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Writing Suitable Web Site Content
Front Page / Index Page / Site Summary Page
The front page of a website is evaluated by a visitor for about 6 to 8 seconds before they move onto another site or investigate further.  Therefore the front page should engage the visitor immediately.  It should be visually appealing, whilst summarising the business and its services quickly.  Items of real interest then being ‘drilled into’ for more detail.  
As such, a small introductory paragraph of approx. 20 words about the core of the business and its benefits to the visitor is enough as they should be able to choose to read and see more via a hyperlink if they want.  Similarly, Products and Services should be described and shown in brief only.  A max of 8 words for each.  

Note: Key search words should appear as part of the text as many times as possible whilst still ensuring it makes sense.  This helps a sites ranking with search engines.  See our guide :  Promoting your website.  
For visual impact images such as logos, marketing photos and ‘Flash’ animations can be sparingly used where relevant.  As can interesting fonts, font sizes and colours.  Text font should easily be readable and consistent though to promote accessibility, especially to handicapped visitors who now represent a sizeable market.  Likewise the content should be clear and concise avoiding terminology and acronyms.
Note:  A single page can be accessed via several differently worded links allowing for maximum accessibility whilst avoiding information replication.  Again, links should contain keywords where possible and be descriptive. 
Detail Pages
Where possible, different business areas should be separated onto different pages to aid navigation and to easily allow for future expansion.  Text should be concise and written in blocks of no more than 100 words to minimize scrolling. Where content is large, logically split it onto another page and give a summary on the first page of what is discussed in the following pages allowing viewers to skim / surf for relevancy.  Use keywords again.
Style Guide:
· Write conversationally

· Be objective and don’t promote
· Proof your work, does it meet the pages goal?

· Capitalize the first word of sentences, headings, captions, breadcrumb items, etc.
· Do not use all capitals. Ever. They're much harder to read, and convey shouting, which is rude.

· Do not underline for emphasis. Use large type, italics, bold-face or a combination.
· As a general rule, align your body copy, headings, etc., flush-left. It's easier to read than centered copy because your eye can easily travel down the page and doesn't have to search the page for information.

· Spell-out numbers one through nine; use numerals for 10 and above, except for people's ages, street addresses and percentages — always use numerals for these.

· Phone numbers:  Always include the area code. 

· Do not double-space between sentences. A single space is sufficient.

· Web: The "W" is always capitalized, and Web site is two words. But webmaster is lower-case, one word.

· Email: No hyphen needed. No initial cap needed (unless it's the first word in a sentence).

· Punctuation and quotes : Generally, punctuation goes inside quotes. "This is the new Platinum E-Solutions Web site," said the Webmaster. 

Plan Your Updates Now

It’s your content; it’s your responsibility to keep it current. You can do it or delegate it to someone else. Set up a schedule to review the content. If it should be deleted after a certain date, include that in your schedule. If it should be freshened up include that also.

The Webmaster’s job is to help you get your information onto the Web, not to keep the content current. 
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