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ACRONYM KEY

DR – Documentation Request

KS – Key Stakeholder

SFA – Software Architect (Department 

Head)

SME – Subject Matter Expert

Get more resources 

from KS

Gather Resources
Set up interviews with SMEs, 

gather and review briefing 

material (documents, notes, 

articles, collateral)

Scoping Stage

3. Update or revision of 

existing doc (for example, 

guide updates, document 

template)

4. Documentation Review 

of existing document

2. Documentation for 

Marketing project

1. New large scale 

documentation project
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and TIMEFRAME

KS, SFA Signoff that 

job can proceed.
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Document Structure 

created – either in 

Author-it or Word. Yes

No

Revise Structure

Review 1 - Structure

Production Stage
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Revise Draft

Draft Document

Public Draft

KS and SFA decide on 

final edits to Public 

Draft, and decide on 

document update 

review date.

Review 3 – Public 

Draft
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document 
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No

Edit Final document 

(these should be very 

minor edits)

Final Edits done –

Final document 

produced
Yes

Distribute Document, 

load into SharePoint, 

enter Task and 

timeframe for update 

review.
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