[INSERT TEAM NAME]
File Naming Conventions

Follow these directions when naming all files. This will help keep our team organized and ensure that all assets are easy to find in the future.



	Image Files
	[INSERT FILE FORMAT]

	
	[INSERT EXAMPLE]





	Text Files
	[INSERT FILE FORMAT]

	
	[INSERT EXAMPLE]





	Video Files
	[INSERT FILE FORMAT]

	
	[INSERT EXAMPLE]






Where to Find Files and Assets

All marketing files and assets should be stored in their proper location. Here are the correct places to store and find each file type:

· Image Files: [INSERT DAM/CLOUD STORAGE FOLDER LINK]
· Text Files: [INSERT DAM/CLOUD STORAGE FOLDER LINK]
· Video Files: [INSERT DAM/CLOUD STORAGE FOLDER LINK]
