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Audience What information do they NEED to have? What action do they NEED to take? 

   

  
 

 

   

   

   

   

  



 

 

Guidelines 
 
Starting with your current or drafted web content, use the guidelines below to refine and edit your copy. It may 
be necessary to add, delete, or modify pages. 
 

Guideline How To Implement 

Prioritize your content 

Your audience wants information quickly. Help them by 

applying a hierarchy to your content, where the most 

relevant content is most accessible.  

Apply the 80/20 rule to determine content structure. 

Information that applies to 80% or more of the audience 

should be higher on the page. As the content applies 

less, place it lower or elsewhere. 

Use clear and informative headlines  

Headlines are signposts for content, allowing the user to 

find relevant content quickly. Audiences should have an 

idea of the content on the page based on the headings 

alone.   

After prioritizing content, add headlines to indicate what 

each block of content addresses. Headlines should 

answer the question “What is the following section of 

content about?” in a concise, clear manner. 

Make it scannable 

Web audiences are scanning for information… possibly 

on a phone or tablet screen. Make it easy to find 

information in a quick glance. 

Each section of content should contain one idea. Revise 

information into segments, fragments and bullets, when 

possible.   

Keep it short and simple 

Let your audience know concisely and simply how to 

find information, understand next steps, resources and 

action items. 

Review content multiple times, simplifying language and 

removing excess verbiage. Examples: Use “start” instead 

of “commence”, “ask” instead of “inquire”, etc.  Remove 

excess verbiage (e.g. “in order to,” “at this point in 

time”, etc.). 

Be positive in tone  

Web content should be positive in tone. Punitive or 

negative language will turn off the user.  

Create and revise content to communicate desired 

actions instead of non-desired actions. Example: Use 

“Apply before the deadline.” instead of “Don’t forget to 

apply before the deadline.” Use “Take advantage of 

early registration” instead of “Don’t miss early 

registration.”  

Focus on action 

What is the user supposed to do? Action-oriented 

content gives directives and is easier to follow. 

The user should easily and clearly understand the 

desired action, if any, on the web page. Prioritize action 

items and use action-oriented words in the present 

tense. For example: “Click Check Email to access 

information” versus “The information can be found on 

the Check Email page”. 

 
Designated content editors users must remember to check content on a regular basis.  Consider adding a 

recurring reminder on your calendar to check your content at least monthly, or on dates that you know the 

content will need to be updated to reflect change hours, contact information, etc.  


