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Section I —Introduction

A. Objectives

To provide & uniform means of desi gnating the file name for the electronic copy of all SOGs in order to avoid
confusion as to their idéntification, vintage-and state of adoption.

B. Ap’p.licab’ilit}_/_

This procedure applies to all SOGs.
C. Re‘fer;nt:ES

None

Section II— Storage Location for Offisial Version of SOGs

The official version ofall SOG files, including the latest and outdated revisions, shall be kept on-the Fire
Department server and on the computer in the Fire Chiefs office.

Only the Adininistrative Assistant and Fire Chief are permiitted to save, modify or delete:a file from the official SOG:
directory.

All other electronic copies of any SOG are to. be considered warking or draft copies only.

Section II —File Name Convention

The official file name:for any-draft or example copy of an SOG is not to be used except within the official SOG

directory. 380G files being worked on or stored outside of the official SOG directory (originals or revisions) should
be assigned a standard file name consisting of an elght chardcter {miax) prefix {related to its title) followed by the




SOG' NUMBER: ADM-006 REVISION NUMBER: 2 ’ PAGE?2

three digit suffix “SOG” for identification purposes. As an example, the file name “PPV.SOG” would be a
member’s working copy of a draft SOG on the use of positive pressure ventilation.

The following convention is to be used in ‘assigning a file name to a draft SOG once it'is enteréd into the official
80G directory:

D (Category) ~ (SOG No.). (Revision No. being worked on)
As an example, file DADM-006.0 would be the official copy of the draft of the original version of this SOG.
Upori the adoption of an SOG, the Administrative Assistant or Fire.Chiaf will modify its file name in the SOG

directory by ¢limindting the “D” in the prefix. As an example, the file name for the original version of this SOG
will be' ADM-006 upon adoption.

Section IV — Approval

Date ofA_ppro\ral:_ / ,/ f( / /o




