
File Folder Structure

    - 1-PROJECTS
        - 1-CODES
        - 2-DRAWING TEMPLATES
        - 3-ARCHIVED PROJECTS
        - PROJECT NAME
          (Identical Sub-Folders For Each Project)
            - AgendasMinutesNotes
            - Backstage
                - Proposal-Contract
            - Codes
            - Docs
                - Budget
                - Schedule
                - Owner
            - Drawings
                - PDFs
                - Bid Set
                - Schematic Design
                - Design Development
            - FieldReports
            - Specs
            - Submittals
            - Pix

    - 2-BUSINESS DEVELOPMENT
        - MARKETING
            - BLOG
            - SOCIAL MEDIA
            - WEBSITE
            - ADS
            - LOGOs
        - SALES
            - PROPOSAL MASTERS
            - PENDING PROPOSALS
            - PROJECT HISTORIES
            - LOST PROPOSALS
              (Store Won Proposals with Project)

    - 3-ADMIN
        - SUPPLIES
        - THE FIRM
        - FACILITY
        - FFE
          (Furniture Fixtures Equipment)
        - PERSONNEL
        - LEGAL

    - 4-FINANCE
        - REPORTS
        - PROJECT FINANCIALS
        - LOANS
        - VENDORS

    - 5-STANDARDS
        - TEMPLATES
        - REFERENCE
        - PROCEDURES
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