Editing brief (for approval)
Points for clarification (please edit as appropriate)
Contact person for: content issues/author liaison – Rachel/ Christine
      technical issues (e.g. broken links) - Rachel
Primary purpose of website:

Company promotion/marketing to clients (funders) through demonstration of professional/technical expertise and success 

Provision of information and support for partners (other similar organisations/ competitors), collaborators and consultants eg to highlight projects, experience, methodologies and shared values

Primary users of website:


Existing and potential clients (eg government agencies, World Bank)

Existing and potential collaborators (network partners, competitors and consultants)

Primary message of website:

HPI offers the best international quality of expertise in collaboration with regional/local ‘hands on’, practical experience and knowledge

Editing issues
To ensure consistent and coherent web copy across the site

To ensure simple, clear use of language in a professional but friendly tone, (jargon-free, technical terms explained, level of English acceptable for second language users) 
To ensure appropriate copy for each level in respect of:

Content (e.g. concise information at top levels, more in depth at lower levels)

Quantity (e.g. no scrolling at top levels, but as required at lower levels)

To help promote good navigation across the site to ensure users can access deeper/richer/more content heavy areas relevant to higher level pages 

To create editorial and style guidelines for approval

Parameters of copy editing:



Edit browser content

Proofing existing links (broken links and right destination)

Move existing links to relevant area of the page (quick link boxes or within page content) in line with page level editing parameters above

HPI will be primary actors in creating links to other areas of the site



HPI has/ will ensure all PDF copy is as required (we will not check PDFs)



HPI will check all images

HPI is responsible for accessibility issues in terms of content words/ headings unless we are otherwise advised

Other issues for confirmation

Clarity on expected level of English by all users 

Clarity on expected understanding of technical terms and jargon

Clarity on accepted terminology (see style guide)

Search engine issues in respect of headings and content words

Responsibility for accessibility iss​ues

Longer term management plan for website: including updating, adding new pages, checking for broken/ outdated links, homepage ‘stickiness’ (new material/ links to different areas of the site etc), editing for continued consistency and coherence across site, usability research and response to feedback…etc!

