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Introduction

1.1 Purpose

This document introduces a guideline for naming the documents relating to the REGNET project. This should ease the management of documentation within the project.

2 Overview
Document naming resembles in parts the area of usage of the written piece. Three different areas are distinguished:

1. Project Management

2. Meeting Management

3. Technical Documents

All documents of areas 1 and 2 should be named according to the following structure:

RN_CCCCYNNvNN_AAAA_TTTT*

Documents of area 3 should be named:

RN_CCCCNNNvNN_AAAA_TTTT*

Explanation of the naming parts:

RN

REGNET

CCCC

Codename of the purpose of the document

Y

Project Year 1 or 2 (Year 1: 2001-04-01 – 2002-03-31 etc.)

NNN

Number

v

Version

AAAA

Acronym of Partnername (according to contract)

TTTT*

optional Text for additional naming for further specification

3 Naming of Project Management and Meeting Documents
3.1 Project Managment

RN_CCCCYNNvNN_AAAA_TTTT*

Codenames (CCCC) for the internal reports are as follows:

MR

Monthly Report

BR

Bimonthly Report

PR

Progress Report

FR

Final Report

CS

Cost Statement

Exampels:

The first Bimonthly Report sent in by the partner IMAC (Version 1):
RN_BR101v01_IMAC

The first official Bimonthly Report integrating all partner reports (Version 8):
RN_BR101v08

The second Progress Report (Version 3):
RN_PR102v03

The third Cost Statement (Version 1):
RN_CS201v01

3.2 Meeting Documents

RN_CCCCYNNvNN_AAAA_TTTT*
For meeting management two document types are defined: The Meeting Agenda and the Meeting Minutes. The Agenda will be proposed by the partner organizing the meeting in accordance with the co-ordinator and the technical project manager.

Codenames for the meeting documents are:

PMGA

Project Management Group Meeting Agenda

PMGM

Project Management Group Meeting Minutes

PCGA

Project Control Group Meeting Agenda

PCGM

Project Control Group Meeting Minutes

PTGA

Project Technical Group Meeting Agenda

PTGM

Project Technical Group Meeting Minutes

Examples:

The meeting minutes of the first Project Management Group Meeting: 
RN_PMGM101v01

Remarks of the partner Zeus regarding the first meeting minutes:   RN_PMGM101v01_ZEUS_remarks

4 Naming of Technical Documents 

RN_CCCCNNNvNN_AAAA_TTTT*
There are three different types of official technical documents distinguished. The Codenames are:

IR

Interim Report

D

Deliverable

T

Task

Examples:

Interim Report 1.4.1 (Version 1): RN_IR141v01

Deliverable Number 3 (Version 5): RN_D3v05

The contribution to Task 1.3 by partner AIT (Version 1) : RN_T13v01_AIT_contribution 

A document referring to WP1: RN_T1v01_AIT_standards
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