ABET
Engineering Accreditation Commission

Electronic File Names

1) The names of files containing accreditation documents must include the following information separated by spaces or dashes as described below:

a) Institution Short Name (abbreviation) followed by a dash “-”. The Institution Short Name file is available on the ABET Web Site in the “Information for Team Chairs” secure site.
b) A letter indicating the Document Type, e.g.,
i) D for Draft Statement
ii) F for Final Statement
iii) [bookmark: _GoBack]A for Recommended Actions Form (A302)
iv) P for PAF
v) For Interim Report, place “IR” and a space in front of D, F, A, or P.
c) Who modified the file (use last name)
d) Date file was modified (separated by dashes “-“ rather than slashes “/”)
e) Version number (1, 2, 3,…) if more than one version is saved with the same date

2) Examples of file names
a) uabcde-D Kenimer 11-20-15.docx (draft statement)
b) uabcde-D Fleahman 12-01-15.docx (above statement edited by Fleahman)
c) ufghij-F Orr 03-11-16 2.docx (version 2 of a final statement)
d) uklmno-A Erevelles 03-02-16.xlsx (A302 Form)
e) uklmno-P Wepfer 10-05-15.docx (PAF)
f) upqrst-IR D Rajala 09-15-15.docx (Interim Report Draft Statement)
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