



ROZETTA DOCUMENT FILING PROTOCOL 
File and folder naming conventions are key to maintaining well-organised electronic directory and drive structures. This tip sheet provides examples of naming conventions for Rozetta’s filing system moving forward.  When used consistently this means:
· Files are easily distinguished one from another
· File names are easier to browse
· Retrieval is facilitated for all users (not just the file’s creator)
Filing naming best pratice
· Keep file names short but descriptive (<25 characters)
· Avoid special characters
· Use underscore or dashes instead of spaces or slashes
· Use date YYYYMMDD at the beginning of the document name (ie 20230201_Smith_Letter) – this will facilitate computer aided date sorting)
· For revisions of documentation such as reports, legal agreements etc use a version number (ie V01, V02) at the end of the file nameEXAMPLE

Elements to consider when naming documentation

· Date of creation (putting the date in the front will facilitate computer aided date sorting)
· Short Description
· Work
· Location
· Project name or number
· Sample
· Analysis
· Version number

1.  Keep file names short and relevant.
Avoid using spaces between words. Use underscore (_) or dash (-) instead. Spaces are not supported by all operating systems or by command line applications. A space in a filename can cause errors when loading a file or when transferring files between computers. 
2.  If using a date, use the format YearMonthDay 
Use date YYYYMMDD at the beginning of the document name. This will facilitate computer aided date sorting.
Example: four digit year, two digit month, two digit day): YYYYMMDD or YYYYMM - this will maintain chronological order.
This							Not This
20060304_Agenda					4 March 2006 Agenda
20060324_Attachment					24 March 2006 Attachment
20060324_Minutes					March 24, 2006 Minutes
20070201_Agenda					February 1, 2007 Agenda


3.  Include a leading zero for numbers 0-9.
This will maintain the numeric order in the file directory.
This							Not This
Office_Procedures_v01					Office Procedures v1
Office_Procedures_v010				Office Procedures v10
Office_Procedures_v03					Office Procedures v2

4. Order the elements in a file name according to the way the file will be retrieved.
If records are retrieved according to their date, that element should appear first. If they are retrieved according to their description, that element should appear first. Tip  File names of records relating to recurring events (e.g., meeting minutes, regular periodic reports, budget planning documents) should include both the date and the event.
When deciding the order of the elements, date first will usually be appropriate for events that are time specific and recurring. Event first will usually be appropriate for events that are infrequent.
This						Not This
(/…/Curriculum Committee)			(/…/Curriculum Committee)
20070120_Agenda				Agenda 1 Feb 2007
20070120_Minutes				Minutes 20 Jan 2007
20070201_Agenda				Agenda 1 Feb 2007
20070201_Minutes				Minutes 1 Feb 2007EXAMPLE


This						Not This
/…/Events					/…/Events
Awards_Ceremony_20060630			20051005 Donor Reception
Donor_Reception_20051005			20060630 Awards Ceremony 
Japanese_Delegation_Visit200702		200702 Japanese Delegation Visit

5. Avoid descriptive terms regarding format or version (e.g. draft, memo) at the start of file names.
This						Not This
/…/Publicity/					/…/publicity
Advertising_Draft				Draft_Advertising
Advertising_Final				Final_Advertising
Budget_Report_2005-2006_Final		Final_Budget_Report_2005-2006
Budget_Report_2006-2007_Draft		Draft_Budget_Report_2006-2007

6. The version number of a record should be indicated in its file name by the use of “v” followed by the version number.
This						Not This
Org_Chart_2006_v02				Org_Chart_2006
Org_Chart_2006_v03				Org_Chart_2006_rev
Org_Chart_2006_v04				Org_Chart_2006_rev2

This						Not This
20130420_tina_original.tiff			Tina Original Image April 2013
20130420_tina_cropped.jpeg			Tina Cropped Image April 2013
20130420_tina_mustache.jpeg			Tina Mustache Image April 2013EXAMPLE
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