Document writing style:
towards standardization
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Document writing: why to write and document
Knowledge?

e Critical knowledge is at risk when it's only stored in
employees’ heads.

e Documentation is one of the approaches for
capturing and transferring critical knowledge

e Documentation is codifying knowledge into written,
audio, visual, and/or video assets

e Documentation represents a core element of the
«organizational memory»

Source: Bram Naus
(https://unsplash.com/photos/n8Qb1ZAkK88)

e Need to properly write company's’ knowledge in a
document
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Ineffective document writing

e Inadequate Information
e Language and use of jargon terms

e Accuracy of the content and
uninviting appearance

e Confusing structure

e No Visual Aids when readers needs
them

e Lack of uniformity

Source: Pexels (https://www.pexels.com/photo/black-text-on-gray-
background-261763/)
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How to write standard documents ?
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Source: Pixabay ([https://pixabay.com/vectors/clipboard-

data-science-chart-908886/)
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eHave a writing style and pre-
defined style guide or template

e Writing style: how you deliver
information—the voice, tone,
mood of )/our writing, too
technical or general, etc.

o A style guide template: a manual
with a set of standards and best
practices for writing, formatting
and design of documents
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Basics in writing a knowledge document

eReadability
oClarity
eEngagement
eValue
e Utility
Source: Aron Burden
(https://unsplash.com/photos/y02jEX_B0OO0)
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Source: Visual Tag Mx (https://www.pexels.com/photo/top-view-
photo-of-3-men-in-front-of-laptop-2566581/)
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+ Be detailed as well as specific to help all kinds of
users

+ Format your documents
+ Interlink them

+ Get feedback from readers and improve the
document
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