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Creating Computer Filenames 
I pay attention to how people name their computer files and see every type of approach, some are even humorous.  I have started to classify mistakes that people make, but first let’s see what a good file name looks like.
It should follow these rules:

1. It should be information rich but not too long

2. It should have a date to show the most current version (without having to open it up)

3. There should be no space tabs--many programs do not recognize space characters and certainly not the following:  \ / : * ? " | < >  
4. If there are variations of the document, when saved they should all be clustered in the same area in the directory by alphabetical structure (I will explain that later)
In the “old” days computers only permitted an 8- character filename, so one had to be economical. Now for the errors, which will help you understand these rules better. 
Generic names--I see a lot of files named “Letter 1” or “Invoice 2” or “Report 3.”  Nine months later when you are searching for a particular file, “Letter 6” is not very useful. It does not say who the letter was written to, the topic or the date.  They do have one principle correct—start the filename with a noun—that is, what it is.  Then you can follow it by modifying adjectives and finally a date.  Example:  “Invoice-TTEC-30Nov13.”  Noun-adjective-date. The date should always come last to show version.
I see all kinds of date variations. Is “5-6-05” the fifth day of the sixth month or the sixth day of the fifth month 2005? Remember different countries have different formats, so you never want the reader to be confused. Some use “December 30, 2004” which is descriptive but takes up too much space. The military dating system solves these problems by using a number for the date then three letters for the month followed by the year’s last two digits:  “21May95.” It is compact, descriptive, and cannot be misinterpreted. Because the year is at the end you can quickly scan a long list of similar items to get the most recent version.

Filenames should be a short as possible because when you are searching the whole filename is not always visible, just the first 12 characters or so depending on the system.  The date can be used in place of a version number that some use. Yes, it is version-4 but what date did version-4 come out? Get information rich.
A “sentence” filename is another type of uneconomical usage. These people either take the document title name in full or use a lot more words than they have to describe the file.  Example:  “Vice Chancellors Report to Council on the Curriculum Reforms.” First, we want to shorten it by getting rid of things that are understood but do not need to be stated, such as, “to, on, the” or other conjunctions (for, with, in, and, etc.) or articles (a, an, the). Then we can put the noun first: “Report.” We can get rid of the space bar tabs and add a date.  Rewritten, it would be: “Report-VC-Council-CirriculumReform-3Feb09.” The original format had 60 characters and the new format has 41 characters plus it is more information rich (date added). You can use abbreviations that most users will understand (e.g., “VC”).  Also note the ‘welded’ words used like “CirriculumReform” with no spaces or dashes, just be sure to start the second word with an uppercase letter so it stands out. 

This example also permits the next rule to be used. For instance, another report may be:  “Report-VC-Council-CostReduction-24Jun07.” It would appear right beside the other report in a directory, that is, it would not be scattered, all the VC reports to Council would be alphabetically clustered, therefore easy to find. 
In summary, files names should answer the required interrogatives in each case:  What (noun)-Who (adjective)-Where (adjective)-When (military date format) or other adjectives (To Whom, Topic, Type, etc.), if needed.  If you don’t do this you are forced to open the file to refresh yourself on its contents. 
While the rules showed non-alphanumeric characters you cannot use, you can use the following:  ! @ # $ % ^ & () + _ - + = unless a particular application rejects it when you are trying to save the file. Some systems are case-sensitive and some are not.
You can cut down on the filename length by using directory folders. One folder could be named “invoices” so you would not need to insert that word into the filename. This is OK if you are the only one utilizing the file, but if you are sharing it with others it should be self-explanatory, as others do not have the same directory as you. 
In the end, the best system is one that a total stranger would be able to find anything very quickly on your computer and understand the type of contents of file without opening it. 
