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Subject: Document Numbering Scheme 
 
Category: Lease Administration 
 
 
Effective immediately the following procedures are to be followed for assigning new DOC 
lease, license, and outgrant document numbers: 
 
Character Position  Use 
 
1st & 2nd   Last two digits of Fiscal Year 
 
3rd & 4th   Servicing Office 
    EK = ER-Kansas City 
    ES = ER-Norfolk 
    HQ = HQ Silver Spring 
    WB = WR-Boulder 
    WS = WR-Seattle 
 
5th    Program/Bureau Occupying at Execution 
    A = Ocean & Marine Aviation Operations 
    C = NOAA-NOS 
    D = Economic Development Administration 
    E = NOAA-NESDIS 
    F = NOAA-NMFS 
    G = Inspector General 
    H = National Telecommunication and Information Admin. 
    I = International Trade Administration 
    M = Minority Business Development Administration 
    N = National Institute of Science and Technology 
    O = CO-OPS 
    R = NOAA-OAR 
    W = NOAA-NWS 
    X = Bureau of Export Administration 
    Y = NOAA-NFA Organizations 
    Z = Bureau of Industry and Security 
        



 
 
6th through 9th  Sequential Serial Number 
    Starts with 0001 each Fiscal Year or 0200 in Seattle 
 
10th    Assignment Codes 
    I = Interagency (MOA, MOU, ISA, Permits) 
    N = No Cost Licenses 
    O = Outgrants 
    C = Commercial Lease 
    L = Commercial License 
    S = ASOS 
    X = No Cost Leases 
 
EXAMPLE: 
 
Document Number:  08EKW0002C 
 
“08” denotes Fiscal Year 2008 
“EK” denotes ER-Kansas City Real Property Management Division 
“W” denotes NOAA-NWS 
“0002” denotes sequential serial number as the second lease of the Fiscal Year 
“C” denotes a Commercial Lease 
 
The Sequential Serial Number always starts over at the beginning of each Fiscal Year. 
 
The Document Number must have a total of 10 digits. 
 
The five individual Real Property Management Division offices will continue to have and 
maintain their own lease numbering log.  Chiefs or Team leads are responsible for 
assignments and maintenance of the log. 


