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Section One – Establish Documentation Requirements

Project Definition

The Role of the Document Manager

Key Stakeholders

Stakeholder Name
Role/s
Responsibility









The Scope of this Project

Items Out of Scope

Time and Budget Constraints

Item
Constraints

Time frame
[Document any known deadlines, or windows of opportunity.]

Budget
[Document any high-level budgetary constraints.]

Measurements of Success

Legislative Requirements

Organisational Requirements

Data Entry and Storage

Requirement
Description of Requirement

Requirements for Data Entry


Requirements for Data or Document Management and Storage


Document Usability.

Type of User/User Group
Attributes that may affect their use of the system
Description

[Group Name]
Physical abilities/disabilities 



Intellectual abilities/disabilities



Exposure to change



Exposure to technology



Educational level



Linguistic skills



Age group (where impacts on usabilty)



Gender (where impacts on usabilty)


[Group Name]
Physical abilities/disabilities 



Intellectual abilities/disabilities



Exposure to change



Exposure to technology



Educational level



Linguistic skills



Age group (where impacts on usability)



Gender (where impacts on usability)


Document Display and Presentation

Document Distribution

Requirement
Description of Requirement

Requirements for Document Distribution


Requirements for Template Document Distribution


IT Capability

Current Operational Environment

Item
Current Situation
Future Requirements

Expected physical environment
The physical environment in which the documentation system will operate includes:

· 
· 

Anticipated workplace environment
Features of the workplace environment that could impact upon the documentation system include:

· 
· 

Expected implementation environment
The hardware and other devices that make up the operating environment for the documentation system:

· 
· 

Expected data environment
[Where data storage is part of the planned system]

The following databases are involved in the operating environment for the documentation system:

· 
· 

Development Applications
Development software applications available to create documentation include:

· 
· 

Storage Applications/Facilities
Software applications/file storage facilities available to store documentation include:

· 
· 

Distribution Applications
Software applications available to distribute documentation include:

· 
· 

Document Performance

Item
Existing Situation
Future Requirements

Speed of saving and retrieval



Availability and Reliability 



Backup Processes



Capacity and Scalability



Document Security

Item
Existing Security
Security Requirements

Confidentiality



Audit requirements



Information Management Tools

Recommendations

Organisational Requirements

Paper Document Types Required

Delivery Medium
Category of Documents
Document Items
Development Software
Specific Templates

Paper based
Stationery, Labels, and Business Cards
· 

To be completed later


Business Forms
· 




Marketing
· 

· 


Publications and Education
· 




Legal
· 




Letters to Customers
· 




Meetings, Events, and Projects
· 




Staffing and Management
· 
· 



Finance and Accounting
· 




When You're the Customer
· 



Electronic Document Types Required

Delivery Medium
Category of Documents
Document Items
Development and Delivery Software
Specific Templates

Electronic
HTML, Internet and Intranet





PDF





Word Processing documents





Presentation documents





Online help (winhelp, HTML help etc)





Computer based training




Multi-media
CD ROM





Video




Section Two – Establish Quality Standards and Processes

Quality Standards

High Level Overview

Paper-based Standards Manuals

On-line Standards Manuals

Audience for Standards Manuals

Recommendations for Training and PR

In-house Paper-based Standards Manual

In-house Electronic Standards Manual

Section Three – Manage Template Design and Development

Standard Templates

Template Design

User Skills in Using Tools

User Training in Template Use

List of Core Paper-based Templates 

List of Core Electronic Templates

List of Document Specific Templates

List of Document Specific Electronic Templates

Approval and Sign-off Process.

Section Four – Establish and Implement Quality Assurance Strategies

Training and Communications Strategy

Training Strategy for Core Templates

Training Strategy for Document Specific Templates

Communications and Training Strategy for the Styles and Standards Manual

Implementing Editorial Policy and Practices

Template Management and Archive Strategies

Storing Master Templates

Distributing Master Templates

Maintaining Master Templates

Section Five – Strategy for Maintenance and Continuous Improvement

Monitor Effectiveness of Quality Assurance Strategies

Monitor Effectiveness of Template Design

Monitor Quality System and Standards

Review Strategy and Methodology to Accommodate Organisational Change

Review Strategy and Methodology to Accommodate Industry Change

