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Onboarding Quickstart

Welcome to AIM Inc! This guide will list some basic practices that enable all team members to have a smoother workflow both individually and collaboratively. 

DEFINITIONS 
	Term
	Definition

	Client Number

	All clients are 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 named consistently across all directories using a suitable description.

	Project Label
	All projects are 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.)

	Server Directory
	Server folder directories are labeled according to the established naming structure. 
Eg: For a project with label “Ax” and name “Example”, the server directory will be:
/AIM INC/Projects/A/Ax - Example




Communications
a. [bookmark: _GoBack]Any email correspondence about a project must include the Project Label in the subject line of the email. (eg. “(A1)”)
b. Filenames should include the project label, project name, version, and date in that order (Example below)
a. T3 - Leadership And Influence - PowerPoint Slides_90_MinVILT_v3 - 2_16_17.ppt
Software
1. Box  (https://app.box.com/files)
1. Contractors will primarily use Box to send/receive all working files.
Please review all tutorial videos found in the “Box Tutorials” directory. 
· https://app.box.com/files/0/f/24349054321/Box_Tutorials
Example file structure and naming convention.
· https://app.box.com/files/0/f/24350096812/A1_-_High_Performance_Teams_(Remote_Workforce)
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Learning starts with the first conversation.™




