Implementation November 2021

2021							          		          Folder per year starting with 2021 for this hierarchy. Previous year’s folders may remain as they are currently.

                                                   
Project                                                                                                                                  Example: Lower St. Johns Tributaries 
21FLA						                                              One folder per Org Code, all of your BMAP Projects data will be stored under your Org Code.
21FLFTM
21FLCEN					                                                                   
21FLPNA
21FLTLHR
21FLTPA
21FLWPB
21FLWQA
BMAP		              BMAP folder located within the WQAPmonitoring folder on the FTP site



[bookmark: _GoBack]


Station		                                             One folder per station, labeled as the WIN Station ID, (G1WA0009). If there is not a WIN Station ID, then use then StationName with no  
                                                                                     spaces. (GlenSpring@MainBoil)
     


Field Sheets	      Include all field sheets from the site, including calibration logs, scanned and/or combined into a single pdf with the calibration sheet on top,    
                                              labeled as FieldSheets_mmddyyyy  (FieldSheets_12172020.pdf)


Photos                                For streams, one photo for each cardinal point, upstream/downstream as appropriate labeled as Direction_mmddyyyy (E_12172020 and 
                                            Downstream_12172020.pdf). For lakes, one photo for each cardinal point labeled as Direction_mmddyyyy (E_12172020). For wells and
                                            lysimeters, one photo for each cardinal point, the well/lysimeter showing any station information such as a FLUID tag for wells labeled as 
                                            Direction_mmddyyyy, Station_mmddyyyy (E_12172020 and ISD_Shallow1_mmddyyyy) 


Recon				  One Recon folder per WBID labeled as Recon

	Maps		  Please export any maps generated into a jpg file labeled as WBID#Consecutive Number 
		  (809A_Map1, 809A_Map2)


Photos		 Whatever photos you feel are appropriate labeled as a BRIEF description using
                                         underscores for spaces (Big_Branch_Upstream_of_SR67.jpg)

Notes		 Field notes that you think should be included, if necessary, scanned as a pdf labeled as Notes.pdf
RQs			                                                      One RQ Number folder per RQ Request labeled as the RQ Number (RQ-2015-12-14-14)

RQ Sheet                        The initial lab request saved as pdf, labeled as RQ Number (RQ-2015-12-14-14.pdf)

Lab Results                    All lab results copied and pasted from the link sent by the lab, this is the Chain of Custody and Biology and/or Chemistry results (WQAP‐             
                                        2015‐12‐17‐06 LOWER SAINT JOHNS TRIBUTARIES 12‐17.pdf, WQAP‐2015‐12‐17‐06‐C‐0085384.pdf, WQAP‐
                                        2015‐12‐17‐06‐B‐0085384.pdf)



Legend	
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