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IT Communication Plan: Internal Document Specs Example
· What should every internal document contain?

· Heading with title of document
· Date of document
· Version number, if applicable
· Footer with document title and page number(s) Use the “1 of x” if applicable.
· Document path under the footer

· What should help sheets contain?

· Title of help sheet
· Purpose/Thesis Statement
· Date of document
· Version number, if applicable
· Footer with document title and page number(s) Use the “1 of x” if applicable.
· Document path under the footer

· What should help manuals contain?

· Title page
· Table of contents
· Purpose statement
· Version number
· Compilation/Revision date
· Page footers with page number and document title

· What should be included in e-mail signatures?

· Corporate Communications is coming up with an e-mail signature that they will use in their departments. When that has been determined, we will start using it as well. But, in the meantime, the following applies:
· Your name
· Your job title
· Long form of department name
· Company name
· The phone number at which you want to be called
· Your e-mail
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