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One Drive - Sharepoint

Google Drive

Cloud options: Nextcloud, Egnyte, Citrix,
Dropbox Business

Base it on the work you do

How your team works

Things you do year over year

Things that are one-offs

Consider organizing by type, project, date, client,
resource, department etc.
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Main Business Folders

ADMINISTRATIVE
(Templates, strategic plans, agendas, meeting minutes,
Systems and Processes, business licensing, finance: Invoice,
taxes)

EVERGREEN
things that move over each year (strategic plans, brand
assets)

ARCHIVE
Folder for things no longer using. I don’t organize this folder in
anyway since it’s all archived items and I can search the folder
if I need something.
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CLIENTS
I have a folder for each client and under that I have folders
organizing the resources and projects I do for them. 

PRODUCTS
 This folder I use to organize any products I create whether
digital products or services I offer. Any resources for
creating, revising, initial promotion of these live here along
with the final product.



Resources 
(Evergreen files and docs that we refer to no matter what year, related
to client work, articles, media lists, photo and video assets)

Photos 
Videos

Administrative 
(templates, team meeting notes and agendas, branding,
strategic plans, budget files, systems and processes)

Brand Assets
(logo, brand standards, social profile images, all
brand assets)
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MARKETING+SALES

Sales Processes

Scripts
Calendars

Processes
Trackers 

Organize by Department

Press Releases

Website
 (Website assets, images, plans, content, notes, updates)
Year (2020, 2021, 2022)
 this is for monthly marketing efforts. 

Analytics
Analytics folder can go in the main yearly folder if we run them on a
schedule other than monthly. (subfolders: Q1, Q2, Q3, Q4)

Marketing Calendar
Campaigns/Month
(Assets for campaigns, or you can also organize this by month
instead of Campaigns if you have ongoing monthly work)

Social Posts
(Social graphics, images, posts)
Blog
Newsletters
(copy, images, information to build or share newsletters)

Analytics 
 (Google, Social, Email, Ads reports). 
Ads
(graphics, copy, tracking sheets)



Resources 
(Evergreen files and docs that we refer to no matter what year,
related to client work, articles, media lists, photo and video
assets)

Photos 

Videos

Administrative 
(templates, team meeting notes and agendas, branding, strategic
plans, budget files, systems and processes)

Customer Service
(scripts, forms)

Organize by Products/Services
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PRODUCTS/SERVICES

Year (2020, 2021, 2022)
 this is for monthly marketing efforts. 

Products/Service Name 1
(use this for each product/service you offer)

Course Modules  (if digital course)

Assets/Downloads

Emails

Videos
Scripts

Original filmed content

Edited Final content

Products/Service Name 2
(if ecomm)

Product name/type

Resources

Development

Design

Deliverables



Organize by Client
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CLIENT NAME 

Resources 
(Evergreen files and docs that we refer to no matter what year, related
to client work, articles, media lists, photo and video assets, client-
provided assets) processes and procedures for client account)

Photos 

Videos

Administrative 
(Scope of Work, strategic plans, request forms, change forms, and any
other templates for the client etc.)

Brand Assets
(logo, brand standards, social profile images, all brand assets)

Email Marketing 

QR Codes

Welcome-Nurture Sequences

Lead Magnets

Press Releases

Website 
(Website assets, images, plans, content, notes, updates)

Year (2020, 2021, 2022) 

Analytics 
(monthly, quarterly, annual reports)
Marketing Calendar 

Campaigns 
(Assets for campaigns). Or 1. Month (if wish to
organize work by month versus campaign)

Social Posts
(Social graphics, images, posts)

Blog
Newsletters 
(copy, images, information to build or share newsletters)

Analytics 
(Google, Social, Email, Ads reports). This folder can go in
the main Year folder if we run analytics quarterly rather
than monthly.
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Usage Procedures

ARCHIVE 
(optional file – we are not using this stuff but don’t want to delete it)

FILES 
Do not duplicate files and copy them into multiple places otherwise we lose
version control.

FOLDERS 
Files should go into folders as much as possible, ensure the folder has a name
that makes sense, and check that the file can’t fall under another existing
folder. Think of folders as categories – they help explain what things are
simply.

FOLDERS 
Files should go into folders as much as possible, ensure the folder has a name
that makes sense, and check that the file can’t fall under another existing
folder. Think of folders as categories – they help explain what things are
simply.

NOT SURE WHERE SOMETHING SHOULD BE FILED?

Files should go into folders as much as possible, ensure the folder has a name
that makes sense, and check that the file can’t fall under another existing
folder. Think of folders as categories – they help explain what things are
simply.



Work With SMS!

Amanda Long
SmartMarketingSquad.com

Whenever you’re ready, here are 2 ways I can help you:

1. Check out the B2B Content Creation System for small team marketers.
This is the content ecosystem I have developed and used over the past
decade. As the digital landscape shifts, so does this system—keeping you
ahead in content mastery and digital marketing success.

2. 1:1 Strategy Session to get you unstuck. Whether you need help with the
campaign or tech strategy, help with set up or help with marketing team
workflow – pick a time to work through it with me.

Follow Along!

https://www.facebook.com/amandalongsms/
https://www.linkedin.com/company/smart-marketing-squad/
https://www.instagram.com/amandalongsms/
https://smartmarketingsquad.vipmembervault.com/products/courses/view/5/?action=signup
http://www.smartmarketingsquad.com/
https://courses.smartmarketingsquad.com/products/courses/view/16/?action=signup
https://calendly.com/amanda-sms/60min
https://calendly.com/amanda-sms/60min

