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***FOR IMMEDIATE PUBLIC INTERNAL RELEASE***

To the Compliance Office under the Internal Vice President Office:

This recommendation specifies the current method of assigning numbering to all cases, recommendations, and documents within the office. Following this numbering system allows for consistency and easy referencing. Because this is an internal document, no full specification will be defined here and it will be up to  the discretion of the current Chief Compliance Officer to follow this recommendation. Please continue reading for the recommendation.

There are three types of currently defined material: Recommendations, Cases, and Documents. For numbering, cases have no prefix, recommendations have the prefix “R-”, and documents have the prefix “D-”.

The full numbering of an item (its serial number if you will) shall be in the format of YYQQMM-DDHHMM. The time frame for all sections shall be in reference to when the item was created, formatted, released, or any other consistent consensus that is defined.

YY - The last two digits of the year, where year is of the Gregorian calendar.
QQ - The UCSB academic quarter where “F” is for fall, “W” is for winter, “S” is for spring, and “M” is for summer. The first character will always be “Q” to define a quarter. For example, the fall quarter will be “QF”. If a document was created over a break (i.e. winter break), then the previous quarter would apply. For example, if the document was created on Christmas Day, then “QF” would still be used.
MM - The month of the year, in double digit format.
DD - The day of the month, in double digit format.
HHMM - The time of day, in 24 hour format. The exact time is not necessarily important. This serves simply as a unique identifier to prevent duplicates. As long as it is ensured that each document has its own time, there is no need to stress over the exact time. If for some reason 1440 entries is not enough for a single day, seconds, deciseconds, centiseconds, milliseconds, and so forth can be added for an infinite amount of both entries and precision.

For example, say a recommendation was created on January 28, 1970 at 4:20PM. Thus, this document’s reference number would be R-70QW01-281620.

Again, this system can be changed at any time based on the discretion of the Chief Compliance Officer in consideration with the needs of the office. No external influence should sway the usage of this numbering system. If outside entities would like to utilize this system, it is the duty of this office to ensure they have full understanding of this system and its benefits. 

Sincerely,

David Jr Sim
AS Chief Compliance Officer                                                                 
cco@as.ucsb.edu
+1(805) 893-2566
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