Some Tips on Organizing Your Shared Electronic Files 
Having an established organizational scheme for your office's shared electronic documents allows you to easily retrieve needed files, makes disposition faster and more accurate, saves storage space, and facilitates efficient exchange of shared or working documents. Here are some brief tips to help you better maintain your office's electronic files: 
1. Designate an E-Workspace Coordinator: One key person, such as the administrative assistant or project manager, should control the general administrative needs of the shared electronic workspace. 
2. Develop a Filing Plan: Identify an organizing principle that will make sense to most of the users. The file plan takes into account the business procedures as well as the informational needs of the office to provide a single organizational scheme for ALL documents, regardless of where they are stored. You should apply the headings and topics from the office's paper-based system to the electronic one. 
3. Document the Filing Plan: Keep the file plan as part of the office's policy and procedure manual. It can be applied to all filing systems (paper, electronic, email) and is a great reference and training tool. 
4. Establish Naming Conventions: Most operating systems support long file names (up to 256 characters!), so names for folders can be made meaningful without abstract codes or acronyms. However, it is critical to base names on some type of controlled vocabulary, and to keep them relatively short, especially when organizing a shared environment. Being consistent in naming files and folders has many advantages: 

· Assists in maintenance and disposition 

· Assists in locating files 

· Assists in determining ownership 

· Eliminates use of synonyms 

· Restricts use of personal names 

· Relates to organization's paper records indexes 

NOTE: 

· Use prefixes and suffixes as part of individual document names, and keep an index for quick reference (ex. DFT=Draft; CTR=Contract) 

· Keep dates in a consistent format to eliminate duplicate documents and make searching easier (ex. January= _Jan or _01; Year= _2007 or _07...choose a convention, and avoid using both forms of the date) 

· Remember: SU and Suffolk University are not the same thing to a computer! 

5. Weed Regularly According to the Records Retention Schedule: Creating and using a filing plan based on document function and date will help keep both your paper and electronic systems free of unnecessary or outdated documents. 
6. Actively Oversee the Life of the E-Files: 
· Maintain relevant documents 

· Delete documents that no longer have a useful life: 

· It is recommended that important records —final drafts of reports, meeting minutes, etc.—should be printed out and stored as paper files in addition to the electronic versions. 

· Electronic Records of a temporal nature—memos, notes, personal emails, etc.—should be deleted when no longer needed. 

· Maintain an updated filing plan 

· Train and engage the cooperation of new staff 

· Add new folders for new program areas 

· Go with the paper flow in electronic form 
Helpful Links: 
· Suffolk University's Records Retention Schedule
· (Suffolk university e-mail management and electronic records management trainings)
· The University of Oregon's Files Management Page: Basic files management information with a great downloadable example of a filing plan based on an academic department. 

· Managing Your Emails and Electronic Files: An interactive tutorial from the University of North Carolina at Chapel Hill and Duke University Libraries. 

· Electronic Desktop Management Guidelines from the Harvard University Archives: a guideline that proposes various strategies that workgroups can use to manage the ever-increasing volume of electronic documents. Includes appendices that discuss establishing naming conventions and file plans. 

· Electronic Records Management Guidelines from the Minnesota State Archives. Includes legal framework and definitions of key concepts. 
· Take a look at North Carolina's interactive training on managing e-mail messages.
