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< Summarise inputs and outputs to the task in terms of the documents and models to be used and produced. Define Tasks by breaking them down into Steps and, if necessary, sub-steps. Describe the work to be done. If it is a modelling task them describe the use of the syntax e.g. what model elements and constructs may or may not be used; what stereotypes will be used and their meaning; the overall structure of the model. Include an activity diagram (flow chart) that shows the flow of the work to be done. Add references to any books, documents, templates or examples that might be useful >

 Index
1 Inputs

xxxxxxxxx
<Define the documents, models, model elements and reports that will used as input to the task>


 Index
2 Outputs

xxxxxxxx
<Define the documents, models, model elements and reports that will used as output from the task>


 Index
3 Overview

Overview description….

<Describe the overall approach to performing the task in 3 to 7 sentences. If it is a modelling task, describe the overall structure of the model>


 Index
4 XXX <step name>
Step description….

<describe the work to be done. If it is a modelling task then describe the use of the syntax e.g. what model elements and constructs may or may not be used; what stereotypes will be used and their meaning; the overall structure of the model. Refer to the documents and models that will be used as source information and those that will be created / modified. If it comes to more than 7 sentences, break the steps down into sub-steps and name them>

4.1 XXX <sub-step name if sub-steps are required>
Sub-step description….

<Use no more than 7 sentences>

5 XXX <step name>
Step description….

<describe the work to be done. If it is a modelling task then describe the use of the syntax e.g. what model elements and constructs may or may not be used; what stereotypes will be used and their meaning; the overall structure of the model. Refer to the documents and models that will be used as source information and those that will be created / modified. If it comes to more than 7 sentences, break the steps down into sub-steps and name them>

5.1 XXX <sub-step name if sub-steps are required>
Sub-step description….

<Use no more than 7 sentences>


 Index
6 Step Flow Activity Diagram
<Create an activity diagram (flow chart) that describes the overall flow of the task. Remember that most tasks will be performed several times during a project so make sure you include conditions and decisions that show at what stage in the project each step will be performed if it varies over the project. Add notes to diagrams if description is required.>


 Index
7 References
<Include references to books, documents, templates or examples that might be useful. If the process is to be defined purely as a Word document you might embed the templates and examples in the file. Better to create a hierarchic activity diagram of the process, link the task activities to the Task Guidelines Document and generate the entire process from the activity model in HTML with links to the documents >
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