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1. General

This standard will be adhered to when created data for GIS projects in the Spatial Data Branch OP-J. Suggested changes to the SOP should be e-mailed to mark.d.Penton@sam.usace.army.mil for incorporation into the standard.  Project folder and file naming conventions shall honor upper and lower case syntax as written into this standard.

2. Project Codes

	Standard Project Codes

	C – Coastal
	R – Riverine
	G – Regulatory
	N – Navigation

	D – Dredging
	E – Real Estate
	P – Permitting
	T – Natural Resources

	L – Lake
	M – Military
	H – Harbor
	X - Miscellaneous

	F – Flood Control
	V – Evacuation Study
	I - Inlet
	


Table 1 - Standard Project Codes

Project codes shall be prefixed with the appropriate code as indicated in Table 1 - Standard Project Codes.  The project code shall have a numeric identifier appended to this project code beginning at 000.  This will allow a maximum of 1000 coastal projects for example. Standard project codes shall be maintained in the GIS Management Database located on OPJGIS.

3. Directory Structure

Each project shall have an established project code as defined in paragraph 2 Project Codes. Project folder shall be prefixed with an underbar and shall be located under the folder sam_gis/work.

3.1 Second Tier Directory Structure

The following table provides for second tier directory structure for the storage of project files. This directory structure shall be implemented under the top-level project folder.

	Second Tier Project Folders

	Folder
	Function
	Examples
	

	AICov
	ArcInfo coverages
	-
	

	Applications
	Complied executables
	-
	

	Digpics
	Digital pictures
	-
	

	Documents
	Project documents
	PDF,XLS,DOC
	

	Geocad
	Georeferenced cadd
	-
	

	Georaster
	Georeferenced raster
	Imagery,grids
	

	Layer
	ArcMap layer definition files
	LYR
	

	Shape
	Shapefiles
	
	

	Sitecad
	Site specific cadd
	-
	

	Siterast
	Site Non-georeferenced
	-
	

	Table
	Databases, ascii
	-
	

	Tin
	Tin files
	-
	


Table 2 - Second Tier Project Folders

3.2 Third Tier Directory Structure

The storage of shape files in the Shape folder shall be in accordance with the following.

The data shall be classified according to its SDS Entity Class Name. A folder shall be created under the Shape folder to hold this data. The folder name shall be the SDS entity class name best describing the class of data.

Directory structure:

g:\sam_gis\work\_Project Code\shape\SDS Entity Class Name 

Example: boring logs

SDS entity class name: geology_subsurface

Folder structure:

G:\sam_gis\work\_C000\shape\geology_subsurface

4. Shapefile Naming Convention

The following file naming convention shall be used when naming shapefiles files that constitute finished product.

File name structure:

Project code + SDS Entity Attribute Table Name + Numeric ID + Geometry Type 

Example: Harbor project, Pascagoula DMMP , boring logs

Project Code: H001

SDS Entity Type Name: gesubbhl

geometry type: pt – point, pg – polygon, ln – line

Standard filename:

H000_gesubbhl_00pt.shp
We have room for 100 point boring log files beginning at 00 and ending at 99.

A complete path to this dataset would be in accordance with paragraph 3.2 Third Tier Directory Structure and paragraph 4 Shapefile Naming Convention.

G:\sam_gis\work\_C000\shape\geology_subsurface\C000_gesubbhl_00pt.shp

G:\sam_gis\work\_C000\shape\geology_subsurface\C000_gesubbhl_00pt.shp

5. Metadata (Draft)

Metadata files shall be stored along with their accompanying data file.  Metadata shall be created, edited, and maintained with the Metadata tool in ArcCatalog.

6. Imagery

Unless otherwise instructed, all final imagery product used in projects shall be MrSIDed at a 50:1 ratio with the no-data areas defined with a grayscale value of 225,225,225.

6.1 Imagery File Naming Convention

The following file naming convention shall be used when naming files that constitute finished product.

File name structure:

Project code + Sequential number + Coordinate System + Datum + Imagery Type + Acquisition date 

· Project code:

Project code shall be as defined in paragraph 2 Project Codes.

· Imagery file naming convention shall be as defined in Table 3 - Imagery File Naming Codes.

	Imagery File Naming Codes

	Project Code
	N000 (Ex.)

	Coordinate System

Annotation
	State Plane
	ALSPWF - Alabama State Plane West Feet (Ex.)

	
	UTM
	UTM16NM – UTM Zone 16 North Meters (Ex.)

	
	Geographic
	GC – Geographic coordinates

	
	Oblique
	OBQ – Non–georeferenced

	Datums
	Horizontal
	NAD83, NAD27, WGS84

	
	Vertical
	NAVD88

	Imagery Type
	Black and White
	BW

	
	Color
	RGB

	
	Color Infra-Red 
	CIR

	
	Raster
	RAS - Typically scanned paper or digital product

	Acquisition Date
	DDMMMYYYY
	01JAN2003 (Ex.)


Table 3 - Imagery File Naming Codes

For digital raster product use the date the raster product was created if available. For scanned paper product use the date on the paper if available. If no dates are available for either digital or paper use the date the raster data was included in the project.

Example of two consecutive color images with state plane coordinates:

N000_0000_ALSPWF_NAD83_RGB_01JAN2003.tif.

N000_0001_ALSPWF_NAD83_RGB_01JAN2003.tif.

Example of oblique imagery:

N000_0000_OBQ_RGB_01JAN2003.tif.

Example of infra-red imagery with geographic coordinates and horizontal and vertical datums:

N000_0000_GC_WGS84_NAVD88_CIR_01JAN2003.tif.

6.2 Imagery Mosaic Naming Convention

Imagery mosaics shall be named in accordance with the following:

Project code + Sequential number + Coordinate System + Datum + Imagery Type + Acquisition date 

· Project code:

Project code shall be as defined in paragraph 2 Project Codes.

· Imagery file naming convention shall be as defined in Table 3 - Imagery File Naming Codes
· Sequential number shall be an alphanumeric code that shall begin at M00 where M indicates a mosaic product.

Example of a mosaic image:

N000_M00_ALSPWF_NAD83_RGB_01JAN2003.tif.

6.3 Imagery Directory Structure

Imagery product shall be stored on snap server SAMMNA01OPJ.  The top level folder shall be named Imagery. The Imagery folder shall contain the following sub folders Finished Product and In-Progress.  Imagery data files shall be stored in standard project folders as specified in paragraph 2 Project Codes.  Standard project folders shall be created for imagery files under both the Finished Product and the In-Progress folders.

7. Product

No product shall exist on OPJNAS1, OPJGIS, or GIS in the form of zipped (ZIP) files. All data shall be written out of ZIP files and appropriately stored as defined hereinafter. The only exception to this is the use of the OP-J Data Swap folder where file size may be a concern when sharing data with external customers.

7.1 Definitions

7.1.1 Draft Product

Product that has been either delivered to OP-J or downloaded by OP-J but has not been changed by OP-J.

7.1.2 Intermediate Product

Draft product that has been modified by OP-J. Modifications include, but are not limited to, renaming of files, modification of file content, or creation of new files from draft product.  Intermediate products typically are products that could be classified as “reusable”. For example, a clip polygon created to be used as a “cookie cutter” on point data.

7.1.3 Final Product

Product shall be placed on OPJGIS for use by external customers.

7.2 Product Storage

7.2.1 Draft Product 

Draft product shall be stored on OPJNAS1.

Draft product project folders shall be created under sam_gis\work_draft to store draft product. Draft product folder structure shall be defined as follows:

Directory structure:

sam_gis\work_draft\_Project Code_Date (DDMMMYYYY)

Example: sam_gis\work_draft\_H000_01FEB2003

Project folders shall be as defined in paragraph 2 Project Codes.

Draft product files shall be stored in sub-folders under the project folder. The sub-folders shall be as defined in paragraph 3.1 Second Tier Directory Structure.  Each individual creating draft data on OPJNAS1 should remove that data when the work is completed.

7.2.2 Intermediate Product 

Intermediate product shall be stored on OPJNAS1.

Intermediate product project folders shall be created under sam_gis\work_intermediate to store intermediate product. Intermediate product folder structure shall be defined as follows:

Directory structure:

sam_gis\work_intermediate\_Project Code_Date (DDMMMYYYY)

Example: sam_gis\work_ intermediate \_H000_01FEB2003

Project folders shall be as defined in paragraph 2 Project Codes.

Intermediate product files shall be stored in sub-folders under the project folder. The sub-folders shall be as defined in paragraph 3.1 Second Tier Directory Structure.

8. OP-J Data Swap

OP-J Data Swap is a folder to assist in the transfer of data between OP-J and external customers. When a folder is created to hold data for an external customer, the folder shall adhere to the following standard naming convention.

Standard Directory:

Project Code_Customer Last Name_Customer First Name_Your Username_Date (DDMMMYYYY)

Example: _N001_Eringman_John_K5EN9MDP_01FEB2003

The date is the date the folder was created. The username is your network username. Each OP-J employee creating a folder is responsible for removing the data when the data swap is determined to be completed.

In the absence of any specific project code, _NONE shall be used for the project code.

Example: _NONE_Roman_Roxana_K5OPJRD3_11FEB2003

9. Scanning

Files created by the large format and desktop scanner shall be considered draft product and shall be initially stored on OPJNAS1.

Scanned files shall be written to project folders. Project folders shall be as defined in paragraph 2 Project Codes.  Project folders shall be created under the Scanned_Product folder.  

Directory structure:

scanned_product\_Project Code_Date (DDMMMYYYY)

Example: scanned_product \_H000_01FEB2003

Scanned product that do not utilize project folders shall utilize the Temporary folder under Scanned_Product. A sub-folder shall be created to hold scanned files under the Temporary folder. The folder shall be named _Date(DDMMMYYYY).

Example:scanned_product\temporary\_01FEB2003

10. OP-J System Architecture

Work Flow
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