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Prince George’s Soil Conservation District
5301 Marlboro Race Track Road, Suite 100 - Upper Marlboro, MD 20772
Phone (301) 574-5162 x3 - Fax (301) 574-5156

October 23, 2014

MEMORANDUM

To: Engineers and Patrons

CC:  Steven E. Darcey, CPESC
Executive Director

From: John B. Tarr, P.E. e E,- o
District Engincer

Re: Digital Archiving of Approved Project Documents

This memorandum is intended to provide guidance and clarification on the District’s Digital Archiving
initiative for approved project documents.

In support of its State delegated custodial and operational mandates, and with the view of augmenting the
current suite of services offered to the engineering community and our patrons, the District recently
initiated a long term project to create and maintain a digital database of approved project documents.

Towards this end and beginning in November of this year, a digital (pdf) copy of approved plans and
supporting documentation (computations, reports, illustrations or other relevant information) is for all
projects post approval. The requested digital files can be provided via e-mail, FTP or other pre ferred
media of choice. Please ensure that all plan sheets of a specific plan/ drawing set are combined into

one document,
We ask for your adherence to the following conventions:

|. Digital materials shall utilize the following file naming syntax:
o Plans: <Project Number> <Suffix> <Plan> <Type> <U or R> <Project Namc>
<Approval Date>
Note: U = Update and R = Revision. Applicable to ESC plans only.

i. E.g.: 100-15 CSC Plan ESC U Piscataway Acres 01.05.2014
ii. E.g.: 100-15 CSC Plan SD SWM Piscataway Acres 01.05.2014
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e  Supporting Documentation: <Project Number> <Suffix> <Report> <Type> <Project
Name>
i. E.g.: 100-15 CSC Report Geotechnical Piscataway Acres
ii. E.g.: 100-15 CSC Report SD SWM Computations Piscataway Acres
iii. E.g.: 100-15 CSC Report ESC Computations Piscataway Acres

We greatly appreciated your partnership(s) in this endeavor.

Please contact me should you need additional information and or clarification on any item presented
herein or related thereto.



