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Standardisation
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Standardisation: set of procedures to establish
and maintain consistent formats and
terminologies

Standard templates, formats and writing styles
for the different types of documents

KIBS companies produce lots of documents
that can be standardised:

emails

bids

tickets
presentations
projects data

Standardised documents are clear, coherent

and easy to understand
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Standardisation offers several benefits:

® Increased efficiency

® Reduced confusion

® Increased document traceability
® Adoption of a common language
® Increased documentation

® Better document management
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Problems raised by missing standardisation
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An ineffective document
standardisation may lead to:

Wasting time when writing documents
Wasting time when reading
documents

Omitting crucial data and information
Making mistakes

Using different jargons

Making the document reading and
understanding difficult

Hindering an effective document
classification
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* Different systems/tools allow for
different format/template

®* Employees can be reluctant to follow a
standard since they prefer to be free

® Standardisation may inhibit creativity

*® A standard needs continuous
maintenance
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