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Entity to define the purpose for issuing its tagging procedure (e.g. to assign unique identifiers (“tags”) to components.  State how the tags will be used (e.g., on design documents, for material receipt at a project site, for asset management throughout the life off the building or facility, etc.).  This must be used on Entity’s all Projects. 
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State the scope of what is included.  Define the structures, systems, and/or other components that require a unique identifier to track throughout the design, construction, procurement, commissioning, and operating phases of the building or facility.  If not already stated in the project documents, the scope for assigning tags must be agreed to by the Entity.

[bookmark: _Toc488684316][bookmark: _Toc497473930][bookmark: _Toc535162884]definitions

	Definitions
	Description

	Add any terms that require a definition for consistent use on the left side of this table.
	Add the definition of the term on the right side of the table.
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List any references and/or supporting project documents in this section.  Include the document title along with the document number and revision or other unique identifier (such as published version or date).  References made throughout this document may simply mention the appropriate reference section number (i.e., Reference 4.1, 4.2, 4.3, etc.) without repeating the entire referenced document title throughout the body of this tagging procedure.
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Define the roles and responsibilities for assigning tag numbers.  State whether the Entity will assign tags or delegate this task to the A/E (following the rules in this procedure.)  Also state who will be responsible for updating the tables that will be attached to the procedure (i.e., Entity or A/E) when additions are needed to cover new items not originally anticipated at the initial issue of the procedure.  Outline the process to get the Entity’s approval for any changes to this procedure (including any changes to the attached tables).
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Outline the process to be followed to define the format for tags on the project and obtain the Entity’s agreement.  Some sample formats are given here, but these shall be expanded as needed to conform to the specific needs of a given project.  The number of characters allocated to each section of a tag number may be increased or decreased from the what is shown in the samples below for different component types (e.g., mechanical pump, structural steel, architectural door, electrical cable, etc.).  Even if a recognized identification/tagging system is used, such as the Kraftwerk Kennzeichen System (KKS), the exact formats to be followed for each structure, system, and component tags shall be clearly defined; attachment tables will still be needed because of the wide variations adopted for the KKS and similar tagging methodologies.
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Define the format to be used for system-related components, such as mechanical equipment, lines, valves, ducts, and dampers; electrical equipment and cables that power mechanical components; instrumentation and controls related to system components; etc.  More than one format may be required to accommodate the needs of the project for system tags.
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An example format for a system tag is:  AA-BBBB-CCCC-DDD-E, where:

AA = Unit/Module/Building/Facility Designator (See Attachment 1.)
BBBB = System Code (See Attachment 2.)
CCCC = Component Commodity Group Code (See Attachment 3.)
DDD = Sequence Number (e.g., 001, 002, 101, 102, etc.)
E = Suffix (e.g., A, B, C, etc.  Use only when required to differentiate between otherwise identical components.)

Additional sections may be added to the end of the tag to include more detailed information, such as material/class rating and nominal size.  (See Attachment 4.)  The number of characters allocated for each section of the sample tag above may need to be adjusted for different system tag types on a given project.
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Define the format to be used for non-system-related components, such as structural steel members, concrete walls or floors, architectural doors, electrical raceway (serving multiple systems or non-system components), etc.  More than one format may be required to accommodate the needs of the project for non-system tags.
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An example format for a non-system tag is:  AA-BBBB-CCCC-DDD-EEEEE, where:

AA = Unit/Module/Building/Facility Designator (See Attachment 1.)
BBBB = Area/Elevation Code (See Attachment 5.)
CCCC = Component Commodity Group Code (See Attachment 3.)
DDD = Sequence Number (e.g., 001, 002, 101, 102, etc.)
EEEEE = Part or Mark Number (See Attachment 6.)

Additional sections may be added to the end of the tag to include more detailed information, such as drawing reference/standard detail document number, rating, size, etc.  The number of characters allocated for each section of the sample tag above may need to be adjusted for different non-system tag types on a given project.
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Include attachments as necessary to provide lists that can be used to create the tags described above for a given project.  Each attachment may include multiple lists in order to cover different types of equipment and components in each table.  A sample list of attachment tables to support the tagging methodology (as described above) appears below.  Modify the list of tables as necessary to support the tagging instructions included in the final procedure.  (Sample tables are not included in this template.)

1. Table with List(s) of Unit/Module/Building/Facility Designators (Define as needed for each project.  It could be numerical for unit/module or letter abbreviations of a building/facility.)
2. Table with List(s) of System Codes (Develop abbreviations for all systems needed for the project.)
3. Table with List(s) of Component Commodity Group Codes (Combine a discipline letter along with a component code for each commodity type.  For example, use MP for a Mechanical Pump, or define the pump further using additional characters, such as MPFW for a Fire Water pump.
4. Table with List(s) of Material/Class Rating and Nominal Size Codes (This will be unique for each commodity.)
5. Table with List(s) of Area/Elevation Codes (It is suggested that a grid of the floor area for each elevation be created with a two-character code assigned for each area floor grid location.  Along with a two-character code for each elevation, the four characters will identify each unique volume.)
6. Table with List(s) of Part and Mark Numbers (This will be unique for each commodity.)
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