
File Naming Protocol 
Each of the potential four elements of the file name will be followed by a period. 

<criterion core component>.<sequential numeric designator>.<concise descriptor>.<when 
possible/appropriate, identification of specific section of document>.<file type> 

1. The first element of the naming protocol indicates the specific core component addressed 
by the evidence and consists of an Arabic numeral followed by a lowercase letter:  i.e., 1a or 
3d. 
 

2. The second element consists of an Arabic number that corresponds to a numbered list of 
evidence compiled by each criterion subcommittee.  (For example, the Criterion 2 
Subcommittee may present 50 examples of evidence that would be collected in potentially 
random order and tracked numerically on a tracking document.  The first might be the MCC 
Strategic Plan, the second might be a file included in the proceedings of a governing board 
meeting, and the fiftieth might be an item from the PPM.) 

 
3. The third element very briefly identifies the item using abbreviations that might help a 

person scanning the file name to realize the nature of the document:  i.e., StrPln for the 
MCC Strategic Plan or PPM for the Policies and Procedures Manual.  There will be a list of 
authorized abbreviations. 
 

4. The fourth element may be very helpful for specific types of evidence.  For documents that 
are organized in outline form like the MCC Strategic Plan or the PPM, the sequence of 
numeric and letter designators identifying a specific section may be included.  Examples 
follow: 

 
o A2c1d of the strategic plan indicates a planning goal to “Evaluate the impact of 

technology on student learning.” 
o A page number and an underscore followed by a paragraph number might help in 

the identification of a specific part of a PDF document:  i.e., P3_2 (indicating Page 3, 
Paragraph 2). 

o 15-1410A1b would designate the portion of the PPM addressing policy indicating 
that one possible purpose and requirement of credit courses could be for “transfer 
to a regionally accredited public or private college or university.” 

o NOS could be used to indicate “Not Otherwise Specified” 
 

So, if Criterion 2 collects the Strategic Plan as its first documented evidence and wishes to reference the 
fact that section A.2.c.1.d is evidence of MCC addressing Criterion 2 Subcomponent 2c (as indicated in 
the “Strategic Plan Crosswalk”), I could save the applicable portion of the file with the following name: 

 

2c.1.StrPln.A2c1d.pdf 


