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COURSE INTRODUCTION / OVERVIEW:

In today's highly regulated and process-driven environments, the ability to produce clear, accurate, and compliant
technical documentation is not just a skill but a critical business necessity. This course provides a comprehensive
framework for mastering the art and science of writing effective Standard Operating Procedures (SOPs) and other
technical documents. Moving beyond basic templates, this program delves into the core principles that ensure
documentation is not only compliant but also user-centric and efficient. As the renowned technical communication expert
JoAnn T. Hackos discusses in her seminal work, "Managing Your Documentation Projects," successful documentation is a
result of a structured process, from audience analysis to final review. This training, offered by BIG BEN Training Center, is
meticulously designed to equip participants with the practical tools and strategic insights needed to streamline processes,
reduce errors, and enhance operational consistency. Participants will learn to navigate the entire document lifecycle, from
initial drafting and content structuring to version control and periodic review, ensuring their documentation serves as a

valuable asset for quality management and operational excellence.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

e Technical Writers and Documentation Specialists.

Quality Assurance and Quality Control Professionals.

Process Engineers and Operations Managers.

Compliance Officers and Regulatory Affairs Specialists.

Research and Development Scientists and Technicians.

IT Professionals involved in system documentation.

Training and Development Coordinators.

Anyone responsible for creating or managing procedural documents.

TARGET SECTORS AND INDUSTRIES:

e Pharmaceuticals and Biotechnology.

Manufacturing and Engineering.

Information Technology and Software Development.

Healthcare and Medical Devices.

Energy and Utilities.

e Aerospace and Defense.

Food and Beverage Production.
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Operations and Production.
Research and Development (R&D).
Engineering and Maintenance.
Information Technology (IT).
Regulatory Affairs and Compliance.
Health, Safety, and Environment (HSE).
Training and Human Resources.

Logistics and Supply Chain.

COURSE OFFERINGS:

By the end of this course, the participants will have able to:

Develop clear, concise, and unambiguous Standard Operating Procedures (SOPs).
Apply fundamental principles of technical writing to various document types.

Analyze target audience needs to create user-focused documentation.

Structure complex information logically for maximum readability and usability.

Design and implement effective document formatting and visual aids.

Manage the document lifecycle, including drafting, reviewing, and approval processes.
Implement robust document control and versioning systems.

Ensure documentation meets industry-specific regulatory and compliance standards.
Conduct usability tests to validate and improve technical documents.

Create standardized templates for consistent documentation across the organization.

COURSE METHODOLOGY:

The

ensuring that participants can immediately apply their learning in a real-world context. We believe in an experiential
learning approach that moves beyond theoretical lectures. The course incorporates a blend of expert-led presentations,
in-depth case study analyses from various industries, and hands-on workshops where participants will draft and refine
actual technical documents and SOPs. A significant portion of the training is dedicated to collaborative group activities
and peer review sessions, which provide a valuable platform for sharing insights and receiving constructive feedback in a
supportive environment. Interactive discussions, practical exercises, and problem-solving scenarios are used throughout
the five days to reinforce key concepts and build confidence. Our facilitators are industry experts who foster a dynamic

learning atmosphere, encouraging questions and ensuring that the content is directly relevant to the participants'

training methodology at BIG BEN Training Center is designed to be highly interactive, practical, and engaging,

professional challenges and objectives.
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Identifying and Analyzing the Target Au

Defining the Purpose and Scope of a Document.

Types of Technical Documents: Manuals, Reports, and Procedures.

Legal, Ethical, and Regulatory Considerations in Documentation.

Understanding the Document Development Life Cycle (DDLC).

UNIT TWO: PRINCIPLES OF EFFECTIVE TECHNICAL WRITING

e Mastering Clarity, Conciseness, and Precision in Language.

Using Active Voice and Positive Phrasing.

Structuring Information for Readability: Headings, Lists, and White Space.

The Art of Writing Clear, Action-Oriented Instructions.

Incorporating Graphics, Tables, and Visuals Effectively.

Grammar and Punctuation for Technical Writers.

Maintaining a Consistent Tone and Style.

UNIT THREE: DEVELOPING STANDARD OPERATING PROCEDURES (SOPS)

e The Anatomy of a World-Class SOP.

Choosing the Right SOP Format and Structure.

Step-by-Step Guide to Writing SOP Content.

Techniques for Gathering Information from Subject Matter Experts (SMEs).

Drafting, Reviewing, and Finalizing SOPs.

The SOP Approval Process and Stakeholder Management.

Writing for GxP and 1SO 9001 Compliance.

UNIT FOUR: DOCUMENT MANAGEMENT AND CONTROL

e Fundamentals of Document Control Systems.

Best Practices for Naming Conventions and Numbering.

Implementing Effective Version Control.

Managing Document Revisions and Change Requests.

Archiving, Retention, and Retrieval Policies.

Introduction to Electronic Document Management Systems (EDMS).

Ensuring Document Security and Integrity.

UNIT FIVE: ADVANCED TOPICS AND PRACTICAL APPLICATION
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e Final Workshop: Drafting and Peer-Rev

pEerr— o

e Developing a Personal Action Plan for Implementation.

FAQ:

QUALIFICATIONS REQUIRED FOR REGISTERING TO THIS COURSE?

There are no requirements.

How LONG IS EACH DAILY SESSION, AND WHAT IS THE TOTAL NUMBER OF TRAINING
HOURS FOR THE COURSE?

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including breaks and interactive

activities, bringing the total duration to 20 - 25 training hours.

SOMETHING TO THINK ABOUT:

How might the principles of user-centric design in technical documentation be adapted to influence organizational culture

beyond just procedural compliance?

WHAT UNIQUE QUALITIES DOES THIS COURSE OFFER COMPARED TO
OTHER COURSES?

This course distinguishes itself by offering a holistic and strategic perspective on technical documentation that transcends
basic writing mechanics. While many programs focus solely on templates and grammar, this training emphasizes the
critical thinking and analytical skills required to create documents that are not only compliant but also genuinely useful
and user-friendly. We bridge the gap between regulatory requirements and operational reality, teaching participants how
to write for the end-user to improve efficiency, reduce human error, and foster a culture of quality. The curriculum is
uniquely structured around the entire document lifecycle, from initial audience analysis and information gathering to
advanced topics like usability testing and document control systems. Rather than just providing a set of rules, we cultivate
a deep understanding of the 'why' behind the 'how'. Through extensive practical workshops and peer-review sessions,
participants gain the confidence to tackle complex documentation challenges, transforming procedural documents from

static requirements into dynamic tools for continuous improvement and operational excellence.
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