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1 Introduction

1.1 Purpose

This standard defines a numbering system which may be applied to documents and other objects (such as items of software and hardware).  Its purpose is to aid technical and administrative control procedures.

1.2 Scope

The Error! Bookmark not defined. numbering system may be applied to any documents or hardware or software or other items.

This version of this standard is applicable to all GFG Microsystems Limited projects controlled by Error! Bookmark not defined.. 

Procedures for determining whether this standard applies to a particular division or whether it applies to a particular activity within that division are outside the scope of this standard.

1.3 Related standards

None.

1.4 Other related documents 

None.

1.5 Conventions

Text in italics in this document does not form part of the standard; it contains notes, explanations and examples
.

1.6 Revision history

Version
Date
Author
Description
Sections Affected







0.01
97/12/10
GFG
First draft
All, diagrams and forms to be added

The OBJECT number

The overall structure of a Error! Bookmark not defined. number looks like this:

                                                       

As illustrated above, the Error! Bookmark not defined. number of an object (see 2.5 below) consists of the following parts:

(a) the identifier, which makes it clear to the reader of a document that the originator of the document is a GFG Microsystems Limited company: the id is Error! Bookmark not defined.
(b) the   country,  which identifies the national Error! Bookmark not defined. organisation: the country is "UK"

 (c)
the number issuing authority, which identifies the individual division or some other number issuing authority within the country

(d)
the context, see 2.4 below, which identifies the collection to which the object belongs

(e)
the object number, see 2.5 below, which identifies the object within its context

(f)
the version number, see 2.6 below, which identifies the particular version of the object being described.

The separators between the parts are as follows:

 (1)
After identifier and after country: a space.  This should be a non-break non-stretch space if technology permits.

(2)
After number issuing authority and after context: a horizontal line of some sort.  This should be a non-break en rule (rather than an em rule or a dash or a hyphen or a minus ... ) if technology permits.

(3) After object: a slash.  This should be a non-break character.

Examples:

(a)
Error! Bookmark not defined. UK 99-SO-1/2.03


is the Error! Bookmark not defined. number for a particular version of this standard, where:

Error! Bookmark not defined.
is the identifier

UK
is the country

99
is the number issuing authority, in this case the standards issuing body

SO
is the context, in this case a category

1
is the object number

2.03
is the version number

(b)
Error! Bookmark not defined. UK 11-1234.5-453/1.09


could be the Error! Bookmark not defined. number for a particular piece of software, where:

Error! Bookmark not defined.
is the identifier

UK
is the country

11
is the number issuing authority, in this case a cell

1234.5
is the context, in this case a project number

453
is the object number

1.09
is the version number

1.7 Identifier

Every Error! Bookmark not defined. number begins with the word “Error! Bookmark not defined." so that a document (or other object) bearing such a number may be easily identified by a client or other third party as emanating from Error! Bookmark not defined..

1.8 Country

This version of this standard is limited in scope to the UK, and the chosen country identification is "UK”.

1.9 Number issuing authority

A number issuing authority within Error! Bookmark not defined. UK is authorised by procedures outside the scope of this standard.  Each number issuing authority is assigned a two digit code, and this code is included in the Error! Bookmark not defined. number, padded on the left with a leading zero if necessary.

The number issuing authority that is responsible for the Error! Bookmark not defined. standards has the code 99 and all Error! Bookmark not defined. UK standards are numbered accordingly.

1.10 Context

Every object which is within the scope of the Error! Bookmark not defined. numbering system belongs to a context.  Numbers allocated within one context are independent of numbers allocated within other contexts
.

A context is the highest level of classification within a given number issuing authority and can be one of:

·
category (see section 2.4.1 below)

·
project (see section 2.4.2 below)

Most of the objects that most Error! Bookmark not defined. personnel deal with most of the time will be objects that belong to a particular project and have a project context.

1.10.1 Category

An item which is of general applicability, i.e. it does not relate to a particular client or project
, is placed within a category
Examples:
a category might be:

 (a)
general standards

 (b)
administrative documents relating to recruitment procedures

The name of each category is a letter followed by one or more digits.

All categories with the same initial letter form a group of categories which relate to a particular topic.  Each number issuing authority maintains a list defining the allocation of letters to topics.

For each (non-empty) group of categories a form Error! Bookmark not defined. UK 99-FO-4 (known as the CATEGORY form) contains the following information:

 (a)
the letter defining the group of categories

 (b)
the description of the group of categories

 (c)
for each category in the group:

 (1)
the category number in red ink (this is to ensure that a photocopy of the CATEGORY form is not accidentally used for allocating new numbers, which could otherwise lead to duplicate numbers)

 (2)
the name or description of the category

Example:
within the number issuing authority that controls the Error! Bookmark not defined. standards the CATEGORY form for the S group of categories includes an entry stating that category SO contains general standards (and this category includes the document you are now reading).

1.10.2 Project

A project is a particular unit of work undertaken for a client, or, in the case of internal projects where there is no client, for Error! Bookmark not defined. itself.

A client number is allocated by a number issuing authority and is a four digit numbers
.

A project number consists of a client number followed by a dot(.) and then a project serial number.  Project serial numbers start at 1 for each client and are allocated sequentially by the number issuing authority.

Example:
a complete project number might be 1234.5, being the fifth project undertaken for client number 1234. Objects in this context would have Error! Bookmark not defined.numbers like Error! Bookmark not defined. UK 11-1234.5-2710.03.
A project context might contain the following objects:

 (a)
the contract under which this particular project is undertaken, and proposals, letters etc. leading to this contract

 (b)
pieces of software developed for the project

 (c)
functional specifications for items developed for the project

 (d)
the printed circuit board for a piece of hardware developed for the project.

1.11 Object

An object is a document or item of software or hardware or anything else that needs to be properly identified and controlled.

Examples of objects:


a contract


a functional specification


a piece of software


a hardware circuit diagram

An object may be an assembly of smaller parts.  These smaller parts would normally also be objects.


For example, a software system which is itself an object might be made up from several programs, each of which is an object, and each program might be made up from several modules, each of which is an object (etc.) .

The object number is allocated within each context by the person responsible for the context (for example, the project manager will allocate, or delegate allocation of, object numbers within a project).

The object number 0 in each context is reserved and is always a form Error! Bookmark not defined. UK 99-FO-2 ("the LIST form").  This form records the object numbers allocated within the context and contains the following information:

(a)
The identification of the context, i.e. the category, client number or project number.

(b)
A description of the context.

(c)
For each object number (from 1
 upwards
):
 (1)
The object number, written in red ink (this is to ensure that a photocopy of the LIST form is not accidentally used for allocating new numbers, which could otherwise lead to duplicate numbers).

 (2) The name or description of the object.

1.12 Version

Each object has a version number and an object will typically move through several versions during its life.  The version number is in the form:


digit . digit digit

and the following rules apply:

 (a)
the first version of the object is given an arbitrary version number: commonly this is 0.00 or 1.00

 (b)
the latest version of an object must have a higher number than all previous versions

(c) when an object is changed in any way, no matter how small the change then the version number MUST be increased
.

(d) when a minor change is made to the object the version number is incremented, for example 0.03 to 0.04, 1.56 to 1.57.

(e) when a major change is made to the object the version number is jumped up to the next highest number ending in 00, for example 0.03 to 1.00, 1.56 to 2.00.

(f) should an object ever reach version number 9.99 and require further change a new object number must be allocated for subsequent versions.

The version number may optionally be specified as part of the Error! Bookmark not defined. number of an object.  When it is specified it is written after the object number and separated from it by a slash (/).

Examples:
Error! Bookmark not defined.UK 11-1234.5-610.00
the first version of this object

Error! Bookmark not defined. UK 11-1234.5-610.01
the next version

Error! Bookmark not defined. UK 11-1234.5-610.07
a later version

Permitted abbreviations

This section describes permitted ways in which the full Error! Bookmark not defined. number may be abbreviated in two contexts:

(a)
when identifying or labelling an object

(b)
when referring to another object.

1.13 Identifying objects

Whenever a Error! Bookmark not defined. number is used to identify an object the full number must be given if at all possible.    In the case of a document the full number must be given on each page if possible.

However, there are circumstances that make it impractical to quote the full number.

(a)
Limitations of software tools

A full Error! Bookmark not defined. number can be quite long: allowing for a two-digit project number, a four digit object number and the name “Error! Bookmark not defined.”we are over 30 characters.


Some software tools may be unable to cope with a string of this length in some contexts, e.g. in a word processor footer line component, or in a CAD package drawing number box, or in a project planning package plan number field.


In such cases it is permissible to abbreviate the Error! Bookmark not defined. number where essential (e.g. in the footer line on every page of a document), but efforts should still be made to include the full number somewhere on the object (e.g. in the case of a document, somewhere on the front cover).


No specific rules can be dictated that will cope with all situations as the restrictions imposed by software tools will vary.  Some preferred suggestions follow:

(1)
If the revision history of the object (such as a CAD drawing) appears close to the drawing number then the version can be omitted from the main number.

(2)
In the case of a document footer the country may be omitted, as at 3.2 (b) below, and if that is insufficient the number issuing authority may also be omitted, as at 3.2 (c) below.  This would reduce the length of our 30-character number to 24 characters.

 (b)
Physical limitations

A label for a PAL chip, for example, is likely to have insufficient physical space for the full Error! Bookmark not defined. number to be written legibly.  In such a case the country and number issuing authority may be omitted, and if essential the identifier may also be omitted.  The use of a label printed with a tiny Error! Bookmark not defined. logo is recommended as a replacement for the identifier.

1.14 Referring to objects

When a number is used to refer to some other object then not all of the number need be quoted in all circumstances.  This section lists the circumstances in which part of the number may be omitted.

(a)
Identifier

The identifier (“Error! Bookmark not defined.”) may never be omitted.

(b)
Country

The country may be omitted if the reference is to some other object that has the same country in its Error! Bookmark not defined. number.


For example, if document Error! Bookmark not defined. UK 11-1234.5-2711.00 refers to document Error! Bookmark not defined. UK 05-8739.3-4410.03 it may do so like this:

“… see Error! Bookmark not defined. 05-8739.3-4410.03...  “

(c)
Number issuing authority

The number issuing authority may be omitted if the country is omitted and the reference is to some other object that has the same number issuing authority in its Error! Bookmark not defined. number.


For example, if document  Error! Bookmark not defined. UK 11-1234.5-2711.00 refers to document Error! Bookmark not defined. UK 11-2211.2-4410.03 it may do so like this:


“.. see Error! Bookmark not defined. 2211.1-4410.03...   “
(d)
Context


The context (e.g. the project number) may be omitted if the country and number issuing authority are omitted and the reference is to another object in the same context.


For example, if document Error! Bookmark not defined. UK 11-1234.5-2711.00 refers to document Error! Bookmark not defined.UK 11 1234.5-4410.03 it may do so like this:


“...  see Error! Bookmark not defined. 4410.03...  “

 (e)
Object

The object number may never be omitted (there would be little point in a reference that didn't identify the object referred to).

(f)
Version

The version number may always be omitted
 in which case the reference is to the latest version.


For example, if document Error! Bookmark not defined. UK 11-1234.5-2711.00 refers to document Error! Bookmark not defined. UK 11-1234.5-44, but does not need to specify a particular version of that document, then it may do so like this:


“...  see Error! Bookmark not defined. 44...  “


In practice, most references are of this form and full numbers rarely need to be quoted.

Summary of syntax

This section gives the syntax of the Error! Bookmark not defined. number in conventional BNF except that alternatives are written on separate lines and optional parts are enclosed in square brackets [].

<Error! Bookmark not defined. number>
::= <identifier> [[[<country> ]<nia>-]<context>-]<object>[/<version>]

<identifier>
::= Error! Bookmark not defined.

<country>
::= UK

<nia>
::= <digit><digit>

<context>
::= <category>


::= <client>.<project>

<category>
::= <letter><number>

<client>
::= <digit><digit><digit><digit>

<project>
::= <number>

<object>
::= <number>

<version>
::= <digit>.<digit><digit>

<number>
::= <digit>


     <number><digit>


     without leading zeros

<digit>
is one of 0, 1, 2, 3, 4, 5, 6, 7, 8, 9

<letter>
is one of A, B, C, D, E, F, G, H, I, J, K, L, M, N, 0, P, Q, R, S, T, U, V, W, X, Y, Z

Forms

This appendix contains copies of the CATEGORY and LIST forms.

CATEGORY
Category letter

Page
Letter pair

Description of category




WARNING
If the category numbers are not in RED this form is a copy and MUST NOT BE USED FOR ALLOCATING NEW NUMBERS

Number
Category Title







































































































Error! Bookmark not defined. UK-99-FO-1

Object List
Project Number

Page
Letter pair

Description of context




WARNING
If the category numbers are not in RED this form is a copy and MUST NOT BE USED FOR ALLOCATING NEW NUMBERS

Number
Object Title




































































































Error! Bookmark not defined. UK-99-FO-2
a version number


e.g. 1.25





Id





Country





nia





context





-object





/version





a serial number,


e.g. 27





one of: a category, e.g. SO


           a project, e.g. 1234.5





the number issuing authority,


e.g. 11





the country, which is UK





tthe identifier, which is � UNITID �Error! Bookmark not defined.�











� Footnotes (whether or not in italics) similarly do not form part of the standard.


� so, for example, there is no connection between � UNITID �Error! Bookmark not defined.� UK 11-1234.5-8 and � UNITID �Error! Bookmark not defined.� UK 11-A4-8 implied simply because each is object 8 within its context


� Such as, for example, this standard


� This means that there is no connection between client numbers issued by different number issuing authorities: for example, two cells may each have a client with the same number, but there is no connection between the clients, who in general will be different;  similarly two cells may allocate a client number for a particular company, but in general the two client numbers will be different.


� It is conventional, but not in any way required, that in most projects object number 1 is a general file in which all non-vital correspondence is placed.  More important correspondence, such as letters containing contract negotiations, often have their own individual object numbers.


� It is normal, but not required, that object numbers are allocated sequentially starting with object number 1. While object numbers are defined not to have any semantics it is occasionally found useful to reserve a block of numbers for a set of related objects, possibly resulting in some unused numbers.





� It is conventional but not required that when a minor revision is made to an object its version number is incremented, e.g. 0.23 is increased to 0.24, and when a major revision is made the first digit of the version number is increased, e.g. 0.24 is increased to 1.00.


It is also common practice (but again not a requirement) that documents which are to be presented to clients are created with version 0.00, incremented (0.01, 0.02, ...) as it is edited, and then has its version number increased to 1.00 for the first version that the client sees.


� Rules for keeping track of disk files etc. containing different versions of documents and other objects are outside the scope of this standard.     Such rules do exist, however, and are documented in configuration management standards.


� in textual references to objects: configuration control rules will often require version numbers to be present in machine-readable and machine-controlled � UNITID �Error! Bookmark not defined.� numbers
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