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Electronic File Management 
Best Practices 
In today’s modern workplace, paper has largely been replaced by 
electronic files. The enormous filing cabinets that used to clutter our 
offices have turned into complex virtual filing systems. Just like their paper 
counterparts, electronic filing systems can quickly become messy and 
dysfunctional when not properly managed. 

Practicing effective and efficient electronic file management is a key aspect 
of your success as an administrative professional. 

Why Is It Important?
By following best practices for electronic file management, you will be  
able to:

 ¡ Quickly find the documents you need when you need them 
 ¡ Ensure documents are not lost or misplaced 
 ¡ Keep confidential documents secure and avoid inadvertently  

sharing them with the wrong people 
 ¡ Maintain a professional virtual environment for yourself and  

your team 

Tips for Managing Digital Files 
The following best practices will help you build and maintain a well-
organized electronic filing system. 

1. Utilize appropriate storage tools 
These days, you have a wide variety of choices for where to store 
documents, and each option has its own pros and cons. It’s important 
to understand what’s available within your organization and what items 
should be kept where. Here are some of the storage tools you may 
have access to: 

 ¡ Local storage on your computer hard drive. Documents stored 
here are accessible from your computer. 

 ¡ Storage on an external device. Documents stored here are 
accessible when the device is connected to a computer. 

 ¡ Cloud storage. Documents stored here are accessible via an 
Internet connection and can be shared virtually with others. 

Privacy and security on each of these options can vary depending on 
settings and measures within your organization. Choose the appropriate 
storage location for different documents based on these features, as well 
as accessibility and sharing needs.
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2. Set up a logical structure 
As with any filing system, you want items to be organized in a logical, 
hierarchical structure. Generally, you want to start broad, and then 
narrow in. 

For example, you may have a top-level folder for Employee Files. 

> Then, within that folder, you may have additional folders for each 
department in the organization. 

> Within each of those, you may have a folder for each employee. 

> Within each of those, you may have folders for each year they 
have worked at the organization, and so on. 

Obviously, different people may come up with different structures. The 
important thing is that your system makes sense, not just to you, but 
objectively. If someone had to find something in your system, would it 
be generally intuitive?

Here are some additional things to AVOID when building your structure:

 ¡ Don’t create generic “catch all” folders 
 ¡ Don’t allow documents to float outside of folders; make sure 

everything is contained within the structure
 ¡ Don’t save different versions of the same document in different 

places; you can use shortcuts to access a single document 
from different locations, but be cautious when working with 
multiple versions 

3. Use a standard naming convention 
Files that have generic names are difficult to manage, especially if 
you want to use search features to find something. Labelling your files 
Letter 1, Letter 2, Letter 3 will only cause confusion.  

Instead, determine what information would help you (or anyone) 
quickly identify what is contained in the document, and use that in the 
file name. A standard naming convention may look like this:

 ¡ Document Type-Client Last Name-Year Created-Version 
Number 
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4. Regularly purge old or outdated files 
The biggest problem with most electronic filing systems is that they 
become cluttered with unnecessary documents. This makes it harder 
to find the relevant items you’re looking for. Thankfully, this problem 
has an easy fix. 

On a quarterly basis, go through your various filing systems and purge 
old or outdated files. 

If it makes you uncomfortable to delete things, you can simply create 
an archive folder and move old items there. That way, in case you need 
them in the future, you can always retrieve them. 

Be sure to follow your organizations’ retention policy as well.  
There may be already established processes and procedures  
for doing this. 
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