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Establish a document
management system




Your team can quickly become overwhelmed when supporting

documents are unavailable, outdated, or appear in multiple

versions. Document management systems that identify and retrieve

relevant support documents and provide version control make

updating and locating documents easier. Consider using

collaborative editing platforms that allow multiple reviewers to

access and edit the same document simultaneously.



C r e a t e  a  P r o j e c t
C h e c k l i s t  a n d  m a i n t a i n

q u a l i t y  c o n t r o l

I n t e g r a t e  r o b u s t  q u a l i t y  c o n t r o l  p r o c e s s e s

t h r o u g h o u t  t h e  d r a f t - w r i t i n g  p r o c e s s  t o  r e d u c e

r e v i e w  c y c l e  t i m e s .  D o c u m e n t - s p e c i f i c

c h e c k l i s t s  c a n  h e l p  y o u  t r a c k  p r o g r e s s  f r o m

l a u n c h  t o  c o m p l e t i o n  b y  s p e l l i n g  o u t  t a s k s  t o

b e  c o m p l e t e d — p l a n  f o r  v e r s i o n  c o n t r o l ,  w h i c h

w i l l  l i k e l y  c h a n g e  d u r i n g  t h e  p r o j e c t .






Streamline Decision-Making and
Reduce Redundancies

A t  t h e  s t a r t  o f  t h e  p r o j e c t ,  i t  i s  e s s e n t i a l  t o

d e t e r m i n e  t h e  s c o p e  o f  t h e  d o c u m e n t ,  t h e  c o n t e n t

r e q u i r e m e n t s ,  a n d  w h o  w i l l  b e  r e s p o n s i b l e  f o r

m a k i n g  d e c i s i o n s  r e g a r d i n g  t h e s e  i t e m s .  L e a v i n g

s c o p e  a n d  r e s p o n s i b i l i t i e s  u n c l e a r  w i l l  r e s u l t  i n

t h e  p o s s i b i l i t y  o f  e r r o r s  a n d  d u p l i c a t i o n  o f  e f f o r t s .






E s t a b l i s h  t e m p l a t e s  f o r  y o u r  d o c u m e n t s ,

c u s t o m i z e  t h e m  i n  s t a n d a r d  l a n g u a g e  w h e n e v e r

p o s s i b l e ,  k e e p  t h e m  u p d a t e d ,  a n d  e n s u r e  y o u  u s e

t h e m  r e g u l a r l y .  I n c l u d e  p r e - s p e c i f i e d  s t y l e s  i n

o r d e r  t o  a c c e l e r a t e  a n d  s t a n d a r d i z e  t h e

f o r m a t t i n g  p r o c e s s .  U s e  a  t e m p l a t e  w i t h

p r e d e f i n e d  s t y l e s ,  w i t h  s o m e o n e  h a n d l i n g  t h e

f i n a l  f o r m a t t i n g  a f t e r  t h e  c o n t e n t  i s  a d d e d .




D e v e l o p  a n d  U s e
T e m p l a t e s





