File Naming Plan

FOUR WORKSHEETS / ONE FOCUSED SECTION PER PAGE

Date / reference:

Define the set

File group

Main purpose

Usual file type

Private naming limit

PAPERDAY / Personal, noncommercial use

1/4



File Naming Plan

FOUR WORKSHEETS / ONE FOCUSED SECTION PER PAGE

Date / reference:

Choose the fields

Topic field

Date format

Version field

Status word

PAPERDAY / Personal, noncommercial use
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File Naming Plan

FOUR WORKSHEETS / ONE FOCUSED SECTION PER PAGE

Date / reference:

Try the pattern

Example name one

Example name two

Ambiguous example

Rule to clarify

PAPERDAY / Personal, noncommercial use
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File Naming Plan

FOUR WORKSHEETS / ONE FOCUSED SECTION PER PAGE

Date / reference:

Apply the convention

Files to rename

Current copy marker

Reference location

Next naming check

PAPERDAY / Personal, noncommercial use
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