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What you will learn in this 

module:

• Using design to transform the SEACAP into a 

flagship document

• Contracting and managing designers

• Applying the template
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Completing and validating a Sustainable Energy 

Access and Climate Action plan (SEACAP) is a 

significant achievement. 

What happens next?

Now it’s time to use the SEACAP 

to create a resilient future for your 

city and its people.

Congratulations on 

completing your 

SEACAP
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The SEACAP provides: 

• Useful city data on the current situation

• Context-specific targets for the city

• Practical actions to achieve these targets

The SEACAP captures succinctly the 

complete, up-to-date plans, policies and 

future actions for creating a resilient city. 

It needs to be positioned – and used – as such.

A SEACAP is a city’s 

flagship climate and 

energy document
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It is important to:

• this document as the flagship document it is

• Get the right people to notice it 

• Get the right people to engage with the 

relevant sections

Turn the text-based document into a flagship 

publication through document design.

.

A SEACAP is a city’s 

flagship climate and 

energy document

Module: 1.1



The process of choosing how to present the 

document elements so the message is clear and 

effective.

When a document is well designed, readers 

understand the information more quickly and 

easily. 

Readers feel more positive about the topic and 

more accepting of its message.

University of Florida, Department of Agricultural Education and 

Communication, 2021

Introduction to 

document design
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The responsibility of a writer to produce reader-

friendly documents extends to layout, design and 

organisational elements surrounding the words 

themselves.

Rather than being nice-to-haves, such 

techniques are crucially important to how well 

the document is received.

Communication at Work, 2019

Introduction to 

document design
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Document design techniques aid politicians, 

partners and funders to engage with the 

technical content successfully. 

• Well designed graphs and tables make 

complex data more accessible

• Key pieces of information can be highlighted 

through design to draw the reader’s attention

• Defined chapters and sections help readers 

navigate lengthy documents

Introduction to 

document design
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Easing engagement



Well designed graphs and tables make 

complex data more accessibleIntroduction to 

document design
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Easing engagement

Practical example



Key pieces of information can be highlighted 

through design to draw the reader’s attentionIntroduction to 

document design
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Practical example



Defined chapters and sections help readers 

navigate lengthy documentsIntroduction to 

document design
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Easing engagement

Practical example



Certain partners may need to engage with 

specific sections of the SEACAP. Providing them 

with these sections as standalone files will make 

them more likely to engage with the content. 

Good design makes it possible to extract and 

present relevant sections.

Introduction to 

document design
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Easing extraction



Examples of sections that could be pulled 

out as standalone documents:

• Executive summary

• Mitigation

• Adaptation

• Energy access

• Baselines

• Targets

• Actions

Introduction to 

document design
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Practical example



The executive summary on its own provides 

the Mayor’s Office with a succinct overview 

document

Introduction to 

document design
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Practical example



The targets and actions section provides 

heads of departments with a succinct 

overview document

Introduction to 

document design
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Easing extraction

Practical example



Part 1: Working with professional designers to 

do the design and layout of your SEACAP

Part 2: Applying the template to create a neat 

document in-house – no design experience 

required

Designing your

SEACAP
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Professional designers will transform a text-

based document into a flagship document, 

but it requires budget. 

The typical process:

• Allocate budget and contact person

• Write the brief/scope of works

• Procure designer or agency

• Prepare the text

• A typical design timeline

• Tips for working a successful partnership

PART 1:

Working with  

professional

designers
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A brief, Scope Of Works (SOW), Terms Of 

Reference (TOR) or Request For Proposal (RFP) 

all refer to the document you will share with a 

designer or agency in order for them to quote or 

apply for the job. The specific process will be 

defined by your city’s procurement policy.

The stronger and clearer the brief, the better the 

end product will be. Include as much information 

as possible.

Working with  

professional

designers
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The brief



This template is available for download and can 

be used to create a brief specific to your city’s 

SEACAP

Working with  

professional

designers
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Writing a brief

Practical example

Free template



It is crucially important to take these two steps 

before sending the SEACAP to the designer:

• Final checks and internal sign off

• Proofreading for professionalism

Making changes to the text after it is designed 

will incur additional time and cost.

Working with  

professional

designers
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Preparing the text



1. Procurement process: 4-6 weeks

2. Preparing the text: 2 weeks

3. First draft: 2 weeks

4. Review and provide feedback: 2 weeks

5. Second draft: 1-2 weeks

6. Repeat 3 and 4 if required

7. Sign off and file transfer: 1 week

These timelines are dependent on the city’s 

procurement processes and completion of 

technical work.

Working with  

professional

designers
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Typical timeline



1. Book out time for review

2. Be clear on timelines

3. One focal person at the city providing clear 

and consistent communication

4. Regular updates on delays expected

5. Be open to ideas from the service provider

Working with  

professional

designers
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Tips for a successful partnership



Create a clean, easy-to-navigate, professional 

document with no graphic design experience 

by using a template. 

The CoM SSA SEACAP template has the 

following set up: 

• Headings: 2-4 heading options

• Fonts: 1-2 options

• Font sizes: programmed into headings

• Tables: Consistent style

• Cover: Change only picture and text

PART 2:

Making use of the 

SEACAP Template

No need for graphic 

design experience
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Using/ applying paragraph stylesMaking use of the 

SEACAP template
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Practical example



Updating information in the footer

• Double-click on the footer

• Click on the text to edit

Making use of the 

SEACAP template
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Practical example



Creating a table

• Click on top left corner icon to highlight full 

table

• Copy, paste and update with relevant 

information 

Making use of the 

SEACAP template
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Practical example



Export as PDF

• Select File -> Save As

• Select Save as type, select PDF

Making use of the 

SEACAP template
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Practical example



Accessibility

Accessible graphic design specifically considers 

the needs of those who encounter difficulty in 

viewing and using documents.  

Best practices for 

accessible graphic 

design

Module: 1.1



Universality

Universality extends the idea of accessibility to 

everyone. Instead of designing one page for 

typical users and then multiple iterations for 

differently-abled people, this best practice 

focuses on delivering design and content that’s 

accessible to everyone. In many cases, the 

changes needed to deliver this kind of 

universality are minimal but provide a significant 

boost to the number of potential site visitors. 

Consider the real-world example of automatic 

sliding doors. Anyone can use them, but they 

make life significantly easier for those with 

mobility challenges. 

Best practices for 

accessible graphic 

design
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Usability

Last but not least is usability. Consider text size 

and color. If you significantly increase the size of 

all text on your document and use highly-

contrasting colors, you’ve created a universal 

design. By making text size and color adjustable, 

meanwhile, you provide the ideal combination of 

accessible, universal and usable design.

Best practices for 

accessible graphic 

design
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CoM SSA SEACAP 

Toolbox

Please note:
This module has been designed for local 

government officials and partners who are 

developing their SEACAP. 

This module is one component of the 

SEACAP Toolbox. For the full Toolbox, please 

visit: https://comssa.org/

6.1: Designing your SEACAP
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Thank you

Contact: helpdesk@comssa.org

Find out more: http://comssa.org  
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