all elements that should not be mentioned defined as 
artefacts?

03

Footnotes

Are all footnotes (figures and reference texts) marked?

04

Internet addresses/links 

Are all Internet addresses marked? 

05

Specified by the CD Guidelines on Accessibility for Graphics or technical requirements, therefore not to be explicitly briefed, but implementation to be checked 
(see also section 4 Review).

06

− Logo has alternative text, for example "Deutsche Bank logo", and is only read out 
on the first page

− Identifier is only read out on the first page.
− Form ID: artefact and remains unmentioned.

− Page numbers: artefacts, are not mentioned.

26

Note on the sequence involved: Pending content changes must be made before commissioning accessibility!
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Glossary of alternative texts/tooltips for standard form fields 
Page 1

Visible text for form field Alternative text/tooltip

Branch no. Branch number

Customer number Customer number

Personal details of 1st account holder

Ms Title of account holder 1*: Ms

Mr Title of account holder 1: Mr

Academic title Academic title of account holder 1 

First name(s) First name/s of account holder 1 

Last name Last name of account holder 1 

Birth name Birth name of account holder 1 

Date of birth Date of birth of account holder 1 

Place of birth Place of birth of account holder 1 

Visible text for form field Alternative text/tooltip

Marital status

single Marital status of account holder 1: single 

married, jointly assessed for tax 
purposes

Marital status of account holder 1: married, jointly 
assessed for tax purposes

other Marital status of account holder 1: other

other marital status other marital status of account holder 1 

Relationship between the account holders

Marriage Relationship of account holders: Marriage 

Registered civil partnership Relationship of the account holders: Registered civil 
partnership

Other Relationship of the account holders: Other

Other relationship of the 
account holders 

Other relationship of the account holders 

All nationalities 
(1st and others if applicable)

All nationalities of account holder 1 

*With the 2nd account holder, the same principle applies with "2" instead of "1", also applies to the following pages

27

As a rule, the tooltip corresponds to the text for the form field, possibly with a context-dependent addition,
to provide the user with content-related orientation (e.g. account holder 1; marital status; registered address or similar).



Deutsche Bank Tutorial: Briefing-Leitfaden für Dokument-Owner / Version 2.0

Glossary of alternative texts/tooltips for standard form fields 
Page 2

Visible text for form field Alternative text/tooltip

Reference to the USA (FATCA)

Do you have US citizenship?

yes US citizenship for account holder 1: yes

no US citizenship for account holder 1: no

Green card?

yes Green card for account holder 1: yes

no Green card for account holder 1: no

Country of birth USA

yes Country of birth USA for account holder 1: yes 

no Country of birth USA for account holder 1: no 

Occupation Occupation of account holder 1 

Self-employed as Self-employed as for account holder 1 

Sector Sector for account holder 1 

Self-employed since Self-employed since for account holder 1 

Telephone or mobile Telephone or mobile of account holder 1 

E-mail E-mail of account holder 1 

Visible text for form field Alternative text/tooltip 

Registered address

Street Registered address, street of account holder 1 

House no. Registered address, house no. of account holder 1 

Postcode Registered address, postcode of account holder 1 

Town/city Registered address, town/city of account holder 1 

Country Registered address, country of account holder 1 

Postal address / Community address

Street Community postal address, street 

House no. Community postal address, house no. 

Postcode Community postal address, postcode 

Town/city Community postal address, town/city 

Country Community postal address, country 

28
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Glossary of alternative texts/tooltips for standard form fields
Page 3 

Visible text for form field Alternative text/tooltip 

Tax residency of 1st account holder Information on the Common Reporting Standard (CRS) and the Prevention of Tax Avoidance Act (Steuerumgehungsbekämpfungsgesetz – StUmgBG) 

I am resident for tax in Germany only. Tax residency of account holder 1: only in Germany

I am resident for tax in Germany and in countries other than Germany. Tax residency of account holder 1: also in Germany

I am not resident for tax in Germany, but only in countries other than Germany. Tax residency of account holder 1: only abroad 

German tax identification number (Identifikationsnummer – IdNr.) German tax identification number of account holder 1 

German business identification number (Wirtschafts-ID Nummer – W-IDNr) (if available) German business identification number (Wirtschafts-ID Nummer – W-IDNr) (if 
available) of account holder 1 

Country Country_1_Account holder 1 

Tax identification number (TIN)1 Tax identification number (TIN)_Country_1_Account holder 1 

Country Country_2_Account holder 1 

Tax identification number (TIN)1 Tax identification number (TIN)_Country_2_Account holder 1 

Country Country_3_Account holder 1 

Tax identification number (TIN)1 Tax identification number (TIN)_Country_3_Account holder 1 

Tax-relevant information

Bank account for private assets Tax-relevant information, bank account for private assets

Corporate or other investor Tax-relevant information: "Corporate or other investors

Information on current offers for 1st account holder 

by telephone Information on current offers for account holder 1: by telephone

by e-mail Information on current offers for account holder 1: by e-mail

29
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Glossary of alternative texts/tooltips for standard form fields
Page 4

Visible text for form field Alternative text/tooltip 

Money Laundering Act (Geldwäschegesetz)

Account holder(s) acting for own account Account holder(s) acting for own account

Signatures

Date Date of signature of account holder

Town/city Place of signature of account holder

30
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Checking of accessible PDFs by the 
respective document owner 
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Checking an accessible document

The technically accessible PDF can now be 
read by a screen reader. However, no screen 
reader is available to the document owner.

Important: The read-out functions integrated 
into Adobe and the usual browsers are 
definitely not suitable for checking accessible 
PDFs. This is because they are purely 
convenience tools that do not take accessible 
structures into account.

However, the owner can visually check the 
screen reader read-out result: they use the 
screen reader preview for this purpose. This is 
the so-called manual check (see next page). 

The technical check of an accessible document 
is verified with the test report from the PAC 
software. 

Technical check of the document 
with PAC 

The PAC tool (PDF Accessibility Checker) is used 
for the technical check of the accessibility of 
PDFs, see also pages 14-15 of this tutorial.

− The agency provides a PDF that has green tick marks 
for the PDF/UA and WCAG 2.1 criteria according to 
the PAC test report. These test reports are included 
in the delivery. In addition, a screen reader preview 
generated during the PAC test is provided as a PDF. 

− The document owner checks whether these test 
reports show green tick marks for both requirements 
(PDF/UA and WCAG 2.1).

− The test reports are archived in the Form Service 
Centre or FMA Form Design. They have the same file 
name as the corresponding form or document, 
extended at the end with PDF_UA or WCAG. 

32
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Manual check of documents: document properties  

33

Metadata 

In the document properties of each PDF, a check is needed as to whether the correct metadata (as per the briefing) has been entered:

On the "Description" tab: Title and author On the "Advanced" tab: Language
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Manual check of documents:
Check metadata under document properties using Adobe Reader

34

Extract from PB 923_933_090_0724_UA_Draft: The title is not shown in full under document properties in Adobe Reader – only when you move the mouse over 
the tab:
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Manual check with screen reader preview

Overview 

The screen reader preview generated with the PAC test 
is used to manually check accessibility (see also page 8).

The agency provides this screen reader preview as a PDF. Preview PDFs of 
multi-page documents are also long.

The document owner can now check in detail whether

− each element is in the correct order,

− important headings are created as headlines,

− the alternative texts/tooltips for form fields are correct, 

− artefacts are correctly defined. This is the case if the element is 
"missing"/not displayed in the screen reader preview. 

The screen reader preview is archived in the respective Form Service 
Centre or FMA Form Design. 

35

Note

Documents with similar content from different brands, e.g. pre-contractual information, fee information, information sheet inserts or other items, may be tagged 
differently in some places. If the PAC test reports are positive, i.e. have green tick marks – see page 32 – this is no reason for complaint.
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Manual check of the text document with screen reader preview
Example 1

36
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Manual check/checklist:
Check and approval of a PDF/UA (form/text document)

Check of PAC test reports

Check PAC test reports* for positive results:

− The PDF/UA requirements checked by PAC 
are fulfilled.

− The WCAG 2.1 requirements checked by PAC 
are fulfilled.

01

37

*The PAC software (PDF Accessibility Checker) is used for the technical check of PDF accessibility, see also pages 14-15 of this tutorial.
**see also page 33 of this tutorial.

Manual check of the PDF/UA (form/text 
document) with screen reader preview (SRP)

Text structure, reading order: place PDF/UA and 
screen reader preview next to each other and 
check correct reading order.

Footnotes: are the footnotes embedded in the 
correct place with the corresponding reference 
text? (Footnotes or reference texts that come up 
more than once are only read out the first time 
they are mentioned.)

Artefacts, have all elements been removed from 
the screen reader preview that should not be 
read or not read twice? (e.g. logo and identifier, 
form name).

Check of PDF/UA (form/text document)

Metadata**: check the information provided on 
the title, author and language (under File in Nitro 
or Foxit or Menu in Adobe -> Properties in the 
PDF document).

Internet addresses/links: in the PDF test the links 
by clicking them.

Form fields have alternative texts, does each 
form field have an alternative text? Check in the 
PDF (hold the cursor over the corresponding 
areas).

TAB order (form): click the first field to be filled in 
and use the tab key to jump to the next field until 
the end of the form is reached.

02 03
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Manual check/checklist:
Scope of changes to forms/text documents

Deutsche Bank documents in the "old layout"

The layout for sets and conditions
and forms of Deutsche Bank in the
old, e.g. single-column, layout has not
been changed – with the exception of
colours and contrasts as per the
CD Guidelines on Accessibility
for Graphics and possibly the font
(forms in Arial, sets of conditions in
Deutsche Bank Text).
Combs are removed from form fields.

There is no proofreading and no
editing, any spelling mistakes and the like
will be included.

01

38

Highlighting/emphasis of text in Deutsche Bank documents

In forms and conditions
of Deutsche Bank, any
highlighting/emphasis of text
in the viewable PDF, such as in
boxes (e.g. information on cancellation),
will continue to be in bold
in the colour Deep Blue because the
font Deutsche Bank Text does not
support semi-bold/boldfont styles.

This kind of highlighting/ emphasis of
text is not relevant in terms of content
and is not made "visible" for accessibility
purposes or included in the screen reader
preview.

02
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Manual check of the form with screen reader preview 
Example 2 – first column of nine columns

39
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Manual check of the form with screen reader preview
Example 2 – part 1/20
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Note on 

Long alternative texts/tooltips 
are not fully displayed in the 
screen reader preview and 

must therefore be checked in 
the PDF (move the cursor over 

the areas).
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Manual check of the form with screen reader preview
Example 2 – part 2/20
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Manual check of the form with screen reader preview
Example 2 – part 3/20
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Manual check of the document with screen reader preview
Example 2 – part 4/20

= artefacts are not mentioned
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Manual check of the marketing document with screen reader preview 
Example 3

44
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Manual check of the marketing document with screen reader preview 
Example 3 – page 1, part 1/5
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Manual check of the marketing document with screen reader preview 
Example 3 – page 2, part 2/5
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Manual check of the marketing document with screen reader preview 
Example 3 – page 2, part 3/5
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Manual check of the marketing document with screen reader preview 
Example 3 – page 3, part 4/5

* Point 5 "Notes" = artefact, therefore not 
included in screen reader preview 
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Manual check of the marketing document with screen reader preview 
Example 3 – page 3, part 5/5
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Governance process conditions, forms 
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Overview of the procedure for the Accessibility Improvement Act (BFSG) for briefing 
agencies for BFSG-relevant NON-IT forms/documents during the project phase – valid until 
28.06.2025

51

1 The online editorial team is the point of contact for the exchange of documents on the DB or PB websites online.redaktion@db.com
2 Sales Communication is the point of contact for publications (e.g. documents stored in the OneLine download centre, vertriebskommunikation.pcc@db.com)

Text suggestions for approval e-mails can be requested from the Form Service Centre or Form Design

(1) In the case of creation from new/content modification – a content approval "Subject: Approval (content) – document ID (copy of the file name provided)" 
(2) Commissioning of accessible documents – Subject: "BfSG commissioning – brand, document ID, document name"
(3) Approval of accessible documents – Subject: "as per commissioning e-mail"

Phase Step Responsibility

1 Overall inventory/identification of all documents under the responsibility of the respective product area (PMs), 
see also checklist for BFSG relevance – identification of document relevance

− Product Management (PM) / specialist area

2 Coordination with Legal regarding BfSG relevance (also with Compliance in the case of investments) − Product Management / specialist area

− Legal (also with Compliance in the case of 
investments)

3 Provision of an overview of identified documents to be adapted for accessibility:

− DB documents: formulare.pcc-operations@db.com (FSC) & WS Communication

− Postbank, DSL, BHW documents: formulardesign@db.com (FMA) & WS Communication

Subsequent dispatch to the implementing agencies (Fachwerk, KSW) by FSC/ FMA. DVAG and norisbank brief the agencies directly

− Product Management / specialist area

− WS Communication

− Form Service Centre (Deutsche Bank)

− Form Design (Postbank, DSL, BHW)

4 The PMs are briefed using three document types as examples (letter, writable form and a set of conditions, 
i.e. pure text document).

Form Service Centre or Form Design sets up a call for implementation based on the briefing using examples 
with the responsible PMs and the respective agencies.

− Product Management / specialist area

− Form Service Centre (Deutsche Bank)

− Form Design (Postbank, DSL, BHW)

− KSW or Fachwerk

5 Then the commissioning of the PMs takes place with one e-mail per document. The repeated use of the reply function turns the
individual e-mail into an end-to-end audit trail, from commissioning and approval by the person responsible to the publication of
the document. If deviations from the standard are necessary, these specifications are discussed with PMs.

− Product Management / specialist area

− Form Service Centre (Deutsche Bank)

− Form Design (Postbank, DSL, BHW)

6 Checking of implemented documents and the PAC reports provided as well as the screen reader preview (checking the 
text structure and reading order) for the respective document

− Product Management / specialist area

7 Exchange of documents along the respective routes and channels (OPrA, Internet1, OneLine2, etc.) − Product Management / specialist area

§ ?
§ !

mailto:online.redaktion@db.com
mailto:vertriebskommunikation.pcc@db.com
mailto:formulare.pcc-operations@db.com
mailto:formulardesign@db.com
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Governance processes (OBJECTIVE): 
Implementation of form creations/changes for accessible documents
BSFG-relevant new process from 3rd quarter 20244

52

Phase Form owner Administration office for forms Form Service Centre (FSC) Service provider/agency

Tasks − Coordination with stakeholders (e.g. Legal, 
DCO, Sales, NPA if applicable)

− Technical requirements and checking of draft

− 1. Briefing including the specifications for the 
documents2 to ensure compliance with the 
WCAG3 and UA requirements 

− 2. Order for creation of forms via "Form 
briefing" Excel (see also notes in the 
corresponding document for commissioning) –
please always copy FSC in

− Arrangement of entry into the relevant 
systems (day-to-day business)

− Coordination centre for changes / 
requirements for forms

− If necessary, coordination of CD with 
Marketing

− Checking the order on the basis of the order 
form (and attachment(s))

− Forwarding of order to FSC, if commissioning is 
not performed directly via FSC 

− Commercial review of cost estimates/invoices

− Arrangement of entry into the relevant 
systems (project business) is carried out by the 
form owner 

− Management of service providers

− Assignment of the document number

− Checking whether content has been taken into 
account in light of overarching regulatory or 
mandatory projects

− Passing on of order and briefing to agency

− Filing of document master

− Implementation of the forms according to 
specifications/briefing incl. PAC check

− Invoicing

− Tracking via document database incl. storage 
of PAC protocol in document database 

1

2

3

Source: Alexander Wolf; 1 applies in particular to DownloadCenter and OPrA, including removal of the "old version"; 2 forms, sets of conditions, pre-contractual information, etc.; 3 current WCAG version in each case; 4 text sections in red show 
the changes associated with BfSG implementation

Approves for 
project

Checks briefing and submits it 
to the agency

Creation /
modification of forms Draft

Project / 
Day-to-day business ?

Project

Day-to-day business
Modification 

request?

yes

no

yes

no

Approves

System entry1

Approves

Project can be settledSystem entry1

Checks request / 
commissions forms

Modification 
request?
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Process steps for accessible PDF

1 Deciding which 
document must be 
accessible

2 Initial creation of existing document: 

Phase 1 until 28 June 2025 (see page 51)

− Agencies implement documents on the basis of a 
process described with the respective document 
owner (e.g. PM / specialist area). This process during 
phase 1 is described in the document "Overview of 
the procedure for BfSG for briefing agencies for 
BfSG-relevant NON-IT forms / documents during 
the project phase – valid until 28.06.2025". 

− Agency creates fully programmed accessible PDF 
including PAC test report and screen reader preview

− Document owner checks (see from page 32 of this 
tutorial)

− Documentation for Form Service Centre (Deutsche 
Bank) / FMA Form Design (Postbank, DSL Bank, 
BHW)

Phase 2 from July 2025 (see page 52)

− Document owner briefs according to tutorial

− Agency creates new document

− Text or marketing document: accessible PDF 
including test reports and screen reader preview

− Writable form

− Approval of the viewable PDF

− Programming writable, accessible PDF

− Accessible PDF including test reports and screen 
reader preview

3 Creation of a new document: 
− Document owner briefs according to 

tutorial

− Agency creates new document

− Text or marketing document: accessible 
PDF including test reports and screen 
reader preview

− Writable form

− Approval of the viewable PDF

− Programming writable, accessible PDF

− Accessible PDF including test reports 
and screen reader preview

4 Existing forms and documents 
− Document owner briefs modified text 

passages according to tutorial 

− Agency creates new document

− Text or marketing document: accessible PDF 
including test reports and screen reader 
preview

− Writable form

− Approval of the viewable PDF

− Programming writable, accessible PDF

− Accessible PDF including test reports and 
screen reader preview

Note on the time frame for commissioning accessible PDFs  

Creation of new document from July 2025 

Quarterly planning: 4 weeks before the start 
of the quarter, anything that has not been 
registered by then cannot be implemented 
in that quarter

− Work involved 3 pages 

− Text document, approx. 3 to 5 working 
days

− For writable PDF, 3 pages, at least 7 
working days

Existing forms and documents 

− Quarterly planning: at the beginning of 
the quarter, anything that has not been 
registered by then cannot be 
implemented in that quarter 

− Work involved 3 pages 

− Text document, approx. 2 to 3 working 
days

− For writable PDF, at least 4 to 5 
working days

53

Note on the sequence 
involved:

Pending content changes 
must be made before
commissioning accessibility!
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Lessons learned: Screen reader preview (SRP)
Graphic elements that are not relevant for text output = special typographic characters from 
the formatting, e.g.

55

Extract from PB 923_933_090_0724_UA_Draft:

Extract from DB 1665

Extract from DB 1804

due to note

due to box

due to span and box
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Contact

Alexander Wolf
Client Management Private Bank Germany

Tel.: +49 69 910-45500
Mobile: +49 151 40001500
E-mail: alexander.wolf@db.com

Angela Eckert
Global Brand & Marketing

Tel.: +49 228 920-12201
Mobile: +49 171 9749954
E-mail: angela.eckert@db.com

Nils Koenigshofen
Communication Online Tribe 

Tel.: +49 69 910-92513
Mobile: +49 160 92120431
E-mail: nils.koenigshofen@db.com

Amal Breuer
Global Brand & Marketing

Tel.: +49 228 920-12117
Mobile: +49 170 5793314
E-mail: amal.breuer@db.com

Peter Schmidt Group
Corporate design agency

E-mail: db-team@peter-schmidt-group.de

Publication information

All images shown in this tutorial 
are the property of Deutsche 
Bank and may not be used for 
other purposes without 
authorisation.
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Christoph Schilling
Form Service Centre

E-mail: formulare.pcc-operations@db.com

Christian Balzer
Andreas Lummertzheim
FMA Form Design

E-mail: formulardesign@db.com
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