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Revision History

	Version
	Date
	Description

	1.0
	6/30/05
	Created by Rebecca Northup from rules and guidelines developed during the IMS initial data cleaning activities 

	1.1
	9/12/05
	Added reference numbers to each rule/guideline; reformatted document

	1.2
	10/7/05
	Revised some guidelines to become rules with exceptions

Converted to new rules & guidelines format

	1.3
	1/4/06
	Modified #6 to remove reference to “accepted list of abbreviations and acronyms.”  Modified # 32, 43 and 63 to include reference to commonly used acronyms at DEP.
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Instructions

The following rules and guidelines govern how to format a ME name.  Rules, indicated in the Type column, contain the words MUST, MUST NOT and DO NOT. Guidelines, indicated in the Type column, include the words SHOULD and SHOULD NOT.
General Rules

The following business rules & guideline statements govern the content of all the Managed Entity data components.  

	Number
	Description
	Type
	Topic

	1
	A name component must not contain leading or trailing blanks or multiple character fillers. 

Example:

Acceptable:
Homestead Raceway

Unacceptable:
*** Homestead Raceway ***
	Rule
	Format

	2
	A name component must not contain multiple contiguous spaces.
	Rule
	Format

	3
	A name component must not contain unprintable characters.
	Rule
	Format

	
	
	
	


Name
The following rules govern how to format a Managed Entity Name.
	Number
	Description
	Type
	Topic

	4
	A Managed Entity Name must not exceed 60 characters.
	Rule
	Size

	5
	A Managed Entity name should be created starting with the most "general" (or "larger") component and moving to the more "specific" (or "smaller") item. 

Example:

Acceptable:
I-75 Rest Area – WWTF
Unacceptable:
WWTF for Rest Area on I-75
	Guideline
	Composition

	6
	Managed Entity names should be created using complete words when ever possible unless a rule specifies a standard usage.
Example:

Use "Inc" instead of "Incorporated" 

	Guideline
	Composition

	7
	A Managed Entity name that contains a "sub unit" reference for an Organization should be separated using " - " (space separated hyphen) to increase visibility and improve name grouping on reports. 

Example:

"Bocilla Utilities Inc - RO Water Plant". (Other sub unit examples Include "Department of…", etc.) Replace any slashes used as separators between units and "sub units" with space separated hyphens.
	Guideline
	Format

	8
	A Managed Entity name must not contain a city name unless it is used to form the legal name of the Organization.

Example:

Acceptable:
Miami International Airport


Orlando Hyatt Hotel


Tallahassee Auto Parts

Unacceptable:
AMSOUTH Bank – Gainesville

Exception:

The city name may be used as an adjective in the ME name.


Example:

Acceptable:
Rinker Materials – Sanford CBP

Unacceptable:
Rinker Materials - Sanford


Data Content Rule:
City names may be part of the name when the city address component does NOT reflect the actual ME city. For example: "Tallahassee, City of - Sam O.Purdom Power Plant" has an ME city in St. Marks but an owner city of Tallahassee.
	Rule
	Composition

	9
	Secondary addressing must be moved from the ME name, to address line 2 or to the Directions field in Physical Address.
	Rule
	Composition

	10
	Information that can be stored in an address field, direction field or in the Affiliation data must not be duplicated in the ME name.
Example: 
Acceptable:

Name: 
Atlantic Square Tract A - Road Extension

Address 1: 
SW Corner of Atlantic Avenue & El Clair

Address 2: 
Medical Office Building

 
Delray Beach, FL 33484

Unacceptable:
Name: 
Atlantic Square Tract A Medical Office Building

Address 1: 
SW Corner of Atlantic Avenue & El Clair

Address 2: 
Road Extension

 
Delray Beach, FL 33484
Exceptions:  
If there is no other way to describe an ME then information can be duplicated as necessary to provide adequate details.
The value SR-70 has been duplicated in the example below.

Example:
Name:
SR-70 Drainage Ditch Repair

Address 1: 
SR-70 & CR-54


Mayport, FL 32344

Direction: 
3 miles south on SR-70
	Rule
	Composition

	11
	The following abbreviations should be used to denote directional information: N, NW, NE, S, SE, SW , W, E.
	Guideline
	Composition

	12
	Street types should be fully spelled out or abbreviated according to the approved abbreviations list. The following designations are preferred in their abbreviated form rather than spelled out: Lane = Ln, Parkway = Pkwy, Road = Rd
	Guideline
	Abbreviation

	13
	Any abbreviations used should be in the approved list. Any new abbreviations should be submitted to Data Administration for evaluation and inclusion into the approved list.
	Guideline
	Abbreviation

	14
	The words in a ME name should be sequenced to remove the usage of prepositions whenever possible.
Example:

Acceptable:
SR-123 Grading
Unacceptable:
Grading of SR123
	Guideline
	Composition

	15
	A Managed Entity Name must begin with an alpha character unless the legal name of the entity begins with a number.
Example of acceptable exceptions:

84 Lumber, 7-Eleven
	Rule
	Format

	16
	A Managed Entity Name must not contain quotes unless it is used to designate inches, or with a noun or pronoun case that indicates possession.
	Rule
	Format

	17
	A Managed Entity Name must not contain all numeric digits and/or symbols. 

Exception:

A Managed entity Name may contain numeric digits if they are part of the entity's legal name. For example, 36” Main Sewer Line, Bob’s Auto Parts
	Rule
	Format

	18
	A Managed Entity must end with an alphanumeric character.

Exception:

A Managed Entity name may end with "]" and ")" only.

Example:

I-75 Rest Area Expansion [FDOT 12345-67-890]
	Rule
	Format

	19
	A Managed Entity name must not contain repeat occurrences of the slash (/) character. 

Note: 

All FDOT business rules addressing slashes and additional key words will be applied prior to the generic removal of occurrences of double slashes.
	Rule
	Format

	20
	The Managed Entity name must not contain occurrences of the back slash character "\" in place of the forward slash character "/".
	Rule
	Format

	21
	A space delimited hyphen (“ – “) must be used instead of other separators such as slash ("/"), backslash ("\"), colons (":"), semicolons (";") and the like.
Example:

Acceptable:
I-75 Rest Area – WWTF

Unacceptable:
I-75 Rest Area\WWTF


I-75 Rest Area/WWTF


I-75 Rest Area: WWTF


I-75 Rest Area; WWTF
	Rule
	Format

	22
	A Managed Entity name must not contain "@", use “at”.
	Rule
	Format

	23
	A Managed Entity name must not contain number designations other than the pound sign ("#"). 
Format:

The number symbol must be preceded by a space and have no trailing spaces. 
Example:

Acceptable:
Wal-Mart #1234

7-Eleven #12345

Unit #27
Unacceptable:
Wal-Mart # 1234

7-Eleven No. 12345


Unit 27
	Rule
	Format

	24
	A Managed Entity name must not contain Roman numerals used for annotations to the name such as Lot, Phase, Section or Unit, etc.; instead, use Arabic numerals.

Example:

Acceptable:
Woodridge – Phase 3

Unacceptable:
Woodridge – Phase III 
Exception:

Roman numerals may be used if they are part of the legal name.
	Rule
	Format

	25
	Managed Entity names that specify Section, Township & Range values must be specified as follows and a space separated hyphen must separate the two components of the name.

Format:  - [Sxx Txxd Rxxd]  where


S = Section, 


T = Township, 


R = Range, 


xx = 0-9 digits, 


d = N or S for Township or E or W for Range. 

Example:

Sessa Falls - [S31 T51S R40E] 
	Rule
	Format

	26
	Do not use periods. 
Example:

Acceptable:
Florida Rock Industries Inc

Unacceptable:
Florida Rock Industries Inc.
	Rule
	Format

	27
	The ampersand symbol "&" must be used to denote the last in a sequence.

Example:

Acceptable:
Phase 3, 5 & 7

Unacceptable:
Phase 3, 5 and 7
	Rule
	Format

	28
	Do not use parentheses; instead, use the space delimited hyphen (“ – “).
Example:

Acceptable:
KOA - Campground
Unacceptable:
KOA (Campground)
	Rule
	Format

	29
	A Managed Entity name that contains a reference to an Interstate, Country Road or State Road must be formatted as follows: 
Example:

Acceptable:
I-10, CR-345, SR-567
Unacceptable:
Interstate-10


County Road – 345


State Road 567
	Rule
	Format

	30
	A Managed Entity name that contains a reference to position or sequencing ("first", "second", "third", "fourth" etc.) must use: 1st, 2nd, 3rd, 4th.
Example:

Acceptable:
Woodridge – 1st Phase

Woodridge - Phase 1

Unacceptable:
Woodridge, First Phase

Exception:

Position and sequencing words may be used in the name if part of the legal name. 
Example:
Fifth Third Bank
	Rule
	Format

	31
	A Managed Entity name that contains initials must be separated with spaces, not by periods.

Example:

Acceptable:
W C Fields
Unacceptable:
W.C. Fields

W. C. Fields


WC Fields
	Rule
	Format

	32
	 The Managed Entity Name must be stored in "Proper" (initial) caps with the exception of approved embedded acronyms which will be stored in all upper case.
Example: 
Acceptable:
I-75 Rest Area – WWTF

Unacceptable:
I-75 REST area – wwtf

A set of acronyms commonly used throughout DEP can be found at http://www.dep.state.fl.us/resource/dataadmin/stds_proc.htm

	Rule
	Format

	33
	A Managed Entity name must not contain inconsistent references to "Florida".
	Rule
	Format

	34
	A Managed Entity name must not contain non-standard references to State Road, County Road, and Road. These must be replaced with SR, CR and Rd.
	Rule
	Abbreviation

	35
	A Managed Entity name must contain " & " (space separated ampersand) instead of the text " and ".
	Rule
	Abbreviation

	36
	References to "County" must be spelled out as "County" and not abbreviated to "Co" unless the length of the ME name exceeds the field space and you must abbreviate County to Co.
Example:

Acceptable:
Leon County - WWTF

Unacceptable:
Leon Co - WWTF
	Rule
	Abbreviation

	37
	Usage of FAA Airport 3-letter abbreviations is allowed but must include the text Airport appended directly after the abbreviation.

Example: "Taxiway at Miami International Airport" 
Acceptable:
MIA Airport – Taxiway
Unacceptable:
Taxiway at MIA
	Rule
	Abbreviation

	38
	A Managed Entity name that contains an Organization name must form the first part of the ME name as it is the most "general" or "larger" portion of the name. (see Rule #05)

Example:

Florida Power & Light - RO Facility
	Rule
	Composition

	39
	A Military base used in Managed Entity names is treated as an Organization name and must have the type of military base after the base name as below:

Example:

Acceptable:
Pensacola NAS

Unacceptable:
US Naval Air Station Pensacola
	Rule
	Composition

	40
	A Managed Entity name must not contain the street number or street name. The street number and name must be located in the Address 1 field of the Physical Address. 
Example:

Acceptable:
National Car Rental
Unacceptable:
National Car Rental - 10916 Atlantic Blvd


National Car Rental - Atlantic Blvd

Exception:

The street name may be used as an adjective in the ME name.

Example:

Acceptable:
Brooksville, City of - Cobb Rd WWTF 

Unacceptable:
Brooksville, City of – 297 Cobb Rd WWTF

Brooksville, City of – Cobb Rd
	Rule
	Composition

	41
	A Managed Entity name must not contain a reference to another Managed Entity name.
	Rule
	Composition

	42
	A Managed Entity name must not contain delimited attributes. See Rules #51, #01, #18
Example: 

Acceptable:
Florida Rock Industries – Ocala Plant
Unacceptable: 
Florida Rock Industries ***Ocala Plant***


Florida Rock Industries (Ocala Plant)1
1 - This is an incorrect usage of this option.
	Rule
	Composition

	43
	A Managed Entity name must not contain the Program Area Type code or the Environmental Interest acronyms.

Example: IWW, DWW 

Exception:

A Managed Entity Name may contain authorized acronyms such as "WWTP", "WWTF" or "ICWW" that are a valid component of the ME Name.

A set of acronyms commonly used throughout DEP can be found at http://www.dep.state.fl.us/resource/dataadmin/stds_proc.htm

	Rule
	Composition

	44
	A Managed Entity Name must not contain "NPDES" unless it is required to designate a proper name.
	Rule
	Composition

	45
	A Managed Entity name must not contain synonym references such as DBA, AKA or ALIAS.
	Rule
	Composition

	46
	The Managed Entity name for City owned properties must not begin with "City of", it must begin with the city name followed by ", City of" text.

Example:

Acceptable:
Tallahassee, City of – WWTF

Unacceptable:
City of Tallahassee WWTF 

Exception:

For If text follows ", City of".
	Rule
	Composition

	47
	The Managed Entity name for non City owned properties must not contain the text "City of" and must be in the order of city name” - " and then the text.

Example:

Acceptable:
Pensacola - 12" Pipeline Replacement
Unacceptable:
Pensacola 12" Pipeline Replacement

	Rule
	Composition

	48
	When an Managed Entity name contains a county name, the county name must be the first word, followed by the word "County". 
Example:

Acceptable:
Sumter County I-75 Rest Area WWTP
Unacceptable:
I-75 Sumter County Rest Area WWTP


Sumter Co I-75 Rest Area WWTP
	Rule
	Composition

	49
	Do not use the plural form of words in ME name such as Phases, Stages & Lots followed by a number sequence. 
Example
Acceptable:
Phase 1, 2 & 3
Unacceptable:
Phases 1, 2 & 3
	Rule
	Composition

	50
	A Managed Entity name that contains references to "phase" and "stage" and “lot” must have these placed at end to conform with the "general to specific" guideline (see Rule #5).
Example:

Acceptable:
Big Tree Crossing – Lot #9 Phase 3

Unacceptable:
LOT 9 PHASE III BIG TREE CROSSING
	Rule
	Composition

	51
	The Managed Entity name must not contain asterisk delimited text. 

Example:
**TO CITY LINE**

**DO NOT USE**

**TO KW LINE**

**NOT BUILT**
	Rule
	Composition

	52
	A Managed Entity Name must not contain an inconsistent, non-standard reference to an associated FDOT project. 

Example:

Acceptable:
FDOT I-10 Rest Area East STP

I-275 [FDOT 2584121]

I-95 Landscaping - [FDOT 410679-2]

Note: 

Occurrences of "FIN", "FM", "FPID", "FN", or "FDOT" in a Managed Entity Name are all to be treated as FDOT project references.
	Rule
	Composition

	53
	A Managed Entity Name must not begin with the text "PROPOSED".
	Rule
	Composition

	54
	A Managed Entity name must not contain the text "FORMER", "FKA", "FORMERLY" or "FMR". 

Note: 

An ME Name is interpreted as last known name, not "current" name.
	Rule
	Composition

	55
	A Managed Entity name must not contain permit status information in the name.
Example:
"(PERMIT EXEMPTED)"

"(UN-PERMITTED)" 
	Rule
	Composition

	56
	A Managed Entity Name must not contain status information in the name.
Example:
Acceptable:
Florida Keys Community College
Unacceptable:
Florida Keys Community College 
(INACTIVE, MAY 96)
	Rule
	Composition

	
	
	
	


Short Name
The following rules govern how to format a Managed Entity Short Name.

	Number
	Description
	Type
	Topic

	57
	A Managed Entity Short Name must not exceed 30 characters.
	Rule
	Size

	58
	A Managed Entity Short Name must be stored in UPPER case.
	Rule
	Format

	
	
	
	


Submitted Name
The following rules govern how to format a Managed Entity Submitted Name.
	Number
	Description
	Type
	Topic

	58
	A Managed Entity Submitted Name must not exceed 60 characters.
	Rule
	Size

	60
	A Managed Entity Submitted Name must not contain leading or trailing blanks.
	Rule
	Format

	61
	A Managed Entity Submitted Name must not contain unprintable characters.
	Rule
	Format

	62
	A Managed Entity Submitted Name must not contain multiple contiguous spaces.
	Rule
	Format

	63
	The Managed Entity Submitted Name must be stored in "Title Case" format. (See Glossary) 
Exception:

· Approved embedded acronyms will be stored in all upper case. Example: Shady Grove MHP
A set of acronyms commonly used throughout DEP can be found at http://www.dep.state.fl.us/resource/dataadmin/stds_proc.htm

	Rule
	Format

	
	
	
	


Glossary

	Term
	Definition

	Title Case
	The first letter of every word in a phrase is capitalized except for prepositions. Example: Habitat for Humanity

	
	

	
	

	
	

	
	

	
	


