Style Guide for Editors/Writers, Rev. 4
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1.  Preliminary Steps

The Senior Editor assigns a code to new subject areas. The Senior Editor asks Administrative Support to enter the title of the subject area and the code into the products table for the author server (authqa) site. The title of the subject area appears on the authqa site as "planned." 

In this style guide, we will use 1b as an example of a code. Make a new folder on the authqa in the "standard" folder and call it 1b.

Open Windows Explorer on your computer. Find this folder:

L:\standard\z9\

Select all the files within that folder, copy them, and then paste them into the 1b folder. The files that begin with "z9" are the subject area template files. Do not make changes to the original z9 files and do not delete them.

Highlight each file within the 1b folder, and rename them by changing the "z9" to "1b." Also, change "asp" to htm.

If you have Word files, original graphics, or other files that you will use to write the subject area, create another folder within the 1b folder and call it "Author." Copy these files into the Author folder.

Open Dreamweaver. 

Select "Edit" and then "Replace." Fill in the boxes like this

Find in:  
folder 


L:\standard\1b\

Find what: 
HTML Source

z9

Replace with: 1b

Dreamweaver will replace all instances of "z9" in the HTML code with "1b" (or the proper code for that subject area). 


2.  Instructions by Parts of a Subject Area
The main parts in subject areas are the following:

Contents
Introduction
Procedure Sections
Exhibits and Forms
Definitions
Revision History 

Contents

Template file name: z900t011.htm

Subject Area Title

Use a short, intuitive title that can be found easily in an alphabetical list of files. Do not use jargon.

Sections 

The Contents contains links to the

· Introduction

· Each Required Procedure (Section)

· Definitions.

The Contents also contains an Overview of Content for each section.  Write the overview after you finish writing the subject area and the SME approves the content of the subject area. The following is an example of the Sections portion of the Contents page from the Laser Safety Subject Area.

	Section
	Overview of Content
(see section for full process)

	 

	Introduction 
	 

	1. Conducting the Safety Hazard Analysis
	· Notify Line Manager or Building Manager of workspace. 

· Classify laser output or system. Register lasers. 

· Evaluate risk posed by laser hazards. 

· Determine engineered and administrative controls to mitigate risk. 

	2. Developing the Laser Controlled Area Documentation 
	· Identify controls to be documented. 

· Register Class 3b and 4 lasers. 

· Complete Laser Controlled Area SOP. 

· Annually review Laser Controlled Area SOP. 

	3. Using Class 2 and 3a Lasers 
	· Register lasers. 

· Obtain signs and post the area. 

	4. Installing Laser Equipment
	· Determine if a facility modification permit or engineered design is required. 

· Notify Building Manager of the intent to install laser. 

· Install laser in conformance with controls and regulations. 

· Ensure that laser radiation is controlled within established NHZ. 

· Verify that administrative and engineering controls are in place. 

	5. Ensuring Worker Qualification
	· Schedule laser eye examination. 

· Complete training. 

	6. Wearing Personal Protective Equipment
	· Use eyewear and skin protection. 

	Definitions 
	


Each of the above links should be relative and in this form:

/standard/1b/1b00i011.htm

 For example, this would be the link to the "Introduction" file.

Exhibits and Forms
The Exhibits section contains links to each exhibit in the subject area. Flowcharts, tables, and other information that support the content of the subject area are exhibits.  List exhibits alphabetically.  Examples of exhibits are

Sink-Releasable Chemical List
Emissions Monitoring Criteria

Metrics for Appraising Performance on Attendance

Guidelines for Laser Pointer Safety

Guidance on What-if Analysis

Exclusions from Davis-Bacon Compliance

Mixed Waste Label

All exhibits should be linked to the HTML page associated with that exhibit, in this format:

/standard/1b/1b01e011.htm
If there are no exhibits in the subject area, write "None" under the heading for Exhibits.

Forms

The Forms section contains links to each form in the subject area. Use the exhibit template for forms. List forms alphabetically.  Examples of forms are

Declaration of Pregnancy Form

Accelerator Safety Envelope (ASE) Template

ALARA Review Checklist

Check-out Sheet for Student and Teacher Collaborators

Document Review Tracking Sheet

Dose Estimate Worksheet

Process Evaluation Summary Sheet

Records Inventory Form

All forms should be linked to the HTML page associated with that form, in this format:

/standard/1b/1b01e011.htm
If there are no forms in the subject area, write "None" under the heading for Forms.

Training Requirements and Reporting Obligations

If the subject area has training requirements, link to the Training and Qualifications Web Site.  Choose the correct wording from the template. 

This subject area contains training requirements. See the Training and Qualifications Web Site. 

If there are no requirements, chose this wording from the template:

This subject area does not contain training requirements.
Ask the SME if the subject area contains reporting obligations. If it does, list them. If not, choose the following wording from the template:

This subject area does not contain reporting obligations.

The following are examples of Reporting Obligations. Follow this format.

This subject area contains the following reporting obligations:
· Submit Notification of Demolition and Renovation Form to the EPA. See the sections Class I & II Removal and Disturbance of Asbestos in Building Materials by BNL Staff and Class I & II Removal and Disturbance of Asbestos in Building Materials by Contractors.  (Asbestos Subject Area)
This subject area contains the following reporting obligations:
· After the start of the project, submit an interim annual status report by November 1 to the LDRD Scientific Director. 

· For two years after the completion of the project, submit LDRD Data Collection Form to the LDRD Scientific Director. 

See the section Preparing and Submitting Reports on LDRD Projects.
 References
All references cited on any page within the subject area must be listed under References (as well as under the "References" section of Procedure Sections). 

Include references to 

· Other subject areas

· Other SBMS documents, such as management system descriptions, legacy documents, program descriptions

· Links to other web sites (These external links must be approved by the Senior Editor).

· Documents not related to SBMS.

List the references alphabetically. Examples are the following:

29 CFR 1910.119, Process Safety Management of Highly Hazardous Chemicals

ANSI/N13.1-1999, Sampling and Monitoring Releases of Airborne Radioactive Substances from the Stacks and Ducts of Nuclear Facilities 

Acquisition Management Management System Description 

BNL Site-Specific Records Schedule, BNL Records Management Program website
Chemical Management System

ES&H Standard 1.2.1, Corrective Action Management and Tracking for External and Internal Assessments

Indoor Air Quality Subject Area

Standard Practice Instruction (SPI) 1-02, Signature Authorization

Training and Qualifications Web Site

Standards of Performance 

List Laboratory-wide Standards of Performance for the subject area. Ask the SME to chose the appropriate standards from the list located at https://sbms.bnl.gov/perform/gstdd011.htm.

Management System

The Management System (MS) that the subject area belongs to is listed here. It is listed as TBD on authqa:  This subject area belongs to the TBD management system.  Patty Ennis enters the management system in the products table for production before the tester tests the subject area. The MS appears on the production site upon publication.

Introduction
Template file name: z900i011.htm

The Introduction defines the scope of the subject area and its purpose. It can contain background information, and should be brief and informative. No requirements can be mentioned here that are not listed elsewhere in the subject area. The following from the Regulated Medical Waste Management Subject Area is an example of an Introduction.

This subject area describes the procedures for identifying, packaging, labeling, collecting, storing, and disposing of both Regulated Medical Waste and long-lived, Radioactive Regulated Medical Waste (RMW and R-RMW). 

All RMW generated at Brookhaven National Laboratory (BNL) is picked up by a licensed contractor for disposal. The Medical Department administers the contract and the RMW program. 

Arrangements for disposal of RMW, including RMW contaminated with short-lived isotopes, are made through the Medical Department's Medical Waste Supervisor. Arrangements for disposal of long-lived R-RMW are made through your department's Environmental Compliance Representative and the Medical Department's Environment, Safety and Health (ES&H) Coordinator. 

Failure to comply with requirements in this subject area may be treated as a reportable event.

Procedure Sections 

Template file names: z901d011.htm, z902d011.htm, etc.

Note: Numbers of sections are not associated by file name, i.e., 1b03d011.htm does not have to be the file name for section 3: it could be section 4.

Procedure Title

Procedures should be sequential in order, so the first procedure should be the first major step in the overall process. The following are examples of titles of procedures from the Nonconformance and Corrective and Preventive Action Subject Area:

1. Identifying a Potential Nonconformance 

2. Analyzing the Nonconformance and Determining Corrective and Preventive Action 

3. Closing the Nonconformance
· Use gerunds. Keep titles as short as possible. Do not string nouns together. Do not write:

1. Identification of a Potential Nonconformance

2. Analysis of the Nonconformance and Determination of Corrective and Preventive Action

Applicability

State who will use the procedure, not who is responsible for it. Use this wording: "This information applies to..." The applicability statement captures the people who must take action in the steps. See the examples below.

This information applies to BNL staff and non-BNL staff who plan or classify work with asbestos-containing material.  (Asbestos Subject Area)
This information applies to BNL staff who prepare the Indirect Budget Call for their Departments/Divisions. (Budget Submission Process Subject Area)
Required Procedure
Write a summary statement that describes what will be accomplished by completing the required procedure steps (A summary statement is optional).

Write the steps that must be followed. 

· Include the actor, i.e., who actually performs each step, either in the introduction to the steps or within each step. 

· Include only one action per step. 

· Use "notes" for information that is related to the procedure's step, but not required. All requirements must be captured in the steps; no requirements should appear in the introduction, exhibits, or on other pages that are not included in the steps. 

· Clearly identify the person to whom something must be given, or who gives direction or information (e.g., phrases like "the staff member obtains permission to act" does not clearly identify whom the permission is obtained from). Text within the table of steps should default to the top of the cell.

Below is an example of a summary statement and a Required Procedure from Section 1. Scheduling Critiques of the Critiques Subject Area.

Required Procedure

Conduct critique meetings as soon as practicable after the event or situation is stabilized, or after a successful special effort is completed, preferably within 24 hours. Staff perform the following steps when scheduling critiques. 
	Step 1 
	The Line Manager designates the Critique Leader.

Note: The Line Manager may be the Critique Leader.

	Step 2 
	The Line Manager determines the level of rigor and comprehensiveness in which to conduct the critique, and charges the Critique Leader on the tasks to be performed, expected outcomes, and time frame for completion.

	Step 3 
	The Critique Leader schedules the time and place for the critique meeting.

Note: Schedule the critique in a meeting room or at the scene of the event.

	Step 4 
	The Critique Leader invites the following staff, depending on the circumstances:

· A facilitator (may be the Critique Leader)*;

· A scribe (to record meeting minutes/notes and prepare the critique summary)*; 

· All staff involved in the event or operation*; 

· Witnesses to the event*; 

· A report originator for reportable occurrences such as Radiological Awareness Reports (RAR), Occurrence Reporting and Processing System (ORPS), and Noncompliance Tracking System (NTS); 

· Appropriate subject matter experts;

· Supervisors of the staff who were involved in the event or operation; 

· The DOE/Brookhaven Group (BHG) facility representative. 

* Required team members

Note: The Critique Leader's Checklist may be used to organize and control the critique process.

Note: See the Radiological Awareness Reports Subject Area, Occurrence Reporting and Processing System (ORPS) Subject Area, and ES&H Standard 1.1.1, Price-Anderson Amendments Act Compliance Validation and Noncompliance Reporting Program for guidance on reportable occurrences.

	Step 5 
	The Critique Leader requests team members to bring relevant items to the critique meeting, such as

· Written personal statements completed by involved staff (if deemed needed by Line Manager or Critique Leader); 

· Procedures or other documents that control the work related to the event; 

· Supporting materials such as documents, records, photographs, design drawings, logs, and parts, as appropriate. 

Note: The Witness Statement Form from the Investigation of Incidents, Accidents, and Injuries subject area may be used as a tool for written personal statements.


· Use bullets to set off points within a step in the list of steps. You can indent bullets under one another, but only if they are not separated by a hard return. Follow the format above.

· Only link exhibits, subject areas, and other documents the first time you mention them in the steps.  Thereafter, if you repeat them, do not link them.

Subsections

Below is an example from the Groundwater Contingency Plan Subject Area of the format for subsections in a subject area. 

· Do not list the subsections on the Contents page of the subject area.

· If there are different guidelines for each subsection, list them under Guidelines for that subsection.  If the Guidelines pertain to all subsections, follow the regular format for Guidelines in subject areas.

· Insert anchors for the title of each subsection.

· Use Heading 2 in Dreamweaver for the headings of the subsections.
Required Procedure

The Discovery of Groundwater Contamination contains five subsections: 

1.1 Categorizing Results

1.2 Discovery of Groundwater Contamination for Category 1 Results 

1.3 Discovery of Groundwater Contamination for Category 2 Results

1.4 Discovery of Groundwater Contamination for Category 3 Results

1.5 Discovery of Groundwater Contamination for Category 4 Results 

1.1 Categorizing Results

Hydrogeologists review new groundwater monitoring results for all Comprehensive Environmental Response, Compensation and Liability Act (CERCLA) and facility monitoring wells, and potable supply wells. Results are categorized according to the action levels in the exhibit Guideline Action Levels for Contaminants of Potential Concern.

	Step 1
	The Hydrogeologist reviews verified or validated analytical results.

	Step 2
	The Hydrogeologist categorizes results in accordance with the exhibit Guideline Action Levels for Contaminants of Potential Concern.


Guidelines

Guidelines are suggestions or recommendations only, not requirements. Guidelines must not be written in the steps, and they must not be written as requirements. The following are examples of Guidelines: 

All building connections to the BNL Potable Water System should be equipped with a primary cross connection control device, regardless of the hazards posed. Sinks, hose connections, and other point of use connections that have the potential to pose a sanitary hazard should be equipped with secondary control devices.  (Drinking Water Subject Area)

The originator should notify the SBMS Manager that the Approval Form has been signed and submitted to the SBMS Office. (Issue and Decision Paper [I&DP] Subject Area)
Staff should check the following resources for availability of chemicals:

· Pollution Prevention Coordinator and other staff; 

· Chemical Management System Inventory Query Page; 

· CMS Chemical Exchange Page  (Working With Chemicals Subject Area)
If there are no guidelines in a procedure, delete the heading.

References

References include all the external links, links to other subject areas or SBMS documents, or citations that appear within the procedure section.

· Do not list a section or an exhibit that is in the same subject area as the one you are writing. 

· If you link to sections within other subject areas, identify the subject area in the text (e.g., the section on Obtaining Approval for Operational Readiness in the Operational Readiness Evaluation Subject Area. Do not call out the number of the section).  

· When linking to websites in the text, link to the specific page only, not the homepage (e.g., whenever possible, choose a record title and series description from the BNL Site-Specific Records Schedule). However, when you list the website in the References, link to the specific page, then the homepage (e.g., BNL Site-Specific Records Schedule, BNL Records Management Program website).

· List the References alphabetically. Everything listed under References must be within the text of that procedure section and be listed in "References" on the Contents page.

Examples of References are as follows:

BNL Site-Specific Records Schedule, BNL Records Management Program website

Integrated Safety Management System Program Description

Nonconformance and Corrective and Preventive Action Subject Area

ES&H Standard 1.2.1, Corrective Action Management and Tracking for External and Internal Assessments

New York State Department of Health "Cross Connection Control Guide"

Standard-Based Management System Management System Description

Standard Practice Instruction (SPI) 1-02, Signature Authorization

Training and Qualifications Web site
If there are no references in a procedure, delete the heading.
HTML
The META tags of the Procedure Section template contains this code:

<meta http-equiv="Content-Type" content="text/html; charset=iso-8859-1"/>


<meta name="Applicability" content="This information applies to ">


<%=getMetaTags%>

Insert the Applicability statement in the META tags.
<meta name="Applicability" content="This information applies to BNL staff and non-BNL staff who acquire, manage, use, or supervise users of biological materials."> 

<%=getMetaTags%>

The applicability statement must be included as a META tag, in addition to the text of the document. This statement will show up when the document is searched in the SBMS search engine. 

The applicability statement within the META tag cannot contain any HTML code, e.g., do not link to points of contact.

Definitions 

Template file name: z900l011.htm

Only define terms that are used in the subject area. List terms in lowercase and alphabetically. In the table, set the columns to default to the top of the cell.

	Term
	Definition

	integration review
	A review conducted by SBMS, to ensure that the new or revised information does not duplicate or conflict with information presented elsewhere in SBMS.




Exhibits and Forms

Template file names:   z901e011.htm, z902e011.htm, etc.




z901e011.doc, z902e011.pdf, z902e021.pdf, etc.

Each exhibit must have an HTML page (jump page) associated with it. The Contents links to this jump page. 

Exhibits Within the HTML Page

If the exhibit is a simple table or some text, the information can be put directly within the HTML page. If the exhibit is a graphic, it can be put into the HTML page as long as it is printable and viewable on the screen (this translates into approximately 650 pixels in width by 700 in length). Graphics can be in either GIF or JPG format. If the graphic is larger than 650 x 700 pixels, make it a PDF file. The file name for the graphic is the same as the HTML file name, but with a different extension. For example, the file name for a graphic associated with exhibit 1b01e011.htm would be 1b01e011.gif.

If there is a GIF or JPG file within the HTML page, use the following format for footers on the HTML page (there are no footers on the graphic itself):

1.0-061999/standard/1b/1b03e011.htm

1.0-061999/standard/1b/1b03e011.gif

Downloadables

If the form or exhibit is a Word (.doc), PDF (.pdf), Excel (.xls), or Powerpoint (.ppt) file, it is considered a downloadable. 

· The file names for downloadables must be the same as the HTML file, but with a different extension. For example, the Word downloadable associated with exhibit 1b01e011.htm would be named 1b01e011.doc.

· If there is more than one downloadable file per exhibit (such as two PDF forms for the same exhibit), then the file names would be 1b01e011.pdf and 1b01e021.pdf. 
· Downloadable files with more than one page must be paginated. 

· Downloadable files must be readable online and printable. 

Links in Downloadables

On the HTML page, link to the downloadable as follows:

The Controlled Document Form is provided as a Word file.

Links should be relative and in this format:  

 /standard/1b/1b01e011.doc.

However, use absolute links (the full path), not relative links, if you use links in Word or PDF documents.

Links to SBMS products must go to production, not authqa. Use this format:

https://sbms.bnl.gov/standard/23/2300t011.htm

Footers in Downloadables

Footers in downloadable files must be formatted as shown below. Use the tab key, not the space bar.

1.0/1b01e010.doc



1




(7/1999) 

1.0 is the revision number; 1b01e010.doc is the file name; 1 is the page number; and 7/1999 is the date the document was first published, or the date of the last major or minor revision.

The footers in Word files must have the revision number and file name justified to the left. The page numbers must be centered (The tab key should take you to the center if you hit it just once). The date must be justified to the right (Again the tab key should take you to the right if you hit it just once).  If the tab key does not take you to the center or the right, use the center and align right buttons.

Footers in Word files must be formatted as above to prevent problems in testing. 

Properties and Document Information

In the "title" field of "properties" for Word files or "document information" for PDF files, type the title of the exhibit/form as it appears in the subject area.  In the "subject" field, type the title of the subject area. 

Revision History

Template file name: z900a011.htm

The Revision History is the section of the subject area that lists the date the subject area was first published and the dates on which major revisions were published. It briefly describes the new subject area and the major revisions and lists the responsible management system. If the subject area is replacing a legacy document or old procedure, it specifies which one(s).  When a new subject area is published, this description is e-mailed Laboratory-wide. When a major revision is published, this description is e-mailed to all subscribers to the SBMS Change Notification Subscription Service.

Below are examples of Revision Histories from two new subject areas, Issue and Decision Paper (I&DP) and Working With Chemicals.
Revision History of this Subject Area

	Date 
	Description 
	Management System 

	September 2001
	This subject area describes the procedures for developing Laboratory-wide Issue and Decision Papers (I&DPs) and SBMS I&DPs.

It includes the process for submitting, reviewing, and approving I&DPs. It also discusses the procedure for reaching closure on and recording final decisions made by the Laboratory Director.
	Integrated Planning


Revision History of this Subject Area

	Date 
	Description 
	Management System 

	October 2001
	This subject area describes the guidelines and procedures for working with chemicals at Brookhaven National Laboratory (BNL). It provides information and links to many resources that are designed to aid BNL chemical users, who acquire, manage, use, supervise use, or store chemicals, with essential guidance for chemical safety. It encompasses all components of the BNL Chemical Safety Program, ranging from initial work planning process to disposal.

This subject area replaces ES&H Standards 2.1.0, Hazard Communication Program and 2.1.1, Laboratory Chemical Hygiene Plan.
	Worker Safety and Health


The following is an example of a Revision History for a major revision to the Calibration Subject Area. 

When you make a major revision on a "child," also revise the "parent" Contents and Revision Histories.

Revision History of this Subject Area

	Date 
	Description 
	Management System 

	March 2001
	This subject area was rewritten to clarify roles and responsibilities of staff involved in the three calibration approaches practiced at the Laboratory:

1) Equipment Calibrated by an Off-Site Supplier;
2) Equipment Sent to an On-Site BNL Organization for Calibration; and
3) Equipment Calibrated within a Department, Division, Project.

The following sections were deleted: Determining the Need to Calibrate Equipment; Entering Equipment into the Calibration Program; and Handling of Lost, Damaged, or Out-of-Tolerance Equipment.

The section Establishing a Calibration Program was revised and renamed Determining if Calibration is Required, the section Calibrating Equipment was revised, and the section Issuing, Using, and Recalling Equipment was renamed to Scheduling Equipment for Recalibration. Four new exhibits (BNL Statement of Work for Calibration of Balances and Micropipettes, BNL Statement of Work for Calibration of Balances and Micropipettes Balance-Micropipette Information Form, Quality Control Self-Adhesive Labels, and Quality Control Tags) were added. Three exhibits were deleted (Technical Requirements for Calibration Form; DOE-STD-1054-93; and M&TE Issue Control Form).

The Calibration Equipment Information Form was consolidated into one page to facilitate its use.

The narrative on how the Graded Approach is used to identify equipment to calibrate was clarified.

Guidelines were added to help users address common calibration issues.

The Calibration Flowchart was revised to reflect the changes in the subject area.
	Quality Management

	March 1999
	This information was developed by a team using the process for Standards-Based Management System development. This subject area is a replacement for BNL-2AG-901, "The Calibration and Control of Measuring and Test Equipment," BNL Quality Assurance Manual.
	Quality Management


Summary of Subject Area
Write a brief summary of the subject area.  Summaries are used as mouseovers on the SBMS homepage under Browse Titles. Use no more than 100 characters for the summary.  Use the active voice. Follow the examples below:

· Handle, use, and dispose of beryllium - Beryllium Subject Area

· Prepare, conduct, document environmental assessments, and correct deficiencies - Environmental Assessments Subject Area

· Comply with requirements on wastewater effluents generated by Laboratory operations - Liquid Effluents Subject Area

· Assess and control potential hazards associated with static magnetic fields - Magnetic Fields, Static Subject Area

Include the summary under Special Instructions on the change package.  See the section on Change Package Memo for more information.

Short Title of Subject Area

If the title of the subject area is longer than 35 characters, shorten it so that it fits under Browse Titles on the SBMS homepage. Use common abbreviations and the ampersand, if necessary. The following are examples of short titles:

Full Title







Short Title

Occurrence Reporting and Processing System (ORPS)

ORPS

Roles, Responsibilities, Accountabilities, and Authorities (R2A2)    R2A2

Storage and Transfer of Hazardous Materials



Storage & Transfer of Hazmat

See the SBMS homepage for more examples.
3.  General Instructions for All Files
Effective Date

Effective Date is the date the subject area goes onto the production server for new subject areas (month and year, e.g., July 1999). It is changed for the latest major revision.

Link Format

The following are pathways to use for links.

To sections or exhibits within the same subject area, use:
/standard/1b/1b01d011.htm

*To a private subject area, use:
/private/standard/1b/1b00t011.htm

To other SBMS documents, use:

/ld/ld08/ld08t011.htm

To external links, use:

http://www.epa.gov

*Any links to documents that reside on the "private" server must contain a footnote that says 

*Access Limited to BNL Staff and Authorized Non-BNL Staff. 

Let readers know what they are linking to, e.g.,

See the exhibit on Examples of Exclusions for examples of conferences that are

excluded from DOE's requirements.

... identify the potential lessons learned (see the Lessons Learned Subject Area), 

Make sure readers know when a link takes them out of the subject area they are in, e.g., 

Refer to the section Occurrence Notifications of the Occurrence Reporting and Processing

 System (ORPS) Subject Area for information.

Capitalize as you would for any heading, e.g., the Regulated Medical Waste Subject Area. Within a file, you only need to make a link to a file the first time a document or subject area is referenced within the text.

External Link Approval and List

The Senior Editor must approve the use of all external links in subject areas. Update the list of external links on the authqa as you write subject areas. The file is located on the author site at /links/salinks.htm. For external links, consider the stability of the site for maintenance purposes.

On the list of external links, include a webmaster or point of contact (POC) for the external link. Ask the SME for the webmaster or POC if one is not obvious on the home page of the external link. We need a webmaster or POC to contact if the link should break. 

Point of Contact (POC) 

Obtain the titles of the points of contact from the SME. E-mail the name and position title to Patty Ennis. She will update the Contact List.  She will send a status report through the task list after she adds the POC to the Contact List.    

For example, to link the POC "Records Manager Program Supervisor" to the Contact List, check the Contact List for the code. Go to the Contact List Index, click on the letter "R", then click on "View" menu, then  “Source.”  Scroll down the page to the following code:

 <TR VALIGN=TOP BGCOLOR="#FFFFFF"><TD><MENU><ANAME="RECORDSMANAGEMRECORDSMANAGEM2"></A>-Records Management Program Supervisor&nbsp;&nbsp;&nbsp;&nbsp;</TD><TD NOWRAP><A HREF="mailto:wood@bnl.gov">Wood, Corene</A>&nbsp;&nbsp;&nbsp;&nbsp;</TD><TD NOWRAP>631-344-5070</TD></TR>  

Copy only RECORDSMANAGEMRECORDSMANAGEM2 (i.e., the text within the quotes). This is the code for the link you will need to put in the subject area.

Return to your subject area and click on the POC link.  You will see /ypages/yp00d011.htm?A= appear in the Dreamweaver link box.  Place the cursor in the link box after the = and paste RECORDSMANAGEMRECORDSMANAGEM2, then type #, then paste RECORDSMANAGEMRECORDSMANAGEM2 a second time:

RECORDSMANAGEMRECORDSMANAGEM2#RECORDSMANAGEMRECORDSMGEM2

Links for POCs from SBMS documents to the Contact List must go to the individual listed in the Contact List. In certain instances, it will be necessary to go to the "major heading" of the listing, because sometimes the document points to a "group" of individuals and not one person.

Notes

Note: The word "note," followed by a colon, is bolded. Notes are generally voluntary guidance within a step.
Numbers/Symbols
Use html codes for symbols, if possible. For example, to write 200°F, write the following in the HTML code:
200&#176;F (no spaces necessary)

For 10 4: 
10<sup>4</sup>

For 10 b:
10<sub>b</sub>

	HTML Code*
	Symbol

	&#034;  or &quot;
	"

	&#035;
	#

	&#037;
	%

	&#038;
	&

	&#060;
	<

	&#061;
	=

	&#062;
	>

	&#124;
	|

	&#149;
	

	&#181;
	µ

	&#176;
	°


View the text through the browser. The symbols will not appear in Dreamweaver.

Headings

Use "Format" in Dreamweaver to set headings (e.g., Headings 1 - 4).

Change Packets

After you write the subject area, prepare a change package.  See 5. Making Changes for information on preparing change packages.
After Publication 

After the subject area is published, categorize it and ensure section 9 of the Management System Description is updated.

SBMS Categories

Review the list of SBMS Categories (https://sbms.bnl.gov/ch01d011.htm). A subject area may fall into one or more categories.  E-mail the SME with your suggestions for categories. After you obtain the SME's approval, e-mail the categories to Patty Ennis. She will add the subject area to the Categories and send a status report through the task list after she adds the subject area.
Management System Descriptions

The title of the new subject area must be added and linked to the list in Section 9 Other Supporting Information of those subject areas maintained by the management system. Look on the contents page of the subject area or in its Revision History for the Management System. Below is an example of section 9 from the Human Resources Management System Description  (MSD).

This Management System also supports the following subject areas:

     Guests and Visitors 

     Performance Appraisals 

     Performance Goals and Measures for Employees 

     Roles, Responsibilities, Accountabilities, and Authorities (R2A2)

E-mail the information for revising the MSD to Patty Ennis.  She will make the revision.
4.  Style 

Abbreviations
Spell out all abbreviations the first time you use them within each file, e.g., Integrated Assessment Program (IAP). Use IAP thereafter.

Whenever practical, do not abbreviate nonstandard terms. If you do abbreviate them, spell out the full term in each section. Include abbreviations in the Definitions section when it makes sense.

Use the abbreviations

e.g., (for example, which includes only a few items) 

i.e., (that is, which explains the concept in different words or includes the full listing of examples).

5 ft, 1.5 meters, 1.5 m - Use the abbreviations as always, with numerals for measurements. Use metric, with nonmetric in parenthesis, if called for.

Capitalization
Headings: Capitalize all words in headings or captions except articles, conjunctions, and prepositions less than five letters. An exception would be a heading or caption where you have both "with" and "without;" you should capitalize "with" to be consistent.

Job Titles: Capitalize titles, e.g., Laboratory Director, Director of Communications, Safety & Health Representative. Use titles, not names.

Commas

Use serial commas: the pencil, the pen, the computer, and you.

Word Usage


Use this column



Do not use this column
Department Chair



Department Head

Division Manager



Division Head


Level 1 Manager



Level I Manager

Level 2 Manager



Level II Manager

flowchart




flow chart

online





on-line

on-site





on site

off-site 




off site

website




web site

5.  Making Changes

SMEs electronically send revisions to SBMS documents to the Senior Editor.  The Senior Editor forwards the files to Patty Ennis, who puts them on the task list. The Senior Editor, along with the SME, determines whether the change will be major or minor. The files must be refreshed before a change to an SBMS document can be made. Refresh the files according to the procedure on DONT. Keep track of your work on the task list. 

Minor Changes

· Update the task list. Put your name in the owner field.

· Refresh files.

· Revise the files. 

· Change the footer date to reflect the latest revision number in only the files that were changed. For example, the footer 1.0-061999/standard/1b/1b03e011.htm would be changed to 1.1-112001/standard/1b/1b03e011.htm (the revision number and date are revised). Do not change the Effective Date for minor revisions on existing files.  However, if new files or exhibits are added, the Effective Date must be the date that the new files are published on the production site.

· Do not revise the file names. The file naming convention is not associated with the title of the section of the subject area or title of the legacy document.

After you complete a minor revision, do the following:

· E-mail the SME with the URLs of the files that you changed. Ask him or her to review the changes and to let you know if the revised document can be published. 

· Update the task list with the status of the revision.

After the SME approves the revision through e-mail, do the following:

· Prepare a change package.

· E-mail the package and the URL to the revised document to Lora Craig with a cc to Kathy Vivirito and Jeff McGarrah for testing through the task list. Every tenth minor revision is tested. However, if you think the minor revision does not need to be tested, note this in the change package and in the e-mail to Lora.

For information on change package memos, see Change Package Memo below.
Major Changes

· Update the task list. Put your name in the owner field.

· Refresh files.
· Revise the files. 

· Change the footer date to reflect the latest revision number in only the files that were changed. For example, the footer 1.0-061999/standard/1b/1b03e011.htm would be changed to 2.0-112001/standard/1b/1b03e011.htm (the revision number and date are revised).  However, you must also change the footer on the Contents page.

· Change the Effective Date for only the files that were changed.  If new files or exhibits are added, the effective date must be the date that the files are published on the production site. However, you must also change the Effective Date on the Contents page.

· Revise the Revision History (for Subject Areas) or About file (for Legacy Documents, Management System Descriptions, and Program Descriptions) with a brief description of the change. This description will be used as the text for the e-mail message sent to staff to notify them of the change.

· Do not revise the file names. The file naming convention is not associated with the title of the section of the subject area or title of the legacy document.

· Update the META tags in the file for the About file of Legacy Documents, Management System Descriptions, and Program Descriptions.  For example, the following shows the update for "major revision 2.0":

<META NAME="MajRevision" CONTENT="2">

<META NAME="MinRevision" CONTENT="0">

After you complete a major revision, do the following:

· E-mail the SME with the URLs of the files that you changed. Ask him or her to review the changes and to let you know if the revised document can be published. 

· Remind the SME to complete the Approval Form and Issue & Decision Paper (I&DP).  Schedule the SME to present the I&DP at the next SBMS Steering Committee. The Committee meets the first and third Wednesday of every month. Notify the SBMS Manager of the date the SME will present the I&DP. The Approval Form and I&DP must be sent to the SBMS Office the Wednesday before the SBMS Steering Committee meets.

After the SBMS Steering Committee approves the revision and we receive the signed Approval Form and I&DP, do the following: 

· Prepare a change package.

· E-mail the change package and the URLs to the revised documents to Lora Craig for testing, through the task list.  Two of every three major revisions are tested.  However, if you think that the revision does not need to be tested, note this in the change package and in the e-mail to Lora.

· Include the Senior Editor on the "cc" field of the e-mail message. 

The SBMS Steering Committee must approve major revisions. The I&DP must be signed by the Laboratory Deputy Director. A major revision will not be published without the Approval Form and without the signed I&DP. 

For information on change package memos, see Change Package Memo below.

Change Package Memo

Change package memos must be prepared for new and revised SBMS documents. 
New Subject Areas and Other New SBMS Documents

· List all files.

· Note any documents that must go online concurrently with the new document.

· Identify dummy pages that may need to be created. For example, Lora Craig may need to create a dummy page for a subject area that is not developed yet.

· Include the summary and short title of a new subject area.

· Note any special instructions, e.g., private files.

· Note that all files must be added to the Products Table.

Revised Documents

· List files that need to be deleted from production or any new files that must be added.
· Note any documents that must go online concurrently with the revision.
· Identify dummy pages that may need to be created. For example, Lora Craig may need to create a dummy page for a subject area that is not developed yet.
· List changes in titles so that Lora can revise the Products Table.
· Note any special instructions, e.g., private files; if you think a revision does not need to be tested, write:  Do not send this to test.
6. Checklist for New Subject Areas

The Senior Editor, Writer/Editor, and Administrative Support staff use this checklist as a tool for writing a new subject area.

Title of Subject Area
	
	Senior Editor assigns code to new subject area. 

	
	Writer/Editor creates folder for new subject area using the z9 templates. Ask Administrative Support to add title of subject area to the authqa products table.

	
	Administrative Support adds title and code and notifies writer.

	
	Writer/Editor inserts Applicability statement in the code for each section.

	
	Writer/Editor adds titles of exhibit or form and subject area in the properties or document information for downloadable files.

	
	Writer/Editor e-mails the title and name of the point of contact (POC) to Administrative Support.

	
	Administrative Support enters POC into the Contact List. 

	
	Administrative Support informs writer that POC is on the list.

	
	Writer/Editor inserts POC in subject area.

	
	Writer/Editor has external links approved by Senior Editor.

	
	Writer/Editor updates external links list at links.salinks.htm.

	
	Writer/Editor writes overview for each section.

	
	Writer/Editor writes summary of subject area (no more than 100 characters).

	
	Writer/Editor shortens title of subject area, if necessary. (Short title must be no more than 35 characters).

	
	Writer/Editor inserts dates on footers of all files.

	
	Writer/Editor inserts effective date on all files.

	
	Writer/Editor makes sure all links work.

	
	Writer/Editor ensures Applicability statements are correct.

	
	Writer/Editor creates change packet. Include summary and the short title of the subject area in the Special Instructions.

	
	Writer/Editor categorizes subject area. Seek approval from SME.

	
	Writer/Editor e-mails Administrative Support the categories.

	
	Administrative Support enters the categories into the Category Editor.

	
	Writer/Editor forwards information to Administrative Support for updating section 9 of the Management System Description (MSD) that supports the subject area. 

	
	Administrative Support updates MSD.


7. Criteria for Testing

This section contains the criteria that the tester uses to test SBMS products. Use this as background information only.

	Criteria for All BNL SBMS Products

	All documents will contain an “effective date” in a month/year format-spelled out (exceptions include TOC for Legacy Documents, Search page, Instruction page, FAQ page, and About files) that corresponds with the last major revision date for the file.

	The About page will provide a brief description of major changes (exceptions include TOC for Legacy Documents, Search page, Instruction page, and FAQ page).

	Filename will be left justified (e.g., 1.0-61998-/standard/1a/1a00a011.xxx) - for htm

Filename will be left justified (e.g., 1.0/1a00e011.xxx) - for downloadables

Effective dates for downloadable files will be right justified (6/1998)

Note: On major revisions that involve downloadables, associated htm files will be included only if they are feeder pages only without any other information on them (i.e., instructions, etc.)

	Multi-paged downloadable forms will contain pagination

	Acceptable document file extensions, for documents going into SBMS, will include htm, pdf, doc, dot, xls, gif, jpg, sqw, ppt, xlt, dbf.

	Hypertext links will be functional in the files of the document being revised (for subject areas) and the section being revised (for Legacy Documents). 

	Links to other SBMS documents will be relative (/product/product item/filename) except for the Go To Previous/Go To Next links and anchor links as these are filename only.  Note: Legacy Documents links do not have to be relative, only functional.  Links to private documents residing on the private side will be /private/product/product item/filename.

	Links prefaced with //intranet/bnl.gov/ will NOT be tested for functionality by non-BNL staff due to the fact they are behind BNL’s intranet firewall and selecting the link will result in a “Document Not Available” or similar error message.

	All downloadables and exhibits will be readable online and printable.

	Change Packages will list all files affected by the change and will contain the following file categories: Added, Revised, Deleted.

	Position titles (e.g., POC) linked in SBMS products will be listed in the SSD and linked directly to the appropriate letter.

	Exceptions will be handled on a case-by-case basis and will be listed on the Change Package as Special Processing Instructions.


The following are to be added to Product-Specific Criteria

	Top of screen bars will contain the information in the following order: 

· Subject Areas: subject area title - section/exhibit: filename (w/o extension)

· MSD: title

When doing a major revision on a subject area, the TOC and About files must reflect the revision.

When doing a major revision to a daughter subject area, the parent's TOC and About files must reflect the revision.
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