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Introduction

The document production standard defines the minimum requirements for the content and layout of project documentation. 

The format and styles of this document embody the principles outlined by this standard. It may therefore be used as a template (after saving it using another name, and removing the body text). 

It ensures that all documents produced, including spreadsheets and presentations have at least the identification and information provided for by this Standard, and to establish a common 'look and feel' to project documents produced within this organisation.

A uniform 'look and feel' to project documents which is based on sound formatting guidelines leads to greater ease of use and less error and a professional image.

This standard covers the following document types.

· Wordprocessor documents.

· Correspondence.

· Spreadsheets & Schedules.

· Presentations.

· User Manuals.

The following areas are covered.

· Document identification - the means by which the document is uniquely labelled to allow easy identification - for example requirements for title and second page, the nature and content of the table of contents, headers/footers and appendixes.

· Document format - uniform formatting standards designed to make it easy for the reader to find the information they need from the document.

· Writing style - standards for the kind of language which makes for intelligible writing.

· Document issue, control and approval.

1.1. Scope

This standard applies to all project documentation which is defined as any material generated internally during any stage of a project. 

Project documentation includes the following.

· Terms of Reference.

· Planning Documents.

· Requirement Specifications.

· Design Specifications.

· Business Cases.

· All Quality Management System documents. 

· Other documents including Spreadsheets, Overhead Slides, Schedules and Presentations.

· User Manuals for software products and systems.

· Procedures and Work Instructions for Process Management. 

1.2. Objectives

The outcome of using this standard will be the following:

· All project documents will have a consistent format.

· All project documentation produced will conform to this standard. 

1.3. References & sources

[1]
IEEE 1063 -1987


Standard for Software User Documentation 


IEEE Software Engineering Standards 1993 Ed.

[2]
AS 4258 1994


Software User Documentation Process


Standards Australia, 1994

[3]
AS 3897 -1991


Guidelines for the management of software systems


Standards Australia, 1994w

[4]
Style Manual for Authors and Editors


Aust. Govt. Publishing Service, 4th Edn.


Canberra, 1992.

1.4. Definitions & acronyms

	AGPS
	Australian Government Printing Service

	Shall
	Mandatory requirement

	Must
	Mandatory requirement

	Should 
	Optional requirement


1.5. Responsibilities

The Project Manager is responsible ensuring that all project documents conform to this standard.

Standard description

This standard covers the following matters:

· Word processor documents.

· Writing style.

· Document Issue & control

· Correspondence.

· Spreadsheets & schedules.

· Powerpoint presentations.

· User documentation.

1.6. Wordprocessor documents

The following section outlines the mandatory requirements for all word processor documents produced by projects. It does not apply to user manuals, spreadsheets, Powerpoint presentations or correspondence.

The format and styles of this document embody the principles outlined by this standard. It may therefore be used as a template (after saving it using another name, and removing the body text).
1.6.1. Document identification & content

1.6.1.1. Title page

Each document shall have a Title Page which complies with the following.

· Security warning - if a document contains information which has the potential of causing serious loss to either this organisation or it’s associates, then the document shall have the words “Commercial in Confidence” displayed clearly on the front cover in a font no less than 12 point bold.  If document contains no sensitive information, then no warning need appear.

· Project documents of a non-sensitive nature are classified as unrestricted and need carry no warning.

· Document title.

· Project name (if applicable).

· Document identification number (Project code + Doc.code) (in accordance with Std-03).

· Version number (if applicable, as per Std-02). 

· Approval information.

· Optional details for the commissioning and/or accepting of the document.

· Release date - the date the version number was last changed.

· Status - in accordance with Std-02. 

· Copy no. - controlled/uncontrolled copy.

· This organisation’s logo.

· Header/footer is not displayed. 
1.6.1.2. Preface

The page following the title page shall contain the following minimum information:

· Document information - including the organisational unit which produced the document, the project manager's title, name, telephone and fax numbers.

· Authors name - of this version of the document. 

· Revision history - including at least version number, date issued, author and comments regarding the purpose/updates contained in that version. 

· Which wordprocessor was used to produce the document.

· Copyright notice, as follows: Copyright ( this organisation, 199x. This publication is copyright and contains information which is the property of this organisation ail. No part of this document may be copied or stored in a retrieval system without the written permission of the General Manager of this organisation. 

1.6.1.3. Contents

The document contents list is located after the preface page and shall comply with the following:
· Be titled "Contents" not "Table of contents". 

· Contain the headings from the document broken down and arranged into logical groupings. 

· Contain all headings up to but not exceeding level four headings. The document itself shall have no more than four levels of headings. 

· Illustrations lists shall be shown.

· Appendix(es) shall be shown. 

· Page numbers are given for each entry and are joined to the entry by a leader string (row of dots). 

· TOC text shall use the following font attributes: 

	Level
	Font
	Indent 
	Size 
	Space above/below 

	toc 1
	Arial bold
	1.0 cm.
	12 pt.
	12/6 pts.

	toc 2
	Arial
	1.5 cm.
	12 pt.
	6/0 pts.

	toc 3
	Arial
	2.0 cm.
	12 pt.
	3/0 pts.

	toc 3
	Arial
	2.5 cm.
	12 pt.
	0/0 pts.


· Level one TOC entry shall have a narrow ruling line beneath. 

· Header/footer. 

If the document being produced does not have a table of contents mandated by another standard, it is good practice to design the document before beginning work by making a list of the headings which will form the contents list. 

· As a general guide, the organisation of a document should reflect a logical sequence, whether a chronological sequence, a progression from the general to the specific, or other meaningful sequence. 

1.6.1.4. List of illustrations

Documents may include a list of illustrations, or separate lists for different illustration types (i.e. tables, figures etc.). If included, list(s) of illustrations shall appear immediately after the contents list and shall contain the following:

· Titles of all illustrations included in the document. 

· The page numbers for each entry, joined to the entry by a leader string (row of dots). 

Choose whether to have separate or merged lists. The type to use depends on how easy it is to understand the resultant list(s). 

· Merged list - the list can be merged into one where only a few different illustration types are concerned.

· Separate list - can be used to distinguish figures, tables, screens etc. where there is a significant number of each illustration type.

1.6.1.5. References

The format of references in project documents shall be determined by the source and type of document, as specified below: 

· Project documents originating from within this organisation
References to project-specific documents generated either by the project team or by any organisational unit within ISSD, shall be shown as.

[1]

Project_Doc_Id


Document title,


Version, date, copyright holder.

· Project documents originating outside of this organisation- in accordance with Std-03, references to project-specific documents originating outside the scope of this organisation(either from another organisational unit of this organisation or from an external organisation) shall retain its original identification number as allocated by the organisations document identification system and shall also be given a document identification number. References to such documents shall be shown as:  

[1] 
Project_Doc_Id  (Other_Organ: Other_ID_number)


Document title,


Version, date, copyright holder


Where 
Project_Doc_Id is the Document 

Identification number as per Std-03

Other_Organ is the originating organisation or 

organisational unit.


Other_ID_number is the document ID 

allocated by Other  Organ.

· Project independent documents - references to documents which exist independently of the project, for example IEEE, ISO or Australian standards, shall be shown as follows: 

[1]

IEEE 1042 -1987


Guide to Software Configuration Management


IEEE Software Engineering Standards 1993 Ed.
or

[2]

Software Configuration Management Systems


John X. Smith


Wiley, New Jersey, 1992.

1.6.1.6. Headers/footers

The following is mandatory for all documents produced by wordprocessors: 

· Header contains the document ID number (refer section relating to title page), status and document version.

· Footer contains, from left to right, the project name, document title and page number. 

· Both header and footer to use Arial 8pt normal. 

· Header to have a narrow ruling line below and the footer a similar line above.

1.6.1.7. Security

Where a document contains information of a sensitive nature which has the potential of causing serious loss to either this organisation or it’s associates, then the document shall have the words “Commercial in Confidence” displayed clearly on the front cover in a font no less than 12 point bold. 

Project documents of a non-sensitive nature are classified as unrestricted and need carry no warning.

1.6.1.8. Appendixes

As per the Australian Government Publishing Service Style Manual, attachments to documents shall be known as Appendixes (not Appendices). Appendixes shall be numbered using roman numerals (Appendix I, II, ... VI, etc). 

Page numbers should continue from the last page of the body of the document.

1.6.2. Document organisation

The document shall be organised as follows: 

· Title page.

· Document information page.

· Other front matter (optional).

· Contents.

· List(s) of information (if applicable).

· Body of document.

· Appendix(es).

Page numbering commences on the contents page and shall use Arabic numerals (i.e. 1, 2, etc.) beginning with 1. 

The page numbering of appendixes shall continue from the body of the document.

1.6.3. Document format

This section outlines a uniform set of formatting standards which enable a reader to find the information they need with a minimum of time and effort.

The following are mandatory.

1.6.3.1. Page size and margins

Page setup shall have the following attributes:

· Page size - A4.

· Margins (left & right) - 2.54 cm. 

· Margins (top & bottom) - 3.17 cm.

· Header & footer - 1.25 cm in from edge.

· Gutter - zero  cm.

1.6.3.2. Headings

Document headings shall have the following attributes:

· No more than four levels of heading shall be used.

· Headings shall be indented according to their level of significance in accordance with the following table. 


	Level
	Style
	Font & Size
	Space above/below
	Ruling line
	Indent

	1
	Heading 1
	Arial 18 pt bold
	18/18 pts.
	3 pt.
	0 cm. 

	2
	Heading 2
	Arial 16 pt bold
	10/12 pts.
	1.5 pt.
	1.25 cm.

	3
	Heading 3
	Arial 14 pt bold
	12/6 pts.
	-
	2.5 cm. 

	4
	Heading 4
	Arial 12 pt bold
	12/3 pts
	-
	3.75 cm. 


Level one and two headings shall have a ruling line beneath, as shown in the above table. The ruling lines should be 4 pts. beneath the text and extend from the beginning of the heading across to the right margin.  

All headings shall have the first word capitalised and subsequent words in lower case. Proper nouns have the first letter capitalised wherever they appear in a heading.

1.6.3.3. Body text

The body text shall have the following attributes:

· Arial 11 points. 

· Indented 3.75 cm from the left margin. 

· Space - zero points above and six points below. 

1.6.3.4. Bullets

Bullets are used for lists where the order is not important. Bullet points shall have the following attributes:

· Arial 11pt. font. 

· Indented 3.75 cm from the left margin so that bullet character is in line with body text.

· Bullet character a 10 pt. filled dot.

· Hanging indent of 0.5 cm from bullet character to start of text. 

· Space - zero points above and three points below.

· Bullet points shall only be used for lists of two or more points (i.e. no single bullet point). 

1.6.3.5. Numbered lists

Numbered lists are used where the order is significant, such as in procedural steps.

The attributes for a numbered list are the same as for bullet lists, with the substitution of Arabic numbers (i.e. 1, 2, 3) for bullet dots and a hanging indent of 0.75 cm after the number to accommodate double digits.

1.6.3.6. Justification

Justification styles shall be as follows:

· All heading, body text and bulleted/numbered lists and captions left justified.

· Table headings and table contents may be left, right or centred. 

1.6.3.7. Figures & numerals

Whole numbers less than 10 are spelt in full. Spaces are used for numbers with four or more figures (i.e. 10 000). All decimal numbers (i.e. 6.5) are shown as numerals. 

1.6.3.8. Italics

Italics shall be used for the following:

· To add emphasis to words, phrases or sentences.

· Foreign words (i.e. ad hoc). 

· Titles of publications (i.e. Concise Oxford Dictionary)

1.6.3.9. Emphasis

Emphasis can be achieved in the following ways (in ascending order of emphasis):

· Italics.

· Bold Italics.

· Callout character - as follows:

· Add emphasis to a paragraph with a callout character. Words within such a paragraph may be further emphasised with italics or bold italics. 

1.6.3.10. Hyphenation

Hyphenation is done as follows:

· The break is made after a vowel with the second part beginning with a consonant (i.e. peo-ple). 

· For multiple part words the practice of hyphenating words is decreasing, so as a general rule don’t hyphenate if in doubt. For example, cooperate multi tasking. 

· Fractions are hyphenated (i.e. two-thirds, five-eighths). Compound words like day-to-day task-sharing are hyphenated.

Optionally, enable automatic hyphenation where this is available in your wordprocessor. 

1.6.3.11. Acronyms & jargon

While the use of acronyms and jargon can be justified in some cases, they should be avoided where possible. Where acronyms are used they must be defined in the definitions and acronyms section. 

Only acronyms used in the current document are to appear in the definitions & acronyms section.

1.6.3.12. Other formatting considerations

Abbreviations - (avoid where possible) use fullstops with abbreviations and contractions. For example Fri. for Friday.

Punctuation Spacing - one space only after any punctuation mark.

1.7. Writing style

This section contains language use guidelines. The purpose of these guidelines is to present information in a way that the reader can understand and be able to find the information they need in the document. It applies to all document types covered in this standard.

1.7.1. Economy of words 

Never use a long word when a short one will do. Short words tend to be more specific or concrete, making the message more definite. Use a specific, concrete word instead of a general, abstract one. 

For example say “Begin when ready” rather than “Initiate the procedure when practical to do so” or “Commence the process as soon as you are ready”. 

(It is quicker and easier for the reader to get the message when it is expressed economically.)

1.7.2. Active voice

As a general rule, use active not passive voice to promote conciseness and impact. Where possible, use a Grammar checker to identify and amend passive to the active voice. There are few cases where passive voice is justified.

For example say “Implement the procedure” rather than “The procedure is to be implemented” or “The implementation of the procedure should then occur”. 

(Passive voice is often used to lend an air of authority since it appears to come from a higher authority than the writer themself)

1.7.3. Present tense

Where possible, use present tense instead of past or future tense. 

For example say “The procedure is implemented” rather than “The procedure will be implemented”.

(Present tense makes the message more immediate, giving it impact. The reader unconsciously thinks, “If it’s happening now, it’s probably worth knowing. If it’s in the future, I’ll wait until it’s happening and then think about it. If it’s in the past, it’s history”.)

1.7.4. Other considerations

The following considerations are for advice only - intended to help you write more effectively:

· Avoid tired figures of speech - it is a fact that when communicating, people often use expressions and cliches that have become overworked. They may once have been full of impact, able to grab a readers attention with the freshness of their imagery. But after 1,000 uses, they are past their ‘use by’ date and deserve to be retired. Take the time to think of new ways to express familiar ideas and your writing will benefit. 

· Everyday English, not foreign, jargon or scientific - except in situations where these are specifically called for, everyday English should be used rather than foreign, jargon or scientific words (i.e. not used for the sake of appearing knowledgable). As a general guide, choose words that are likely to be understood by the largest number of people unless you are writing for a highly specialised readership. 

· Adapting words to the reader - a cardinal rule in all writing is to always be very clear about who the reader is, then to be mindful of using the kind of language the reader will understand. 

· Non-sexist language - you should be careful not to make any gender assumptions in your writing. Today there are very few occupations that are not open to both male and female. It’s equally important not to go so far that the meaning is obscured by a maze of gender-neutral terms. As a guide, instead of saying “he” or “she”, refer to a job title or function (i.e. the “user” or simply “you”.)

1.7.5. List conventions

Each item in a bulleted or numbered list is to be a complete sentence in itself, complete with internal punctuation marks like commas or dashes if needed. It shall not be made into one long sentence with punctuation marks at the end of each line. The first word is to be capitalised 

If the points are single words, or relatively short phrases not requiring punctuation then punctuation and fullstops are optional. 

The two methods must not be mixed within the same list.

1.8. Document issue & control

This section deals with matters relating to gaining approval, maintaining quality, distribution, retention and storage of project documentation. It applies to all document types covered in this standard, except where noted.

1.8.1. Approval

Document approval is subject to the following conditions.

· All project documents shall be approved by the Project Manager. 

· All documents shall be approved before they can be given a status of approved in accordance with Std-02 - Version control of deliverables. 

· The approver's name, position, section and the approval date shall appear on the cover of the approved document.

· If the document is under controlled hardcopy distribution, the approver's signature shall appear on the controlled hard copy of the document. 

· Where necessary, the signature should appear on soft copy and uncontrolled hard copy of the document, to indicate the approval status of the document.

The person approving the document shall ensure that the document has been subject to a technical review in accordance with Std-019.

Because it is a specific version of a document that is approved, any change to the document will cause the version number to change. So by default, when the version changes, the document becomes unapproved. The approval signature, name and date must be removed until the new version of the document is approved. 

The presence of an approval signature, name and the approval date indicates that a document is approved.

1.8.2. Document quality

Document quality shall be ensured and improved by the following means:

· Documents shall be reviewed, as specified in Std-19. 

· The document shall be formally approved by the project manager. 

· An optional feedback form may be included to assist the users of the document to register their comments with the appropriate person. The feedback form shall contain the document identification number, version number, title, and address of the person to whom the comments shall be sent.

1.8.3. Identification of changes

As changes are made to a document and a new version of that document is produced, the changes shall be indicated in the revision history record. The information shall be sufficiently detailed to identify each area of change.

Optionally, the changed paragraphs may be                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 ntrolled hard copy, shall be issued in one of two ways.

· The total document is re-issued each time a new version is produced. This is the most straight forward approach, and only requires the recipient to dispose of the earlier version and commence use of the new version. The revision history record need only deal with the version number of the total document and the changes in each version.

· Only updated pages are re-issued. This requires the maintenance of version control at the page level, and the recipient must remove and replace the revised pages. It is more difficult for the user to identify if they are reading the most recent version of a page. The revision history must deal with individual pages. Where done, the additional page version control information is inserted before the table of contents.

The choice of method shall be made depending on the type and size of the document, and the frequency of issue of new versions. If at all possible, the re-issue of the total document should be considered. 

A means of avoiding these problems is to distribute the document as a controlled soft copy only, and if the document is in hard copy form it is uncontrolled.

For controlled distribution documents, refer to the section of this Standard relating to controlled distribution.

1.8.4. Controlled distribution documents

The following conditions are mandatory for controlled documents. 

· Where the document has 'controlled' hard copies, those people/positions who are in receipt of a 'controlled' copy shall be known by means of a register.

· Where a new version of a document is distributed, it shall be accompanied by a notice to the relevant staff which identifies the reason for the change and the procedure for them to update their existing copy. 

· The new version and the notice need go only to the holders of 'controlled' copies. 

Very few project documents are subject to controlled distribution.

1.8.5. Document storage

For Project Documents Std-03 Project Documentation Filing covers the organisation of the filing system for these types of documents.

The Quality Manager, or other relevant manager will determine the storage form and location of a document. 

Standards covering Configuration Management (Std-04) also address related issues.

1.9. Correspondence

This section applies to those document types that can be loosely termed “correspondence”.

1.9.1. Letters, facsimiles, memorandums

The format of letters, facsimiles, memorandums is prescribed by this organisation’s established standards. 

1.9.2. Email

No additional requirements regarding the format of email messages generated during a project are currently prescribed. 

1.9.3. Approval

Correspondence which contains any of the following types of information must be approved by the project manager prior to transmission. 

· Changes to the delivery dates of any items to clients. 

· Changes or confirmation of changes to any aspect of the project which affects the terms of the client agreement. 

· Changes to project scope. 

· Commits the project team to greater effort than has been scheduled within any area of the project. 

· Commits the project team to financial expenditure.

Other correspondence does not require approval of the project manager prior to transmission.

1.10. Spreadsheets, schedules

The following information shall appear somewhere on all printed spreadsheets and schedules.

· Document name (Spreadsheet/schedule name).

· Document identification number in accordance with Std-03. 

· Version in accordance with Std-02. 

· Security code if document is classified. 

The preferred method is to place the information as a title on spreadsheets, and in the "header" and "footer" of every page in the same locations as for wordprocessor documents. Within headers and footers Arial 8pt normal font should be used.

All spreadsheet, and schedule documents shall be subject to the Approval, release, and control mechanisms specified in the section relating to approval. 

1.11. Powerpoint presentations

The following additional features shall appear in the footer of all slides.

· Document identification number in accordance with Std-03. 

· Version in accordance with Std-02.

· Footer to use Arial Narrow 10 pt 

All presentations shall be subject to the approval, release, and control mechanisms specified in the section relating to approval, with the exception that the revision history record is not required.

1.12. User documentation

User Software Documentation shall comply with Std-29. 

The approval, release, and control of all User Software Documentation shall be performed in the same manner as word processed documents. Refer to the section relating to approval. 

A template for user documentation is provided with Std-29. 

1.13. Other

The following information shall appear somewhere on all other printed materials.

· Document name. 

· Document identification number in accordance with Std-03.

· Version in accordance with Std-05. 

The preferred method is to place the information as a title, and in the "header" and "footer" of every page in the same locations as for wordprocessor documents. Within headers and footers Arial 8pt normal font should be used.

All such documents shall be subject to the Approval, release, and control mechanisms as specified in the section relating to approval. 
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