12 Tips for Naming Conventions

A free for all mentality is quite prevalent when it comes to the naming of electronic file and folders.  The problem stems from the fact that there are no official standards or file naming and storage policies within most organization.  In such instances, management most likely has not taken the initiative to establish folder and file naming conventions that staff members could follow. Most employees will do what they think is best, but without the proper guidance in place the results could be unpredictable and extremely costly. 
1. Keep file names short.  Avoid extra long folder names and complex hierarchical structures but use information rich filenames instead.  

2. Avoid unnecessary repetition and redundancy in file names and file paths.
3. Do not use spaces or other characters such as: ! # $ % & ' @ ^ ` ~ + , . ; = ) ( as an element delimiter in subject title

4. When including a number in a file name always give it as a two-digit number, i.e. 01-99, unless it is a year or another number with more than two digits.
5. If using a date in the file name always state the date ‘back to front’, and use four digit years, two digit months and two digit days: YYYYMMDD or YYYYMM or YYYY or YYYY-YYYY.  Your office may decide on a different date convention, but everyone should use the same convention.

6. When including a personal name in a file name give the family name first followed by the initials.
7. Avoid using common words such as ‘draft’ or ‘letter’ at the start of file names, unless doing so will make it easier to retrieve the record.
8. Order the elements in a file name in the most appropriate way to retrieve the record. Elements should be ordered from general to specific detail of importance as much as possible. 
9. The file names of records relating to recurring events should include the date and a description of the event.
10. The file names of correspondence should include the name of the correspondent, an indication of the subject, the date of the correspondence and whether it is incoming or outgoing correspondence2.
11. The file name of an email attachment should include the name of the correspondent, an indication of the subject, the date of the correspondence, ‘attch’, and an indication of the number of attachments sent with the covering email.
12. The version number of a record should be indicated in its file name by the inclusion of ‘V’ followed by the version number and, where applicable, ‘Draft’.
