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Types of Documents 

• Academic 

• Technical 

• Master Plans 

• Guidelines 

• Strategic Plans 

• Corridor Plans 

• Visioning 

• Marketing 



Producing Guidelines and Plans 



Post Mortem Financial Analysis 
2010-2013 



Analysis Capture 
Analysis Capture 





  



Scoping the Document 

• Budget & Schedule 

• Main Deliverables 

• Roles & Responsibilities 

• Comparable Projects 

• Review Cycles 

• Decision Makers 

• Specific Exclusions 



Tips for Identifying Scope 

 Identify available fees and expected budget 

 Determine if there is a “model” or a comparable project 

 Identify the main deliverables 

 Identify the general schedule 

 Ask questions about other project processes and deliverables 

 Define items that are not in the scope 

 Identify roles and responsibilities 

 Understand if the final document should be basic, tailored or 
custom 

 Develop a phased scope 

 Identify how public comments will be addressed 

 Capture lessons learned from each project 



  

Document Planning 



Urban Houston Framework 



Urban Houston Framework 



Analysis Capture Urban Houston Framework 





Best Practices 

 Determine whether the document is academic, technical, 
visioning or marketing in nature 

 Determine the audience  
 Confirm if the document is to be adopted by City Council or 

another governing body 
 Determine content  
 Consider what graphics will be stock versus custom 
 Assign who will be creating the content (graphics, text, project 

book formatting) 
 Create a production schedule 
 Determine how subsequent copies are to be printed and by whom 
 Confirm if the document will be available for digital download 
 Review and confirm all aspects of production during the SKO 



  



SR 28 Corridor Management Plan 



Analysis Capture 



  

    

      

  
  

  
  

  
  

   
    

   
  

 
    

    
  

    
     

 
    

      
  

  
    
    

   
   

   
  

  
   

    
  

  
  

  
 

 

   
     

  
  

  
  

 
 

  
 

     
   

   
   
   
   
   

  
   

    
     
  

    
  

  
  

    
     
    
    
    
    

   
    
   

  

   
 

  
  

  
   

  
     

  
  

      
  

  
    

 
  

   
  

  
   

  
     

  
  

  
  

     
  

   
  

   
  

    
 

  
      

 

   
 

  
  

  
   

  
     

  
  

      
  

  
    

 
  

    
 

  
   

  
     

  
      

 



Analysis Capture 





Best Practices: Analysis Capture 

 Ensure ALL team members use the style guide 

 Draft content as it is created 

 Summaries should build content aligned with the TOC 

 Document all metrics/research methodologies 

 Synthesize and manage large quantities of information 

 Establish a hierarchy to keep readers’ attention 

 Cite as you write 

 Keep on track with a checklist: Harness the power of the 
checklist 

 



Review and Editing 



Review and Editing 

 
 

        
        

 
 

  
 
 



Review and Editing 



Review and Editing 



Best Practices: Review and Editing 

 Confirm who reviews and the purpose of the review 

 Confirm how comments are consolidated 

 Determine how to address conflicting comments 

 Document when decisions are made (Decision Log) 



Managing Change 

 Periodically review scope – with the TOC checklist 

 Provide solutions when discussing out-of-scope items 

 Be forward thinking – look ahead to the next deliverables 

 Utilize a weekly to-do list and decision log 

 Immediately address changes in decision-making team 



Writing Resources 

 Technical Writing 101: A Real-World Guide to Planning and 
Writing Technical Content 

 The Mayfield Handbook of Technical and Scientific Writing. 

 A Writer’s Reference. Fourth edition 

 The Associated Press Stylebook and Briefing on Media Law 

 The Transitive Vampire: A Handbook of Grammar for the 
Innocent, the Eager, and the Doomed 

 A Writer’s Coach: The Complete Guide to Writing Strategies 
that Work 

 The Associated Press Guide to Internet Research and 
Reporting 



Contact Information: 

Stephanie Grigsby 

sgrigsby@designworkshop.com 
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