Publication Archive CD ROM Format

(TMISD Internal Use Only)

For all completed publications the following materials should be archived on a CD ROM:

· Documents

· doc (Microsoft Word)

· pdf (Adobe Acrobat)

· Images


· jpg (Joint Photographer's Experts Group)

· cdr (Corel Draw)

· psd (Adobe Photoshop)

· autoexec.inf

· autoexec.exe

· autorun.fla

· followme.ico

· index.htm

Every effort should be made to keep all elements required to update publications at a future date. It is not enough to keep the completed Microsoft Word documents.  If images need any modification they should be modified in the original image tool such as Corel Draw (vector graphics) or Adobe Photoshop (raster graphics) and then saved in the jpg format for insertion into document files.
For viewing the list of digital files on CD ROM, use a file naming scheme that sorts in the order that they should appear in the publication:

· 01_cover

· 02_toc

· 03_preface

· 04_c1

· 05_c2

· 06_etc.

CD ROM  cover should be of a generic design.  A common area to write on with a permanent marker should contain NEW and OLD publication numbers, title, and date of publication.

The CD ROM should auto boot and have an HTML start page that links to major folders for easy navigation.

This may seem like extra work at this time but should be very helpful for future publication updates.

