NOTE: Add contact or help details for your agency to the email.
1. Make any agency specific changes as required.
1. To email, select the image and copy.  Right click in body of email message and select “Keep Source Formatting” the image should appear fully formatted in the email.



[bookmark: _GoBack]Recordkeeping Email Alert – What’s in a Name?

TIRED OF SPENDING HOURS LOOKING FOR RECORDS?
HAVE NO IDEA AS TO WHAT YOUR COLLEAGUE (OR EVEN YOURSELF) CALLED THAT REALLY IMPORTANT RECORD?
NOT SURE WHAT IS IN THE ADMIN - GENERAL FILE?

The secret is all in the name….
The use of naming conventions helps in locating and identifying relevant records, whether they are hardcopy files, documents registered in an Electronic Document & Records Management System or stored on the network drive.

GOOD TITLES OR NAMES MAKE IT EASIER TO FIND THE INFORMATION YOU NEED NOW AND IN THE FUTURE.

When naming records make sure titles…
· Are meaningful and easy to understand.  Anyone should be able to tell what the record is about by the title or name, not only the person or work area involved at the time the record was created.
· Don't contain vague terms.  Terms like 'miscellaneous', 'general' or 'correspondence' do not provide enough information to show what the record is about.
· Provide details that will distinguish between similar records.  Include additional information such as the date or version.
· Spell out abbreviations and acronyms.  Abbreviations and acronyms can change or lose their meaning over time.
· Use standardised date and number formats.  E.g. use 8-number Australian date format DD/MM/YYYY, or financial year format 2011-2012
· Limit punctuation characters.  E.g. use only Hyphen (-) or dollar symbol ($) when possible.  Do not use underscores.
· Use sentence case in all record titles.  Do not use all upper case and use capitals only for names and titles of people, places, countries and organisations.
· Do not truncate words.  E.g. ‘mtng’ for ‘meeting’. This causes problems when searching.
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NOTE: Add contact or help details for your agency to the email. 

1)Make any agency specific changes as required. 

2)To email, select the image and copy.  Right click in body of email message and select 

“Keep Source Formatting” the image should appear fully formatted in the email. 
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The secret is all in the name…. 

The use of naming conventions helps in locating and identifying relevant records, 
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When naming records make sure titles… 
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Are meaningful and easy to understand.  Anyone should be able to tell what the 
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

Provide details that will distinguish between similar records.  Include additional 

information such as the date or version. 



Spell out abbreviations and acronyms.  Abbreviations and acronyms can change 

or lose their meaning over time. 



Use standardised date and number formats.  E.g. use 8-number Australian date 
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