This document is a modified version of a checklist from Managing Documentation Projects in an Imperfect World. Gabriel Lanyi, Battelle Press, 1994

Documentation Plan
	1.   FORMCHECKBOX 

	Name of document
	

	2.   FORMCHECKBOX 

	Kind of document and delivery mechanism (e.g., grant, journal article, etc)
	

	3.   FORMCHECKBOX 

	Purpose and goals 

(the reason for writing the document, how it will be used, what you want it to achieve)
	

	4.   FORMCHECKBOX 

	Scope

(what will/will not be included)
	

	5.   FORMCHECKBOX 

	Audience analysis

(The kind of people you are writing for. A profile of attitudes, abilities, and knowledge. How will this inform language level, vocabulary, style, and use of graphics?)
	

	6.   FORMCHECKBOX 

	Resources (i.e., People, Tools, Materials, Supplies)

(who will be involved, what each person will do when with what tools, materials, or supplies) 
	

	7.   FORMCHECKBOX 

	Document design
(structure, contents, format/style/language, graphics)
	

	8.   FORMCHECKBOX 

	Development process – Project tasks

(all tasks that will be involved – research, interviews, writing, developing graphics, reviewing, editing, delivery)
	

	9.   FORMCHECKBOX 

	Time estimates 

(estimate time per task per person – remember to build in a contingency factor)
	

	10.   FORMCHECKBOX 

	Risks, constraints, requirements, dependencies
(What are the critical success factors? What if one of these does not happen? What could prevent the project from moving forward? What do you need to ensure progress? What has to happen before you can begin? 
	


