
The File
Naming Fix
Checklist
A practical guide to organizing messy folders and
creating filenames your team can understand.



AT A GLANCE DETAIL

Who it is for

Time needed

You will need

Privacy

Office managers, operations leads, IT admins and anyone maintaining
shared business folders

20–30 minutes for one folder; around two hours to plan a team rollout

One shared folder, this checklist and optionally your Docupile Folder
Grader result

The checklist reviews filenames only. You do not need to share
document contents.
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Stop guessing which file is which. Identify common naming problems, fix confusing
filenames, and create a consistent system your entire team can follow.



Why file
names
matter

 

How to use this checklist

Run the optional Docupile Folder Grader and record the checks it flags.

Work through all six checks in Part 1. Tick statements that are already true.

Count the unchecked statements and interpret your result in Part 2.

Create a naming standard in Part 3 and introduce it using Part 4.

Recheck the same folder or sample, then record improvements in Part 5.

A folder containing Scan001.pdf,
Invoice_FINAL.pdf and Document
(3).pdf forces employees to open
files just to understand what they
contain. Different naming habits
also make dates, versions and file
types difficult to distinguish.

A useful filename should explain what the document is, which record it relates to, its
relevant date and—when applicable—its version. Start with a single folder rather
than trying to clean up an entire archive at once.
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Part 1 The six-check file naming audit

Choose one folder your team uses regularly. Tick each statement only when it is
already true. Every unchecked statement becomes a practical improvement task.

01. Generic names

HOW TO FIX IT

Names such as scan0042.pdf, IMG_3821.jpg and Untitled.pdf reveal little about the
document. Employees may have to open every file to identify it.

No file has a generic name such as scan, document, file or untitled.

Scanner and camera default names have been replaced.

A colleague can identify each document’s purpose without opening it.

Replace generic names with meaningful identifiers and document types. Example:
scan0042.pdf → C10482-IDDocument-2026-03-04.pdf.
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02. Ambiguous dates

HOW TO FIX IT

Contract-03-04-2026.pdf could refer to March 4 or April 3. The meaning depends
on the reader’s regional date convention.

Complete dates use an unambiguous format, preferably YYYY-MM-DD.

Month names and numbers are not mixed inconsistently.

The meaning of the date is documented for each document type.

Use YYYY-MM-DD for complete dates: Contract-2026-03-04.pdf. Also define
whether the date means issue, signing or creation date.
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03. Mixed date formats

Invoice-2026-03-04.pdf beside Invoice-04.03.2026.pdf or Invoice-Mar-04-
2026.pdf creates inconsistent sorting.

HOW TO FIX IT

The same date format is used throughout the folder.

Dates appear in a consistent position for the relevant category.

Sorting filenames produces the intended order.

Use one date format and the same date position within a document category.
Starting names with YYYY-MM-DD supports chronological alphabetical sorting.
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04. Unclear versions

Agreement_FINAL.pdf,
Agreement_FINAL2.pdf and
Agreement_Updated.pdf do not
reliably show which is approved.

HOW TO FIX IT

Vague terms such as final, latest or copy are not the only version markers.

Revisions follow a standard sequence such as v01, v02 and v03.

Employees can distinguish approved records from older drafts.

Use v01, v02, v03 for revisions, and maintain approval status separately. Example:
C10482-Agreement-2026-03-04-v02.pdf.
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05. Inconsistent patterns

HOW TO FIX IT

Smith Invoice March.pdf and 20260304-SmithInvoice.pdf describe similar records
but use different structures.

There is a documented naming structure.

Filename elements appear in a consistent order.

Separator, capitalization and character rules are followed.

Adopt one order for key elements: ClientID-DocumentType-Date-Version. Keep
separators, capitalization and document labels consistent.
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06. Similar names

HOW TO FIX IT

YOUR AUDIT TOTAL

Smith-Loan-App.pdf and Smith-Loan-App-1.pdf might be duplicates, different
versions or separate documents. The name alone cannot tell you.

Similar filenames contain meaningful distinguishing information.

Potential duplicates are verified before any deletion or merge.

Files are not distinguished only by typos or accidental number suffixes.

Add meaningful distinguishing details such as document type, date or version. Verify
file contents before deleting suspected duplicates.

Unchecked statements: out of 18
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Part 2 Read your result

Choose one folder your team uses regularly. Tick each statement only when it is
already true. Every unchecked statement becomes a practical improvement task.

UNCHECKED INTERPRETATION NEXT STEP

0–3

10–18

4–9

Mostly consistent

Needs attention

Some naming issues

Document existing rules and keep new
files aligned.

Agree on one naming standard before
a larger batch cleanup.

Address the checks with the most
unchecked statements first.
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What should you fix first?

Prioritize filenames that may cause employees to select the wrong document
or revision.

Resolve unclear dates and version labels, especially for important business
records.

Rename frequently accessed generic filenames before tackling long-term
archives.

Prevent new uploads from repeating old mistakes.

These bands are descriptive guidance only—not a legal, regulatory or
compliance assessment.
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Part 3 Build your naming convention

Keep the rule short enough for
employees to remember. For
many business records, a useful
structure is:

Example: C10482-Invoice-2026-03-04-v01.pdf

ELEMENT WHAT TO DECIDE EXAMPLE

Identifier

Date

Separator

Document type

Version

Length

Customer, client, project
or matter ID

One date convention and
defined meaning

Select hyphen or
underscore

A label from an approved
list

Use where revisions need
tracking

Be descriptive without
unnecessary wording

C10482

2026-03-04

- or _

Invoice, LoanApp

v01, v02

Aim under ~60 characters where
practical

ClientID-DocumentType-
YYYY-MM-DD-v01
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Examples of approved document labels

DOCUMENT APPROVED LABEL

Invoice

ID document

Purchase order

Inspection report

Agreement

Employment contract

Loan application

Engagement letter

Invoice

IDDocument

PurchaseOrder

InspectionReport

Agreement

EmploymentContract

LoanApp

EngagementLetter
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Your naming
convention
worksheet

Preferred separator:

Date format and meaning: 

Primary identifier: 

Approved document labels: 

Version format: 

Final filename pattern: 

Final filename pattern: 
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Before and after

BEFORE AFTER

scan0042.pdf

Smith loan app FINAL2.pdf

invoice 3-4-26 (1).pdf

New Doc.docx

C10482-IDDocument-2026-03-04-v01.pdf

C10482-LoanApp-2026-03-04-v02.pdf

C10482-Invoice-2026-03-04-v01.pdf

C10482-EngagementLetter-2026-02-11-
v01.docx

These are examples only. Verify the real document type, date, ID and version
before renaming; do not add sensitive personal information unless your
organization permits it.

© 2026 • Docupile

Compliant - SOC2 Type2 | ISO 27001 | HIPAA 



Part 4 Roll it out so it sticks

Step 1.

Step 2.

Step 3.

Step 4.

Document the rules

Assign an owner

Start small

Protect records

Create a one-page reference showing the pattern, date format, approved
document labels and a few good examples.

Nominate someone to answer naming questions and approve reasonable
exceptions.

Rename the 20 most frequently used documents first, then continue in
manageable batches.

Check links, integrations, retention rules and legal holds before moving,
deleting or mass-renaming files.
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Step 5.

Step 6.

Step 7.

Train the team

Review new uploads

Consider automation

Include the convention in onboarding
and show employees how to apply it.

Check filenames weekly for the first
month and correct recurring issues.

If manual naming remains repetitive,
evaluate naming tools that can apply
your established rules.

Our naming convention is written down and available to the team.

We maintain a short list of approved document types.

One person owns questions and exceptions.

We tested the new pattern on a small batch.

We checked records that need special retention or access controls.

Staff have been briefed, and follow-up reviews are scheduled.

We have assessed whether automated naming would save time.

ROLLOUT CHECKLIST
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Part 5 Track your progress

Re-run the Folder Grader after your cleanup and compare a clearly defined sample.
A higher grade is useful, but the real goal is helping employees identify the right
document faster.

MEASUREMENT BEFORE AFTER CHANGE

Folder Grader grade

Checks flagged (of 6)

Review date

Files checked

Unchecked lines (of 18)

Owner:

Next review date: 
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Five common mistakes to
avoid

Start with one folder

Renaming without confirming the
document’s information.

You do not need a perfect archive to
make progress. Identify the problems,
choose a straightforward naming
pattern, improve the files people use
most and make the convention part
of routine document handling.

Creating abbreviations that only
one employee understands.

Adding so much detail that
filenames become hard to scan.

Treating look-alike filenames as
proof of duplicate contents.

Fixing old files while allowing new
files to use inconsistent names.
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Make consistent naming easier
with Docupile

Docupile helps businesses organize, store and
find digital records. Its AI Auto-Naming and
folder organization capabilities can reduce
repetitive filing work when configured with
appropriate rules and accuracy checks.

This resource provides general file organization
guidance. It is not legal or compliance advice.
Follow your organization’s privacy, retention
and recordkeeping requirements.

Explore Docupile or book a
demo at docupile.com.

4522 Schlipf Rd, Katy, TX, 77493

call: (281) 942-4545

contact@docupile.com

www.docupile.com

Schedule your demo today!

Ready to see it in action?
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