Notes on Documentation

John Wang 1/27/2000

Purpose: To facilitate the efficiency and productivity of teamwork, accurate and sufficient documentation on all work is necessary. However, certain basic elements should be included and some minimum format should be followed in the document one prepared. 

1. Have appropriate and descriptive title and filename for the document.  Although 32 bits windows can support long file name, please still stick with the 8.3 old DOS format as possible. 

2. Have your name and date on the upper right corner of the document (see this document as the example).

3. Have a brief description about the document (Purpose in this document).

4. Use as much as simple words and sentences to describe clearly.  Any technical term should have certain definition somewhere.  If necessary, use drawing or screen capture to illustrate your idea. 

5. When a draft document ready, send notes to related people for comment or try out.  Set up a sufficient length of time to get response and treat it as a simple task (you have to have timeline and deadline).  After revision(s), the finalized version should be presented in our regular meeting and let Raj put into the Finaldocs folder of our central repository.

6. Since we are in Windows environment, MS Word should be used as the basic standard format.  The other member of MS Office family or MS products should be able to be included in Word by simple embedded way.  (*For the future, we can considered HTML or PDF for our documentation)

