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DOCUMENT NAMING CONVENTIONS

Folder Titles Folder Title(s) Document name
based on DOR Classification based on your need based on conventions

AGD (Agenda) LTR (Letter)

AGR(Agreement) LST (List)

ARS (Action Request) MEM (Memo)

BRN (Briefing Note) MIN (Minutes)

CPA (Cover Page) NTS (Notes)

CON (Contract) PLN (Plan)

DFT (Discussion Draft) POL (Policy)

DKT (Meeting Docket) PRS (Presentation)

EXA (Example) PRC (Procedure)

FRM (Form) RPT (Report) Version:
GRA (Grant) SCH (Schedule) ; i
GUI (Guidelines) SPE (Speech) dejor reVI.SI.On
IDX (Index) SUM (Summary) Minor Revision
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written in CamelCase

o) R
Document Naming Conventions by University of Victoria is licenced under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International License.



http://www.uvic.ca/
http://creativecommons.org/licenses/by-nc-sa/4.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/

