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Guide for Filing Documents in Project Folders

on the FED LAN Server

Documents that are generated or received in electronic files will be filed on the FED LAN server so that all project files are kept together for reference by all PDT members and assure systematic backup of these important files.  The project folders will be created by the Reports Manager and can be used as follows:

1. Using the Windows Explorer, open the folder “poffiler” (designated as Y: drive on most computers).

2. Open the folder for “Shared Office”

3. Open the folder for “PMBP”

4. Open the folder for “Project Folders”

5. Open the folder for either “Army”, “Air Force”, “Navy/Marines”, “DOD”, “SFO”

6. Open the folder for the installation, such as “Cp Casey”, “Yongsan”, or “Osan AB”

7. Open the project folder with the Project No. and short title

8. Copy your electronic document into the appropriate subfolders for:

Project Initiation Phase – authority, DD Form 1391, design instructions

PMP – original, amendments

A-E Contracting – Selection, RFP, SOW, Pre-design minutes, IGE, Resume

Design – 30%, 90%, 95% comments, transmittals, coordination memo

Solicitation – Authority, PQ request, Boiler Plate, Questions, Amendments

Construction – Change Items, RMS

Reports – Funding, Info Papers, PRB

9.  Files that are “For Official Use Only” may be put on this server only if they are password protected.
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