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UNFPA Online Guidelines for Creating and Managing Websites 

Guiding Principles 
The Web/Multimedia Team of the Information and External Relations Division (IERD) is responsible for and committed to delivering an on-line presence of the highest quality for UNFPA. The goal is to maximize public awareness and understanding of the Fund’s mission and work. The strategy is to provide the right content to the right audiences at the right time. IERD is also responsible for making sure that all content is aligned with the UNFPA mission statement, institutional priorities, programmes and branding. The intent is to foster harmony and consistency in content, architecture, design and technology across UNFPA public web sites.  

The Web/Multimedia Team (IERD) achieves this by:

· Managing the UNFPA Global Website (www.unfpa.org)

· Creating and overseeing Regional Portals, in close coordination with the Regional Divisions and Regional Information Advisors.

· Providing guidance, training, tools and oversight to the Country Office websites and strengthening capacity in online communication throughout our interlinked global communication network, including Country Office websites, Intranets, Extranets, campaign websites, weblogs and other related web-based channels.

· Applying new and evolving technologies to create more engaging content.

· Supporting organizational requests, initiatives, campaigns and special events through the development and implementation of interactive multimedia applications and fund raising tools.

· Maximizing the online communication strategies to build constituencies and raise funds.

· Supporting and improving internal communications activities.

The following principles can guide you in planning, developing and maintaining your site. In addition, a checklist at the end of the document can help you assess whether or not you need your own website and some of the things you need to think about before implementing one. 

Approach 


The UNFPA Internet presence should be structured thematically. This means organizing information according to priority population and development areas and important cross-cutting themes. It also means that online communications should promote the work of UNFPA as a single entity, not as the work of individual divisions or units. 

By using a thematic approach, maintaining high standards of quality, and giving prominence to activities at the country or regional level that relate to key population issues, we simultaneously build the identity, image and reputation of the organization as a whole. This is because the branding of UNFPA and its achievements are closely linked.

Key Audiences


Anyone in the world can access www.unfpa.org. Key audiences include journalists and other media, donors, development professionals, government officials and staff, researchers, non-governmental and civil society organizations, other parts of the UN system, and UNFPA staff, as well as the general public in both the developing and industrialized countries. 

Identifying key audience groups is perhaps the most critical issue to keep in mind when developing content. Understanding your audience and their information needs will drive most subsequent decisions. Where more than one distinct audience type is identified, separate sections or layers of the site can be tailored to suit the needs of each. 

It is useful and practical to distinguish between content intended for public consumption and information required for internal purposes, even though the latter essentially supports the former. The distinction is reflected in the two separate online entities: www.unfpa.org and associated publicly subscribeable list servers, and myunfpa.org with its password-protected web pages and inter- and intra-office bulletin boards and databases. Even though we are a transparent organization, there are sound editorial grounds to customize information for external audiences differently from that meant for internal use. Information for external audiences should go through a formal editorial and clearance process. 

Quality Content


People visit websites for the content they offer. The design, architecture, navigation and page layouts all serve primarily as a vehicle for content. Therefore, development of high-quality content relevant to the needs of key audiences should be the first priority. The technical aspects of website development are secondary. Because accessible, meaningful content – especially information that is not readily available elsewhere – is what gives value to online publishing, its development should be undertaken with the help of communications professionals. Accuracy, relevance, timeliness, reliability, accessibility, readability, navigability, interactivity and visual appeal all play a role in creating a credible and positive Internet presence

The central Web/Multimedia Team (IERD) can guide you in identifying high-quality content and can provide resources to assist you. Editorial guidelines to ensure consistency include:

· The Concise Oxford Dictionary (eleventh edition) for approved spellings 
· The  UNDP Editorial Guidelines (http://intra.undp.org/coa/editorial-manual.shtml) for issues of style (such as punctuation, grammar, capitalization, country names, etc). 

· The UN Multilingual Terminology Database (http://unterm.un.org) is a good place to check for official (and updated) country names and other nomenclature
· A set of Editors’ Notes developed by UNAIDS are quite useful as well

http://data.unaids.org/pub/InformationNote/2006/editorsnotes_en.pdf?preview=true
Decentralization and Consistency


As UNFPA becomes a more regionalized and field-based entity, it becomes important to decentralize our web presence as well. The UNFPA Internet approach needs to strike a fine balance between the instinct of creativity and the constraint of consistency. 

While individual offices are free to conceptualize and implement Internet sites and services of their own, the Web/Multimedia Team (IERD) maintains a basic set of content standards and templates for all UNFPA Internet sites. The new content management system (see below), will automatize many aspects of presentation and maintenance, will help streamline and standardize sites. The Web/ Multimedia Team (IERD) can also provide direction, advice, trainings and other assistance as needed 
A web development knowledge base is available online (http://www.unfpa.org/fieldkit), including a style guide and templates. IERD will continue to provide support, including regional training workshops, tools and general guidance. More training workshops will be scheduled, as needed, to support the Fund’s decentralization. 

Maintaining and building our brand requires both consistency of content and coherence in its presentation. The need to conform to minimum specifications cannot be over-emphasized if we are to achieve global integration of the UNFPA Internet presence. This includes consistency of navigational interfaces as well as content. To streamline the former, please make sure to register (www.unfpa.org/fieldkit/request_hosting.cfm) your website, including your url. This will help the Web/Multimedia Team (IERD) maintain overall coherence of the global network, to integrate search functionality, create links, track usage and update statistics.  

Domain names related to UNFPA must follow this format:


· Global website: www.unfpa.org
· Regional portals: region name or abbreviation.unfpa.org (http:// lac.unfpa.org)

· Country Office website: country name or abbreviation.unfpa.org (http://benin.unfpa.org) 

In exceptional cases where a url with a different format is well established, the site can be redirected. The preferred approach, however, is to establish a url consistent with the rest of the Fund.

Content Management System 

In the third quarter of 2007, an advanced new content management system (CMS) will be rolled out. This will automatically manage many of the technical aspects of on-line publishing, giving you the freedom to concentrate on updated, high-quality content. For example, it will simplify formatting and uploading functions, automatize posting of press releases and feature articles by thematic or geographic areas so that relevant content will appear in appropriate places throughout the global site, and allow changes on the source document to be reflected globally. The CMS will connect www.unfpa.org with Regional Portals and Country Office websites, creating an interlinked global network that meets a wide variety of information needs, from broad advocacy to very specific information targeted to a much narrower audience. Training sessions will be provided throughout the year. 

Regional Web Portals

Regional Portals will serve as entry points for all information coming out of each region, including documents and publications, news and updates, project and programme details, feature stories and a calendar of activities. By clustering and showcasing information by region, the portals will provide another way for visitors to find information relative to their needs. The portals will also offer a seamless interface with www.unfpa.org and with the country pages in the worldwide section. Creating these portals is a coordinated effort involving the Regional Divisions, Regional Information Advisors and the central Web/Multimedia Team (IERD).

Country Office Websites

The Internet is not necessarily the best platform for achieving all UNFPA communication and advocacy goals and objectives. Especially in areas where Internet penetration is low, traditional methods such as personal contact or hard copy publications may still work best.  

Based on these factors, UNFPA Country Offices are encouraged to develop websites, only if they have the in-house capacity to develop and maintain the content. Otherwise, they should use the country-by-country section of the regional portals to provide basic information about activities at the country level. This can include the distribution of press releases and feature stories that are relevant to the region.  

All Country Offices, and in particular those participating in the One UN pilot, should make sure that their web-based communications are coordinated through the full UN Country Team. 

Before initiating web development, Country Offices should undertake a rigorous process of assessment to determine if the Internet is the most effective vehicle for achieving their communications objectives. They should make a ‘business case’ justifying the actual and opportunity costs of establishing a website and spelling out plans for updating sites continuously throughout their online lifespan. A good starting point is an inventory of what content is available, what information needs are unmet and what resources are available to analyze, develop, present and maintain content effectively.  

Country representatives have ultimate responsibility for the content of the Country Office websites. Headquarters does not have the capacity to manage or closely monitor them. It will exercise accountability and oversight, however, through a consultative process that may result in de-linking and removing from public view websites that are outdated or that do not conform to institutional guidelines or reflect the UNFPA branding. 

Planning and Funding 

Managing a website implies a commitment of budgetary and human resources for planning, maintenance and growth. Lack of such support can produce poor results, reduce the value of staff efforts, and — most important — risk misrepresenting the organization’s priorities and activities. Senior management must be directly involved, or at least well informed, at all stages of a site’s development. The UNFPA Global Website is supported through the Biennial Support Budget and IERD project resources. Funding is allocated on an as-needed basis for the development, maintenance and update of the various sections of the site. At the beginning of each year, senior managers are strongly encouraged to share their plans and goals with the Web/Multimedia Team (IERD) so that online communications can be an integral part of achieving their objectives. This does not imply inflexibility on the part of IERD to support web initiatives that are not anticipated in advance. Indeed, one of the strengths of electronic publishing is its ability to adapt rapidly to changing needs. However, advance planning helps ensure that resources are available and properly allocated to achieve a site’s potential.


Staffing Functions 


Five basic staffing functions are needed to support and manage a site: 


· Management 

· Content research, analysis, development, editing, and updating

· Presentation, including design, creative concept and multimedia support

· Publishing/technical maintenance

· Reporting/evaluating 

In some instances, these functions may be handled by a small number of people on a part-time basis.  In others, dedicated staff will devote the majority of their time to the functions. The new Content Management System will simplify many of these tasks so that the critical function is content development.

Assigning a focal point to liaise with the Web/Multimedia Team (IERD) is essential. It is equally important that the focal point’s responsibilities in this regard are clearly reflected in his/her terms of reference and included in the overall communications strategy of each unit. 

Maintenance 

One of the advantages of online communications is the ability to regularly update information, and visitors expect this. Keeping online content current requires staffing to review postings for outdated facts and figures on an ongoing basis. This should be part of normal operations. In addition, a Unit Manager should be held accountable for conducting a formal, systematic review at least every 12 months, or any time that organizational priorities or circumstances change dramatically. Sites that are not maintained reflect poorly on the organization and may be de-linked. 
Promotion and Partnering

Promotion can be accomplished through conventional means, ranging from word-of-mouth to printing of the UNFPA web address in the organization’s hard copy publications and stationery. Outgoing email messages should include the web address as part of the signature at the end of such messages. In addition, the Web/Multimedia Team (IERD) is researching strategies to give UNFPA a stronger presence on search engines in all languages based on our key themes. 

Partnership with sister agencies, inter-governmental and non-governmental organizations and private sector corporations can help leverage UNFPA Internet resources and extend communication and advocacy reach. At the minimum, exchanging links with such organizations on specific content helps to widen audiences. At the other end of the scale, more formal partnerships, including development of joint sites, can reinforce the power of partnership, help UNFPA carry out its mandate, and expand its online presence.
Usage Monitoring, Feedback and Response

Comprehensive tracking of hits, through server monitoring software at file and domain levels, helps to feed back critical quantitative data into site revision and development. UNFPA has a contract with an outside firm to track usage of individual sites and pages. Please contact the Web/Multimedia Team (IERD) if you would like quantitative feedback. It can be very helpful in clarifying the needs of your audience and improving the utility and popularity of your site. 

Short surveys or interviews can also be helpful in understanding the needs of your audience.  
Qualitative feedback, in the form of user comments, questions and requests, offers another type of insight into site performance and an indication of changes needed. Periodic analysis and evaluation enable staff to keep sites useful and relevant to current user needs. Prompt and helpful response to user feedback, questions and requests helps ensure credibility of both the site and the organization.
Languages

Although English is still the de facto language of the Internet, translating basic information issued on the Web into the other UN languages not only fulfils public expectation of a UN agency, but also serves to widen the audience. More specific content categories can be translated into other languages on a selective basis is one way to begin developing a multilingual site with available capacity and resources. Country Offices are encouraged to develop web versions in national languages to extend the communication, advice, advocacy and mobilization reach among their own constituencies.

* * *
For questions or comments, please contact::

	Alvaro Serrano

212-297-5036

serrano@unfpa.org
	Janet Jensen

212-297-5035

jensenj@unfpa.org
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Checklist

In this digital age, electronic communications are of critical and increasing importance. However, excellent websites entail considerable work and investment. This checklist will give you a sense of what is involved and whether you are ready to carry out such an undertaking. If not, remember that your Country Office/Division/Unit can still have a strong presence on the global website or regional portals. The issues are discussed in greater detail in the guidelines.

Before You Begin Creating Your Own Website …

	
	
	Yes
	No

	
	Are traditional forms of communications as, or more, appropriate for your intended audience(s)?  (This may depend on local connectivity issues and the percentage of people with access to computers.)
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Do you have resources available to research, develop, analyze, edit and update content over the long term?
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Do you have resources for presenting, posting and providing technical maintenance for the site?
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Could your regional portal serve your needs?
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Have you calculated the required investment (in terms of funding and staff time) relative to the potential return?
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
Has your Director or Country Representative been briefed on your plans?


	  FORMCHECKBOX 

	 FORMCHECKBOX 



Getting Started…

	
	
	Yes
	No

	
	Are you familiar with the available online resources for UNFPA website development (http://www.unfpa.org/fieldkit), including style guide and templates?
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Is your intended domain name consistent with the rest of the UNFPA global network? 
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Have you registered your url with UNFPA?
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Have you shared your plans with the Web/Multimedia Team (IERD) at Headquarters? 
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Have you assigned a web focal point to liaise with the Web/Multimedia Team (IERD)?
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Are the focal point’s web responsibilities listed adequately on her/his job description, PAD, or terms of reference? 
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Have you made an inventory of the materials you want to publish? 
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Have you made a thorough review of UNFPA Global website to ensure that you are not re-creating content that has already been published? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 



Developing and Presenting Content…

	
	
	Yes
	No

	
	Have key audiences been identified?


	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Is the content written and presented in a way that meets the needs of your most important audiences?  


	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Is content organized thematically so that any visitor will find it fairly easy to navigate?
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Does the language, design, photography and logo treatment reflect the high standards and institutional branding of UNFPA?
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Is the content on the website accurate, relevant, timely, reliable, accessible and visually appealing?
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Has the content been carefully edited and cleared by the appropriate people? 
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	If you have several distinct audiences, is the site organized so that everyone can easily find information relevant to their needs?
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Is content intended for internal purposes password-protected?
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Does the site link back to the UNFPA global website where appropriate, so that there is not a duplication of effort?


	  FORMCHECKBOX 

	 FORMCHECKBOX 



Maintaining and Promoting the Site…

	
	
	Yes
	No

	
	Has someone been assigned responsibility for maintaining the site?
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Do you have a methodology for evaluating the site’s effectiveness?
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Is there a plan in place for a formal systematic review – at least once a year or whenever organizational priorities change significantly. 
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Have you exchanged links with key partners?
	  FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Is your website’s url listed prominently on all printed and promotional pieces as well as on email communications?


	  FORMCHECKBOX 

	 FORMCHECKBOX 



For further information, please visit:

	
	UNFPA Web Development Knowledge Base: http://www.unfpa.org/fieldkit/


	
	UNFPA Photo Library: http://photolibrary.unfpa.org



Contact the Web/Multimedia Team:

	Alvaro Serrano

212-297-5036

serrano@unfpa.org
	Janet Jensen

212-297-5035

jensenj@unfpa.org
	
Rebecca Bahr

212-297-5139
bahr@unfpa.org

	Kimberly Gruber
212-297-5008
gruber@unfpa.org
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