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1. Introduction

1.1 Purpose of this document

The purpose of this document is to provide basic standards that need to be followed while preparing the documents that are required for upload on official DSD project webpage. 
1.2 Intended Audience

The intended audience is:

· REMES GUI project team members
· Project supervisors

1.3 Scope

The scope of the document includes basic rules and information on creating and submitting official project documentation.
1.4 Definitions and acronyms

1.4.1 Acronyms and abbreviations

	Acronym or

abbreviation
	Definitions

	DSD
	Distributed Software Development

	REMES
	Resource Model for Embedded Systems


2.  Document policy
2.1 General

Document manager is responsible for reviewing and approving documents that need to published on official project webpage. In case document manager isn’t available, documentation can also be approved by project leader or team leader. 
2.2 Document review process

The document review and approval process is as follows:

1. Person that created the document submits it to REMES GUI google group for approval

2. He creates a topic with the document name in subject in which he notifies members that the document needs review

3. Other team members post their comments/suggestions in that topic

4. Document manager reviews the document, taking posted comments into consideration

5. If the document is approved, document manager uploads it to the project webpage, if not he sends it back to author with the list of needed changes, and process starts over again from 1. 

2.3 Rules for writing documents

· All documents need to follow the template that is assigned for them. Templates can be found at DSD Main page, once you log in. 

· If there isn’t template for the document type you are writing, use General template.

· Do not edit updateable fields manually. That usually includes front page, index and headers/footers. 

· If you are adding/removing sections do that by adding/removing appropriate heading, not by manually editing index page. 

· Once you are finished, remove all comments, unused tables, unused subsections and anything else that you didn’t need, but it was in original template

· When copy-pasting, be sure to use “destination text format”

· All dates should be in YYYY-MM-DD format

· Be sure to track all major changes to document in revision history

· At the end, be sure to update all updateable fields (especially index page)

· Be careful when converting odf->doc, and vice versa. It will usually mess up something, so it’s better to use original template for the format you are working in at the first place. 

· If it is absolutely necessary to edit some document in other type of editor than it was written, maybe it would be better solution to use original template for the editor you are using, and then copy-paste parts that you need from the original document

· Before submitting, be sure to spell check it, it only takes few seconds. The documents with bad spelling usually leave bad impression, no matter how good the content is.[image: image1.png]
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