
Incoming DATE SUBJECT SUMMARY DOCUMENTED BY Hard HARD COPY DOCUMENT NUMBER
Outgoing Sent or 

Received
TEAM TEAM NAME SUBJECT Subject Name TYPE Type Name SEQ If correspondence is from/to 'third 

parties' include 3rd party name.
(Hyperlink) Copy LOCATION 3RD PARTY

Incoming 30/09/1999 abbt  Abbermist Limited ECO Economic LET Letter 001 3rd Parties. Letter of intent to??? Letter of intent Yes
Incoming 30/09/1999 abbt  Abbermist Limited PPL Proposal MET Meeting 001 Meeting Note No
Incoming 30/09/1999 abbt  Abbermist Limited PPL Proposal MET Meeting 002 Minute of Meeting Yes

Ensure "VLookUp" Formula 
is copied down from cell 
above

Ensure "VLookUp" Formula 
is copied down from cell 
above

Ensure "VLookUp" Formula 
is copied down from cell 
above

To add a new record right-click 
this row and select insert.  DO NOT ADD EMPTY RECORDS ABOVE HERE.

CORRESPONDENT IDENTIFICATION

CORRESPONDENCE REGISTER TEMPLATE
abbtCORTPL001

FOR LIBRARIAN ONLY:-
When a document number is issued for the first time enter the Document 
Title but do not Hyperlink until Version 1.0 is received and placed into the 
Document Library's "Current Approved" Folder. 
Then:
1 Highlight Document Title cell
2 Select from standard toolbar: Insert\Hyperlink. 
3 Click on '"Browse for:"     "File" button. 
4 Search for, highlight, then select (OK) the subject file.  

Code for the Team or 
Project involved. Subject short code.

'Type of 
correspondece' code

If 'Team', 'Subject' and 'Type' have been used before choose 
next number in sequence.

Name of Team or 
Project involved.
AUTOMATED

Name/description os 
Subject.
AUTOMATED Name/description 

os Type of 
correspondence.
AUTOMATED
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A B C D E F G H I
P  Organisation ADM Administration DIS Discussion
DELTA00  Project Delta ADV Advertisement EML E Mail
DELTA01  Process Workstream AGR Agreement FAX Facsimile
DELTA02  Delivery Workstream AIS Asset Inspection System INT Internet
PMO  Programme Office ANA Analysis LET Letter
PMO00  Major Activities Plan APA Applications Architecture MET Meeting
PMO01  Three Year Planning APM Application Management TEG Telegram
PMO02  7 Year Plan APR Approach TEL Telephone
T  The Programme ARC Archive
TC.000  Central Area ASM Assumptions
TC.010  Sub Area A ASS Assessment
TC.020  Sub Area B AUD Audit
TS.000  South Area AUT Authority/Authorisation
TS.010  Sub Area A BAD Business Area definition
TS.020  Sub Area B BAG Badge or Logo
abbt  Abbermist Limited BEN Benefits
XNEW   UNALLOCATED BLD Build

0 0 BMG Business Management Group
0 0 BMS Benefits Management Strategy
0 0 BRF Brief
0 0 BUS Business/Business Case
0 0 CAL Calendar
0 0 CAM Capacity Management
0 0 CHA Charging
0 0 CHG Change
0 0 CHT Chart
0 0 CLO Closure Confirmation
0 0 CNT Contacts
0 0 COE Centre of Excellence
0 0 COM Commissioning
0 0 CON Configuration management
0 0 COR Correspondence
0 0 COS Cost

Team codes & names may be either entered 
manually into columns A & B or linked to the Team 
Register.
Preferred option, to ensure consistency and reduce 
errors, is to have A & B linked to the Team Register.

Subject codes & names may be either entered 
manually into columns C &D or linked to the 
Document Library.
Preferred option, to ensure consistency and reduce 
errors, is to have A & B linked to the Team Register.

Type codes & names must be manually entered into 
columns E & F .
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