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] Introduction

1.1 Chwverview

L= thiz plon #o identty the roles, responshiies, ond policies f1of defemine the design, we,
manogement, and ibufion of confent in o docurmeniofion propecrt.

Start aff by describing the purpese of the docurmantation plan. Though this may ssem abvious,
by describing the project you will clarify far yourself, and for others, why this document &
necessary and who'll benefil fram producing the content For example:

= Wha will read the documents? Will it be Executives, Programmers, or sers?

Remember the needs and axpectations of the target audiencs shauld determineg the tone
and style your writers use

& Why is the documentation needed ¥ Outine the prablems it will solwa,

a  |F it wasn't wnitlen, what issues could arise or would cantinue 5 create problems.
Descrbe the comtent that will be created, ncluding the approach for sloring, managing.
archiving and distributing il
1.2 Purpose

The Dacumentatian Plan sats the standards far all candributars % follaw when dacumenting thair
respective parts of & projgect. I cantaing the standards and formatting requiremants for each
writar b folaw during the praject Becycle.

& Write & few santences shout the pumpose of this dacument, for axample:

a  What is the pupose of the contend? For example, o provide anline belp for a CRM
SRR

o Why is the documentation needed? What prablems ame gau hoging 1o salve by writing 17

a  What is the scope of the documentation? What is not in Scope, &g certain companents
andior featunes which are stil under develapment?

= |z this a temporary document? Will it be updated or superseded by anather version in
thee mesar fubure?

This dacument can alsa be used {o describe the policies, guidelines, and procedures far
communications and reporing requirements, such as:

= Methads af communications through meatings and the dissemination of project
infarmation.

a  Diffarent types af indarmation 1o be produced (and used] by the project.

»  Approaches far soning. maintaining, and archiving project documentatian.
s Contnbutors roles ard responsibilities,
»  Palicies and procedures for decurnent cantred, farmating, storage and archiving.

»  Rules for creating, reviewing, appraving and issuing documentatian.

1.3 Scope

Didling the soope of the document plan, including baow i is applicable 1o the curment and paralkl
progecis,

1.4 Target Audience

Define the primary and, if necessary, secondary audiences for this decumens.

List their needs, sxpactations, level of sxpartise, Brguags msues, and ather factars that naed o
be takan info sccount.

1.5 Objectives

Describe the objectives of the content deliverables, for example, o provide usable and
maaningul content that help users understand and wse cur CRM products.

kerntify the deliverables that will be praduced: for example, anline help, softcapy guides,
administratian guides, releaga notes, arror messages, FADS, and other materiak.

Daseibe your shjeclives when communicating thraughou? the project Becopele:

*  Pravide the Project Managers and Slakeholders with status reports and accamplehmeanis
thraughaut the progect.

= Es=iablish guidelinas for mesatings, reviews, nfarmation distibution, and ather forms of
information exchanpe.

»  Deseription of whiter's objectives, responsibililies, and lime estimales, The plan Seres

&% an agreeman between the Writing Deps. and 1he Propect Team by prosiding 1he
praundwork far the successiul completion of decumeantation.

»  |dentify the final deliversbles for the release: for example, System Admin Guide, Online
Held, Datashasts, and Quick Star Gude.

= Highlight if the documentation will e wnitten in parallel with ather projects as this may
cause resaunce conflcs.

|

i J— b4
lvan Walsh -
#% Find -

35c Replace
[E Select -
Editing ”~

[« EMNGLISH (UNITED STATES)



