Operational Definitions – Organization and conversion
They come from Mary Anne in Word, organized into folders by FA.

See what naming convention she has used.

See how many there are in each FA, and enter the number in the spreadsheet

Folder organization

Because there must be a Word file that contains all the op defs for a particular FA, they must be placed in the appropriate folders.

Receive op defs from Mary Anne

Record how many there are in each FA (use spreadsheet)

Rename them (if necessary) and transfer them to U:\06. HP2010 PROJECTS\05. TRACKING HEALTHY PEOPLE\03. Part B Revisions.  Of course, there’s a different naming convention for the Word versions...
1-11d.doc is a typical one.  Watch the dates on the files.  Put outdated ones into “archive” file
Organize by FA into Appropriate folders

Sort by date and check for the correct number of files

Naming convention for pdf files
Always 3 parts, Can be 4 parts to name (plus the extension)

O 
(capital letter O always the first character)

## 
(two-digit FA number—even if a single number in real life)

## 
(2 digit obj #)

· (lower-case letter, refers to subobjective)

.pdf extension

O0204.pdf

O1501a.pdf

O0312c.pdf

Convert to pdf and move to folders in 

U:\06. HP2010 PROJECTS\05. TRACKING HEALTHY PEOPLE\03. Part B Revisions\PDFs Oct 2007
Lessons learned from previous rounds
1. Forgot to move pdf files from FA area to pdf folder

a. Whole area – check for files in pdf folder

b. One file of many – count files after move

2. Analyst had more than one file per objective (duplicates)

Tell analysts to weed file or just use the naming conventions or file dates to determine which one to use.

3. Giving the op def the wrong name (naming convention very important(

a. Some were easy to catch, others still to be caught

Next:  How often should/could op defs change? 

3.1 transfer went ok – simply emailed Christine Brown and referred her to existing folder.

Create a set of folders for next round – how frequent should updates be?


Does ODPHP care? 


Does Work Group care?


Put it on the list of Progress Review tasks?
