FILE MANAGEMENT
Protocol for working with files

· Only one person works on a file at a time.

· Use the file naming protocol outlined below.

· The course writer sends files to the development team. Course consultants provide feedback to the course writer in a timely fashion. After this review, the instructional designer and course editor review the completed module for course design issues, substantive editing, etc. and works with writer to resolve.

Tracking Changes:

· Use MS Word’s “Track changes” and “Comments” feature to record changes to documents and to insert short notes. 

Note: “Track changes” works well for revisions to documents where the content is fairly well developed. If there are major issues around content or organization, they are better addressed in a Word Comment or in an email rather than within the document itself. 

File naming protocol

Here is a file naming protocol to use for our documents. (It follows the file-naming convention established for the Instructional Design Group.)
When each of us receives a file for review and revision, we’ll save the file under a file name that includes our initials and the date at the end of the file name to identify our work and any changes made to the document. (Copies of all files are maintained until the project is complete.)

	MS Word file for
	Naming convention
	Example

	Course Guide
	ABCD1234_CG_
	HLTH3611_CG_23JAN2013_LT.doc

	Course
units 
	ABCD1234_UNIT#_
	APEC1651_CU1_14FEB2013_DR.doc

	Final Exams
	ABCD1234_FE#_
	ENGL1061_FE1_15MAY2013_AB.doc



	Assignments
	ABCD1234_ASSIGNMENT#_
	ENGL1061_AS1_19SEPT2013_KW.doc



