File naming convention for files manually uploaded to www.fao.org

This file naming convention covers the special case where the end user has to provide a filename for an uploaded resource, and the filename is not managed or renamed by the web based information system. It is fully expected that as time goes by there will be more cases where the CMS or the Digital Asset Management system manages the naming of resources on the web automatically based on relevant metadata reducing the need for the end user to correctly name a file before uploading it. 
The file naming convention is designed to maximize the visibility of the documents in search engine results pages; while there are many factors affecting how well documents perform in search results (even the lower estimates suggest more than 100) a highly influential component is the URL itself, and of course the file name Is part of that. 

As a general rule, urls are better kept brief rather than longer. In an ideal world files should be organized by category, and subcategory, perhaps reflecting the site structure and, where relevant, a date so an optimized URL might look something like this:

http://www.fao.org/DG/speeches/2012/world-food-day.pdf  


Note: Under the current configuration of Typo 3 there is the limitation that all the documents are uploaded into the same directory. Therefore, some of the most relevant information could benefit from being encoded into the filename itself. (Other CMSs may have different limitations)
Title

The filename should have a descriptive name, encapsulating the key concepts of the document title. In order to keep the URL shorter  it is acceptable to remove small connecting works (the,a,in) providing it doesn’t significantly change the idea of the title. The words should be connected by a hyphen (-). When choosing the concepts to go in the filename title, keep in mind the most likely terms that an end user may use to search for the document. 
Date

So for example - the above filename instead of world-food-day.pdf might become

2012-dg-statement-world-food-day.pdf

For cases where time and freshness is more of an issue - the month could be included too:

2012-10-dg-statement-world-food-day.pdf

This mechanism has several advantages:

· It imparts freshness information to the search engine

· It makes easer to segment web traffic analysis by date

· It helps avoids file naming collisions for similarly titled documents

Language
With regard to encoding document language into the filename, in most circumstances, specifically for Search Engine Optimization (SEO) purposes, this doesn't appear to be necessary to include a language identifier in the filename, as the language of the document should be apparent in the text used in the title and the text of the file itself.  Therefore – the filename for the Spanish translation of the document could be:

2012-10-dg-discurso-dia-mundial-de-la-alimentacion.pdf

Note the accents have been removed since while URLs with UT8 encoding are supported - the effect on SEO is unclear. For the cases where the entire character set is represented by codes outside the ASCII character set (Chinese, Arabic and Russian), it is suggested to include the ISO2 language code in the file name:

2012-10-dg-statement-world-food-day-zh.pdf
Note: Pragmatically, in order to facilitate the work of whoever is uploading the files , the second formulation for all languages could be used in cases where the volume of documents to be uploaded is high. However if the volume is low and the value of the documents is high, it expected that better results would be achieved by using the first formulation (translation of filename) were possible.
Case
It is recommended that all lower case file names should be used as FAO currently has a fix of computing environments – Unix which is case sensitive, and Windows which is not. It is easier to manage automated edits and renaming of files to fix problems created by moving between the two types of file systems if the filenames are all in lower case. This kind of issue is likely to be reduced in importance as time goes by with greater use of CMSs (which manage the integrity of links to files themselves) and the use of Digital Asset Management Systems. 
