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1. Overview

Explain why this planning document is being written, its purpose and target audience (not the same necessarily as the document you are planning). Identify the technical level of this document. Is there a particular market positioning statement that is relevant to the document being planned?

While this documentation plan is for a product, it can also be easily adapted to cover a process or policy manual, or any other type of document you may want to product.

1.1 Scope

Specify the breadth and depth of this document -- what does it cover? What does it not cover? Why? This is important in establishing the boundaries around the work you are going to do on this particular documentation project. By specifying the scope, you can defend against additional work that may lead to over tasking. It also doesn’t leave any nasty surprises such as “We thought you were providing context-sensitive help also!”

1.2 Assumptions and Constraints

What assumptions have been made about the product and/or document to be written? To what extent do those assumptions govern the planning, content, and execution of the documentation project? Are there any constraints on the documentation project? How will they affect execution of this plan? 

1.3 The Project

What is the purpose of the document or manual you are planning? Explain how it relates to the product as a whole, if this is appropriate. This is a high level (overview) look at the documentation project so that the reader of this plan will know why this particular manual is being written, and can therefore better evaluate this plan.

2. Target Audience

2.1 Users

Identify the target audience for the publication. Include audience ages, environments, background, task areas, and so on. What special circumstances will affect how the audience utilizes the documentation? How is this information about the users obtained? Are there any gaps in your knowledge about the target audience, and how will you deal with those? Mention anything that has a bearing on the users of the documentation. 

2.2 Task Descriptions

You may include references to use cases, or outline the tasks that a user will need to perform using your documentation. Provide basic information, and correlate tasks with different audiences in a matrix (see “Managing your Documentation Projects” by JoAnn T. Hackos, page 573) if you have multiple audiences.

3. Usability Goals (Requirements)

Explain how you will know that the document you are planning is successful. What are the attributes that will make it acceptable to users. What aspects of the document will assist users in performing tasks? How? 

This is the “what” section of the documentation plan. It tells your audience what the document you are planning to write must accomplish. It is similar to the requirements document for a product.

Examples: 
A user with no previous experience with the product should be able to create, edit and save an animated .gif graphic.


All staff at the Centre will understand the established policies and be able to understand what actions step outside the policy guidelines.

4. Existing Documentation

4.1 Planning Documents

Are there any existing planning documents for this project? What are they, and how will they provide information to enhance this project?

4.2 User Documents

Are there any existing user documents for this project? To what extent are they useful in helping you create your document?

4.3 Other Documents

Are there any other documents that are relevant? Identify them and state why they are relevant.

5. Design Implications

Are there any ways in which the design or purpose of the product will affect the document you are planning to write? Will the document affect the product design? How do they influence each other? This may not be applicable if your documentation project is for a service or is a reference work. If your document is about an interface, a game, or a multimedia work, you will likely have some design implications.

6. Specifications

Describe the document that you are planning to write in a way that specifies how you are going to meet the requirements or usability goals you established earlier.  You may break this section up into sub-sections appropriate to your topic area. These are the details about your documentation project. After reading this section, the reader should know exactly what kind of documentation you will deliver and what it will look like.

6.1 Platforms Supported

Is this relevant to your documentation or product? If not, leave it out.

6.2 Graphics

Will you include graphics? What are the specifications of the graphics?

6.3 Delivery Media

Specify how your document will be delivered -- disk, paper, bound, online?

6.4 Localization (or Internationalization)

Will your document need to meet localization standards for translation into other languages? What resources are involved in accomplishing this?

6.5 Supplementary Material

Are any other materials planned to accompany this document? Examples may be a Quick Start Guide, Reference Card, Help Files, Information Labels, etc.

6.6 Terminology (optional)

Is any particular terminology required for your documentation? 

7. Process & Schedule

7.1 Milestones

Identify the milestones that are appropriate for your document and your environment. What deliverable is planned for each milestone? Are there any dependencies? Remember that there are two parallel projects – the documentation project and the product (or process/policy) project. This doc plan covers your documentation milestones, which parallel the project milestones.

	Milestone
	Deliverable
	Date
	Dependent Upon:

	Alpha 

	1st Text draft
	Mar 10
	Function complete code.

	Beta 1
	2nd draft text, 1st help draft. 
	May 14
	First round of bugs fixed. Beta 1 features implemented. Program ready for external client test.

	Beta 2
	3rd draft text, 2nd help draft
	Aug 1
	Second round of features and bugs fixed. Beta 2 features implemented.

	Pre-Final
	Review print proof. Review final help.
	1 Sep
	All features and bugs fixed. Program finalized.

	General Release
	All documentation complete and ready to ship.
	15 Oct
	Completion of packaging. Program complete. Approved for release.


7.2 Approvals

Describe the approval process and identify who will be responsible for approving the documentation project. There may be different approvers/reviewers at different milestones.

	Deliverable
	Approval(s
)
	Reviewer(s)


	Documentation Plan
	QA Mgr., Prod Mgr., Dev Mgr., Project Lead, Cust Support Mgr.
	Mgr Tech Comm, Prod Mgr., Dev Mgr., Project Lead, Cust Support Mgr.

	Draft TOC, topic areas, help files knowledge tree
	QA Mgr., Prod Mgr., Dev Mgr., Cust Suppt Rep
	Senior Tech Writer, Development Mgr, Product team members as req.

	1st text draft, publication layout
	QA Mgr., Prod Mgr., Dev Mgr., Cust Suppt Rep
	Technical Editor, Prod Mgr., Cust Suppt Rep, Product team members as req.

	Draft help
	QA Mgr., Prod Mgr., Dev Mgr., Cust Suppt Rep
	QA Mgr., Jupiter 
Prod Mgr., Jupiter Dev Mgr., Jupiter Cust Suppt Rep, Jupiter team as req.

	Final text, final help
	QA Mgr., Prod Mgr., Dev Mgr., Cust Suppt Rep, VP R&D
	QA Mgr., Prod Mgr., Dev Mgr., Cust Suppt Rep, Product team as req.

	Changes after Final
	Change Control Team
	Change Control Team


7.3 Review Process

Identify if the reviews of the document will be different from the approvals of the material in the document. Is there a formal review process?

7.4 Change Control

How will changes to the document be handled? Will there be different procedures for corrections, versions or new editions? What about drafts? Describe how changes will be made to the document. It is important to establish a change control procedure. Documentation, like software, is never really finished; you can continue to edit and revise forever. But at some point there must be a line drawn between what is released, and the next version. You may find it effective to treat all corrections as “bugs” and apply a similar bug fix procedure as software developers do, to any corrections that come up after the final draft has been reviewed. 

Bugs are fixed according to priority, with Serious or Urgent bugs being those that prevent delivery of the final product, in this case, your manual. Important bugs are those that should be corrected at the earliest available opportunity, but do not affect operation of the product, i.e., the user can still follow the documentation despite any typos, although some confusion might arise. Minor corrections are caught up with the next version as they do not affect the user’s experience with the documentation, other than that they may be noticed by the customer.

A stringent change control procedure is one of your best weapons for holding firm on the scope of a project. Otherwise, you might have “creeping elegance” where continual corrections force you past a deadline.

7.5 Production & Distribution

Describe the plan for the printing and distribution of the document. If an online publication, describe how it will be packaged or delivered for access. Who is responsible for this? Did you include the date this will happen in your milestones?

8. Resources

8.1 Technical Writing Staff

Who are the people involved in creating, writing, and producing the document? Identify roles and responsibilities. 

8.2 Interfacing Groups

Who are the resource and contact people that need to know about this document or who can provide information and services required during its construction?

	Group
	Contact Name
	Responsibilities

	Development
	Nicole Kidman
	Review all documentation for technical accuracy and completeness.

	Professional Services
	Christopher Plummer
	Review all documentation for accuracy and completeness with respect to industry.

	Quality Assurance
	John Cleese
	Review all documentation for quality; test documentation.

	Product Marketing
	Sean Connery
	Review all documentation for consistency with marketing strategies.

	Customer Support
	Patrick Stewart
	Review all documentation for usability; test documentation.


8.3 Subject Matter Experts

Identify the various subject matter areas and experts you will make use of during the writing of the document. By specifying them in your documentation plan, you are giving notice that their involvement is necessary in your project.

8.4 Tools

Describe any specific equipment resources you need to complete this document, such as FrameMaker, Quadralay Webworks Publisher, Adobe Acrobat, MS Visual SourceSafe and RoboHelp. If you don’t currently have access to them, how are you going to get them? This may be an issue that needs resolving before the doc plan can be approved.

8.5 Production Assets

Are there any other physical resources you will need in order to complete this project? Examples are still or video cameras, a 21” monitor, travel to a remote location, and so on. 

8.6 References

Identify any other documents which may contain information that relate to this project.

9. Risks

Identify any risks that you anticipate. State how you will mitigate those risks.

Example: 
Due to the tight timeline requested by Product Marketing, there is a risk that we will not be able to cover all of the information that should be in the user guide. To reduce that risk, we will distribute a draft Table of Contents for approval before writing begins, and we will upload a subsequent version of the publication, if necessary, to the web for access by customers after the deadline.

Example:
Delay in receipt of function complete code will also delay the documentation, as it cannot be finalized while changes are still being made to the product. To reduce this risk, we will work closely with the developers to ensure the documentation keeps apace with development.

While you don’t want to come across as the voice of doom, you do want to let management and the other stakeholders know that you have thought about what might go wrong on this project. Good project management requires a reasonable estimate of the risks, as well as close attention to risk management throughout the life of the project. By controlling both scope (how much work must be done) and the risks (anything that goes wrong) you will have a far greater change of bringing your project in on time, on budget, to quality standards.

10. Issues

Are there any outstanding issues that you anticipate may affect the completion of your documentation project? Examples include controversies or questions about design issues that have not yet been resolved, lack of resources (staff on disability, for example) or decisions that need to be made by other people/groups.

An issue is often something that cannot be resolved with just the documentation team members alone. Issues also frequently have wider implications for product marketing, development, sales, customer support and so on.

Example: 
The Product Steering Committee has stated that there are plans to possibly re-architect all products in Java as opposed to C++. If this occurs, significant changes to the interface, and hence significant changes to the documentation, will be required.

�PAGE \# "'Page: '#'�'"  ��This is the revision date of the doc plan. Alternatively, you may want to use a Revision Table as used in other types of documentation to indicate when it was revised, the reason, and by whom.


�PAGE \# "'Page: '#'�'"  ��This would be the version of the doc plan, not the version of the product. A product version would likely be represented in the title of the manual you’re writing, e.g. Jupiter 4.0 User Guide.


�PAGE \# "'Page: '#'�'"  ��This example uses software terminology. Substitute terms that are appropriate for your project. 


�PAGE \# "'Page: '#'�'"  ��These are the people who sign off on this documentation plan, and the documents you produce. By signing off, they accept responsibility that they approve of what you have done and are satisfied that it should go to the next level.


�PAGE \# "'Page: '#'�'"  ��These are the people who need to look at the text, design, layout, graphics, technical content, and so on to ensure it is correct. For example, Marketing may need to review your documentation to ensure that it conforms to the Company style guide. Legal may need to review your documentation to ensure there is no liability exposure. And of course, any SMEs (Subject Matter Experts) who have provided information get the opportunity to review the way you’ve presented it, for accuracy.


�PAGE \# "'Page: '#'�'"  ��This is a product name in this example.
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