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Documentation Policy

Definition:

A policy that standardizes supporting documentation, signature requirements of documentation, on-line documentation and on-line help files.

Documentation Policy Goals:

The documentation goals are to:

      a. Standardize the file format of documentation and on-line help for SSG systems and facilitate design, editing, field use, and updates of content.

      b. Reduce the need for file format conversions.

      c. Standardize the use of electronic documentation and signatures.

Documentation Policy:
The SSG Documentation Policy applies SSG-wide.

      a. Project documentation must use the following formats: Microsoft Word, Rich Text (.RTF), Text (.txt - ASCII), ISSO 8879:1986 (SGML), or Adobe Acrobat (.PDF)

      b. Help Files must use the following formats: Microsoft Help (.HLP), HTML, or Adobe Acrobat (.PDF).

Note: The above formats and file types are required for all documents that are normally used by organizations outside of SSG such as the User Manual or the Operation Manual.  Documents that are used internally may be kept on SSG approved tools that have been approved for the development and maintenance of those documents.  If the tool imposes a format different from the SEP template for a given document, that format will be acceptable so long as the same content is captured and can be logically followed.  The tool must be capable of producing a document in one of the documentation formats described in the table above if it is required by SSG management for project analysis.

      c. SEP Templates, Forms and Checklists should be considered as documentation guides.  These guides may be modified if sections are not applicable for a particular project or the content has been captured in some other form or in another document (references to the pertinent sections in other documents must be provided).  Changes to SEP Templates, Forms and Checklists are acceptable as long as the applicable content is captured and can be logically followed even if it exists in referenced sections of other documents.  Deviations from Templates, Forms or Checklists must be based on project considerations of applicability, resource reuse and suitability and the Software Project Manager or Project Manager should be prepared to make the case for deviations. 

      d. For a project, approval or coordination signatures for a document that were valid at the time of the signature are valid until the next project begins or the document is modified.  For example, if the appropriate personnel sign the signature sheet associated with the Software Development Plan and other personnel replace some of them, a new signature sheet is not required unless the document is modified or the Software Development Plan is used by the next project and in those cases, the appropriate personnel in place at that time must provide their approval or coordination signatures.

      e. As an alternative to the normal signature page system, signatures associated with all documents may be accomplished through normal e-mail from secure systems such as the SSG intranet, digitally signed e-mail and government approved digital signatures.  All signatures should be placed under configuration management. 
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