
Document Naming Tips Sheet 

Records Management 101: Document naming conventions - YouTube 

Watch the above video and create a best practices tips sheet for document naming 
conventions, including the naming elements, underscores, maximum characters, dates and 
revisable documents discussed in the video. List one tip in each text box below: 

Tip for Naming Elements: 

Tip for use of Underscores and other Characters: 

Tip for Maximum Number of Characters: 

https://www.youtube.com/watch?v=rai-fEXqnJ0


Tip for using Dates: 

Tip for Revisable (draft) Documents: 

Tip for Saving Final Documents: 


	Tip for Naming Elements: One tip i have for naming elements, knowing if its a document or its file. Also another thing is it gonna be first draft, second draft or Final. Naming the elements like contract number, account number and project number. Also include a subject and the date for the contract or the project.
	Tip for use of Underscores and other Characters: Under scores help discard the unnecessary spaces in the file name, and make it easier to read for the person who is accesing the file. Contract negotiations help the subject of the document. Adding a date to the file names help keep track when it due or when it needs to be done.
	Tip for Maximum Number of Characters: A tip for maximum number of character is to keep it simple and not name the file the longest name you could file, makes it easier for the person reading it and accessing it.
	Tip for using Dates: When your adding dates to you document or file it will help your boss or the person you are sending, knows when the file was finilized or when the file was handed in.
	Tip for Revisable draft Documents: For revisable documents like presentation, reports and meeting minutes. Working on or sending early documents is confusing and waste of time, indicating the latters like A,B,C,D etc can help review it. Using words and excel can easily be changed.
	Tip for Saving Final Documents: Keeping it simple and making it predictable, the best way to keep it simple is using a contract code like example (XYZ). the document can be finelized by the revisable contract to PDF.


