File Name Convention Meeting – 2006-04-7

Present: Duncan Barth, Corey Harper, J.D. Hauger, Erin O’Meara

This meeting was called to discuss file-naming conventions for digital collections, as directed by the March meeting of the Digital Content Coordinators (DCC).  In addition to discussing general file-naming approaches and related issues, the group was asked by Carol Hixson to evaluate two file-naming proposals for the grant-funded Percent for Art project and devise a final file-naming schema for this collection that would meet the requirements established in the general discussion.  As starting points, the group looked at the draft document distributed by J.D. at the March DCC meeting, 2 proposals for the Percent for Art collection and a few web-sites documenting “Functional Classification Schemes” for archives and records management distributed by Erin.

At the onset, it was agreed that there is no way to come up with a universal set of file-naming conventions.  The individual needs of each project, as well as the set of complications presented by source materials, storage media and dissemination technology, require that the specifications be kept to a very general level and allow for exceptions.  Rather than coming up with a hard and fast set of conventions, the group agreed that there are really three pieces to a set of conventions:

· Absolute rules: These are few and far between, and are mostly mandated by the operating systems in use on our storages devices

· Best Practices: These need to be kept very general and are not easily enforceable (nor should they be)

· Examples: These are used to illustrate file naming schemes that would meet with DCC approval for various types of projects

In the rules category, the group was only able to agree on 6 absolute rules:

· Limited character set: lowercase a-z, 0-9, underscore, and period.
More could be added to this, such as hyphen, capital A-Z, and others if necessary
If we do allow mixed case, we need to make a note that “all lowercase is preferred, if mixed case is necessary, ensure that file-name uniqueness is not case-sensitive”

· Use leading zeros for numbers 0 through 9

· Record dates in W3C-DTF, with or without hyphens, e.g. 20060414 or 2006-04-14

· Collection names and their corresponding storage space need to have globally
 unique names

· Whatever file-naming schema and directory structure is decided on for a project must be documented in a consistent format in the root folder of the collections directory.  This schema and documentation should be reviewed by a DCC representative as a prerequisite for storing files on Ambrosia.

· Full paths in any given collection’s directory structure shouldn’t exceed 200 characters.

The group also discussed some additional principles or good practices:

· When possible, file names and directory structures should be derived from or related to corresponding analog collections.

· Collection level uniqueness of file names:  This one brought about a lot of discussion, as there are two distinct perspectives on the necessity of this level of uniqueness:

· Following an online directory structure using URNs in some ways negates the need for unique filenames.  The various pieces of metadata that one may be inclined to embed in a file name can be part of the hierarchy of the URN structure instead.  This works really well in cases where the storage and delivery mechanisms are the same.  It also works well where there is a limited likelihood of file re-organization or repurposing in new contexts.

· In many other cases, it is important to include certain elements of metadata within a filename, so that re-organization or a loss of correspondence between files and externally housed metadata can be recovered from.

· Ultimately, a decision about which approach to take will need to be made by each collection’s curator in consultation with DCC.  Knowledge of current and potential future uses of the archival files will significantly influence this decision.
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