Guidelines for
Designing User-
Friendly Forms
and Collecting
Data Securely

Designing user-friendly forms and collecting data securely are essential aspects of creating
effective government websites and systems. By following guidelines for minimizing form fields,
providing clear instructions, and ensuring data privacy, government agencies can enhance
usability and protect user information.

Minimizing form fields [Mandatory]

Clear instructions [Mandatory]

Progress indicators[Recommended]

Inline validation [Mandatory]

Data privacy [Mandatory]

Transparency [Mandatory]

e Accessibility[Recommended]



Minimizing form fields [Mandatory]

Keep forms concise by only including essential fields necessary for collecting the required
information. Minimizing form fields reduces user effort and completion time, improving the overall
user experience.



Clear instructions [Mandatory]

Provide clear and concise instructions for each form field to guide users through the data entry
process. Clearly explain what information is required and how it should be formatted to reduce
errors and ensure accurate data collection.



Progress indicators[Recommended]

Use progress indicators or step-by-step guidance to show users where they are in the form
completion process and how much progress they have made. Progress indicators help users
understand the scope of the form and encourage them to continue through the completion

process.



Inline validation [Mandatory]

Implement inline validation to provide immediate feedback to users as they fill out the form.
Highlight any errors or formatting issues in real-time, allowing users to correct mistakes before
submitting the form.



Data privacy [Mandatory]

Ensure data privacy and security by implementing measures to protect user information from
unauthorized access or disclosure. Use encryption protocols, secure server connections, and data
encryption techniques to safeguard sensitive data collected through forms. Include a consent

checkbox when collecting personal data.



Transparency [Mandatory]

Be transparent about how user data will be used, stored, and shared. Provide a privacy policy or

data usage statement that clearly outlines the purposes for collecting data and the steps taken to
protect user privacy.



Accessibility[Recommended]

Design forms with accessibility in mind, ensuring that all users, including those with disabilities,
can easily interact with and complete the form. Use accessible form elements, provide alternatives
for visual content, and follow accessibility guidelines to ensure inclusivity.



