HBF Members’ Directory Guidance

Guidance for creating and updating your entry
The HBF Members’ Directory is used by members, policymakers, stakeholders and customers to understand who our members are and how to engage with them. A clear, accurate listing helps others to quickly understand what you do and how to contact you. Keeping your entry up to date ensures the directory remains a credible and useful resource for all members.

Best practice: what makes a good directory entry
Members are encouraged to ensure their entry is:
Clear and concise
Use plain British English to describe your organisation and core activities. The directory is a reference point, and should not resemble a marketing brochure.
Accurate and current
Please review and update your entry when there are changes to:
· your organisation’s focus, offer or services
· your organisation’s contact details
· geographic areas of operation
· your organisation’s branding
Useful to others
Think about what someone unfamiliar with your organisation needs to know to understand who you are and what you do.

Completing the directory form
The directory entry is created via the HBF Directory Listing Form and can be updated via MyHBF, by those with administrator access within your organisation. To obtain access, or for any other queries, please email membership@hbf.co.uk.
Guidance on each section is set out below. 
Organisation name
Use your organisation’s recognised trading or legal name, consistent with your branding. This must be consistent with our records.
Strapline
A short sentence summarising what you do.
Example: “Regional home builder specialising in affordable homes in the North West.”  
Organisation description
A brief overview of your organisation and activities (around 150–250 words). Focus on:
· what you do
· where you operate
· the type of work or services you provide
· your target audience / the audience you serve
Avoid excessive jargon or promotional language.
Brands (if applicable)
Include details of relevant brands or subsidiaries, with working website links.
Regions of operation
Please select all regions where you actively operate. Accurate geographical information helps others understand your scope.
Consumer protection codes
Enter all those applicable to your organisation.
Contact details
Ensure email addresses and links are correct and monitored. Where possible, indicate a suitable general or main point of contact. This is a publicly facing directory, so please use a general mailbox, for example your info@ or enquiries@ email addresses.
Logo
Upload a clear, good-quality logo:
· file type: JPG or PNG
· square format works best (e.g. 400 × 400 px)
· ensure text and imagery are legible
· No greater than 5MB
· Check you are happy with your logo’s compatibility with our website colours

Associate members – product or service information (if applicable)
You may include short descriptions and a supporting image for up to four products or services (one image per product). Keep descriptions factual and relevant and to a maximum of 100 words per product.

Keeping your entry up to date
Members are encouraged to review their directory entry at least once per year, and whenever material changes occur. An up-to-date directory benefits individual members and the wider HBF network.
If you are unsure who has access to update your entry, or need support, please contact the HBF membership team (membership@hbf.co.uk).


