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Universal Document Naming Examples

Family Facets has adopted a universal (across all Family Facets Programs) format for naming Computer Documents. 
A limited number of monthly documents have a specialized naming format, and they are specifically set out below.  Certain documents, that already contain the program initials in the document name, will not use the ProgramInitials variable.

The general universal format uses commas and spaces as delimiters, not periods.  Only a single period should appear in a Family Facets document name, and that period will occur between the proper filename and the filename extension (.doc, .xls, etc.)  Dates are always stated as:  2010-02-01, not 2-1-2010, nor 02-1-2010, nor 2.1.2010, nor other variations.  The general universal format and variables are:

Variables marked with an * are used only when necessary for the particular document name descriptive.

“FormName (ProgramInitials), ClientLastName Client FirstNameInitial, qualifier1, qualifier2, Site#, date*, cont*”

The variables above are defined as:

FormName
the name of the form as it appears in the bottom footer of the form.  This will often be an abbreviated form name, and will correspond to, but not necessarily be the same as, the form name on the forms disk.

(ProgramInitials)
the initials of the program, enclosed in parenthesis [i.e. (IIS), (IFRS), (CFCIP), (FCARS), (FCS), (TDIIS), (SCTS), (CTS), etc.]

ClientLastName
the last name of the primary Client case name 1
FirstNameInitial
the initial of the first name of the primary Client case name.  If two clients have the same ClientLastName and FirstNameInitial, then FirstNameInitial will include as much of the Client’s first name as is necessary to distinguish the record.  If there are two Client interventions occur for the same client, then the first intervention will use the the demoniative “ClientLastName, FirstNameIntiial (1)” and the second will use “ClientLastName, FirstNameIntiial (2)”.

qualifier1
a needed qualifier or descriptive, such as “Wk2” (week 2), “SupA” (Supervisor Approved), etc.

qualifier2
an additional needed qualifier or descriptive, such as “Wk2”

Site#
the Site number, where S is used for the word “Site”, followed without a space by the number itself (e.g. S944, S732, etc.)

Date* 2
any date necessary to the document name, in the format “yyyy-mm-dd”, where the date represents the last day of the period covered by the document.  If the document is a monthly document, then only the year and month will be used, if the last day covered by the document is also the last day of the month.

Cont*
the continuation descriptive, followed without a space by the number itself (e.g. pg2, doc2, etc.), as necessary to describe a continuation document of a multi-document report.

* If a particular variable is not needed, the variable and the corresponding trailing comma will be eliminated.


IIS Forms

Client Case Note (IIS), Baker A, S732

Client Records Checklist (IIS), Baker A, S732

Client Records Face Sheet (IIS), Baker A, S732

Client Records Policy Statement (IIS), Baker A, S732

Client Weekly Contact Rpt (IIS), Baker A, wk2, S732

Completion Letter To Family (IIS), Baker A, S732

Consent, Counseling (IIS), Baker A, S732

Consent, Exchange Information (IIS), Baker A, S732

Consent, Transportation (IIS), Baker A, S732

Critical Client Incident Rpt (IIS), Baker A, S732

Early Termination Notice (IIS), Baker A, S732

EAS Request (IIS), Baker A, S732

Family (Satisfaction) Survey (IIS), Baker A, S732

Fax088, IIS SLs Ref, Adam Baker, Jones, 2008-09-12 0154 pm

Follow Up Services Plan, Post IIS Term, Baker A, S732

FST Meeting Report (IIS), Baker A, Wk4, S944

HIPAA & CAN Cover Sheet (IIS), Baker A, S732

HIPAA Disclosure Track Log (IIS), Baker A, S732

HIPAA Privacy Notice (IIS), Baker A, S732

Incomplete Records Log, Site 732, StaffLastName, 2008

Initial Family Assessment (IIS), Baker A, S732

Initial Screening Letter (IIS), Baker A, S732

Intake Tracking FP-200, Baker A, S732

Interv Fund Request & Approval (IIS), Baker A, S732

Interv Expenditures Log (IIS), Baker A, S732

NCFAS (IIS), Baker A, S732

Participation Agreement (IIS), Baker A, S732

Professional Staffing Rpt (IIS), Baker A, wk2, S732

Referral Index TCCS-100, Site 732, Started 2008-06-01

Referral Information (IIS), Baker A, S732

Referral Log FP-100, Site 732, 2008-08, pg1

Safety Plan (IIS), Baker A, S732

Service Plan & Family Goal Sheet (IIS), Baker A, S732

Termination Summary (IIS), Baker A, S732

Transmittal Letter, Term Summary (IIS), Baker A, S732

Weekly Supervision Log (IIS), Baker A, wk2, S732


IFRS Forms

Client Case Note (IFRS), Baker A, S944

Client Records Checklist (IFRS), Baker A, S732

Client Records Face Sheet (IFRS), Baker A, S944

Client Weekly Contact Rpt (IFRS), Baker A, Wk3, S944

Completion Letter To Family (IFRS), Baker A, S944

Consent, Exchange Information (IFRS), Baker A, S944

Consent, Transportation (IFRS), Baker A, S944

Critical Client Incident Rpt (IFRS), Baker A, S944, 2008-08-23

Early Termination Notice (IFRS), Baker A, S944

Interv Fund Request (IFRS), Baker A, S944

Interv Expenditures Log (IFRS), Baker A, S944

Family (Satisfaction) Survey (IFRS), Baker A, S944

Fax066, IFRS Ref S944, Adam Baker, Jones, 2008-09-12 0154 pm

FST Meeting Report (IFRS), Baker A, Wk4, S944

Follow-up Service Plan, Post IFRS Term (IFRS), Baker A, S944

HIPAA & CAN Cover Sheet (IFRS), Baker A, S944

HIPAA Disclosure Track Log (IFRS), Baker A, S944

HIPAA Privacy Notice (IFRS), Baker A, S944

Incomplete Records Log, Site 944, StaffLastName, 2008

Initial Family Assessment (IFRS), Baker A, S944

Initial Screening Letter (IFRS), Baker A, S944

Intake Tracking Fam-400 (IFRS), Baker A, S944

Interv Fund Request & Approval (IFRS), Baker A, S944

Interv Expenditures Log (IFRS), Baker A, S732

NCFAS-R (IFRS), Baker A, S944

Notice Of Closing (IFRS), Baker A, S944

Participation Agreement (IFRS), Baker A, S944

Plan Of Action (IFRS), Baker A, S944

Professional Staffing Rpt (IFRS), Baker A, wk2, S944

Referral Index Fam-320, Site 944, Started 2008-08-01

Referral Log Fam-300 (IFRS), S944, 2007-08

Referral Summary (IFRS), Baker A, S944

Safety Plan (IFRS), Baker A, S944

Service Plan & Family Goal Sheet (IFRS), Baker A, S944

Termination Summary (IFRS), Baker A, S944

Transmittal Letter, Term Summary (IFRS), Baker A, S944

Weekly Supervision Log (IFRS), Baker A, wk2, S944

CFCIP Forms

Acknmnt of Receipt of Referral (CFCIP), Baker A, S405

ACLSA (CFCIP), Baker A, S405, 2008-08-10, Youth/Caregiver

Adolescent FST Guide-IAP (CFCIP), Baker A, S405

Aftercare Items Checklist (CFCIP), Baker A, S405, 2008-08

Aftercare Youth Tracking (CFCIP), Baker A, S405, 2008-08

CFCIP SLCo Referral, Baker, Adam, 2008-09-05 1033 am

Chafee Exp Log, Baker A, S405, 2008-08

Chafee Exp Request & Approval, Baker A, S405, 2008-08-10

Client Case Note (CFCIP), Baker A, S405, 2008-08-16

Client Contact Log (CFCIP), Baker A, S405, 2008-08

Client Records Checklist (CFCIP), Baker A, S405

Client Records Policy Statement (CFCIP), Baker A, S405

Comp Assess & Service Plan Rpt (CFCIP), Baker A, S405, 2008-08

Consent, Counseling (CFCIP), Baker A, S405

Consent, Exchange Information (CFCIP), Baker A, S405

Consent, Transportation (CFCIP), Baker A, S405

Critical Client Incident Rpt (CFCIP), Baker A, S405, 2008-08-11

Fax087, CFCIP SLCo Ref, Baker, Adam, 2008-09-12 1036 am

HIPAA Disclosure Track Log (CFCIP), Baker A, S405

HIPAA Privacy Notice (CFCIP), Baker A, S405

IAP (CFCIP), Baker A, S401, 2008-08

Ind Life Skills Progress (CD-95), Baker A, S405, 2008-08

Lev Resources Track (CFCIP), Baker A, S405,

Lev Resources Track Summary (CFCIP), 2008-08 2, S405

Monthly Expense & Service Rpt, 2008-08 2, S405, StaffLastName

Monthly Expense & Service Rpt, 2008-08 2, SLCo

Outcomes Rpt, All Youth (CFCIP), 2008-08 2, SLCo

Outcomes Rpt (CFCIP), Baker A, S405, 2008-08

Participation Agreement (CFCIP), Baker A, S405

Referral Index CFCIP-100, SLCo, Started 2008-08-04

Response to CFCIP Referral, Baker A, S405

Service Delivery Plan (CFCIP), Baker A, S405, 2008-08

Susp-Term CFCIP Services, Baker A, S405

Transfer Summary (CFCIP), Baker A, S405

Youth (Satisfaction) Survey (CFCIP), Baker A, S405


Personnel Forms

Employee Leave Request, StaffLastName, 2008-08-15

Employee Reimbursement, StaffLastName, 2008-08-15

Employee Reimbursement, StaffLastName, 2008-08-15, Rcpts

FSA Reimbursement, StaffLastName, 2008-08-06

FSA Reimbursement, StaffLastName, 2008-08-06, Rcpts

IIS-FRS Trainings, Registration, StaffLastName, 2008-08-22

Mileage Reimbursement, StaffLastName, 2008-08-15 (IIS 3 )

New App, Sam Jones, Employment Application, S736

New App, Sam Jones, CM-7, S736

New App, Sam Jones, Resume, S736

Staff Training Log, Individual, StaffLastName, 2008-08

Footnotes

1
Baker, or Baker, Adam, or Baker A, as applicable, is used in these examples to represent the name of the Client: Adam Baker.

2
Where the date is itself a qualifier, it will appear in the qualifier position, rather than in the date position (see instructions at beginning)

3
Use the ProgramInitials (i.e. IIS) on personnel forms only if documents for multiple program submissions are made in the same month.
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