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Filing System

What is the task?

File/Store/Save document electronically in server.

Why does the task need to be completed?

Record keeping purpose.

Whois in charge of completing the task?

Everyone.

When does it need to be done?

Whenever there is document needed to be filed away/stored/saved for future reference.
How does the task need to be done? Use a video &/or use checklist

* Name the document with short but precise/clear description that can best explain the file content. This is so that everyone can easily know
what the file isrelating to from the file name before opening it.

e Always try to keep the file name short because long file name will often cause issue when the file is copied/ relocated. In addition, short file
name allows everyone to easily see the full file name in one view. Comparing to long file name that part of the file name sometimes truncated
due to the column size and it is a hassle to have to make adjustment to see the full file name.
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O Name g odified Type [ Hame Z dffied Ty
MailChimp Tutorizls 019 4:.26 PM File folder MailChimp 30/01/0 11:42 AM  Fil
WordPress Tutorials 12/03/19 4:27 PM File folder WordPress 01/g0 11:51 AM  Fil

%] Color Code- VA Platinum JPG 17/0§19945AM PG File 1. Digital Marketing Services Guide.pdf DI/ 1148 AM - Ac
% Digital Marketing Services.pdf 22/0§1911:48 AM  Adobe Acy Business Facebook Page Creation.do 30/01/Q0 11:56 AM - M
@ How to Check Keyword Rank.do 21/0%/19 4:48 PM Microsoft &___] Color Code - VA Pletinum JPG 7/01/49 %45 AM JP
Q How to Collect Survey Responsequwmy  23/041912:38 PM WMV File 3___] Facebook Ad Campaign Creation.docd B/Q9 451 PM M
it ] How to Create a Business FB Pagddoox  21/0419 4:50 PM Microsoft Facebook Personal Accourt Creation.dpcx /QO11:55AM M
;;] How to Create a Facebook Ad Cafnpai... 21/0§194:51PM Microsoft @ Keyword Rank Checking.docx &49 PM M
i“] How to Create a Personal FB Accqunt....  21/0§19 451 PM Microsoft &J Linkedin Multimedia Checklist.pdf 8 10:52 AM A«
&] How To Create A Survey via Survgy M...  02/0§1911:40 AM WMV File @ Linkedin Profile Checklist.docx 07/09/§8 244 PM M
| How to Suggest A Voutube Playlifwmy  20/1§18 1:33PM WMV File 4| SEO Writing_A Step by Step Guide.dog £53PM M
ﬂ] How to Update Youtube Suggestins...  20/1f18 2:20 PM WMV File L_] Survey Monkey-Sunvey Creation.wmy P40 AM W
A] Linkedin Multimedia Checklist.p 7/0W1810:52 AM  Adobe Ac ,,__] Survey Responses Collection.wmy 1258PM W
-‘ﬂ Linkedin Profile Checklist.docx 7/0%18 2:44 PM Microsoft @ Video Editing Guide.docx e 139 AM M
it | SEQ Writing_A Step by Step Guidddoox 1§19 4:53 PM Microsoft &] Youtube Playlist Suggestion.wmy 1:33 PM W
@ Video Editing Guide.doox F1910:39 AM  Microsoft LJ Youtube Suggestions Update.wmv B 220 PM W
Short filename can be
Filename truncated as it easily view without
Is too long being truncated

e Avoidunnecessary character/spacingin the file name if it serves no purpose and there is no impact without it (E.g. Instead of ‘2014-01-01
- AlA app’, just '2014-01-01 AIA app’ is better, without ‘- * in between date and description. The extra character is just extending the file
name and extra time is spent for typing it.)

e Sample of some useful short names for document description (see File Name Conventions document)

e Depending on the type of the documents, they are stored separately in the below folders respectively.
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1 - Client Data
& | 2 - Reference

& 1 3 - Template

& o 4 - System
& | 2 - Other
& Z - old
» Client Data - All client documents. Refer ‘File Client Document.docx’ and ‘New Client Folder.docx’ procedures.
» Reference - Any documents that are for reference purpose. A collation of information, usually for a regular task. E.g. Contact sheet,
Staff Roles sheet & etc.
» Template - All templates. A template specifies how to present certain information in a pre-set/standardised layout.
» System - All procedures on how to perform a task/do something.
» Other - Any other documents that do not fit any of the above category. E.g. Ad hoc report or Ad hoc project's document
» Old - All old documents that no longer in use but might be revived in future.
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