
Naming Protocols 
 

 
When naming documents, there are some protocols we must follow to help keep the documents 
organized. 

 

How to name the documents: 
We will save the document as what it is. then the date. the initials of person creating the 
document. and the type of extension the document is 
 

For example: Government financials. April 2016. KO. PDF 

 


