Team West Assignment #5
Identify one of the templates, protocols, behaviors or practices from the previous posting (Discussion 1) and create the solution as a team. Identify the objective of the solution and how it will serve to mitigate the problem. Then create a dummy version or a step-by-step for the protocol as prescribed in Lesson 5, page 6 of 16

Generate a template or protocol that solves the issues either for your project or for one of those projects that you critiqued in the previous threaded discussion. You and your team members may select any that you perceive as having high value. 

Step 1: Chose a project 

Case Study 1 - USDOG

Step 2 - As a team, achieve consensus on one thing your project organization does less than effectively:

1.	Technical Writing.  Currently, Acme is not keeping up to date with written documentation to assist in training.


Step 3 - Clearly define the objective of the template or protocol

1. To increase speed in which training documents are written
2. To standardize training documents
3. To create a list of resources (people/documents) where information is found
4. To write documents in such a way that they can be archived for future use.
5. To increase ramp-up speed and usability for someone new to the documentation writing process
6. To increase ease of use for people reading/finding the documents
7. To enable document version control so the most recent document can be easily found
8. To enable document change management and document auditing

Step 4 - Identify redundant practices that result.

1. Time wasted to inefficient practices.
2. People re-learning how the information is formatted differently between different writers
3. Going to multiple people/resources to find information
4. Time wasted to find the latest version of the document

Step 5 - Either create a skeletal template, or outline the information to be provided in a “standard version” of the documentation and the sources for that information. 

1. Create SharePoint library and process for all documentation.
Library documentation will include:
a. Training section (e.g. introduction, part 1, part 2, archives etc) 
b. Subsection identification
c. Documents:
i. Include creation date and version
ii. Include document owner and contact information
iii. Training Content 




