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Summary 
Save your files within a local folder called Projects.  Name each subfolder with a unique 
project number and description, such as “21416.0000 UNM-G Campus FMP Update.” 

Make it easy for your team members to locate and traverse your work. 

Project Organization 
The Projects folder on your 
computer is the central location in 
which your work files reside.  Name 
each subfolder with a designated 
numeric code and descriptive title, 
available from your project manager 
or the ARC Time Sheets web 
application.  1

Ideally, a project folder should be a 
self-contained root entity with no 
external dependancies.  It may be 
helpful to group files by category, 
such as all image files grouped 
within “Graphics” and all Excel 
workbooks in “Spreadsheets.” 

Avoid editing files directly from a 
network volume.  Instead, maintain 
local copies on your computer’s hard 
disk, and move the finals to a central 
location when complete or ready for 
sharing. 

Don’t store work documents 
permanently on your computer’s 
Desktop.  Instead, file them within 
an organized and descriptive folder 
hierarchy.
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Keep your files organized, making it easy to find your work.
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