Guideline

Creating and Maintaining File Naming
Standards

This guideline is designed to assist your unit, not intended to cause you to change your entire way of working. File
naming should be tailored to best suit your working methods. Ultimately, what matters most is agreement on which

standards to adopt, and consistently applying them.
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Examples:
BudgetAnalysis2016-FinService-2017-10-22-DRAFT.docx
BudgetAnalysis2016-FinService-2017-10-22-V3.docx
BudgetAnalysis2016-FinService-2017-10-22-FINAL.xIsx

Elements in a file name should be sorted in the most logical way to retrieve the record, which may differ from
record to record but should not have a negative impact on existing working practices.

How to Proceed
Use the following naming conventions to help your unit establish file-naming standards.
1. Short Meaningful Names

Short file names are preferable because a long file name means a long file path or, when posting a document on
the web, a long URL. This increases the risk of broken links from web pages and error messages when users
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less problematic, but are read differently depending on the environment you use them in. If you use an
underscore, some technologies such as web browsers will combine the characters on either side into one word.
Therefore, reference_data 2019 01_05.doc would appear as referencedata20190105.doc to the browser. You
would have to search for “reference_data_2019” or “referencedata2019” as a query term to find that document.
Where hyphens are seen as separate words by the browser, so reference-data-2019-01-05.doc can be successfully
queried using “reference data 2019”. Another option is that instead of separating the words, each word can be
identified using capital letters to identify the start of each word, known as medial capitals it is also called
CamelCase.

Example:
Instead of naming a document staff appeal.doc or staff_appeal.doc
It can be named: StaffAppeal.doc or staff-appeal.doc

In summary, avoid using spaces and underscores, use CamelCase when possible, use hyphens when CamelCase
will not suffice as in the example of dates.

3. Characters

Use only alphanumeric characters (letters and numbers) in file naming whenever possible. Avoid using special
character marks, such as asterisks, question marks, or periods, which do not transition well if the file is published
to the web.

Example:
Instead of naming a document Budget&FinanceReport~2014~(Draft)
It can be called: BudFinRep2014-DRAFT

4. Numbering

Use two-digit numbers (or more when appropriate) when including non-year numbers in the file name. Using
zero(s) before numbers will maintain the alphanumeric ordering, and assist retrieval by placing the latest files last.

Instead of;
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5. Dates

Year-first dating is used to sort files where it is useful to maintain the chronology of their creation within a folder.
The date format should always follow the style of four digit years, two digit months and two digit days, i.e., YYYY-
MM-DD = 2008-09-01 for September 1st, 2008.

Placing the year first allows for easy sorting (and ultimately easier disposal) by date. This can be very important
with items such as tracking the history of a set of correspondence or when documents relating to regular meetings
held over the course of a year are stored in a single folder.

Instead of: Use:

11Nov2013Minutes.pdf 2004-10-31Agenda.pdf
16Feb2005Agenda.pdf 2005-02-16Agenda.pdf
25Dec2005Minutes.pdf 2005-12-25Minutes.pdf
310ct2004Agenda.pdf 2008-07-04Enclosurel.pdf
4July2008Enclosurel.pdf 2013-11-11Minutes.pdf

(As the system sorts the files) (As the system sorts the files)

Not all dates will require the actual day of creation to be included in the file
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