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1.1 Documentation Creation and standardization  
 

 

 

Define Documentation Standards:  

Establish clear guidelines for how documentation should be structured, what information should be 

included, and how it should be formatted. This will ensure consistency across all documentation. 

 

Document Templates:  

Develop standardized templates for different types of IT documentation, such as network diagrams, 

system configurations, and troubleshooting procedures. Templates help maintain consistency and 

make it easier for staff to create new documentation. 

 

Version Control:  

Implement a version control system to track changes made to documentation over time. This ensures 

that everyone is working with the most up-to-date information. 

 

Regular Review Process:  

Establish a regular review process to ensure that documentation remains accurate and relevant. This 

could involve scheduled reviews by designated staff or automated reminders for updates. 

 

 

 

 

 



1.2   Asset Inventory and Documentation 

 

 

 

Identify and categorize assets:  

Start by identifying all the IT assets within your organization, including hardware (computers, servers, 

networking equipment) and software (licenses, applications). Categorize them based on their type 

and purpose. 

 

Gather asset details:  

Collect relevant information about each asset, such as make, model, serial number, purchase date, 

warranty information, and location. For software assets, record license keys, version numbers, and 

renewal dates. 

 

Choose a documentation system:  

Decide on a system for documenting and organizing this information. This could be specialized asset 

management software, a custom database, or even a well-structured spreadsheet. 

 

Regular audits:  

Schedule regular audits to verify the accuracy of the inventory and documentation. This helps in 

identifying missing or unaccounted-for assets. 

 

Disposal process:  

Establish a process for the proper disposal of assets when they reach the end of their lifecycle. This 

could involve data wiping for computers and secure disposal for hardware. 



1.3 Network Diagrams and Topologies  
 

 

 

Gather Network Information:  

Understand the requirements of the network, including the number of devices, their locations, the 

type of connections needed, and any specific security or performance requirements. 

 

Design the Topology: 

Choose a network topology that best suits the requirements. Common topologies include bus, star, 

ring, mesh, and hybrid topologies. Each has its advantages and disadvantages. 

 

Create the Diagram:  

Use software tools like Microsoft Visio, Visual Paradigm Online, or draw.io to create the network 

diagram. Include all the devices, connections, and any other relevant information. 

 

Label and Document:  

Clearly label each device and connection on the diagram. Additionally, create a document that 

explains the purpose of each device and the nature of each connection. 

 

Implement the Network:  

Once the diagram is finalized, use it as a guide to implement the actual network infrastructure. 

 



1.4 Standard Operating Procedures (SOPs) 
 

 

 

Gather Information:  

Collect all relevant information about the IT processes you want to document. This may include 

interviewing staff, reviewing existing documentation, and observing current practices. 

 

Outline the SOPs:  

Create an outline or structure for your SOPs. This could include sections such as purpose, scope, 

responsibilities, procedures, and references. 

 

Write the SOPs:  

Using the outline, start writing the SOPs in a clear and concise manner. Make sure to include step-by-

step instructions, potential issues, troubleshooting tips, and any relevant visuals or diagrams. 

 

Review and Approval:  

Have the SOPs reviewed by relevant stakeholders, such as IT managers, team leads, and legal or 

compliance personnel. Incorporate their feedback and obtain necessary approvals. 

 

Implementation and Training:  

Once approved, distribute the SOPs to the relevant staff and provide training on their contents and 

usage. 



 

Maintenance and Updates:  

SOPs should be regularly reviewed and updated to reflect any changes in processes, technology, or 

regulations. 

 

1.5 Change Management Documentation  
 

 

Review the existing documentation to identify areas that need updating. Gather information from 

customers and other relevant sources to ensure accuracy. Include any new processes, procedures, or 

technologies that have been implemented since the last update. Clearly outline any changes or 

updates made to the documentation for easy reference. Use a consistent format and style for the 

documentation to maintain clarity and organization.  


