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Objective:
ADD A SHORT PROJECT SUMMARY, SCHEDULES, PHOTOS AND LINKS TO OTHER PROJECT DOCUMENTS THAT ARE NOT LINKED ABOVE. 

_________________________________________________________

A.  How to set up your project organizer 
The purpose of the project organizer is to: 

· Help organize project documents and data
· Help managers to access data and understand the project
Ideally a project novice should be able to open this document and link to all the information needed to safely and efficiently collect, process, analyze and report data for this project. 

The project organizer can be maintained in Word or as an html file.  The file should be maintained in the root of the project folder and should be named index.html or index.doc. 

There are eight main links at the top of the page.  These main links can open a single document or a document that links to other documents.  For example, a small short project may link directly to a study plan document.  A long-term, large project may have amendments and the study plan link on the Project Organizer may open a Study Plan page with links to the study plan and amendments and perhaps correspondence about the plan. 

The main links:

Study Plan – the original document(s) that proposed the work, and all amendments. 

Field Protocol – the document or a page that links to multiple documents that describe in explicit, vivid detail how the data is collected. 

Data Processing Protocol – a page that links to documents that describe in vivid detail how to store, process and archive the data. There should be a linked document in here describing each project sub-folder and its contents. 

Record of Protocol Changes – a single document that records all changes in the way data is collected by date. All project personnel should be familiar with this document and should enter protocol changes and issues as soon as they occur or become known.

Database – where applicable link directly to the Access database holding the project data. If complex data is stored in text files or other formats, link to a page detailing the storage location with links to data view projects in ArcView, ArcGIS etc. 

Reports – reports pertaining to the project data

Project Log – this should be a single document that is a day-to-day or week-to-week log book recording significant accomplished work, ideas, meetings, trainings, field trips, procedural conflicts and resolutions etc.  All members of the team should input.  Newest entries should be at the top of the document.

Safety Manual – project specific safety information, links to Park safety pages.
Other links to consider may include:

· Datasheets

· Current years schedule and assignments

· Links to previous years schedules and assignments

· Personnel biographies

· Slide shows or image collections about the project 

B. Folder and file naming conventions
· Keep names short if possible but make them meaningful

· Avoid spaces, unusual characters (like % or &), or reserved words (like DATE) in both folder and file names
· Reports: AuthorlastnameInit_Year_ParkCode_ShortTitle_version.doc

Version is indicated by year,month,day YYMMDD and indicates the day the report was last modified.

For example: DeschuN_2003_LACL_CrecentRiverReport_0306.doc

Once this report is entered into NatureBIB the version number is changed to the BIBKEY number.

· Images:  ParkCode_Year_ShortDescrip_SequenceNumber.xxx

For examples:


ANIA_2003_SurpriseLake_001.jpg

   ANIA_2003_1000301.jpg (where the last few is digitally assigned.

· Data: Use the “Recommended Naming Standards”, located at:
http://www.nature.nps.gov/im/units/swan/Documents/Data_Management/im_naming_guide.pdf

C. Folder directory structure
Following is a generic directory structure template to be used as a starting place.  Other directories may be created or reorganized as the project requires, such as if a project will be using satellite imagery or videos,  or will be downloading large quantities of data from a data logger.  
\_PlanningApproval – Store information about the setting up of the project here.  Proposals, study plans, work plans, contract agreements, relevant e-mails, etc.
\Data

\Analysis – data analysis, statistical analysis.  At analysis time: create a folder based on the date.  Document permanent analysis techniques.

\DataForms – Contains the template for the field forms used.

\GPS – Contains information downloaded from GPS

\Spatial – Contains GIS information 


\avprojects (or ArcMap files)

\geoimages


\legends


\meta


\outputs


\shapes


\Tabular – Contains the Access database and corresponding documentation.

\FieldNotes – Store field notes made here.

\Information – Store additional information, such as examples from other studies, downloaded reports from other studies, etc. here.

\Photos – Store photos taken for this project here. Store ThumbsPlus database here. Provide documentation of the naming standard used for the photographs.

\Originals – read-only set of originals, as is


\Edited – “cleaned up” photos – properly rotated, junk deleted, etc.
\Presentations – Store PowerPoint presentations about this project here.

\Proposals – 

\Protocols – Protocols are detailed descriptions of how to collect, process and analyze data for this project.  Include protocols for the field, data processing, equipment, safety, etc., as applicable.
\Reports – Create subdirectories as appropriate. May be by draft vs. final; by phases; by type, such as trip reports, annual reports, etc.
\Draft – draft/working documents
\Final - finalized official reports, publications or other products based on or containing project information
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