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DOCUMENTATION GUIDELINE

Version Date:  Date of last revision

1.0
Purpose and Scope:  Identify the reason and extent of use of the plan.

2.0
References:  Provide a complete list of documents referenced elsewhere in the text of the plan.  Each reference shall contain document number, title, revision number and date.
3.0
Applicability:  Describe the intended use or particular purpose for this guideline.
4.0
Responsibilities:  Identify the accountable department/division/personnel and the activity for which they are responsible.
5.0
Procedures:  Identify the standards, practices, reviews and conventions to be followed.  Identify preliminary versions and when they are made available for review.
6.0
Required Formats:  Describe the following formats for documentation


a.
Page Headers/Footers

b.
Page Numbering


c.
Cover Page


d.
Table of Contents


e.
Figure and Screen Inclusions


f.
Version Control


g.
Annotating Partial Replacements

7.0
Tools and Techniques:  Identify tools and describe any unique methodology executed to achieve the goals and objectives of this plan.
8.0
Approvals:  Identify by name and title the authorizing authority.
9.0
Version Number:  Identify the current plan iteration as derived from version number methodology.
