
Wfsitr Mtzxj1 Nsh3
Fhy XRFWY Knqj [fqnifynts Yttq
Zxflj Lznijqnsjx

Ymj Wfsitr Mtzxj1 Nsh3 Fhy XRFWY Knqj [fqnifynts Yttq mfx gjjs ij{jqtuji yt rfpj qnkj 
f qnyyqj jfxnjw ktw gtym nsyjwsfq Wfsitr Mtzxj zxjwx fsi ymj Uwnsyjwx4Htrutxnytwx4[jsitwx |mt 
uwjufwj ă qjx ktw Wfsitr Mtzxj ynyqjx3 Ymj yttq nx f xnruqj of{f fuuqjy ymfy nx rjfsy yt {jwnk~ ymj 
ă qjsfrnsl fsi twlfsn fynts tk  ă qjx yt jsxzwj ymfy ymj~ fwj htsxnxyjsy |nym tzw WMN Xyfsifwix ktw 
ymjxj ymnslx3 Ny nx qthfyji fy myyu?44|||3wfsitrmtzxj3htr4{jsitw4 fsi nx qnspji kwtr ymj rfns 
uflj fy myyu?44|||3wfsitrmtzxj3htr3 Ozxy hqnhp ts ÷Ywfij Xjw{nhjxø fsi lt it|s yt ÷[jsitwø3 

\fwsnslx uwntw yt ă wxy zxj?
Ymj ă wxy ynrj ~tz zxj ymj Fhy XRFWY Yttq1 ny |nqq it|sqtfi ymj of{f fuuqjy3 Ymnx |nqq fxp ~tz nk  
~tz ywzxy htsyjsy htrnsl kwtr ÷Otsfymfs Ufwpjwø3 Mjúx ymj ij{jqtujw ts tzw yjfr |mt gznqy ymnx 
fuuqnhfynts1 xt nyúx tpf~ yt ywzxy mnr3 Lt fmjfi1 xf~ ~jx3 t̂zúqq tsq~ mf{j yt lt ymwtzlm ymnx nsxyfqqf2
ynts ymj ă wxy ynrj ~tz zxj ymnx yttq3 Ymj nsxyfqqjw nx f qnyyqj rtwj htruqnhfyji ts ymj UH ymfs ny nx ts 
ymj Rfh3\júqq fqxt |fws ~tz ymfy ymj yttq nx wjfqq~ jfx~ yt zxj1 
xt itsúy gj fkwfni3 Nyúx {jw~ xnruqj3  
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Use of this tool is dependent on conforming to RHI 
standard naming and þ le organization. 

Files must be named according to our naming charts, 
which are available on the page at 
http://www.randomhouse.com. 

It is also helpful if you zip the font þ les before you 
validate the job. It saves time in processing. Font þ les 
should be zipped into ò.zipó þ les that match the folder 
name.

You must have þ les organized into the standard folder 
organization that you can see to the right. The Act SMART 
Tool is looking for the appropriately named þ les to be in the 
right folders and will notify you if they are not. You must 
have the tree with the ISBN folder and then the various 
subfolders exactly. It checks to make sure that the ISBN on 
every þ le matches the ISBN for the job as well.

If you have your own folder structure or are trying to 
validate þ les prior to sending them via Mass Transit in that 
folder structure, we suggest that you enclose our ISBN 
folder structure inside any other folders you have. 



Wfsitr Mtzxj1 Nsh3    Fhy XRFWY Knqj [fqnifynts Yttq    Zxflj Lznijqnsjx

Gj xzwj ymfy fqq tk  
ymj ă qjx ~tz fwj {fqnifynsl 
mf{j sfrjx ymfy fwj ts 
tsj tk  tzw Knqj2Sfrnsl 
Xyfsifwix xmjjyx3 

St| ~tz fwj wjfi~ 
yt {fqnifyj&

\mjs ~tz xjj ymnx 
xhwjjs1 uwjxx ymj ÷Gwt|xjø 
gzyyts3

Random House, Inc. File-Naming Standards for Printed Book Content Files in the U.S.

Element 1- Element 2- Element 5-
Mnemonic trigger ISBN Revision Identifier

Description: Allows for quick visual 
identification and alphabetical 
listing in a file directory.

Allows identification of a 
particular project to the 
exclusion of all others.

Revision control number for tracking 
iterations.

Gris_ 038542471X_ ms_ fm_ r1 .doc

Consists of the first four letters Consists of all ten digits of ms manuscript fm front matter (or fm1, fm2, etc if multi-file fm) Standard RH Formats
of the author's last name. ISBN without any hyphens. lay layouts cts contents .doc Microsoft Word document

spg sample pages ack acknowledgements .txt text document
When there is no author, the 1p 1st pass frw foreword .qxd Quark Xpress document
project, book title, or series 2p 2nd pass prf preface .pdf Portable Document Format
designation can be used. 3p 3rd pass itr introduction .jpg JPEG format (Web)

4p 4th pass c01 Chapter 1 (c02, c03, c10, etc) .tif Tagged Image File format
xp unknown or only pass 01 .eps Encapsulated PostScript format
ins insert .psd Adobe PhotoShop format
apx audio cassette direct imprint bm back matter (or bm1, bm2, etc if multi-file bm) .ct Scitex CT format
bld sales blad epl epilogue .ai Adobe Illustrator format
bgs bound galleys afw afterword
arc advance reader's edition app appendix (or app1, app2 if multi-file app) Non-Standard RH Formats
rft reformatted edition nts notes .ind InDesign format
sr short run bib bibliography .ra Real Audio format
fpo junk art crd credits .ram Real Audio master format
art live art ind index .wav Wave format (audio)
aup author photo gls glossary .mp3 MPEG3 format (audio)
Lgo imprint (or other) logo brc business reply card .ps Postscript format
map map bob back of book .bmp Bump format
rdp audio reader photo prm permissions .fh8 Macromedia FreeHand v8.
bit bits & pieces ata about the author .fh9 Macromedia FreeHand v9.
pre premium edition stt smart & travel tips .p65 Adobe Pagemaker v6.5
itl international edition voc vocabulary .pm5 Adobe Pagemaker v5.

bk1 audio booklet (bk2, bk3, etc) .html Hyper Text Markup Language
exc excerpt .css Cascading Style Sheet
rgg reading group guide .opf OEB Package File 
tcx reformatted edition text correction (MIME media type, text/xml)
all entire book interior, including ALL fm & bm
001 sequential numbers for art, maps, logos, etc

(ALL interior/insert artwork MUST use 3 digits)
f001 junk art for Inserts ONLY

die binding die ean EAN bar code
ep end papers upc UPC bar code
pob preprinted case foi foil 
slc slipcase emb emboss
box box dmb deboss
flp flap cut die-cut
jkt jacket tip tip-in
cvr cover f01 junk art (f02, f03, etc.)
cal calendar a01 live art (a02, a03, etc.)

 stk sticker ap1 author photo (ap2, ap3, etc.)
ajp advance jacket proof fap1 author photo, fpo version (fap2, fap3, etc)
hdr poly bag header L01 imprint (or other) logo (L02, L03, etc)
bbc blister back card m01 map (m02, m03, etc.)
src short run cover rp1 audio reader photo (rp2, rp3, etc.)
bgc bound galley cover x01 special effects (x02, x03, etc)
prj premium edition jacket all all exterior material
itj international edition jacket ccx cover corrections
mti movie tie-in edition jacket
box box

spc Specs cmp composition spec form
cfo Quark 'collect for output' report
acl archive checklist
sap SAP network specs
nts archive notes
log artwork log
rcl Reprints checklist
srn short run notes
cce cost confirmation estimate
fmp fmp summary specs (to be replaced by SAP)

Revision control number does not 
always reflect the printing number.

Revision control numbers ARE NOT 
optional.

When a job has a check digit 
that is the letter 'X', please 
ALWAYS CAPITALIZE the X in 
all file names.

This is a version tracking number 
using "r" (to signify revision) and a 
numeric value.

The SMART Archive database uses 
these numbers to handle the revising 
of files.

There is no need for a "final" 
designation as only files that were 
used for final printing per impression 
are included in the SMART Archive.

Specifications

Options: Exteriors

Options: Interiors

Sample:

Identifies content of file and it's stage in 
the production process.

Identifies which piece of the content is contained within 
the file. 

sequential numbers for interior files not 
organized by chapters (02, 03, 10, etc)

Element 6-Element: Element 3-
Content/Stage Identifier

Element 4-
Content Component Identifier

Under no circumstances are you to invent new designations for your content or use new designations without approval. If you feel a new designation is required or is missing from the 
Standard, please contact John Lewis (jlewis@randomhouse.com, 212-572-2274), who will coordinate any proposed new designations with the Naming Convention Sub-Committee.

All file names must consist of ALL the elements as described on this page. By your compliance, you will be using our character set standard of: a-z, A-Z, 0-9, periods, hyphens and 
underscores ONLY. No other characters will be permitted, including ! # $ % & ' " ( ) * + , / : ; < = > ? @ [ \ ] or any high-ASCII characters.

Revised January 15, 2003

File Format Identifier

Identifies the file format for the document.

This file-naming standard was 
developed by the Random 
House, Inc. Digital Workflow-
Production Sub-Committee. 
The Standard is now 
maintained by the Media 
Asset Development-Content 
Archive Team (MAD-CAT). 

John Lewis of MAD-CAT 
collects and documents all 
requests for changes to the 
Standard. The proposed 
changes/additions are then 
submitted to the Naming 
Convention Sub-Committee 
for discussion. Upon 
Committee approval, the new 
and changed elements are 
incorporated into the 
Standard. The MAD-CAT 
team then coordinates the 
addition of approved elements 
into the Standard's official 
documentation, and handles 
the publication and distribution 
of the amended Naming 
Standard documentation. 
Please be aware that there 
are seperate charts for 
eBooks, RH Childrens & RH 
UK.

MAD-CAT welcomes feedback 
or comments about anything 
your division handles which 
may not be adequately 
covered by this naming 
standard. We will do our best 
to accommodate the needs of 
all concerned while 
maintaining a standard that 
can be applied across all 
divisions of our diverse compan

Thank you!

MAD-CAT
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