
[00:00:00] When there's no organization in your business that leads to chaos and 

that leads to really unhappy teams and employees. And I know that organization 

is one of those really tough things to get going. Sometimes it's not innate, it's 

not something that we're comfortable with putting together, and sometimes we 

just don't even know where to. 

That's what we're gonna talk about on today's episode. 

Welcome to the short of it with Amanda Long now, I have to say that there's not 

anything more frustrating or time consum. Then when I'm working and I can't 

find a document, like when I've got something up and I'm working on a file or 

I'm working on a graphic or whatever it might be, if I have to stop and go look 

for something, it's so frustrating on its own. 

But then when [00:01:00] you add in any chaos of not having an organized 

system, so you don't know where something is or you know, you have to go 

look in a couple different places to find it. You have to remember where did I 

see that last? And recall in our mind, you know where to go and what our next 

step is. That is what most of us deal with on a daily basis, which sort of sucks 

because , we already have so much context switching and we're already thinking 

about so much else that when we have to stop and go find something, we're 

interrupting our brain's natural thinking process and our creativity. 

And if we're on a flow, it really messes things. So in a recent study that I found, 

it's a Wakefield research study and will link to the study in the show notes, they 

did a survey of a thousand US office professionals, and of that 54% of them 

agreed that they spend more time searching for documents and [00:02:00] files. 

Then they do responding to email. Let's think about that for a. We spend so 

much time in email, email's probably the number one time. That is out there for 

employees. And then when you add in that they're now spending more time that 

most of them at least feel like they're spending more time trying to find 

documents and files like that is crazy because it's such an easy fix. 

Now, I know it doesn't sound like that right now because if it was such an easy 

fix, why would everybody be lacking this? And most of it is just our mindset. 

Most of it's just actually doing it, and nobody takes the time to go and take care 

of it. Even in a really organized, productive environment, that whole switching 

between apps and programs to get the work done is already feeling 

disorganized, but having to search and bounce around to find all of those things 

that I need can really kill my productivity and [00:03:00] creativity. 



And that's really what's happening to your team every day, that you don't have a 

system in place. And if you can minimize that, then why not? That's why I am 

talking about this in this episode because I think this is such a easy place to get 

started. Now, it's gonna take some time and it's not gonna be perfect right away, 

but you can start chipping away at it, and that really is what matters the most. 

You know, think about what if somebody is out of the office or they go out for 

an extended leave, or as my legal studies class professors always said, what if 

you were hit by a bus? Would somebody know where to pick up where you left 

off? Could they find everything that they need to do what you were in the 

middle of doing? 

And I feel like that is the same in every organization. You know, if you're a 

marketing team and you're creating content without shared files, how much 

information or other content or resources. Is your team missing and not utilizing 

because [00:04:00] it's not being shared properly and people can't see it? It may 

exist, but it's just not findable by your team. 

What if you had a lawsuit that came up, would you be able to easily find 

documents pertaining to any particular client or that project? You probably 

could, but would it take you an exorbitant amount of time because it's not 

organized in any way that you can just easily go click on a folder and know that 

everything that you need is gonna be in there. 

Those are the things that we don't think about in our day-to. And it usually 

comes up when we have to do it. And hopefully none of it is so detrimental that 

you're being sued or that somebody gets hit by a bus. Be prepared for those 

situations, even if they never happen, but even more be prepared for your team 

to work really well and cohesively and smoothly on a day-to-day basis, because 

that's even more I. 

We have so [00:05:00] much content overload and context switching throughout 

our days, but once you start sprinkling in roadblocks and having to find and 

search things that you need for your workday, it just frazzles a person's mind 

even more, which our minds are already feeling a little bit chaotic . But 

thankfully, a lot of the programs, especially the cloud-based programs that we 

use to share documents and save documents, you know, they all have this really 

good native. 

Still doesn't relieve the need to search for something or now you gotta decipher. 

How did somebody name. Would they have named it the same as me? Am I 

searching for the right thing? So the search alone doesn't resolve that. But if we 



have some systems and processes in place, it makes it a heck of a lot easier to 

narrow down your search. 

And if everybody's using very similar naming conventions, that makes the 

search a little bit easier too. But this is really where having a standard process 

helps free your team up. It helps alleviate some of the roadblocks in their 

[00:06:00] day-to-day. And helps alleviate some of that frustra. But a lot of 

people don't get started because it's just sounds so overwhelming or almost 

impossible sometimes to figure out all the steps, especially if you have a ton of 

files that you've been using for so many years and you have a whole team of 

people with different opinions. 

And so that all sounds like really big roadblocks. Those are the things that make 

people not take any action in creating a really great system. So let's talk about 

how to attack each of these steps we're gonna go over today. The steps that I've 

used to manage loads of files, so from the time that I was a paralegal and I had 

to manage files very efficiently because we had litigation, we were dealing with 

lawsuits all the time. 

We were dealing with production of documents and deadlines that really matter. 

To even working on marketing [00:07:00] teams where we shared content and 

we had to manage multiple clients, or we had to just manage our own products 

and services and our own marketing. So I've been doing this for quite a while 

and I've come up with a system that I think is really easy to get people started. 

And that's the key to this, I think, is just getting started, getting it going, and 

overcoming that initial overwhelm because that initial overwhelm is no joke. 

What we're gonna talk about today is helping you create a file management 

system for your team. So we're gonna talk about setting a structure, 

documenting the structure, being able to delete, archive, and start getting going, 

getting all that old stuff out of the way, dumping it. 

And being able to start clean, setting up client or company folders, organizing, 

like how are we gonna organize for the entire team for different departments on 

your team, maybe different [00:08:00] clients. I'm gonna talk about different 

options here, and I am going to also give you a download in the show notes that 

actually has a file structure that I. 

It's gonna have several different variations of how this is applied to different 

situations, like whether you're managing clients or you just have a company that 

has different departments or you're managing products or services. Then we're 



gonna talk about documenting anything and creating a quick reference guide for 

your. 

And how to distribute it, how to test it, how to edit. We're gonna talk about file 

naming conventions and version control. And then we're also gonna talk about 

maintaining this beast of a process, which at the end, I hope you feel like it's not 

a beast of a process. Hopefully you find that it's a little bit easier, or at least. 

Something that's more doable than you thought before. So remember, even if 

your team is small or you don't have a team, and it's just you starting this 

process earlier on in your [00:09:00] business, can actually help set up a future 

foundation that is successful and you may never even run into some of the 

problems that people are having. 

And this is especially important if you're looking to grow your business. So let's 

talk about step one, setting a structure. This is the most important piece of the 

whole system because this is where it starts. This is how everything's gonna be 

laid out. This is what everybody's gonna follow. And I don't want that to 

intimidate you because it sounds huge, but it is a lot more simple 

And what we're gonna do is make it. The more complex this structure is, the 

harder it is to follow and the less participation on your team you're gonna get. 

So when I think about structure, I think about it in terms of boxes of information 

that go together in my business. So sometimes the boxes of information might 

relate to a client or a department, or maybe [00:10:00] it's a project or an event, 

maybe it's date. 

Whatever the boxes in your business are that matter to you. Those should be 

end up being the biggest part of your structure. Your business should always be 

one of those boxes. And it could be broken down into your departments and 

your business, so marketing and sales operations administration. If you don't 

have those parts of your business, which I'm pretty sure everybody should have 

that, even if it's just you as a team, you still have marketing and sales activities, 

you still have operations activities, and you still have administration. 

So that's where I always start with, your business should have a box, aka a 

folder. And we'll talk about those in just a second, and then break those down 

into the different parts and pieces. Then under each department you have a core 

piece of that department's business. So marketing and sales is still gonna have 

their own administration. 



They're [00:11:00] gonna have their own operations with their processing 

systems, they're gonna have brand assets, resources. They're gonna have a core 

piece of what they do in their day-to-day, and those should be the additional 

boxes. Now, I wanna just make a note that if you download the file 

organization, P D F, that we have, it may not have all the parts and pieces that 

your business might have, so you can add more. 

And I. What's specific to your business, but the main point here is that what's 

important to your business? Those main things should be a box that you 

organize. Now, when I talk about boxes, let's envision folders. The boxes are 

the folders. And this is the top level of organization. So think of folders as like 

they're your categories. 

They help explain what things are simply so that you know, if you're looking for 

something, it's easy for you to go, oh, it should be in the admin. If I'm looking 

for systems and [00:12:00] processes. And then your folders are gonna contain 

files. These are just the files. These are the things that we're organizing and 

sorting, and I try to make sure that files go into a folder as much as possible. 

And I like to have rules for files that we don't duplicate a file and copy it and 

post it or save it in multiple places. Otherwise, you start to lose version control. 

Start thinking about your organizational hierarchy. What boxes in your 

business. Or categories matter to you the most, and start mapping that out a little 

bit. 

Next we're gonna document it. So now that you have this list of all the 

important boxes and maybe sub boxees under, you know, the bigger boxes, you 

can start documenting it in a document that is going to help you outline your 

structure. I like to keep it to one page, and it's probably not gonna be one page 

when you first started it. 

If it's more than a page, you really should look at how much [00:13:00] you 

have, because the more complex, like I said, that this process is, the harder it's 

gonna be for people to follow, the harder it's gonna be for people to find things. 

If you're going 15 folders deep into your main folder, that might be necessary in 

some businesses, but it also might be a big roadblock and may not be helping 

your. 

So check out the show notes, get grab a copy of my file organization checklist, 

and it'll include the digital file organization structure that I use for my business 

and for my client's business. My actual structure is in there, and then I have 

some examples for organizing. By department and products or services. 



So this will help you maybe lay out some of your boxes a little bit differently, 

then you wanna test it out. I always like to get somebody who is always happy 

and excited to learn something new and try something out and give you really 

good feedback. So enlist somebody that, um, can help you. Give [00:14:00] 

them this process, have 'em take a look at it, have them. 

A folder that you already have through the process. And then get their feedback 

and get their feedback on how they feel about how things make sense. So we 

have to remember that we all think a little bit differently. So while something 

might make sense to you, it may not be intuitive to somebody else. It doesn't 

mean it's wrong. 

It just means you have to find where that good balance. Then once that is tested 

out by somebody, now it's time to revamp based on their test and update your 

document, and then now it's time to get the help of your team. Give them the 

buy-in, explain to them what you're gonna do, and then give it to them and let 

them reorganize the files that they're responsible for, and then have them all 

come back to you with feedback and see whether there's any patterns that start 

to arise. 

And if there's any tweaks that need to be made, you might [00:15:00] find that 

there's universally a change that everybody agrees should be made. And if that's 

the case, then that is probably a good change to make to that document process. 

So once you go through that process, make all the revisions to your file 

organization document. 

And just remember, this can be a living document. Yes, we are organizing and 

moving files around, but if something comes up and we find, oh, we need 

another folder here, because this thing we didn't think about doesn't really fall 

into any of the folders that we have, like those types of things might come up. 

So you can still make adjustments as long as the team agrees that it's a change 

worth making. And the time and the effort to make any or update any of the 

files that are currently existing is worth it. But once you commit to an 

organization, it's really best to stick to that organization plan. That's why I like 

to test it out a couple times before we even get to the final version. 

now. [00:16:00] Next I wanna talk about file naming conventions and version 

control. I talked a little bit about version control above because if you don't have 

everybody on the same page, then we start kind of losing control of this great 

organization system we have. So two of the pieces that really have to be locked 

in. 



Everybody has to agree on naming files a particular way so that they can all 

follow it. That if you name something, somebody else goes, oh yeah, I think this 

is, you know, it makes sense to everybody. If you start using like a numbered 

file system and codes and you know, sometimes it gets a little complicated, and 

I do know that there are some companies that do have a little bit more 

complicated organization system, but for the most part, I really try to make this 

as simple as possible because I want somebody who's new to come in and for it 

to click for them right away and not have to learn a whole new crazy involved 

system.[00:17:00]  

So maintaining version control is really important. What I said with the files is 

don't, you know, have a rule that like if you have a file, you can't save it in 

multiple places, otherwise. Anytime it's updated in one spot, it can't be updated 

in another spot. This is why I really do like something like Google Docs 

because I can save a shortcut, and you can do this in a lot of systems. 

You can even do it if you're hosting your own server. You can create shortcuts 

to documents. So if a document needs to be in multiple folder, There needs to 

be a place where the original goes, and then you can create a shortcut to that 

document in other locations. So the good thing about that is if you click on the 

shortcut in another location, it does take you to the original. 

So if anybody makes changes to that document, it's in the original and it updates 

everywhere that it's at. But you can't copy or duplicate and make it and put that 

document in multiple locations. You can use [00:18:00] shortcuts, but you can't 

create copies otherwise, it just gets all outta hand. Another really good thing to 

do, and we're gonna talk about this a little bit more in the next step, is assigning 

a person who is the owner of this file organization project, and I would consider 

this a project. 

That way. There's one person that everybody on the team can go to if they have 

questions, if they have complaints, this person can track the feedback. We're 

gonna have 'em do a couple other steps in the maintenance step as well. But if 

you've got this one person everybody can go to if there's questions or somebody 

doesn't know where to save something or how to save it, you've got one core 

person who is responsible for it. 

And also having a file naming convention. This is just a process for naming 

files. It can help with collaboration among the team and cross-departmental 

work as well If, if people are in different departments and they might have to 

dip over into another department sometimes, or share resources. I recommend 

[00:19:00] keeping it short but descriptive. 



So an example of what I do for my annual marketing calendars, I have one 

marketing calendar for the year. I call it 2023 content quarterly calendar, and 

that's because we plan quarterly, but it's the actual entire year and it's an annual 

document that gets updated each year and duplicated to create a new version of 

it for the following year. 

So for searching purposes, that's easy because I can search in Google Drive 

content quarterly or content calendar, and this document will come up, and 

that's what I mean by short and descriptive. I know not all documents are that 

easy to name. So I recommend creating something that maybe everybody's 

already following. 

If there's an easy way to file name documents, if you have documents that every 

client has, but maybe it's for that client. You can name it that [00:20:00] like 

media list. I like to make it descriptive because I think that is the best when it 

comes to searchability in drives versus, you know, putting dates and codes and 

all this crazy stuff in there. 

If you can just give it a simple name as much as possible, and you might have 

some particulars that your company needs to use and you can integrate that into 

your file naming as. Another thing I would think about is the spacing. So a lot 

of people like to use underscores and dashes, periods, whatever it might be for 

naming files. 

My recommendation here is to keep it simple. I would not use hyphens because 

hyphens can cause trouble in some operating systems, so I steer clear of those 

completely. I prefer just spacing. But you can also do something like file 

underscore name or you can do Camel Case, which is the first initial, like on a 

[00:21:00] website, you know, the first initial word or the first initial letter, and 

a word is capitalized. 

So file name would be capital F, file, capital N name, but no space in. I wouldn't 

use any special characters either because that can really hamper some operating 

systems and they're all slightly different. So I would just try to keep that to a 

minimum. I would use either an underscore, no space or spaces. 

Now, the maintenance part of this, like I talked about before, I would assign a 

person who's responsible for this project. This is the main person, and maybe 

you have a couple people. That are responsible, but give one person the main 

responsibility and they can. Use the other couple people to bounce ideas off of 

or help them, assist them in this. 



But I would ask somebody, especially for the first three months of this project, 

to spot check every month, go through and just spot check and make sure 

overall things are looking good in [00:22:00] files and that you know, things 

aren't getting messed. If files are in the wrong place, move them to the right 

place and let the people who are managing those files know, you know, just 

give them a, a nice reminder that this is where this goes, and just let them know, 

especially if it's something that's a pattern that they keep doing the same way, 

but it's the wrong way. 

Just give them a friendly reminder. Just ensure everyone is following the 

procedure. Update files if they're outta place. And then once you've done this 

for the first three months, I think you can move it to quarterly and then just 

have, then between those quarters, if things come up, take note of it. That way, 

when the quarterly review is done, they can include that and touch base with the 

team and make sure everybody's consistently following it. 

Maybe check in with the team and see how everybody feels about it. If there's 

any consensus on some changes that need to be. . So that is about it. And I know 

that some of that sounds a little overwhelming, but you can [00:23:00] attack it 

and break it down step by step. It doesn't need to all be done in one day or one 

hour, you know? 

Definitely think about your structure, your file structure. I like to start with a 

good brain dump to dump it all out. What I think all the boxes or categories of 

my business are. Brain dump it and then start organizing it and moving things 

around if you need to. Adding. Give it a, you know, a couple weeks to do this 

process. 

And once you feel like you really have it solidified in a way that encompasses 

everything that your teams deal with, and you think you've got it all laid out, 

now you can move on to the next process and you can start really documenting 

it, structuring it, then you can find somebody that can help you start testing. 

And I would give that, you know, maybe a week or so. It shouldn't take very 

long if they're only gonna test it out on like a file. They should be able to do that 

within a day and get you some feed. And then just start setting up the rest of the 

steps, and you'll get there. Eventually you will, and it won't be [00:24:00] as 

hard as you thought it would. 

So I hope this helped motivate you a little bit to really start to look at your file 

structure and not feel so overwhelmed by it and feel like it's more of a doable 



process than you did before you listen to this episode. If you wanna get your 

hands on my shared drive structure, there's a link in the show notes. 

It breaks down the file structure, naming conventions and tips for use, like 

creating template folders of file, structured for easy and convenient creation 

when you have a new project or a new client, and how to make a call if you 

don't know where something goes. I would love it if you head over to your 

favorite social platform and DM me and let me know what your file system 

currently looks like, if you have one, if it's minimal, and how you intend to take 

today's tips and use them in your own file system. 

Join me each week for a new episode of the Short of IT with Amanda Long 

Business and Productivity podcast. Please sign up to get our emails. Not only 

will you get an [00:25:00] email when new episodes drop, but you'll also get 

heaps of marketing business and productivity tips. So click the link in the show 

notes. 

Also connect with me over on LinkedIn by searching Amanda Long Smart 

Marketing Squad, or over on Facebook and Instagram at Amanda Long s m s. 

I'd love to chat with you all there. That's it for today. Thanks so much for 

listening. 


