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Analysis

Confirm documentation
needs and goals

Develop user profile

Establish usability goals

Develop documentation
plan

Develop scheduling
parameters

Aquire tools, resources,
and staff

Submit a project plan to
client for review and
approval

Deliverables
Project Plan
Progress reports

Technical Writing Process

Design

Establish content specs

Develop detailed outline
Estimate pages and
graphics

Review tasks

Plan and prepare style
guide

Develop a template

Design a prototype

Revise project plan

Deliverables
Detailed outline
Project plan revisions
Progress reports

Development

Track hours and milestones
Create a prototype

Obtain client approval
Complete style guide
Create drafts for review
Develop graphics

Revise and edit drafts

Obtain client approvals

Deliverables
Prototype
Style guide
Drafts with graphics
Progress reports

Evaluation

Create appendices
Create glossary
Perform final edit
Obtain final approval

Create index

Develop and conduct
usability studies

Provide final revisions
and QA

Obtain client approval
and sign-off

Deliverables
Final drafts with

graphics

Camera-ready copies w/
graphics, appendices,
index, and table of contents

Progress reports

Implementation

Prepare production
requirements

Evaluate production
providers

Recommend production
vendor

Oversee production,
packaging, and distribution

Hold project wrap-up
meeting

Develop and
implement customer
surveys and feedback

Determine maintenance
and update requirements

Deliverables
Electronic files
Camera-ready copies w/
graphics, appendices,
index, and table of contents
Production copies
Progress reports
Project wrap-up report
Project notebook



