
General guidelines for the naming of your files.

These rules come from ISO 9660 and are particularly important for long-term storage. They are important for 
the permanent readability and exchange of the documents.

- use an abbreviation of max. 17 characters for architect office and project title (including _ to separate both 
abbreviations)

- avoid spaces: use underscore (_) or write the words together

- use only characters A-Z, 0-9 and _ (so no /, =, |, &,'...)

- concerning drawings: the document title has max. 12 characters and refers to the type of plan 
choose from the following terms:

o for situation plans:  inplanting
o for floor plans:  niveauMIN1, niveau0, niveau1, niveau2, niveau3 (etc) 
o for sections:   snedeAAacc, snedeBBacc, snedeCCacc (etc)

note: in order to avoid error messages, please use AAacc instead of AA' etc.
o for elevations:  Ngevel, Ogevel, Zgevel, Wgevel
o for details:   detail1, detail2, detail3 (enz)
o for sketches  schets1, schets2, schets3 (enz)
o other drawings can be named as seen fit, provided they do not exceed 10 characters (3Ddrawing, 

diagram, chart, etc.)

in the case of renovation projects, we ask you to always add the suffix OT to the document title

Please note that your total file name may not exceed 30 characters! 

Name your text as follows:
abbreviatedarchitectureoffice_abbreviatedprojecttitle_text_number.pdf

Name all plans as follows:
abbreviatedarchitectureoffice_abbreviatedprojecttitle_documenttitle.pdf

Name all images as follows:
abbreviatedarchitectureoffice_abbreviatedprojecttitle_photo_number_photographer.jpg




