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Collaborative Document Cell Structure
Objective Overall Document Devel Stage Output Docs

Collab Channel Collab Tool Collab Style Review Process

Input Docs Ref Docs Formats Standards

Doc Owner Involves Coach Other
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COLLABORATIVE DOCUMENT DEVELOPMENT: BUSINESS PROPOSAL EXAMPLE

Activity Outputs Channel Tool Review Ref Docs Owns Coach Involves

1  Summarise RFQ Summary Post  Author Drafts Batch On-Line RFQ X
2 Prepare a SWOT Analysis SWOT Table/Bid/No Bid F2F/OD Team Workshop X
3 Bid Strategy Document Bid Strategy Post  Author Drafts Batch On-Line
4 Bid Schedule Bid Schedule Post  Author Drafts Batch On-Line
5 Bid planning Session Revised Strat & Sched F2F/CC Team Discussion Update Docs X
6 Structure the Bid Contents Page & Resps Post+CC  Author Drafts Discussion X
7 Create a Bid Template Bid Template Post  Author Drafts Batch On-Line Prop Template
8 Develop Executive Summary Document Section Post  Author Drafts Batch On-Line
9 Develop Section 1 Document Section Post  Author Drafts Batch On-Line

10 Develop Section 2 Document Section Post  Author Drafts Batch On-Line
11 Develop Section 3 Document Section Post  Author Drafts Batch On-Line
12 Develop Section 4 Document Section Post  Author Drafts Batch On-Line
13 Develop Credentials Document Section Post  Author Drafts Batch On-Line Std Creds.
14 Develop  Appendices Document Section Post  Author Drafts Batch On-Line CV Template
15 Merge the Individual Sections Consolidated Document Post  Author Drafts Batch On-Line
16 Identify Review Roles Agreed Review Roles F2F/CC Team Discussion Batch On-Line X
17 Collective Review Entire Bid Agreed Changes F2F/CC Role Discussion Update Docs
18 Make Changes to Document Final Document Master Post  Author Drafts Batch On-Line
19 Sign-offs on Document Sign-offs F2F/CC Role Discussion Update Docs X
20 Final Copies Prodn Final Document Copies =============================================

F2F = Face-to-Face
CC = Conference Call
Post = Post Doc on Team Site
OD = On-lIne Discussion/Chat
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Document:

Iterations:

Elasped:

Draft/Re-Draft Publish Draft to 
Group Members

Receive Group 
Member Comments

Review Group 
Member Comments 

Simplified Cell for developing any document 
collaboratively 
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Draft/Re-
Draft

Publish Draft 
to Group 
Members

Receive Group 
Member 

Comments

Review Group 
Member 

Comments 

Draft/Re-
Draft

Publish Draft 
to Group 
Members

Receive Group 
Member 

Comments

Review Group 
Member 

Comments 

2. TOR* 
Devel, 2, 1

5. “Whole”
Devel, 2, 2

4. Chapters 
Devel, 2, 2

Draft/Re-
Draft

Publish Draft 
to Group 
Members

Receive Group 
Member 

Comments

Review Group 
Member 

Comments 

3. Chapter Allocation Mtg

1. Initial Document Planning Mtg
6. Document Release Mtg

*TOR = Purpose + Audience 
+ Roles + Contents Page

Simplified Generic Process for developing any 
document collaboratively 


