
Software Documentation Criteria 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Software Documentation Criteria for [Project Name] 

Dear [Recipient Name], 

In accordance with the standards set for the software development process, we are required to 

adhere to specific documentation criteria to ensure clarity, effectiveness, and comprehensiveness. 

This letter outlines the key documentation criteria we will be following for the [Project Name] 

project. 

Documentation Criteria 

• Clarity: Documentation should be clear and easily understandable by all stakeholders. 

• Completeness: All aspects of the software must be well-documented, including features, 

functionalities, and the underlying architecture. 

• Consistency: Terminology and formatting must be consistent throughout all 

documentation. 

• Accessibility: Documentation should be easily accessible to all team members and 

stakeholders, preferably in a shared repository. 

• Version Control: All documentation must be version-controlled to keep track of changes 

and updates. 

We look forward to your contributions to ensure we meet these criteria effectively. Please feel 

free to reach out if you have any questions or need additional information. 

Thank you for your cooperation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


