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DATA MANAGEMENT POLICY

PURPOSE
The objective of this policy is to facilitate a clear, organized, easily accessible FTP file structure and file naming convention for the company. 

SCOPE
1. This policy applies to all organization’s employees, management, contractors, student interns, and volunteers.
This policy describes the organization’s objectives and policies regarding maintaining of the company file server and all company related digital files. 

DEFINITIONS 
	Term
	Definition

	Client Number

	All clients are to be given a numerical designation in the form of xx-xxx-xx to assist in billing, data, and client management.

	Classification

	Clients are classified based on the first letter of the client name. If the client name is numerical, the first letter of the spelled number is to be used. (eg. AIM Inc is classified “A”   …   327 is classified “T”)

	Project Name
	All work undergone by AIM Inc. is to be named consistently across all directories using a suitable description.

	Project Label
	All projects are to be labeled according to their classification in increasing sequential order to better facilitate organization across all company assets. (eg. The first project under the “A” classification is A1, the next is A2, etc.)

	Status and Internal Notes
	These fields are to be used for “at a glance” updates on current and past projects.


	Server Directory
	Server folder directories are to be labeled according to the established naming structure. To facilitate consistent and accurate naming, the Server Directory field will auto populate when adding a new project to the directory. Simply navigate to the listed directory and add a folder with the matching name.

Eg: For a project with label “Ax” and name “Example”, the server directory will be:
/AIM INC/Projects/A/Ax - Example




RESPONSIBILITIES
1. Executives/Management
1. Establish program objectives
Enforce policy
Provide training for workforce
Employee responsibilities
1. Understand and comply with organization’s policies regarding data and digital file management
DESIGNATED RECORD SET 
1. AIM2TRAIN Directory
1. https://docs.google.com/spreadsheets/d/1pSUsdzxt2iIWARllBPaQ-Q9pMldpxIozLyFUr0IiwyY/edit#gid=233997898
Contains a list of all Clients, Projects, and File structures on the AIM Inc file server. 
MINIMUM NECESSARY POLICY 
1. The information in this policy is to only be viewed and utilized by current AIM Inc. employees.
INDIVIDUAL RIGHTS 
1. All files (digital and physical) remain the property of AIM Inc. 
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1. Data Management
1. Read the Data Management Policy
View the Data Management Video
SANCTIONS
1. Failure to comply with company policies may result in disciplinary action up to and including dismissal from held positions. 
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Learning starts with the first conversation.™




