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Subject: File Naming and Directory Structure 
Purpose:  This SOP gives GIS Specialists an efficient, consistent file naming and directory structure that is repeatable, clear, and enables consistent archiving of incident geospatial data. The intention is to allow some extensibility while still meeting the business needs of the GIS function (people, hardware, software, data, and physical location) and those with whom it cooperates.
Scope/Overview: 
This SOP addresses a national interagency GIS information management issue. This SOP is intended to provide a technology-independent standard. While over time changes in technology will lead to different actual structures, the design parameters that represent business needs should remain constant.

The incident directory structure provides a framework for storing and using GIS data and documents, efficiently and in an organized way.  The directory structure is designed to facilitate the job of the personnel on an incident.  Ensuring that all incident GIS files are stored within a standardized directory structure is important because it promotes an efficient workflow and data archival process.

This document is intended to provide standardized file naming and directory filing structure guidelines for GIS data and related documents created and used on incidents managed under the Incident Command System (ICS).  Typically, this structure would be established and used by incident GIS specialists, but could also be used by GIS professionals at the home unit of the incident or other organizations after incident operations are over and the GIS data have been archived.

Specifications: 
The File Naming and Directory SOP and the Metadata SOP are designed so that the file and folder names include basic incident-specific identification information.

File names cannot be longer than 255 characters.
File and folder names must not contain spaces. 
File names for specific layers include descriptive data about the incident.

File names must be complete and stand on their own outside of the file structure.

The following are required name elements for various file types and listed in sequence they should be shown in the file name separated with underscore:
The general format is: {date}{incident information}{other information}
Master map documents (could be an MXD or APR file)
· Year (yyyy) of the incident 
· Incident name 

· Type of map

· Page size

· Orientation of page

Map documents backup files (could be an MXD or APR file)

· Date including year (yyyymmdd)

· Time the file was saved (hhmm 24-hour clock)

· Shift the map will be produced for

· Incident name

· Type of map

· Page size

· Orientation of page

Master Incident geospatial data file (could be a personal geodatabase)

· Year (yyyy) of the incident 
· Incident name

· Incident number
· Tool and version used to produce data (optional)
Incident geospatial data backup file (could be a personal geodatabase)

· Date including year (yyyymmdd)

· Time the file was saved (hhmm 24-hour clock)

· Incident name

· Incident number

· Tool and version used to produce data (optional)

Incident perimeter export file (exchange format, may be compressed file)

· Date including year (yyyymmdd)
· Time of data collection (hhmm using 24-hour clock)

· Incident name

· Incident number including 5-digit Unit ID

· Incident data type 

· Coordinate system

· Datum

Incident geospatial theme data files and GPS data files (could be shapefile or coverage or any other data type)
· Date including year (yyyymmdd)
· Time of data collection (hhmm using 24-hour clock)
· Incident name

· Incident data type 
· Source of data (the ICS position or name of person who collected the data)

· Feature type (point, line, polygon)
· Coordinate system

· Datum

Map product files (any map produced could be PDF, JPG or EPS)
· Date including year (yyyymmdd)

· Time the map was produced (hhmm use 24-hour clock)
· Shift the map will be produced for

· Incident name

· Type of map

· Page size

· Orientation of page

Other Supporting Documents, Spreadsheets, and other nongeospatial files (could be XLS, DOC, JPG, TIFF, etc.)
· Date including year (yyyymmdd)

· Incident name

· Document contents
Examples:
Incident Directory Structure 
{yyyy_incident_name} {i.e., 2005_dog - where yyyy = the year the incident started}
· base_data {base data not created on the incident} 
· images {raster data such as orthoimagery or scanned quads}
· vector {vector data file types} 

· logos {agency logos, typically in nongeospatial raster format}
· documents {spreadsheets, text documents, unit log, etc.}
· incident_data {data created on the incident stored by date}
· { yyyymmdd } {contains date/time stamped incident spatial data files backed up from incident spatial data file}
· gps {optional, contains GIS data from field GPS downloads}
· progression {workspace to create progression data}
· incident spatial data file {the master incident spatial data file}
· products {contains GIS product files produced on the incident}
· { yyyymmdd } all products for an intended date of use (vs. the date created)
· final contains copies of all final products for the incident
· projects {GIS product tasks, daily map document files}
· { yyyymmdd } {contains backup  map document files copied from master map document files}
· master map document files {the master map document files, one for each map product}
· tools {extensions, tools or other software tools and used on the incident}

Responsibilities and Communications: It is the responsibility of GIS Specialist to communicate the file naming and directory structure used on an incident to other GIS Specialists, hosting unit GIS staff, and regional GIS staff.
The Situation Unit is responsible for ensuring only that GIS file naming and directory structure standards are in place for the incident. This SOP specifies a national interagency standard, which should not be overridden at the incident level.

Definitions: 

Master Incident geospatial data file: The primary geospatial database used on the incident.
Master map document file: 
Appendices: 
1 – Common Abbreviations
2 – Sample Directory Structure.
3 – Sample File Names
Selection Criteria:

These are the guidelines used to create the specifications for File and Folder Naming and Directory Structure provided in this SOP.

The file naming and directory structure should meet the following requirements:

· Clear identification of incident name and year

· Unambiguous folder and file names

· Consistent organization

· Consistent identification of temporal data

· The number of directory levels should be minimized

· The number of directory or files within an individual directory should be minimized

· The directory structure should be easily archived

· Enable exchange with other organizations

· Flexibility to enable multiple GIS Specialists working together

· Minimize the length of names wherever possible, limited to 255 characters
· Every file has an appropriate predefined location within the standard directory structure

Rationale: 
Current approach to file naming and directory structure evolved organically. This SOP was derived from documents prepared by FIRESCOPE, GTAG, and PNWCG.
Although upon approval this SOP is an ICS standard, there are no external business specifications to dictate what the specifics of the directory structure should be.

There are no sacred cows 
so rethinking from fresh viewpoint of specifications contained in the SOP above to ensure internal consistency of the standard.

These guidelines are developed with the understanding that there are numerous personal opinions on the subject and compromises are inevitable.

Clear identification of incident name and year:  It is important to use the name of the incident and the year it was initiated in the top level directory to ensure that the data is clearly identified for use in the host unit or regional organization for historic purposes.

Unambiguous folder and file names:  Folder or file names that could be mistaken for something else will lead to inconsistent use leading to wasted effort or lost data.
Consistent organization:  The files and folders are organized in a similar fashion so that users can quickly understand where a given file might be.
Consistent identification of temporal data:  The date and time incident data was collected or when a map was produced is a critical concern for the GIS Function on an incident.  The file naming and directory structure should enable that process.
The number of directory levels should be minimized:  The more levels within a directory structure an individual has to search through within a directory structure the less efficient the work flow will be.
The number of directories or files within an individual directory should be minimized: If an individual directory contains too many files it can be confusing for individuals and will lead to a less efficient work flow.
The directory structure should be easily archived:  Archiving is a critical part of the documentation process on an incident.  The directory structure and file naming should help enable the archiving process. 
Enable exchange with other organizations:  GIS staff at organizations away from the incident may not be familiar with the local practices on an incident, but can determine the information they need from the file names.
Flexibility to enable multiple GIS Specialists working together:  When two or more GIS specialists are working together on an incident it is important that they share GIS resources.  The directory structure and file naming should help GIS specialists work together in a networked environment.
Minimize the length of names wherever possible, limited to 255 characters:  Shorter names tend to be easier to use, however clear identification of what a file contains is important.  Present technology limits file names to 255 characters.
Every file has an appropriate predefined location within the standard directory:  The directory structure should be clear enough for users to quickly determine the logical location for any given GIS file type.
�this phrase should be reworded to exclude the jargon
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