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€., - What is a Naming Convention?

4 |dentifier

4 Consistency

% Taxonomy
4 7/57.727.6085
3 123-45-6789
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Why have a Naming Convention?

% We need a working naming convention to
ensure that we are unambiguous when
communicating with each other

4 Makes naming of files and directories easy
and predictable.

4 Easier to deal with large numbers of files;
eliminates being overwhelmed and unable to
locate information.

4 Faclilitates the sharing of information.
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Who are we?Who needs to know?

My name is Deborah also known

as Debbie, daughter, wife,
Records Manager, sister, Mrs.
Wolff, dwolff@hampton.gov

We’re known by different names to
different “users,” who have
separate interests

Family Colleagues Officials

This leads to a multiple names and records
which would be very ineffective if we were trying
to run Family, Colleagues & Officials as a single

enterprise — such as a Telecommunications

Company
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These people need to
understand each other, and
have an overview of what it

IS, where it is and what it
does.
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Clarity, Longevity, Usefulness

| need detailed
information

associated with the
name.

A name that
helps me do my
job —one | can

recall and use.

Readily and
easily
identifiable
information.
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How do we create Naming Convention?

4 Files and directories sorted
consistently.

4 Generation of file and directory names
IS straightforward.

4 Parsing of file and directory names Is
straightforward.

4 Regular expressions won't require
complex guoting of special
characters.
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Elements of Hampton’s Naming Convention

Element Name

Example

Description of Need or Use

Date 080101 Display like documents in a logical
. order
Version V03
Type RPT Display the type of document and
: its subject
Title Fort Monroe Reuse Status

File Extension

.doc, .xls, .pdf, .tif, .vsd, .mdb, .ppt,
.pub

This element is provided by the
application when documents are
saved. Itis important to remember
that this element should not be
altered.

080101 vO3 RPT Fort Monroe Reuse Status.doc
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This

Not This

080101 AGN PC

080101 ATT (A or 1, etc.) City Council
080101 MIN Neighborhood Committee
080201 AGN PC

080201 MIN Youth Coalition

1 Jan 2007 Agenda

2008 Agenda Jan 01

Jan 01 07 Minutes
Agenda 020108

February, 1, 2008 Minutes

IT/2009

Naming Convention

Strategic Area
Slide 9



iy

File Edit Wisw Fawvarites Tools Help

! T /? ) search

@ Back - >

Address |9 Zi\Records ManagementPalicy

Folders

[E} Deskiop

= ID My Docurnents

= -j My Computer

“a Local Disk (C:)

DYD-RW Drive (D)
itdepartment on "CityFiles' (I:)

@
=
=
=
public on 'CityFiles' (P1)

dwalff on 'cityfilesiit users' (2:)
1= Admin

I=) Conkracks

Iy eDiscovery

I=) Forms

=) Hampton Motes

) Laserfiche
IE=) Letters
I=) Procedure

i{ﬂ Records Managemenk
125 april RIMM

£ G5-06 Panel

L) Memos

L) Other Program Reference

I EBE

I

Ll

=) Records Destruction
L) Records OLD
50 RM Eng Group
IC53 RPLS
L) Sharepoink
@ =) RFI RFP
I RSM
[ control Panel
=] ‘3 My Network Places

2 Recycle Bin

I3 Tools

2]

EEE
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>

client_setup on 'Documsnt Management ¢
Software on 'Terastation (zghostz) (M)

&

Folders

@D? 12 w01 Transmitkal instructions. doc

0712 v01 Transmittal Sheet.doc

IQJDEBIZII w01 POL DFT Records Management Manual. doc
@0801 w0z POL DFT Records Management Manual, dac
Ig]l:lEil:ll w03 POL DFT Records Management Manual, doc

0501 04 POL OFT Records Management Manual. doc
@0804 w01 Records Mgmk Basics.doc

B seronym List - Clerks OFfice NEED TO ADD.doc
HEoFT appendix J1.doc

WOFT Definitions . doc

B DFT Records SOP.doc

1T Dept OFT e-Discovery Request Procedure.doc
1T Dept DFT FOLA Procedure. doc
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Your Examples

4+ What do you create?

4 \Who accesses this information?
4 How easy Is it to find?

4+ How Is it saved?
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Using Metadata for Retrieval

r G gt MO B E T e fel s G ==t s mi
imeneral | Summary | Statistics || Contents | Custom
Title: RECORDS MANAGEMEMT MAMUAL
Subject: Records Management
Aukhor: Debbie 'Wolff
Manager: IT

COMpanty' ity of Hampton

Cakegory: policy records management
kewwords: | records information management

Comments: | w04

Hyperlink,
base:

Template:  Mormal.dok

|:| Save preview picture

[ ik, ] [ Cancel
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Searching Meta

F File Search %‘
| Basic | Advanced

Search For:

Property: Condition; Value:
Texk or properky LQ |includes

<]

&and Oor add . [ Remove ] [ Remove Al

Cther Search Cptions:
Searchin; Results should be:

|Selected locations m | selected file bypes

V]

| & My Computer (5 of 5) | &
L'EI-] 0801 01 POL DFT Records Management Manual, doc H
=

Resuls:

IE__] 0801 w02 POL DFT Records Management Manual, doc
I!_T'I__] 0&01 »03 POL DFT Records Management Manual.doc
@j 0801 w04 POL DFT Records Management Manual, doc
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