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Have you witnessed the dilution of business language lead to lost knowledge, inefficiencies, and costly mistakes? Clarity is key in definition. But what we continually experience is misunderstandings around common terminology across cultures and generations.

As a former Chief Data Architect, data warehouse and BI designer and developer, Mark Atkins, continually searched for a way to describe the business needs of my customers elegantly and clearly. Along with co-founder, Terry Smith, we spend time researching writing styles and analysing the many definitions we had collectively accumulated.

The Intralign definition writing standard to supports our customers in the authoring of clear, concise, and easily validated definitions. Having tested and evolved the Intralign standard over the last ten years, keen to share with others this method for improving definition writing.Weniger lesen
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★아마존 상품 등록 가이드_Deck_v2_0305_FBA Barcode.pdfssuser34fe29 



Understanding The Indian Standards Institution (ISI) Certification Process.pdf
Understanding The Indian Standards Institution (ISI) Certification Process.pdfPranshuCorpseed 



Western Alaska Minerals Corporate Presentation
Western Alaska Minerals Corporate PresentationWestern Alaska Minerals Corp. 



Osborn_Jordan_Sportsbroadcasting_PB1_6 (1).pdf
Osborn_Jordan_Sportsbroadcasting_PB1_6 (1).pdffrannyosborn1 



HR Coffee Session Feb 29, 2024 Slides.pdf
HR Coffee Session Feb 29, 2024 Slides.pdfTalentView 



Nethawk CRM Solution Odaiba for fintech, banks, and customer centric companies
Nethawk CRM Solution Odaiba for fintech, banks, and customer centric companiesShaharyar Rao nethawk.com.pk 



Anna Kompanets: PMO Maturity and Continuous Improvement (UA)
Anna Kompanets: PMO Maturity and Continuous Improvement (UA)Lviv Startup Club 



Pitch Deck Teardown: Astek Diagnostics's $2m Seed deck
Pitch Deck Teardown: Astek Diagnostics's $2m Seed deckHajeJanKamps 



January’s Producer Price Index increases to 4.7%
January’s Producer Price Index increases to 4.7%SABC News 



ProNail Complex Deliverable    The Uniquely Formulated Mist Spray That Suppor...
ProNail Complex Deliverable    The Uniquely Formulated Mist Spray That Suppor...sudhachengappa223 



Carson Lokey -Personal Brand Exploration
Carson Lokey -Personal Brand Explorationcarsonlokey 



The Penta Model of Strategic Choices (summary)
The Penta Model of Strategic Choices (summary)Mihai Ionescu 





Último (20)
Christina Holloway Personal Brand Exploration
Christina Holloway Personal Brand Exploration 


Finideas at Various Events in the Recent Years
Finideas at Various Events in the Recent Years 


Devarsh Vakil - Hurun India 500 Analysi s- SM Post - March 2024.pdf
Devarsh Vakil - Hurun India 500 Analysi s- SM Post - March 2024.pdf 


Conducting a NIST Cybersecurity Framework (CSF) Assessment
Conducting a NIST Cybersecurity Framework (CSF) Assessment 


SS LinkedIn Newsletter AAOS 2024 Recap PDF
SS LinkedIn Newsletter AAOS 2024 Recap PDF 


Monthly Social Media Update February 2024.pptx
Monthly Social Media Update February 2024.pptx 


Kvitkova Vanil. Elevate your venue with artistic floral design and creative d...
Kvitkova Vanil. Elevate your venue with artistic floral design and creative d... 


Yongkang Moin Houseware Insulated Drinkware Catalogue 2024.pdf
Yongkang Moin Houseware Insulated Drinkware Catalogue 2024.pdf 
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Intralign – Writing Business Definitions
An Antidote to Information Chaos – Mark Atkins, Terry Smith
1
© 2022 Intraversed Pty Ltd Intralign® Education
Agenda
Part 1
• Introduction
• Who we are
• The Intralign Ecosystem
• The Structured Definition
• The Why & The What
• Parts of a Structured Definition
• The Importance of Good Grammar
Part 2
• Studio Practice – Writing a Structured Definition
2
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Workshop Outcomes
• Writing clear concise business term definitions using a
structured approach
• Why we need a structured definition
• What a structured definition looks like
• The parts of a structured definition
• Why good grammar is important in definition writing!
3
© 2022 Intraversed Pty Ltd Intralign® Education
One of the biggest problems –
Managing Risk from:
• Lost organisational
memory through
staff attrition
• Regulatory non-
compliance
• Unrealised RIO on
tech spend
4
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INFORMATION
RISK
The Intralign® Ecosystem
Intraversed recognised as an
ABA100 Winner
for Process Innovation
in the Australian Business
Awards 2019
5
© 2022 Intraversed Pty Ltd Intralign® Education
Managing Risk
Organisational Resources
Organisational Society
Information Technology
Organisational Knowledge
Curation, remediation and
creation of key information
artefacts, indexed to terminology
and responsibility, e.g. policies,
procedures, dashboards, etc.
Building business capability and
community. Defining and
formalising responsibility for
ensuring expertise is captured
and shared.
Investment in technology, e.g. ERP
and other operational systems, and
“vogue” analytical environments,
e.g. big data, data lakes, data
mesh, data fabric, etc.
Capturing and maintaining
business terminology and
meaning –– the language of
their needs, deficiencies,
issues and workarounds.
RISK
6
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We believe everyone should have access
to what they need to succeed
7
© 2022 Intraversed Pty Ltd Intralign® Education
Education Beyond Workplaces
https://www.indigenousliteracyfoundation.org.au
The Global Goals – #4
8
 


	5. Intralign Writing Business  Definitions - IIBA Webinar 22-Apr-2022
© 2022 Intraversed Pty Ltd 5
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What you think I said is not
what I think you heard
9
© 2022 Intraversed Pty Ltd Intralign® Education
Reasons for Project Failure
Source: Research undertaken by Robert Walters Consulting & The Newton Group
10
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© 2022 Intraversed Pty Ltd Intralign® Education
over 80% of common English words
have more than 1 meaning
account
• a financial record - asset, liability,
expense, etc. (a G/L account)
• an arrangement to keep money with a
financial institution (bank account)
• an arrangement with a customer to
supply goods/services on credit
(customer account)
• report or description of an event
Ambiguous Terminology
ThoughtCo / Hilary Allison
11
© 2022 Intraversed Pty Ltd Intralign® Education
• The professor said on Monday he
would give an exam.
• Visiting relatives can be exhausting.
• Let’s stop controlling people.
• The cat chased the mouse until it
stumbled and fell.
• You should bring wine or beer and
dessert.
Ambiguous Terminology
ThoughtCo / Hilary Allison
12
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• IO – if only
• IO – input/output
• IO – in order
• IO – instance of
• XL – extra large
• XL – extra long
• XL – Roman numeral 40
• XL – excess of loss
Ambiguous Terminology
John Atkinson Wrong Hands wronghands1.com
13
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Ambiguous Business Terminology
Account
Holder
“This app translates over 100 languages,
including IT to Marketing and CIO to CFO.”
How many customers do we
have?
What’s our retention rate?
How many employees do we
have?
How many employees do we
need?
brianmooredraws.com
User
Consumer
14
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We operate in
functional areas
We create our own
terminology &
definitions specific
to those functions
No Consensus ßà Ambiguous Terminology
15
© 2022 Intraversed Pty Ltd Intralign® Education
Getting consensus
is hard
& takes time
Ambiguous Terminology ßà No Consensus
16
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• Creates alignment
• Enables understanding
• Increases efficiency
• Provides knowledge access
• Advocates ownership
• Establishes trust
• Improves communication
• Enhances training & on-boarding
• Increases productivity & innovation
• Reduces risk
• Allocates accountability
• Improves decisions
The Importance of Being Defined
17
© 2022 Intraversed Pty Ltd Intralign® Education
Page left intentionally blank
18
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www.freepik.com
Business Definitions
19
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definition [noun]
1 a concise explanation of the meaning of a word or phrase or
symbol. Wordnet Dictionary
2 a statement of the exact meaning of a word, especially in a
dictionary Oxford Dictionary
3 the formal statement of the meaning or signification of a word,
phrase, etc. Macquarie Dictionary
What is a Definition?
20
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What is a “Business” Definition?
business definition [noun]
1 is a concise explanation of a business term
21
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What is a “Structured” Business Definition?
business definition (term name)
1 is a concise explanation (classification)
2 that will describe the meaning of a business term (functional)
3 within the organisational context (compound object)
4 and will begin with a classification (characteristic)
5 and should include one or more differentiating characteristics (compositional)
22
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What is a Business Term?
business term (term name)
1 is a name (classification)
2 that will identify a business concept (functional)
3 and will have one meaning to the business (characteristic)
4 and will consist of one or more words (compositional)
5 and must not be an abstract concept (characteristic)
6 and must have one definition (characteristic)
7 and must be managed by the governance community (consequential)
23
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Business Term
• student completion rate
• basic telephone service
Data Elements
• student identifier
• course
• commencement date
• standard course duration
• completion date
• product id (certain values)
• service type (certain values)
• class of service (certain values)
• line type (certain values)
• status (certain values)
Business Term vs. Data Element
1:M
24
 


	13. Intralign Writing Business  Definitions - IIBA Webinar 22-Apr-2022
© 2022 Intraversed Pty Ltd 13
© 2022 Intraversed Pty Ltd Intralign® Education
Unstructured vs. Structured
26
© 2022 Intraversed Pty Ltd Intralign® Education
Why a Structured Definition
Each part of the definition:
• can be read independently and easily understood
• can be evaluated and approved by the stakeholder community
• describes the term’s relationship to other business terms,
allowing change impacts to be better managed
• inherits the definition of its class, thereby removing
redundancy and inconsistency (more on this later)
27
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A Structured Definition of “business term”
Object (related business term)
each line (business rule) is a clause
one meaning
have one meaning
have one meaning
identify a business concept
28
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• The amount that we charge a customer to provide coverage under a given
insurance plan.
• The specified amount of payment that will be required to provide coverage for a
defined period of time.
• The premium is paid by the insured party to the insurer, and primarily compensates
the insurer for bearing the risk of a payout should the insurance agreement's
coverage be required.
• The amount paid by the policyholder for coverage under the contract, either before
coverage starts or in periodic installments, e.g. monthly or semi-annually.
Sample Definitions - Premium
29
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End Goal – 1 Structured Definition
premium business term
1. is the amount [classification]
2. that will provide coverage under a given insurance plan [functional]
3. and will compensate the insurer for bearing the risk [functional]
4. and will be required on a specified time period [characteristic]
30
© 2022 Intraversed Pty Ltd Intralign® Education
Grammar Quiz
Get full-size picture of kids taking a quiz
jannoon028 - www.freepik.com
Quiz
Time
31
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Grammar Quiz – parts of speech
# Example
of, on, between
to be, to do, to sell
9 Oh! Wow! Ouch!
new, brief, long
and, but, or, until
quickly, fast, primarily
a, an, the
I, you, he, she, it
Australian, school,
employee
C
# Definition
a joining word that links together sentences,
clauses or phrases
9 a standalone word that expresses emotion
a naming word for a person, place or thing
a word that indicates the specificity of a noun
a word used as a substitute for a noun, usually
referring to a noun(s) already mentioned
a word that describes a verb, adjective or other
adverb
a word that describes the relationship between a
noun and another word in the sentence
a modifying word that describes a noun
a word that expresses an action or state of being
B
# Part of Speech
1 noun
2 verb
3 adjective
4 adverb
5 preposition
6 conjunction
7 pronoun
8 article
9 interjection
A
32
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Grammar Quiz - verbals
# Example (highlight the verbal)
To wait seemed foolish.
Everyone wanted to go.
He lacked the strength to resist.
We must study to learn.
The crying baby interrupted the
movie.
He finally replaced the broken
window.
No one appreciates my singing.
Learning English can be a challenge.
C
# Definition
A verb ending in –ing (present) or
–ed, –en, –d, –t, –n, or –ne (past)
that functions as an adjective, modifying a
noun or pronoun
A verb consisting of the word “to” plus a
verb (in its simplest "stem" form)
that functions as a noun, adjective, or
adverb.
Can be the subject, direct object, subject
complement, adjective or adverb in a
sentence.
A verb that ends in –ing
that functions as a noun.
Can be the subject, direct object, subject
complement, or object of a preposition in
a sentence.
B
# Verbals
1 gerund
2 participle
3 infinitive
A
A verbal is a word or phrase formed from a verb, that acts as another part of speech, either as a noun, an
adjective or an adverb. There are 3 types of verbals. Can you identify them?
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Grammar Quiz Answers– parts of speech
# Example
5 of, on, between
2 to be, to do, to sell
9 Oh! Wow! Ouch!
3 new, brief, long
6 and, but, or, until
4 quickly, fast, primarily
8 a, an, the
7 I, you, he, she, it
1
Australian, school,
employee
C
# Definition
6
a joining word that links together sentences,
clauses or phrases
9 a standalone word that expresses emotion
1 a naming word for a person, place or thing
8 a word that indicates the specificity of a noun
7
a word used as a substitute for a noun, usually
referring to a noun(s) already mentioned
4
a word that describes a verb, adjective or other
adverb
5
a word that describes the relationship between a
noun and another word in the sentence
3 a modifying word that describes a noun
2 a word that expresses an action or state of being
B
# Part of Speech
1 noun
2 verb
3 adjective
4 adverb
5 preposition
6 conjunction
7 pronoun
8 article
9 interjection
A
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Grammar Quiz Answers – verbals
# Example (highlight the verbal)
3
To wait seemed foolish.
Everyone wanted to go.
He lacked the strength to resist.
We must study to learn.
2
The crying baby interrupted the
movie.
He finally replaced the broken
window.
1
No one appreciates my singing.
Learning English can be a challenge.
C
# Definition
2
A verb ending in –ing (present) or
–ed, –en, –d, –t, –n, or –ne (past)
that functions as an adjective, modifying a
noun or pronoun
3
A verb consisting of the word “to” plus a
verb (in its simplest ”base" form)
that functions as a noun, adjective, or
adverb.
Can be the subject, direct object, subject
complement, adjective or adverb in a
sentence.
1
A verb that ends in –ing
that functions as a noun.
Can be the subject, direct object, subject
complement, or object of a preposition in
a sentence.
B
# Verbals
1 gerund
2 participle
3 infinitive
A
A verbal is a word or phrase formed from a verb, that acts as another part of speech, either as
a noun, an adjective or an adverb. There are 3 types of verbals. Can you identify them?
35
 


	18. Intralign Writing Business  Definitions - IIBA Webinar 22-Apr-2022
© 2022 Intraversed Pty Ltd 18
© 2022 Intraversed Pty Ltd Intralign® Education
Grammar – The Building Blocks of Language
nouns
verbs
adverbs
adjectives
conjunction preposition
pronoun
interjection
36
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My Grammar and ‘I’ (or should that be ‘Me’ ?)
The system and structure of language
• Syntax
–The arrangement of words and phrases to create well-formed
sentences
– Set of rules
• Morphology
–The form of words (linguistic units): root words, affixes, parts of speech,
inflection (tense, mood, person, number, case, gender, aspect, voice)
37
 


	19. Intralign Writing Business  Definitions - IIBA Webinar 22-Apr-2022
© 2022 Intraversed Pty Ltd 19
© 2022 Intraversed Pty Ltd Intralign® Education
Active vs. Passive Voice
• Active voice – the subject is performing the action
• The teacher reprimanded the boy because he spilt ink on his copybook.
• Passive Voice – the subject is acted upon
• The boy was reprimanded because ink was spilt on his copybook.
• with no object, we don’t know who did the reprimanding
• we don’t even know who spilt the ink on his copybook.
• The boy was reprimanded by the teacher because ink was spilt on his
copybook
subject object
subject
subject object of preposition
38
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Good Grammar Sources
Book: My Grammar and I (or should that be ‘Me’?)
By Caroline Taggart and J. A. Wines
Online:
Purdue’s Online Writing Lab – Purdue University
• https://owl.purdue.edu/owl/general_writing/grammar/index.html
• https://owl.purdue.edu/owl/general_writing/mechanics/parts_of_speech_overview.html
English Grammar Revolution – Elizabeth O’Brien
• https://www.english-grammar-revolution.com/parts-of-speech.html
• https://www.english-grammar-revolution.com/sitemap.html
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Verb
www.vecteezy.com/free-vector/
Clauses
Phrases
Grammar – Sentence Structure
Object
Subject
40
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1847: W. S. Clark – created the balloon method of depicting grammar
1877: Alonzo Reed & Brainerd Kellogg – diagramming sentences
Today: Method still used in some schools
History Lesson
a
r
t
i
c
l
e
a
d
j
e
c
t
i
v
e
subject verb
direct object or
subject complement
(noun)
p
r
e
p
o
s
i
t
i
o
n
object
(noun)
(noun)
predicate adjective
predicate nominative
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Clauses & Phrases
Premium is the amount that we charge a customer
to provide coverage under a given insurance plan
Independent clause Subordinate clause
Verbal phrase Prepositional phrase
42
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Prepositional Phrases
Establishes the relationship between the business term we are defining and another
business term
• A policy is a contract for insurance
• Payment will be required on a specified time period
Prepositions
about above across after at before
below between by down during for
from in into of on over
to under up with within without
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Introducing the
Intralign Structured Definition
If you can’t
explain it simply, you
don’t understand it
well enough.
44
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Parts of a Definition
A formal definition consists of 3 parts:
Source: Purdue University’s Online Writing Lab (OWL) – Writing Definitions
Word or phrase to be defined
Term
Object or concept to which the
term belongs (hypernym)
Class
Characteristics that distinguish
it from all others of its class
Differentiating
Characteristics
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Intralign Structured Definition
Expanding on the Purdue’s ‘parts of formal definition’, the Intralign structured
definition presents the Classification & the Differentiating Characteristics in a
structure format, written in short phrases – which we call ‘Business Rules’:
Term
6. Financial (monetary obligations)
7. Regulatory (regulatory & legal impacts)
8. Formula (calculation)
9. Notational (commentary)
Term
Class
Differentiating
Characteristic
1. Classification
2. Functional / Consequential
3. Characteristic (feature, property)
4. Compositional (composed of…)
5. Conditional (depending on…)
Differentiating Characteristics:
46
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Definition Standard – Modal Verbs
Modal Verb – a type of “auxiliary” verb (a verb that changes the mood or tense of
another verb). A modal verb expresses necessity or possibility —
must obligation, necessity
will expectation, demanding, becoming mandatory
shall strong intention
should desirable, but with known exceptions
may possibility, permission
can ability
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The Business Term
The Intralign
Structured Definition
48
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The Business Term
• It is the name of the thing we’re trying to define.
• A single word – one noun
– customer, contract, policy, student, employee
• Multiple words – one or more adjectives plus a noun
– full-time employee, international student, employee retention rate
• Should always contain at least one noun
Term
Class
Differentiating
Characteristic
49
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Business Term: noun + adjective(s)
• Noun – a person, place, thing, or idea (concept)
– Australia, customer, product, campus
– proper noun: Mixed Case
– common noun: lower case
• Adjective – describes a noun (or pronoun)
– full-time employee, international student,
– Note: Sometimes a noun can be used to modify another noun, in effect
functioning as an adjective, e.g. retail product, science class
Term
Class
Differentiating
Characteristic
Reminder
50
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Business Term Characteristics
• Definite meaning to the business
• Significant enough to be managed
• Must be unique
• Have one definition
• Should be singular
Term
Class
Differentiating
Characteristic
51
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• The amount that we charge a customer to provide coverage under a given
insurance plan.
• The specified amount of payment that will be required to provide coverage for a
defined period of time.
• The premium is paid by the insured party to the insurer, and primarily compensates
the insurer for bearing the risk of a payout should the insurance agreement's
coverage be required.
• The amount paid by the policyholder for coverage under the contract, either before
coverage starts or in periodic installments, e.g. monthly or semi-annually.
Term
Class
Differentiating
Characteristic
Example: Definitions - Premium
52
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Is the Business Term named appropriately?
Questions:
– Is premium what we are needing to define?
– Are there different types?
– paid premium, charged premium, gross premium, earned premium?
– Do we need a qualifier?
– Do we understand the context?
– Is this a “primitive term”
– a term with a universally understood definition, and therefore no
need to define, e.g. person, date of birth (or birthdate)?
Term
Class
Differentiating
Characteristic
53
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The Classification
The Intralign
Structured Definition
54
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The Classification
• Builds our taxonomy – provides context, builds relationships
to other terms, creates logical groupings
Term
Class
Differentiating
Characteristic
a word that is more generic
a word that is more specific
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The Classification
is written in a simple sentence structure
tells us ”WHAT”...
not where it is, not when it occurs, not what it’s composed of
Term
Class
Differentiating
Characteristic
a
a
d
j
e
c
t
i
v
e
premium is what
(noun) (noun)
(subject) (object)
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• [Premium is] the amount that we charge a customer to provide coverage under a
given insurance plan.
• [Premium is] the specified amount of payment that will be required to provide
coverage for a defined period of time.
• The premium is paid by the insured party to the insurer, and primarily compensates
the insurer for bearing the risk of a payout should the insurance agreement's
coverage be required.
• [Premium is] the amount paid by the policyholder for coverage under the contract,
either before coverage starts or in periodic installments, e.g. monthly or semi-
annually.
Example: Definitions - Premium
Term
Class
Differentiating
Characteristic
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• [Premium is] the amount that we charge a customer to provide coverage under a
given insurance plan.
• [Premium is] the specified amount of payment that will be required to provide
coverage for a defined period of time.
• The premium is paid by the insured party to the insurer, and primarily compensates
the insurer for bearing the risk of a payout should the insurance agreement's
coverage be required.
• [Premium is] the amount paid by the policyholder for coverage under the contract,
either before coverage starts or in periodic installments, e.g. monthly or semi-
annually.
Example – Classification for Premium
Term
Class
Differentiating
Characteristic
58
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Classification Options
Premium business term
is the amount classification
is the charge amount
is the required amount
is the specified amount
is the paid amount
is a payment
is the payment amount
Term
Class
Differentiating
Characteristic
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Word Choice
• amount – a sum of money; a quantity of something, the total of a thing
• charge – the price for a service rendered or goods supplied
• payment – the action or process of paying; an amount paid (or payable)
• paid – past participle of pay (pay – sum of money given in exchange for goods or
services)
• paid & payment were thrown out… as the premium may not have been paid.
• specified – identify clearly and definitely
• required – compulsory or considered essential
• price – the amount of money expected, required, or given in payment for
something
Term
Class
Differentiating
Characteristic
60
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Classification Options
Premium business term
is the amount classification
is the charge amount
is the required amount
is the specified amount
is the paid amount
is a payment
is the payment amount
Select one
Term
Class
Differentiating
Characteristic
is the price
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Some Examples of Classifications
• employee is a person
• postal address is the particulars of a location
• course is a curriculum of study
• course completion rate is a metric
• serious adverse event is a medical incident
Term
Class
Differentiating
Characteristic
62
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The Functional Rule
The Intralign
Structured Definition
63
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Functional Rule
Functional Rule – the reason for which something is done or created or
for which something exists.
Term
6. Financial (monetary obligations)
7. Regulatory (regulatory & legal impacts)
8. Formula (calculation)
9. Notational (commentary)
Term
Class
Differentiating
Characteristic
1. Classification
2. Functional / Consequential
3. Characteristic (feature, property)
4. Compositional (composed of…)
5. Conditional (depending on…)
Differentiating Characteristics
64
© 2022 Intraversed Pty Ltd Intralign® Education
Functional Rule
Identifying the Purpose
• Why do we have it? What does it do?
• Function – an activity that is natural to or the purpose of a person or
thing.
is the price (classification)
Premium
that will ? (functional)
Term
Class
Differentiating
Characteristic
65
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Verbs & Verbals
• verb – a word that expresses action or state of being
• verbal – a word formed from a verb that functions as a noun, adjective or
adverb. There are 3 types:
1. Infinitive – the word “to” plus a verb, e.g. to learn, to resist
2. Gerund – a verb ending in –ing that functions as a noun, e.g. traveling,
singing
3. Participle – a verb ending in –ing (present) or –ed, –en, –d, –t, –n, or –ne
that functions as an adjective, e.g. crying, enrolled, broken
66
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• The amount that we charge a customer to provide coverage under a given
insurance plan.
• The specified amount of payment that will be required to provide coverage for a
defined period of time.
• The premium is paid by the insured party to the insurer, and primarily compensates
the insurer for bearing the risk of a payout should the insurance agreement's
coverage be required.
• The amount paid by the policyholder for coverage under the contract, either before
coverage starts or in periodic installments, e.g. monthly or semi-annually.
Definitions - Premium
will be required
compensates
paid
to provide
bearing
to provide
charge
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is the price classification
premium
and will compensate the insurer for bearing the risk functional
that will provide coverage under the given insurance policy functional
and will establish the policy as a Policy-in-Force (PIF) consequential
The Functional Rule
functional rule (may have more than one)
– Why?
Term
Class
Differentiating
Characteristic
68
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Example Consequential Rule
consequential rule
• the result or effect of the business term occurring
is the medical incident (classification)
serious adverse event
that must have caused harm to a patient (consequential)
and must be reported to the [regulatory body] (consequential)
within 10 days of notification of the event
Term
Class
Differentiating
Characteristic
69
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Your 6 Friends
The Intralign
Structured Definition
70
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Differentiating Characteristics
Your 6 Friends: Who, What, When, Where, Why & How
Term
6. Financial (monetary obligations)
7. Regulatory (regulatory & legal impacts)
8. Formula (calculation)
9. Notational (commentary)
Term
Class
Differentiating
Characteristic
1. Classification
2. Functional / Consequential
3. Characteristic (feature, property)
4. Compositional (composed of…)
5. Conditional (depending on…)
Differentiating Characteristics
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Your 6 Friends
1. Why do we have it? What function/purpose does it serve?
2. Who is involved?
3. What makes this different from anything else in its class?
• What are its features? What is it composed of? What is it related to?
4. When is it used? When does it occur?
5. Where will it be used? Where is it located?
6. How is it used? How is it calculated?
Term
Class
Differentiating
Characteristic
72
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CLASSIFICATION What is it?
Look for the verb ‘is’, Look at the nouns
Differentiating Characteristics
WHY
(Purpose/ Function)
Why do we have it? What purpose does it serve? What will it do?
Look at verbs & verbals (gerunds and infinitives), prepositional phrases beginning with ‘for’
WHO Who is involved? Identify the players.
Look at the nouns; assess the pronouns (you, we, they)
WHAT What are its features? What does it consist of? What is it associated with / related to?
Look at the nouns, adjectives and prepositional phrases (of, with, without, for)
WHEN When does it happen?
Look at prepositional phrases (in, before, after, on, during)
WHERE Where is it (location)? Where did it come from?
Look at prepositional phrases (at, from, through)
HOW How did we get it? How do we provide it? How many (quantities)? How is it calculated?
Look at prepositional phrases (by, through).
Look at cardinals/ ordinals (between, more than, less than, at least, over)
Find your 6 Friends (worksheet)
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Step 1: Gather existing definitions
• Internally: Existing glossaries / policy documents / annual statements
• Externally: When we don’t have anything to start with the dictionary and any
industry dictionaries/glossaries
Writing Structured Definitions
Careful of
this one
74
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Writing Structured Definitions
Step 2: Eliminate definitions that do not fit the context within your
organisation.
Can be either 4 or 5, depending on whether you’re an education provider (i.e. a school or university)
75
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Writing Structured Definitions
Step 3: Apply the structured techniques
– Decompose existing definitions, identify parts of speech:
– particularly the nouns & adjectives (help to identify other related business terms)
– verb & verbals (help to identify purpose)
– prepositional phrases (will also help to identify related terms & differentiating characteristics)
– Find your 6 friends (why, who, what, when, where, & how)
– Identify related business terms that will need to be defined
– Evaluate alternative words
– Identify synonyms
– Determine preferred (recommended) terms
– Identify questions
76
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Step 4: Clarify ambiguity with subject matter experts
– Determine if “qualifiers” are required
Step 5: Write the structured definition
– Determine the class (what is it?)
– Determine the purpose / function (why do we have it? what will it do?)
– Determine the other differentiating characteristics
• Who is involved? (identify the players)
• What are its features? What does it consist of? What is it associated with / related to?
• When does it happen?
• Where is it? Where did it come from (source)?
• How did we get it? How do we provide it? How many (quantity)? How is it calculated?
– Determine the appropriate modal verb for each rule (must, will, should, can, may)
Writing Structured Definitions
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Step 6: Circulate the definition for feedback & approval
In the initial phase of building a glossary, core terms are workshopped with key
stakeholders from across the organisation. This will build the glossary community and
create alignment.
Step 7: Seek endorsement from Business Term governance community
Writing Structured Definitions
78
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Practical Exercises
The Intralign
Structured Definition
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Writing Business Definitions
Define: employee
80
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Defining employee
81
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Determine the Classification
• A person who is hired for a wage, salary, fee or payment to perform
work for an employer. This is important to determine if one is acting as
an employee when injured (for worker’s compensation) or when he/she
causes damage for the injured party. (Legal)
• A person who is a staff member employed on an ongoing, fixed-term
and/or causal basis. An employee will have at least one employment
contract and will be engaged in teaching, research and/or
administration activities. (Human Resources)
• A person that’s hired to provide a service to a company on a full-time,
part-time or casual basis in exchange for payment. Also known as staff
or worker. (Fairwork Ombudsman)
person
person
person
staff member
Term
Class
Differentiating
Characteristic
staff
worker
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Determine the Classification
• An individual who is paid for time worked; receives paid leave, for
example personal, annual, long service leave; is not responsible for
providing the materials or equipment needed to do their job; must
perform the duties of their position; have work hours set by an
agreement or award; do not take commercial risks and cannot make a
profit or loss from the work performed. (ATO)
• A worker who is hired to perform a job. (Wordnet Dictionary)
• A person employed for wages or salary, especially at non-executive
level. (Oxford Dictionary)
person
worker
individual
Term
Class
Differentiating
Characteristic
83
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Determining the Classification
Employee (business term)
is a ? (classification)
Term
Class
Differentiating
Characteristic
84
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Determining the Classification
Employee business term
is a person classification
is a staff member
is a member of staff
is a worker
is an individual
Select one
Term
Class
Differentiating
Characteristic
85
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employee – a worker who is hired to perform a job.
person – a human being
staff – the body of teachers and administrators at a school.
(Wordnet)
the teaching personnel of a school, college, or the
like (Macquarie)
the teachers in a school or college. (Oxford)
personnel who assist their superior in carrying out
an assigned task. (Wordnet)
a body of persons charged with carrying out the
work of an establishment or executing some
undertaking. (Macquarie)
all the people employed by a particular
organization: (Oxford)
staff member - an employee who is a member of a staff of
workers (Wordnet)
individual – a human being (synonym); a single organism (Wordnet)
a single human being, as distinguished from a group; a
distinct indivisible entity; a single thing, being,
instance or item (Macquarie & Oxford)
worker - a person who works at a specific occupation; (Wordnet)
a person who acts and get things done; (Wordnet)
a member of the working class (Wordnet)
someone or something that works; (Macquarie)
a lower-level employee, especially as contrasted with a
manager or owner of a business (Macquarie)
someone employed in manual, mechanical or industrial
labour (Macquarie)
someone who works in a specified occupation
a person who does a specified type of work or who works in
a specified way (Oxford)
an employee, especially one who does manual or non-
executive work. (Oxford)
Dictionary Definitions of “classification” options
86
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Determine Functional Rule
• A person who is hired for a wage, salary, fee or payment to perform work
for an employer. This is important to determine if one is acting as an
employee when injured (for worker’s compensation) or when he/she causes
damage for the injured party. (Legal)
• A person who is a staff member employed on an ongoing, fixed-term
and/or causal basis. An employee will have at least one employment
contract and will be engaged in teaching, research and/or administration
activities. (Human Resources)
• A person that’s hired to provide a service to a company on a full-time, part-
time or casual basis in exchange for payment. Also known as staff or
worker. (Fairwork Ombudsman)
to perform
will be engaged
to provide
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Determine Functional Rule
• An individual who is paid for time worked; receives paid leave, for example
personal, annual, long service leave; is not responsible for providing the
materials or equipment needed to do their job; must perform the duties of
their position; have work hours set by an agreement or award; do not take
commercial risks and cannot make a profit or loss from the work
performed. (ATO)
• A worker who is hired to perform a job. (Wordnet Dictionary)
• A person employed for wages or salary, especially at non-executive level.
(Oxford Dictionary)
to perform
must perform
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Sample Structured Definition
Employee Business Term
• is a person [classification]
• that is hired by [organisation name] [consequential]
• to fill a specified position [functional]
• and must have at least one employment contract [characteristic]
• and will be entitled to specified employee benefits [characteristic]
• Note: Employee benefits include superannuation contribution and leave entitlements as stated under the Fair
Work Act 2009 (see referenced artefact) and may include additional benefits as stated in the employment
contract. [notation]
• Note: See referenced artefact for ATO rules for differentiating between employees and contractors [notation]
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Sample Structured Definition
employee
1. is a person (classification)
2. that must perform the duties of their position (functional)
3. and will be hired under an employment contract (consequential)
4. and will be subject to income tax withholding (consequential)
5. and will be entitled to superannuation contribution (consequential)
6. and will be entitled to paid leave (consequential)
7. or will be entitled to leave loading (consequential)
8. if the employee (conditional)
9. is a casual employee (conditional)
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Writing Business Definitions
Define: full-time equivalent
(FTE)
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Defining FTE
FTE
1. is an abbreviation for full-time equivalent (classification)
Avoid using abbreviations in business term names & definitions
When defining FTE, define “full-time equivalent”:
• 1st – determine what it is
• 2nd
– determine its purpose, why do we calculate FTE
• 3rd
– then determine how it is calculated
• don’t begin with how it is calculated.
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Full-Time Equivalent FTE
• is a measure of the involvement of a worker in a project or a student in a course, and FTE of 1
being equivalent of one full-time person. (Macquarie Dictionary)
• is an employee’s scheduled hours divided by the employer’s hours for a full-time standard
workweek. When an employer has a 40 hour workweek, employees scheduled to work 40 hours
per week are 1.0 FTE. Employees scheduled to work 20 hours per week are 0.5 FTEs. (Finance)
• is a unit that indicates that workload off an employed person in a way that makes workloads or
class loads comparable across various contexts. FTE is often used to measure a worker’s or a
student’s involvement in a project or to track cost reduction in an organisation (Wikipedia)
• is the ratio of the total number of paid hours during a period (part time full time, contracted) by
the number of working hours in that period (Mondays through Fridays). The ratio units are FTE
units or equivalent employees working full-time. One FTE is equivalent to one employee
working full time. Example: you have 3 employees and they work 50 hours, 40 hours and 10
hours per week, totalling 100 hours. Assuming a full-time employee works 40 hours per week,
your FTE calculation is 100 hours divided by 40 hours = 2.5 FTE. (businessdictionary.com)
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Full-Time Equivalent FTE
• is the number of hours worked by an employee for a period of interest divided by
the number of hours worked by a full-time staff member for the same period.
(benchmarking.com.au)
• A full-time employee may work 40 hours per week, 8 hours per day. In a full year their
leave allowance might be 4 weeks annual leave and 10 days sick leave, so 52 week
minus 6 weeks – 46 weeks. 46 times 40 working hours per week = 1840 hours per
year.
• To determine the FTE for a person who worked 500 hours in the 12 months ending
30 June of the applicable year and for that position type, the FTE is 500 / 1840 = .28
FTE
• Another way to determine the FTE is based on how many days a week a person
works. If an employee works 3 full days per week, the FTE is 3 working days / 6
weekdays = 0.6 FTE
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Sample Definition - FTE
full-time equivalent
1. is a metric [classification]
2. that will measure the workload of an employee [functional]
3. and equals the total contracted work hours per workweek [formula]
4. divided by the total standard hours in a workweek [formula]
5. for their position [compound object]
6. Note: A full-time employee will have an FTE = 1. A part-time employee contracted for 19 hours per
week, with a standard workweek of 38 hours will have an FTE = 0.5 (19/38). [notation]
7. Note: See attached referenced artefact for detail calculations when using "paid hours” vs. "actual
hours worked” vs. "contracted hours". When calculating FTE for a casual employee, the average #
of hours worked in the previous 4 weeks is used, as a casual employee does not have a specified
contracted number of hours. [notation]
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Metric vs. Measure Example
Marketing spend: $1,500 Measure
# of new customers: 10 Measure
Customer Acquisition Cost (CAC) =
marketing spend / new customers acquired
$1500 / 10 = $150 Metric
Note: Used as an example only. CAC may include additional cost such as research,
accessibility cost, etc. not just marketing spend.
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• Is the term we are defining a measure or
metric?
• is it raw data? (measure)
• is it calculated based on 2 or more
measures? (metric)
• is it used for decision making? (metric)
• FTE – a measure or a metric?
• calculated based on contracted (scheduled)
hours/week for an employee divided by the
full-time standard workweek (metric)
• Employee Count – a measure or a metric?
• count of the number of employees, i.e.
persons employed. (measure)
• Is it necessary to differentiate?
• Often a measure (e.g. count of
employees) can also be used as a
performance metric (KPI) if the
objective is to increase the count of a
subset of employees, e.g. female
executives.
Classification: ”Metric” vs “Measure”
To identify the
relationships between all
measures and metrics,
choose one,
either measure or metric as
your classification.
Recommended classification:
“Metric”
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Writing Business Definitions
Define: job & position
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job
• a paid position of regular employment; a task or piece of work,
especially one that is paid (Oxford Dictionary)
• the performance of a piece of work; a specific piece of work required
to be done as a duty or for a specific fee (Wordnet)
• a piece of work; an individual piece of work done in the routine of
one's occupation or trade; a post of employment (Macquarie Dictionary
synonyms:
position of employment, position, post, situation, place, appointment, posting, place
ment, day job; occupation, profession, trade, career, work, field of work, line of
work, line of business, means of livelihood, means of earning a living, walk of
life, métier, pursuit, craft; vocation, calling; vacancy, opening
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position
• a person's place or level of importance in relation to others; a job
(Oxford Dictionary)
• a job in an organization. (Wordnet)
• a post of employment. (Macquarie Dictionary)
synonyms:
job, day job, post, situation, appointment, role, occupation, employment; office,
capacity, duty, function; opening, vacancy, niche, opportunity, placement
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• job - a generic role within an
organisational unit, e.g. manager,
director, lecturer, etc.
• A job describes the nature of work to be
done.
• A job is a general classification for sets of
task or functions that an employee will
be required to perform.
• A job is the basis for the creation of
various positions with similar tasks and
characteristics.
• A job can have multiple positions, but
each position can only be associated to
one job
• position - a specific occurrence of a
job, fixed within an organisation.
• Positions are tied to organisational units
and often displayed on an organisational
chart.
• A position is (normally) held by one
employee.
• A position may be filled by more than 1
employee (i.e. a shared position).
• Positions can be 100% filled, partially
filled or vacant.
• A position will have a “job” title, e.g.
CLO (Chief Language Officer).
• A position will have a budget, salary
grades and responsibilities.
job vs. position
job classification
job description
position description
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Questions
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Contact Details
Terry Smith
0417 215 475
tsmith@intraversed.com.au
Mark Atkins
0417 215 213
matkins@intraversed.com.au
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Writing Business Definitions –
the Intralign® Structured Approach
Learn how to avoid the common definition writing pitfalls,
achieve greater definition clarity, gain consensus and build a
stronger, more user-friendly glossary, using the Intralign structured
approach to writing business definitions.
ß For more information
IIBASyd2204
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This webinar presented an excerpt of the 9-week course: Writing Business Definitions – the Intralign Structured
Approach.
The full course is scheduled to begin 27th April 2022. Classes are live on-line (via zoom) and run each
Wednesday from 9am - 11am (AEST). IIBA members received a 26% discount on the full course.
If you would like more information about the course, scan the above QR code to register your interest. Your
privacy is important to us and we will never share your personal information.
If the current course dates don’t work for you, please register your interest and we’ll let you know when the
next course begins.
If you have any questions on the content that was presented in the IIBA Webinar or have questions regarding
the course, please don’t hesitate to contact me directly at: tsmith@intraversed.com.au
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