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1. Introduction

1.1 Purpose of this document

The purpose of this document is to provide a standard specification to be followed throughout DPS project while preparing the documents. It is important that everyone follow these standards while documentation. It helps for the easy understanding of all the phases of the project and to minimize problems during integration.
1.2 Document organization

The document is organized as follows: 

· Section 1, Introduction, describes contents of this guide.
· Section 2, Documentation, Describes the conventions of documentation for the project.

1.3 Intended Audience

The intended audience is:

· DPS team members: Everyone in the DPS team need to follow these standards while documenting.
· Supervisors: To verify whether the standards have been followed during the project.
1.4 Scope

The scope of the document is limited to define few of the conventions to be followed during the DPS project. 

We do not define any international standard for this as these standards are intended for the current project only.  
1.5 Definitions and acronyms

1.5.1 Acronyms and abbreviations

	Acronym or

abbreviation
	Definitions

	DSD
	Distributed software development

	DPS
	Distributed polling system


2. Documentation
As the product becomes complex and the audience grow, it became necessary to maintain various kinds of documents throughout the project. Some of the documents are internal while some have to be delivered to the supervisors and customers. The documents will specify each and every module and phases covered during the project lifecycle. It also helps to understand the goals, design and architecture of the project. It also helps the customers and supervisors to give an idea of the status of the project. If in later stage there are some enhancements to be done in the DPS system, the documentation plays a vital role. So the documents have to be designed for a long term objective.
2.1 Documentation Policy
One of our project team members has the role of documentation coordinator. The documentation coordinator will finalize and upload all the documents to DSD website in time. All documents are reviewed by the documentation coordinator to check for the language and technical consistency and to verify whether they are inline with the templates and specifications mentioned. The typical process would be:
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Figure 1: Document review structure
2.2 Documentation tips
Below are the suggestions to be followed during documentation.

1. It is absolutely necessary that all documents should be formatted according to the template specified for it.
2. Capitalize only the first letter of the first word in a sentence.

3. Paragraph description should be set so that the line spacing is single (format => paragraph => Indents and Spacing).
4. List and number all bibliographical references and insert references using cross reference (insert => cross reference).
5.  References should be very detailed. For journal articles, list all authors by initials and last name, the title of the paper in quotations, the journal name in italics, the date and place of publishing. For web references list authors’ name, name of the web article in italics and it is mandatory to specify the last accesses date.

6. Table name should not be inserted manually (right click table => caption => type table name) and should appear above the table.

7. Figure name should not be inserted manually (right click figure => caption => type figure name) and should appear below the figure.

8. Do not put borders around the outside of your figures.
9. Use bullets when the data order is not of importance.

10. Numbering is used when the data order is important. A high priority task to a low priority task 
11. When the text is pasted from other source into the document, it is of high importance to retain the “destination text format” and not “source test format”.  

12. Whenever document manager gives comment to the author, use the track changes option (review => track changes).
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