
Creating the "Read Me First" Document and optimizing your repository is the final, 
crucial step in ensuring your evidence system works flawlessly under the pressure of a 
survey. This phase is all about presentation, accessibility, and maintenance.

Guidance on Repository Optimization & Maintenance
The goal is to provide a single, organized narrative. A surveyor shouldn't have to search; 
they should be guided directly to the evidence.

1. The "Read Me First" Document (The Surveyor's Guide) 

2. Standardized File Naming Convention 

Place a file named "READ ME FIRST - [FOLDER NAME].pdf" at the top level of every 
major digital folder (e.g., in the "02. TJC COMPLIANCE" folder). This document should 
be a concise, one-page guide.

Adopt a naming convention that ensures documents are automatically sorted logically 
and are instantly recognizable without having to open them.

Structure of the "Read Me First" Document:
Folder Overview (The Why): State the purpose of the folder.

Example: "This folder contains all documents related to the resolution and sustained 
compliance of the 2024 TJC Survey Requirements for Improvement (RFIs)."

1.

Key Tracking Tool: Point the surveyor to the core document that ties everything together.2.

Core Contents & Quick Links: List the most important files and what they prove.3.

Contact for Questions: Provide an immediate contact point.4.

+

Example: "Start with File 01. TJC ACTION TRACKER (MASTER). This spreadsheet 
contains the status, owner, and location of evidence for every RFI."

+

Example: File 02. SAFER MATRIX REPORT: The original finding and risk stratification.

Example: File 03. BOARD OVERSIGHT LOG: Evidence of Executive accountability.

Example: "For questions about these files, please contact [Accreditation Manager 

Name], Ext. XXXX."

+

+

+



Convention Structure: [Date or Index #] - [Topic/Standard] 
- [Document Type]

Document Type Example File Name Rationale

e.g., PC.02.01.11, EP 5

Policy

Data/Chart

Audit

01_TRACKER-TJC-Action-M
ASTER.xlsx

202509_POLICY-Verbal-
Order-Readback-PC.02.0
1.11.pdf

2025Q3_DATA-FallRate-Run
Chart-Sustained.pdf

20251105_AUDIT-KeyContr
ol-EC.02.06.01.pdf

Uses a full date (YYYYMMDD) 
and the standard number.

Uses fiscal quarter (Q3) and a 
descriptive word ("Sustained") to 
show performance status.

Includes the year/month and the 
standard number for precise 
targeting.

Uses a numerical index (01) to 
place the master file first.

3. Accessibility and Maintenance (The "Living" Binder) 
Accessibility:

USB Backup: Once the digital repository is finalized, copy the entire structure (with all files) onto a 
labeled, dedicated USB Flash Drive. Store this drive in a secure, immediately accessible location (e.g., in 
the CNO's or Quality Director's desk). This ensures access even if network drives are down or login 
issues occur.

Print Key Documents: The Board Review Log, the TJC Action Tracker, and the Performance 
Improvement Story Summary Sheets for all high-risk RFIs should be printed and kept in a central, 
physical binder as well.

Treat it as a "Living" Binder: The repository is never finished. Compliance is an ongoing process.

Monthly Update Cycle: Integrate the maintenance of the repository into your monthly Quality 
Committee workflow. After every meeting, the Accreditation Manager must:

The Reality Check Standard: Never let a document in the repository be more than 30 days out of date. 
If the repository isn't current, the evidence it presents is suspect.

Update the Board Review Log and Quality Committee Review Log with new minutes.

Update any Run Charts or Summary Sheets with the latest data points.

Verify the status of all items on the "Restart and Rescue" List.
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