Tips for Organizing Tribal Consultation-Related Files
Note: This document was produced to support the California Natural Resources Agency (CNRA) and department tribal consultations as part of CNRA’s Tribal Consultation and Stewardship Policies and Toolkits. Please utilize and adapt this template to meet your needs. Review the Tribal Consultation Policy & best practices here.    

Suggested Folder Organization for Tribal Consultation:
This document includes a suggested folder organization system for tribal consultation-related files for a single tribal consultation period. It is recommended that you replicate this organizational structure for each tribal consultation period, if a given project has multiple tribal consultation periods. A visual depiction of the recommended structure is also available as part of this toolkit entry.	Comment by Anderson, Sydney@CNRA: link to the TCP toolkit entry--have to wait until it is posted
Naming conventions: the date used in the folder title(s) and document titles should be the date that the consultation period will end. Using this date format will create a standard sorting system of all files. For working documents stored in various folders, it is recommended to follow this date convention and demarcate each new version with the addendum “v2” “v3,” etc. Adapt this into a system that works for you and remember that the most important thing is to be consistent in your organization filing system.
Create one “umbrella folder” and use the title format: YYYY.MM.DD_Project Title_Tribal Consultation
· Folder: YYYY.MM.DD_Documents for Tribal Consultation
· Documents included: This folder should contain final documents, saved as PDFs, that have been published for the consultation period. 
· Document naming conventions: Each file within the folder should be titled: YYYY.MM.DD_File Name.  For these file names, it is recommended that you use the date the document was shared for consultation. Be sure that each file includes the date it was last updated in the header or footer.
· Folder: YYYY.MM.DD_Invitations Sent
· Documents included: 
· Formal request for consultation letter (drafts as well as the final draft in PDF form).
· PDF records of any emails sent inviting tribal consultation.
· A document listing all recipients of the invitation to consult emails as well as the date the invitation was shared with them. If you send the invitation to consult email to many recipients using BCC, you can copy all of the email addresses into a spreadsheet or word document and denote the date that the email was sent. In the folder title, use the date that the consultation period will end.
· Folder: YYYY.MM.DD_Consultation Responses
· Documents included: This folder should be used to store any written responses received to the invitation for consultation, including any written comments submitted by tribal partners in lieu of or in addition to formal consultation meetings. This folder can house written responses and follow up communications to written responses. 
· Folder: YYYY.MM.DD_Consultation Agendas, Meeting Notes, and Summaries
· Sub-folder: A sub-folder for each individual consultation meeting. Label each sub-folder with the date of the consultation meeting and the name of the consulted tribe (ex: YYYY.MM.DD_TribeName). If it was a consultation that included multiple tribes, write ‘multipletribes’ or each tribe’s name in lieu of an individual tribe’s name (ex: YYYY.MM.DD_multipletribes).
· Documents included: This folder should house all consultation agendas, meeting notes and summary documents for a given consultation session. This folder can house written responses and follow up communications from the tribal consultation meeting. Save any email records as PDFs that show the final consultation summary was emailed out.
· Naming conventions: If you send out a draft document for external review (for example, a summary of the consultation sent after the meeting to the tribe for review and edits) and receive edits, make edits in a new version of the document with the addendum “v2” to the document title. All “final” versions of documents should be saved as PDFs.
· Folder: YYYY.MM.DD_Confidential
· Documents included: CNRA’s preference is to not receive confidential information unless absolutely necessary. If any confidential documents are shared with you during the consultation period, store them in a folder that is clearly marked as confidential and consider adding password protections to limit access to only those who need to view said confidential information. 
· Document: YYYY.MM.DD_Consultations Completed—this document should be used to track all consultations completed during a given consultation period. Track names of consulted tribes, dates, and links to the folders associated with the consultation.
	
	
	



