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Suggested numbering system that would facilitate an additional page on the ACTA website where documents could be displayed in a format more conducive to quick referencing of a specific document.
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Under the current system of numbering, a document is assigned a reference number based on the meeting in which it was discussed. For example, meeting summaries from a meeting that occurred on the sixth of May receives the number ACTA-07-09-06-02, because the meeting summary was discussed at the September meeting. This causes confusion if a participant wishes to see the meeting summary from a specific meeting, as the number the meeting summaries are given does not correlate to when the meeting occurred.
The current numbering system also makes it impossible to display documents in an index format, sequentially listed annually for quick reference.

Therefore, the ACTA Secretariat suggests the numbering system be altered. The suggested numbering system would not hinder the current structure of the Meetings Records page of the ACTA website, and at the same time, would facilitate the introduction of a documents index page.

Numbering System
Beginning with the 2008 calendar year, the ACTA Secretariat would like to implement the following numbering system. Instead of [ACTA-07-09-06-02] which reflects the year, month, day, and sequential document number for any given meeting:
The ACTA Secretariat suggests the structure be changed to [ACTA-07-001] which reflects the year in which the document was accepted, followed by a simple sequential number, to be assigned to documents as they arrive at ATIS for posting. Contributions, announcements, agendas, meeting summaries, and correspondence all would be subject to the same sequential numbering system. Therefore, if a member wishes to view a document from a specific meeting, it would be available via the Meeting Records page. If the same member wanted to view meeting records taken at the 10-6-07 meeting, they would not be confused by a number that reflects when the meeting summary was discussed, instead of when it was taken. 
Revised documents would be catalogued with “R1” appended to the original number of the document, then “R2”, and “R3” accordingly if revisions of the document continue to be introduced. Therefore, a revision of the document [ACTA-07-002] would be catalogued as [ACTA-07-002R1]. A revision of [ACTA-07-002R1] would be catalogued as [ACTA-07-002R2].
Contribution Index Page Example

	ACTA-07-004
	Contribution x
	Mr. XYZ.
	11-4-07

	ACTA-07-003
	Secretariat Report
	Secretariat
	11-3-07

	ACTA-07-002R1
	Meeting Summary Revision One
	Secretariat
	11-3-07

	ACTA-07-002
	Meeting Summary Review
	Secretariat
	11-2-07

	ACTA-07-001
	Agenda
	Secretariat 
	11-1-07


The most recent document submitted would be at the top of the table. 

Executive Session Numbering System
The records of Executive Session Meetings would follow the same structure as general records with one exception: the reference number of Executive Session documents would incorporate an “E” label into the number, for example [ACTA-E-07-004].
	ACTA-E-07-004
	Contribution x
	Mr. ABC
	11-4-07

	ACTA-E-07-003
	Secretariat Report
	Secretariat
	11-3-07

	ACTA-E-07-002R1
	Meeting Sumary Revision One
	Secretariat
	11-3-07

	ACTA-E-07-002
	Meeting Summary Review
	Secretariat
	11-2-07

	ACTA-E-07-001
	Agenda
	Secretariat 
	11-1-07


Revised documents would be catalogued with “R1” appended to the original number of the document, then “R2”, and “R3” accordingly if revisions of the document continue to be introduced. Therefore, a revision of the document [ACTA-E-07-002] would be catalogued as [ACTA-E-07-002R1]. A revision of [ACTA-E-07-002R1] would be catalogued as [ACTA-E-07-002R2].

