Documentation Plan Guide 

Please use the following guide to outline your documentation plan. Completing this guide is not equivalent to drafting your client proposal! This guide is an intermediate step to help you translate your interview transcript (or “raw data”) into interpretable units of information to integrate into your documentation plan. This guide can be completed collaboratively with your team member(s) prior to drafting your client proposal. 

Audience Analysis
The audience analysis section requires you to explore the primary and secondary audiences for the documentation project. Here are the prompts to help you sort that information. Important: Remember to explain why this assessment is important to the development of your instructor tutorial—refer to your interview and document data for evidence.

State the primary audience for the documentation. 

Offer your analysis of…

Its technology expertise:

Comfort-level with technology:

Learning styles:

Potential tasks your audience will need to complete with the application or coding you are documenting:

State the secondary audience for the documentation.

Its technology expertise:

Comfort-level with technology:

Learning styles:

Potential tasks your audience will need to complete with the application or coding you are documenting:

List other relevant and useful information about the audience(s) for the tutorial documentation:

Document Outline
The document outline section describe specific instructor tutorial that help fulfill the audience’s documentation needs. (Your description you be as detailed as possible—for example, the color scheme, font choices, callout information, margins, the sections for the documentation, possible images, software your using, etc.)

Identify the software you will use to create the documentation. 

Describe all sections and their contents (include procedural, definitional, and conceptual information for each of these sections). Important: Remember to explain why these design choices are best for the instructor tutorial—refer to your interview and document data for evidence.
Including specifications for…
Margins:
Justification:
Paragraph spacing: 

Column layout:
Image/icon placement: 

Image captions:
Note/tip/warning placement: 

White space use:
Border/rule placement:
Header/footer placement:

List design attributes for…

Font color, face, size, emphasis for title text:
Font color, face, size, emphasis for header text:
Font color, face, size, emphasis for body text:
Font color, face, size, emphasis for caption text:
Font color, face, size, emphasis for callout text: 
Font color, face, size, emphasis for page header and footer text:
Font color, face, size, emphasis for any other text:
Color scheme for document:
Bullet styles for unordered and ordered lists:
Table design attributes:
Callout format, color, size:
File formats and resolution for icons and graphics: 

Note: Remember in your actual documentation plan refer your client to the design template appendix for layout and design information.

Documentation Objectives/Goals
This section provides your client with information about your interpretation of the objectives and goals for this instructor tutorial. Remember this section should persuade your client that you have thought about his/her specific tutorial needs.

Explain the objectives and goals the documentation will achieve.
Describe the evidence you have from your interview and document collection that leads you to determine these are his/her goals.

Describe how these goals are related to the audiences’ needs for the tutorial. 
Plan & Progress Checks 

Define a step-by-step plan to produce the tutorial include as many details as possible.

Explain how your progress toward these goals will be ensured. In other words, what kinds of checks will you have planned along the way? How will you and your partner collaborate to create the document?

Describe the methods of evaluation of progress that will be implemented as part of your plan including both your team’s in- and out-of- class work on the deliverable(s). (Remember to check our course calendar for all relevant peer review, teacher conferences, and other activities.)

List the meetings you want schedule with the client. (For example, if you anticipate wanting to conduct your required user-testing with the client and his/her students, note the testing period is from w, 4.14 through t, 4.21.)

Design Template Appendix
Create a design template using the guidelines listed here: http://www.u.arizona.edu/~kimmehea/html/quickref.htm#dt.
Letter of Transmittal

Your letter of transmittal should 

· identify the title of the enclosed proposal, 

· denote the research completed to produce the proposal, and 

· outline a guide to help the client follow the major sections of your proposal. 

The letter of transmittal establishes good will and contextualizes the proposal for the client. Use the letter template, which is located at http://www.u.arizona.edu/~kimmehea/html/letter.doc.
Title Page 

Your title page should include a title for your documentation plan (be certain to incorporate the software application name and version into the title), your names, the date on which the plan was completed, the name of your client, and an appropriate graphic.
Overview/Executive Summary
The overview allows your client to understand all the aspects of your proposed documentation in a condensed form.

State the subject matter for the client’s tutorial.

Identify the audiences for the tutorial.

Briefly state the goals for the tutorial.

Briefly note how your tutorial will help to achieve these goals. 

Summarize your production process and timeline. 

Note: Remember, in your documentation plan, you should explain that a design template is offered in the appendix of your documentation plan. 
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