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File Naming Conventions 

One of the most critical components of uploading evidence is naming the PDF file in a manner that is easily 
recognizable to various people who will be working on the self-study. Please see the naming conventions 
below. Note: Dates below are formatted as YYYYMMDD. Documents with no publication dates should 
include the date of access. 

Evidence Type Format Example 
Agenda 
    
   Board Agenda 

Committee Abbreviation-Agenda-Date 
 
SMCCCD-BoardAgenda-Date 

SPARC-Agenda-20170223 
 
SMCCCD-BoardAgenda-20181010 

Board Policy SMCCCD Board Policy-Policy #-Year 2-digit day SMCCCD-BoardPolicy2.31-201306 

Contracts SMCCCD-Contract Name-Year SMCCCD-CSEA Contract-2016-19 
Course Outlines 
of Record 

Course Prefix Name and Number-Document Type-Date 
of Approval (on Curricunet listing) 

ACTG100-COR-20170301 

CPR Program Abbreviation-CPR-Year ANTH-CPR-2015 
Email Topic-Email-Date TrainingAnnouncement-Email-20170301 
Fact Sheet Title-TermYear SkylineCollegeFactSheet-Fall2016 
Financial District or College-Type of Document-Year or Date SMCCCD-FinalBudgetReport-2015-16 
Minutes Committee Abbreviation-Minutes-Date SPARC-Minutes-20170223 

 
SMCCCD-BoardMinutes-20180825 

Plan Plan Name-Year StudentEquityPlan-2015 
Presentation 
Slides 

Area-PresentationSlideTitle-Year or Date PRIE-IPRACSurveyHighlights-2016  
 
PRIE-CCSSEHighlights-20160216 

Process 
Oriented 
Graphics 

Graphic Name-Year or Date IntegratedPlanningAndResourceAllocation 
CycleGraphic-2016 

Publication Publication Name-Year or Date SLOACFramework-2013 
 
SkylineShines-20120421 

Report Area-Report Type-Year PRIE-CCSSEKeyFindings-2016 
Syllabus Course Prefix Name and Number-Document Type-

TermYear 
PSYC100-Syllabus-Spring2018 

Survey Area-Survey Title-Date or Term Conducted PRIE-ShuttleSurvey-Fall2016 
Misc. 
Documents  
(e.g. templates, 
Program Data 
Packets) 

Committee Abbreviation-Document Title-Year or Date SPARC-CommitteeCharge-2016 

Program Abbreviation-Document Title-Year or Date 
 

PRIE-IRBLetter-20160923 
 
PRIE-AnnualProgramPlanTemplate-2017  
 
PRIE-ProgramData-2017  

  Websites SC-Website-Title of the Website-Date Accessed  
 

  SMCCCD-Website-Title of the Website- Date Accessed 
 
Note: Please take screen shots of the web page to save 
as a document, including the website address and date 
you accessed it. An example is on page two. 

SC-Website-MissionVisionValues-20180122 
 
SMCCCD-Website-DistrictStrategicPlan-
20180214 
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Files can be renamed at any time after uploading to SPOL by right-clicking on the file and then choosing 
Rename File. And if you have any questions regarding naming your document(s), please ask your 
Standard Chair. It’s critically important to get the naming convention correct the first time. 
 

Website Screen Shot Example 
 

Evidence for: Standard IA1 

SPOL Naming Convention: SC-Website-MissionVisionValues-20180316.pdf 

Date Accessed: March 16, 2018 

URL: https://www.skylinecollege.edu/aboutskyline/mission.php 

 

 


