Recommended Practices for Managing
Electronic Files

(Adapted from Information Management Standards and Practices Division,
National Archives of Canada, May 1996)

To effectively manage electronic documents in shared Local Area Network (LAN) drive space (if no Electronic Document Management System [EDMS], Records Management Application [RMA], or other Content Management software is present), Federal agency offices should set up a standard system for organizing and naming E-folders and E-documents in electronic workspace.  When developing the standard system, first consider the operating system and its particular constraints.  Most operating systems provide for structured names for directories (folders), sub-directories (subfolders) and files (e-documents).
Setting Up Folders by Program/Activity

The first level of organization to be set up should be for the directory structure, including the folder and subfolder levels.  The directory system can be compared to a tree, with folders and subfolders branching off from the main, or “root” directory, resulting in a hierarchical structure.  Folders should be structured to best suit the needs of the work group.  However, using the program/activity structure approach ensures that the documents in the electronic workspace are organized according to the way the department, and consequently the employee, works.
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Documents can then be stored as files under the appropriate folder and subfolders.  Note that folder names do not need to be repeated in the file names. This leaves more characters available to describe documents.  The following principles should be kept in mind when designing the structure for electronic directories.

The structure should be simple and logical.

The arrangement of the folder should proceed from the general to the specific.  In other words, proceed from activity to a subactivity to tasks and subtasks.  For example, proceed from HUMAN RESOURCES to EMPLOYEE TRAINING to SAFETY WORKSHOP.

Clear and consistent terminology should be used to when naming folders and files.  This will permit the originating users as well as others to quickly identify and retrieve documents.  For example, if everyone in the organization uses the term “HUMAN RESOURCES,” avoid using the term “PERSONNEL.”
[image: image2.png]= [ Administration
= £ Budget
[ FY 2005
[ FY 2006
& FY 2007
& (B2 Facllities
£ Bannister Road Building
£ Lees Summit Annex
£ Lenexa Annex
= £ Finance
& Policy
3 Reports
£ Human Resources
= (2 Time and Attendance
£ Biweekly Timesheets
&) Pay Histories




Naming Conventions
Departments should set up standard conventions for naming the folders and the files stored under the folders.  Users should help set up the conventions, ensuring that they meet particular needs.

There are many benefits to establishing conventions for directory and file names.

Documents can be easily and quickly located, in your own as well as someone else’s workspace, in shared workspace, on diskettes, on backup systems, in off-site storage, etc.

Since adopting naming conventions allows employees to recognize documents that others may have filed, they can be re-used, and duplicating someone else’s work is avoided.

The file name can be used to distinguish final versions from drafts.

Use standard abbreviations whenever possible.

The Records Manager can help identify standard abbreviations already in use in the department.

The agency web site and organizational charts and memos contain abbreviations for names of programs, offices, departments and business units.

Department-wide conventions for names of individuals, locations, etc., can be developed and disseminated.

Once you have decided to use the program/activity structure as a model for the electronic workspace arrangement, you will have to decide how to allocate the eligible characters in the file name.  Do NOT change the file extensions when creating names (i.e., leave “.doc,” “.pdf,” “.ppt,” etc., untouched).  Characters can be saved by not repeating, in the file names, words and numbers that are already in the folder names. For instance, in a directory named BUDGET, the word “BUDGET” does not need to be used in the file names.

One example of a naming convention is:
· NAME (File description)—MM-DD-YY (Date)—v(#) (Version number)
For example:
· “Letter Informing Agency of Accessioned Records—05-28-04—v1.doc”
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Document Profile

Many software applications offer the use of a profile to assist in the identification and retrieval of documents.  Items in the profile fields may include description, author, subject, recipient, etc.  Profile fields can often be customized to include fields relevant to individual users.  Fields can often be automatically filled in by extraction from the documents, or through pre-defined defaults.  Profile fields are often able to be queried, assisting in retrieval.
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Disposition
Documents in electronic workspace should be retained only as long as they are needed to meet business and accountability requirements; then they should be disposed of.   An accumulation of outdated electronic document copies drains resources and hinders access to more valuable documents.  When deciding what documents in electronic workspace need to be disposed of, first make sure that the appropriate documents have been included in the departmental recordkeeping system.  Always follow the stated agency electronic records management policy.
1.
Where a recordkeeping system contains records in paper form only, make sure that the electronic documents are printed and forwarded to the custodians of the paper records.

2.
Where a department maintains electronic documents in a departmental electronic recordkeeping system, make sure that copies of documents in electronic workspace are forwarded to that system.

3.
Where electronic workspaces have been designated as an official part of the recordkeeping system, they are subject to the rules and procedures of the records management program.
3

