EPROCUREMENT NAMING CONVENTIONS

	Naming Convention
	Bid Type

(e.g. RFP, RFI, IFB, RFQ)


	Agency 

acronym
	Bid number generated from BidSync

(yymm-xxx)

	Description

(if necessary)
	Extension

Type (.xxx)

	Explanation
	First 3 characters identify document type
	Acceptable acronym based upon purchasing authority standards

	Self explanatory
	Description includes what the file represents (e.g. Addendum + #, Exhibit + #, etc.)
	Per file type (e.g. pdf, xls, doc, etc.)


Examples:
Request for Information:
RFI DGS 1001-003

RFI DGS 1001-003 Exhibit 11.21.xls

Invitation for Bid

IFB DGS 0906-022.pdf

IFB DGS 0906-022 Addendum 1.pdf

IFB DGS 0906-022 Addendum 1-Exhibit 1.xls
IFB DGS 0906-022 Question and Answer Set 1.pdf

Request for Proposal
RFP DGS 0906-017 Section 1.pdf

RFP DGS 0906-017 Addendum 1.pdf

RFP DGS 0906-017 Addendum 1 - Exhibit 11.21.xls

RFP DGS 0906-017 Question and Answer Set 1.pdf

So, logically, the following are two examples of how a Department would label their documents:
Request for Offer
RFO DMV 0906-001

Request for Quotation

RFQ CDCR 1001-666
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