1 VQEG Document Naming Convention
Documents can be citable and un-citable. 
· Citable documents must be named according to the VQEG document naming convention. 

· Un-citable documents can be of any format and can have any name. VQEG management may or may not change the document name as appropriate, time permitting. It should however be taken into account that no clear reference to it can be made by another document or when at a different meeting.

Citable documents must be in one of the following formats:

· PDF

· MS-Word

· MS-Excel 

· MS-PowerPoint

· ASCII Text
All citable contributions will be converted to PDF. This is required by Google Scholar.

Citable documents may be accompanied by media files in any of the following formats. 
· AVI – for video

· JPEG – for images

· MP3 – for audio
These must have the same document category, year, and number (see below). 

If the media file is the citable document, then the PDF/MS-Word/etc. file should contain documenting information (e.g., for a recorded presentation, the presenter’s name and subject). This is needed to clarify who made the document and how the material should be referenced.
Naming of documents is as follows:

VQEG-[category]-[yyyy]-[nr]-[name].doc

VQEG-[category]-[yyyy]-[nr]-[name]-[ver].doc

Sections of the Name:

[category]: The ‘category’ indicates the VQEG project association. Possible Categories: VQEG, JEG, 3DTV, HDTV, HYBRID, ILG, LIAISON, MISC, MM, TOOLS, QART
[yyyy]: Year, in four digits

[nr]: Three digit document number (e.g., 001, 002, 003). Numbers start over each Jan 1. Documents could also be submitted to conference call meetings in between face-to-face meetings. A gap will be left after the last document number for a meeting, to allow for errors and changes. 
[name]: Short text string that a person can understand (e.g., ‘Hybrid Test Plan’). This string should not include any dashes (-). 
[ver]: Optional. Used for test plans, final reports, and other documents where versions are created. Format is the string ‘ver’ followed by a number (e.g., ver1.0, ver2.15).  
Input and output documents would not be differently designated in the file name.

Examples: 
VQEG-JEG-2010-021-testplan-ver2.0.doc
VQEG-LIAISON-2011-022-progress on Hybrid validation.doc 

2 VQEG Cover Sheet

All citable documents must be accompanied by a cover sheet. The cover sheet contains the information by which the content can be found by for example a search engine. 
Our goal is to create an updated VQEG website that is compatible with Google Scholar. This will improve the visibility of VQEG citable documents.  Specifically, people who are unaware of VQEG will find our documents. 

The citable document cover sheet must be in one of the following formats:

2.1 XLS Coversheet for Citable Documents -- Preferred

Preferably, the coversheet will be a separate document that is created from the MS-Excel VQEG Coversheet. This will significantly reduce the work needed to make citable documents available on the VQEG website.

The MS-Excel VQEG Cover Sheet contains two columns.  The first column contains labels.  The second column contains your data. Your data will automatically be loaded into the VQEG website’s document database.

This XLS file has been locked, so that the labels cannot be changed. To go from one data field to the next, press tab. Some fields can only contain certain values. Where that is the case, a drop-down list shows the options (e.g., ‘Versioned Document’ must be either ‘yes’ or ‘no’).
2.2 Embedded Coversheet for Citable Document – Second Choice
If you cannot create an XLS coversheet, this same information may be placed on the first page of the contribution. Use the following table. Do not change the left column.

This is not preferred. The problem is that the VQEG administration will need to create a standard MS-Excel VQEG Coversheet. This delays putting your document onto the VQEG website in a citable format. The conversion will be done when time and resources are available.
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2.3 Backward Compatibility: Making Citable Documents from Old Contributions

Old VQEG documents may be made into citable documents as time and resources permit. This will be done by setting the [name] field to the old document name:
VQEG-JEG-2010-021-[old name]

The coversheet information may or may not be entered, because this could lead us to a lot of research about the creators of a document.

Authors of old VQEG documents can help. Please create an XLS Cover sheet for any old contribution that you would like to be citable.

