MQA Evaluator Team File Naming Suggestions
Use a naming convention to make file management easier for everyone as you work on various documents and revisions during the process.

Establish a filename “shorthand” for the team to use for each process stage/deliverable (e.g., KFs, Item11, IndRev, ERM, Cons21, etc.) and communicate it to the team members.

The basic format of the first suggested convention is:

Year

05

A

(for Applicant)

__

number (e.g., 05 for Team 5)

_

Underscore (to separate the parts of the filename)

DocName
e.g., KFs, Item11, IndRev, ERM

_

Underscore (to separate the parts of the filename)

YourInitials
e.g., YI

e.g., 05A05_KFs_YI.doc

For documents undergoing several revisions, add V1 (for Version 1, or 2, or 3) to the end, so YI’s revised KFs would be 05A05KFs_YI_V1.
Some teams use this convention:

DocName
e.g. Key Business Factor Worksheet, Consensus Matrix

Date

011205

YourInitials
YI

Using this file naming convention, YI’s revised Key Business Factor Worksheet would be NewKBFWorksheet011205YI.doc. 
