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1 - Header Information

1.1 Each document authored by the Partnership will start with the header information as illustrated above. This provides ease of reference across the document library.

2 - Numbering

2.1. Each document created by a Partnership member or by the secretariat on behalf of the Partnership will be allocated a sequential number by the Programme Manager

2.2. The first draft is identified as "Document 62 Draft 1", second as "Document 62 Draft 2" and so on

2.3. When a draft is formally adopted by the Partnership (or the Steering Group on behalf of the Partnership) and ready for publication, the word "Draft" is dropped

2.4. Publication of adopted versions are subject to minor editing changes at the discretion of a member of the Steering Group (to avoid small changes needing to go through another full round of sign-off)

2.5. When adopted, the 'status' in the header information will show the date of adoption e.g Status:  Adopted 17 March 2009

2.6. If the document is reviewed after a period of time, the document number is retained with a version number added after a decimal point e.g. "Document 62.1 Draft 1" leading to "Document 62.1" published for example.

3 - House Style

A simple house style is proposed to provide consistency and order to documentation:

3.1. Arial 11

3.2. Date to be included to the right of the title

3.3. Page numbers to be centralised at the bottom "Page X of Y"

3.4. Document number to be included in footer to the right of the page number

3.5. Paragraphs to be numbered

3.6. Bulleted lists to be lettered a, b, c, d and so on

4 - Role of Programme Manager / secretariat

All documents authored by Partnership members on behalf of the Partnership should go through the Programme Manager before circulation. The Programme Manager will:

4.1. Allocate a document number

4.2. Double check the house style is being applied, and return it to the author if not

4.3. Identify issues that might lead to time being spent unnecessarily in meetings

4.4. Circulate the document as appropriate

5 - Circulated Documents for Information

Only papers that are created by the Partnership are numbered and catalogued. Those that are highlighted or circulated simply for information i.e. Government papers, other third party reports etc will not be formally tracked.

The Partnership acknowledges CoRWM's approach that informed the policy above.
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