Organise Your Content – Level 1 Resource
Name and Date Convention tips and examples
Naming Conventions
The key to implementing good naming conventions for the files in your collection is simplicity and consistency. Whatever convention you decide to use, use it for all your files with no exceptions. 
Something to things about when deciding on naming conventions are;
· Your file names should be as short as possible but still meaningful
· If your files have reference numbers, include them in the file name
· Be consistent
· Ensure the topic of the file is quickly and easily identifiable
Naming convention examples
	File Type and Description
	Example File Names

	Digital image of Edinburgh Castle taken in 2006. Image has reference number ED/4
	· ED4EdinburghCastleImage2006
· EdinburghCastleED4
· ED4EDCastle2006

	Poster Advertising Edinburgh Fringe Show ‘Banana Pants’. Dated 2015. Not yet Catalogued
	· FringeShowBananaPants2015
· BananaPantsFringe
· EdinburghFringeShowPoster2015

	Cassette Tape of oral histories recorded by the history village community group from 2003 - 2007
	· [bookmark: _Int_WoDe88x2]HistVilOralHist
· OralHistories2003.2007
· [bookmark: _Int_l6Rbc0rF]OralHistoriesHisVil


Date Conventions
Dates can be confusing if not expressed in the correct way. Again, consistency is the most important. For example, the standard date convention in the UK is DD/MM/YYYY, while in America it is MM/DD/YYYY. Other point to consider include;
· Do you want to write the month in text format or use only numbers?
· Do you need to use the full date or would part of it be enough (for example using only the year, or only the month and year)?
· Do you have full-date information for your collections?
Date Convention Examples
	24/07/2005
	07/24/2005
	24th of July 2005

	July 2005
	07/2005
	2005




