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Referencing System for Papers and Minutes
Introduction

1
This system should be used for referencing papers and minutes for boards and committees.

Papers
2
Each paper submitted to boards and committees must be given a unique reference number by the Secretary.  The reference number will be composed as follows: CCC-YYYY-NNN, where CCC is the committee identifier, YYYY is the academic year in which the meeting takes place, and NNN is a sequential paper number starting at 001 at the beginning of the academic year.


e.g. HEC-2007-145
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Minutes

3
The minute reference number should be made up as follows: NNN.YYYY.CCC, where NNN is the sequential minute number, staring at 001 at the beginning of the academic year, YYYY represents the academic year in which the meeting takes place, and CCC is the committee identifier.

e.g:
156.2007.HEC




Committee identifiers
4
The following committee identifiers are used in the referencing system for papers and minutes of University boards / committees.

5
With the exception of the Board of Governors, the identifiers are made up of:

(a)
the first three letters of the first word of the board / committee’s title;

or, to avoid confusion with another board / committee,

(b)
the first two letters of the first word plus the first letter of the second word (excluding conjunctions).
	HEC
	Higher Education Corporation, Board of Governors

	AUD
	Audit Committee

	CHA
	Chair’s Committee

	EDU
	Education Strategy Committee

	EMP
	Employment and Staffing Committee

	EST
	Estates Committee

	FIN
	Finance and General Purposes Committee

	GON
	Governance and Nominations Committee

	SEN
	Senior Staff Remuneration Committee

	
	

	ACB
	Academic Board

	EXT
	External Examiners’ Sub-Committee

	HON
	Honorary Awards Committee

	QEC
	Quality Enhancement Committee

	QSR
	Quality, Standards and Regulations Committee

	REE
	Research Ethics Sub-Committee

	RES
	Research Sub-Committee


6
The committee identifiers for Faculty level boards and committees is composed of four letters, the first two identifying the board / committee and the last two identifying the Faculty.

	FB
	Faculty Academic Board

	FQ
	Faculty Quality and Standards Committee

	FR
	Faculty Research Committee

	FE
	Faculty Research Ethics Committee

	
	

	AS
	Faculty of Arts and Society

	BL
	Faculty of Business and Law

	CA
	Carnegie Faculty of Sport and Education

	HE
	Faculty of Health

	IN
	Innovation North

	LS
	Leslie Silver International Faculty



Thus, the committee identifier for the Faculty Research Committee of the Leslie Silver International Faculty would be: FRLS.
Paper 145





Board of Governors





Academic year 2007/08





Minute 156





Board of Governors





Academic year 2007/08
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