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File naming guide

Document Suggested name

Bank statement 2026-09_Bank_Statement_Current.pdf

Utility bill 2026-09_Electricity_Bill.pdf

Contract 2026-09-14_Lease_Agreement_Signed.pdf

Receipt 2026-09-20_Receipt_Laptop.pdf

Medical letter 2026-08_GP_Letter_Referral.pdf

Tax document 2025-26_Tax_Return.pdf

Start with the date (YYYY-MM-DD) so files sort in order.

Notes


