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The Publication Identification Procedure has been developed to provide a method of identifying those publications that are used in conducting DPW Bureau of Design and Construction affairs.  This identity system is in the form of a footer located in the bottom, right margin.  Publications will be electronically filed using this identity system.

                                                                 Date of issue or Revision                                                                                                                                                           
_ _ _  _  _ _ _ _ _ _  _ _ _                        
                                                                 
                                                                 Promulgator






 Year






Day

                                                                 Month

                                                                 Document Type







Document Number

Document Number

	000 ― 099
	Manuals

	100 – 199
	Consultant Selection

	200 – 299
	Contract 

	300 – 399
	Design/Study 

	400 – 499
	Unassigned

	500 – 599
	Management Reports

	600 – 699
	Bidding

	700 – 799
	Construction

	800 – 899
	Technical Services/Miscellaneous

	900 – 999
	BD&C Administration


Document Types 
Located in the header of each publication will be a descriptive word following the actual name of the document that indicates the type of document:
Contract         - a legally enforceable agreement between two or more parties

Errata Sheet  - used to replace, in its entirety, a page or pages of a document between revisions 

Form              - a standard arrangement of user supplied information with a set framework,     includes form letters
Guideline       - a suggested way of accomplishing a task(s)

Instruction     - an explanation of how to utilize a publication 

CheckList       - a list of things to be done or accounted for

Manual           - a reference covering a subject which may include multiple procedures, forms, checklists, etc

           Procedure      - a series of steps followed in a definite order explaining an established way of        doing things 
Form   

An alpha-numeric entry consisting of three digits and a letter identifying the form.  The first digit indicates the phase in which the form is basically used.  The letter denotes the document type.
Date 

A six digit numerical entry representing the date of Issue or Revision.  The first two digits are the month, the third and fourth digits the day and the last two digits the year of promulgation or modification.
Promulgator

A three letter abbreviation that identifies the unit responsible for issuing, revising or requesting the issue of a document.  
PMT – Process Management 

LGL -  Legal Group
PRO - Procurement

TEC - Technical Services

EXAMPLE:

825L 111505 TEC
825
Indicates that this is a document in the Technical Services Phase
      L    
  that it is a Checklist
          11          that it was promulgated or modified in the month of November 

          15          on the fifteenth day of the month 
           05         in the year 2005
                 TEC       that it was promulgated by the Technical Services Team
.
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