ENCLOSURE 11
COMPRIZON
ELECTRONIC FOLDER AND FILE NAMING CONVENTION
FOR LEGACY MANAGED CARE AND NON-MANAGED CARE CONTRACTS
POST AWARD DOCUMENTS

The shared N drive located on the densodb05\k_dirs server has 2 primary folders: k_msc (legacy managed care contracts) and k_large (legacy large dollar non-managed care contracts).  Both these primary folders consist of several subfolders whose name is the contract number (e.g., 97C0005).  Each of the contract subfolders should contain the folders (Electronic Folder Name) identified in the table below.
For example:




N:\k_mcs






97C0005









SF30Text











Suppdoc









Attach

	Paper Copy File Tab
	Electronic Folder Name 
	Electronic Folder Description (Definition)
	Sub Folders

to Electronic Folder 
	Sample Documents to be Saved in Folder or Subfolders
	File Naming Convention (Only those files required to launch Comprizon)

	Tab A 

Or 

For Simplified Acquisitions - File D
	SF30Text
	Documents that pertain to the modification.


	None
-------------------------------

Suppdoc


	This document is attached in Comprizon.Buy and launches when print command is executed on modification.

-----------------------------

Folder will contain the supporting documentation attached to Comprizon.Buy in the modification process. Support Documents will not automatically launch or print unless user requests.
	P12345.doc

Rule: Name limited to 6 characters in length.  First character is the modification type (A, P, Z), next 5 characters are the modification number.

----------------------------------------
97C5P118SecJ.doc

Rule: Name limited to 20 characters in length.  First 4-5 characters contract abbreviation, next 2 to 4 characters modification number, next 12 to 14 characters use if necessary to abbreviate subject of support document.



	Tab A 

Or 

For Simplified Acquisitions - File D
	Attach
	Documents that pertain to the modification.


	None
	Folder will contain any contract attachments attached to Comprizon.Buy that are required to be launched when the print command is executed.  
	DataPkg97C3J8.doc

Rule: Name limited to 20 characters in length.  First 8 characters are abbreviation of the title, next 4-5 characters contract abbreviation, last 3 characters abbreviation of document type (e.g., J8 [Attachment J8], SOW, FRD, IGCE).


	Tab A 

Or 

For Simplified Acquisitions - File C for award

- File D for modifications
	Sections
	Contains contractual sections - Section A (SF33) through Section J.
	Section B


Sec-B History

Section C


Sec-C History

Folders for sections D - J will also be present.
	Section B document 

Section B history documents

Section C

Section C History documents


	SectionB.doc

(Latest Version) 

SecB_P305doc

Rule: Name limited to 9 characters in length.  First 4 characters are an abbreviation for the section, next character is an underline ( _ ), last 4 characters are an abbreviation for the mod number.
SectionC.doc

SecC_P305.do
Same Rule


	Tab A, B, or E
Or

For Simplified Acquisitions – File D
	Corres
	Correspondence that pertains to the modification.
	None
	Folder will contain any correspondence attached to Comprizon.Buy that is required to be launched when the print command is executed.  
	CancerTDEFIC97C3LTR.doc

Rule: Name limited to 20 characters in length.  First 8 characters are an abbreviation of title, next 4-5 characters contract abbreviation, last 3 characters  an abbreviation of document type (e.g., SOW, FRD, IGCE, LTR).


	Tab B

Or 

For Simplified Acquisitions - File A for awards

- File D for modifications
	Suppdocs
	Contain documents that support the funding request document.
	None
	-Statement of Work (SOW)

-Funding Request Documents –Waterfall (FRD)

-Correspondence
	WIC97C3SOW.doc

Rule: Name limited to 20 characters in length.  First 8 characters are an abbreviation of title, next 4-5 characters contract abbreviation, last 3 characters are an abbreviation of document type (e.g., SOW, FRD, IGCE).


	Delivery Order Folder

Or

For Simplified Acquisitions - File D for modifications
	Delord
	Documents that pertain to the delivery order.

	-------------------------------
Modtext

-------------------------------

Suppdoc 


	This document is attached in Comprizon.Buy and launches when the print command is executed on the award.  

-----------------------------

This document is attached in Comprizon.Buy and launches when print command is executed on modification.

-----------------------------

Folder will contain the supporting documentation attached to Comprizon.Buy in the modification process. Support documents will not automatically launch or print unless user requests.

	96C20110.doc

Rule: Name limited to 20 characters in length.  First 4-5 characters contract abbreviation, next 4 characters delivery order number.
----------------------------------------

96C20110-1A.doc

Rule: Name limited to 11 characters in length.  First 4-5 characters contract abbreviation, next 4 characters delivery order number, next character dash (-), followed by 2 character modification number.

----------------------------------------
96C20110-1ASOWa.doc

Rule: Name limited to 20 characters in length.  First 4-5 characters contract abbreviation, next 4 characters delivery order number, next character dash (-), next 2 characters modification number (if applicable) and last 9 characters abbreviation of subject.

	Not Applicable – This is where documents are placed for importing into Documentum.
	Documentum
	Folder contains the material scanned into the system for Documentum.

	Change Order 


Incoming 


Outgoing

Electronic 


Incoming 


Outgoing

Scans


Incoming 


Outgoing


	All documents required to be stored into Documentum.
	No file naming convention.
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