
How to Clean Up Google Drive and Audit 
Permissions: A Practical Guide for Bay Area SMBs

very day, your team adds files, shares folders, and creates links across Google Drive.

Without structure, that activity turns into a slow-growing mess that puts productivity and

security at risk. From duplicate documents and wasted storage to unauthorized access and

compliance gaps, an unorganized Drive can cost your business more than you think.

This guide explains why cleaning up your Google Drive and auditing sharing permissions is

essential for Bay Area SMBs, how you can address it internally, and how IT Total Care

simplifies and secures the entire process.
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1. Why Google Drive Audits Matter for Bay Area SMBs

Google Drive is the digital backbone of your business, supporting everything from project 
management to HR documentation. But when it’s left disorganized, it quickly turns from an 

asset into a liability - slowing down your team, wasting valuable time, increasing operational 

costs, and exposing sensitive data to unnecessary risk.

Why This Matters for Bay Area SMBs:

➢ Confidential Data Exposure: Unrestricted sharing and outdated access settings can 

expose financial records, employee information, and client data to the wrong people.

➢ Compliance and Legal Risk: Businesses in regulated industries such as healthcare, 

legal, and finance must tightly control access to protected data to avoid penalties and 

violations.

➢ Lost Productivity and Storage Waste: Employees waste time searching for files or 

recreating documents they cannot find. Duplicate and abandoned files inflate paid 

storage usage.

➢ Lack of Ownership and Visibility: As companies grow, folder structures break down, 

and no one can clearly identify who owns or controls access to critical files.

➢ Security Gaps Over Time: Forgotten public links, former employee access, and missing 

permission reviews create ongoing security risks.

For more information please contact, 
Brendan Duebner |  President |  IT Total Care 
Phone: (650) 425-3910  |  Email: BrendanD@ITtotalCare.com
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2. How to Clean Up and Audit Google Drive Yourself

If your organization is managing Google Drive without a dedicated IT provider, the following 
steps can help you bring order and control to your environment.

Step 1: Evaluate Your Current State

➢ Inventory all Shared Drives and commonly used My Drives

➢ Identify duplicate, outdated, or unused files and folders

➢ Review sharing settings and document who has access to each Drive

Step 2: Define a Logical Folder Structure

➢ Organize Shared Drives by department, project, or business function

➢ Apply consistent naming conventions across folders and files

➢ Separate company-wide resources from team-specific content

Step 3: Apply Appropriate Permissions

➢ Use Google Drive roles such as Viewer, Commenter, Editor, and Manager 

intentionally

➢ Remove public or unrestricted link sharing whenever possible

➢ Restrict external sharing to approved users or domains

Step 4: Implement Access Controls

➢ Enable domain-level sharing restrictions

➢ Use group-based permissions for easier access management

➢ Remove access for former employees and inactive vendors

Step 5: Document Standards and Train Employees

➢ Create a Google Doc that explains folder structure and sharing best practices

➢ Include this documentation in employee onboarding

➢ Reinforce expectations during team meetings or internal reviews

Step 6: Audit Regularly

➢ Use Google Admin Console or tools like GAM to review permissions

➢ Schedule recurring audits on a quarterly or semiannual basis

➢ Remove outdated files, links, and access as part of routine maintenance

Limitations: Managing requires ongoing attention. Without consistent oversight, 

permissions sprawl returns, folder structures degrade, and sensitive data remains exposed.



1291 E. Hillsdale Blvd, Suite 303, Foster City, CA 94404

www.ittotalcare.com  |  Main: 650-352-6400

3. How IT Total Care Manages Google Drive Organization and Audits

IT Total Care helps Bay Area businesses create clean, secure, and scalable Google Drive

environments that support productivity and compliance as teams grow.

Our Google Drive Cleanup and Audit Process Includes:

➢ Comprehensive Drive Assessment: We audit Shared Drives, My Drives, file 

ownership, and external sharing using administrative tools and reporting.

➢ Scalable Structure Design: We organize your Google Drive by department, role, or 

workflow using consistent naming conventions and access strategies.

➢ Permission Management at the Drive Level: We apply Google Workspace roles 

appropriately and limit access based on business need.

➢ Role-Based Access Control: We implement RBAC and conditional access policies 

using native Google Workspace features.

➢ Secure File Migration: We migrate files into Shared Drives using approved tools that 

prevent downtime and data loss.

➢ Employee Training and Documentation: We create a Google Docs based guide and 

train employees on how to access and manage files securely.

➢ Ongoing Audits and Adjustments: We regularly review permissions through the 

Google Admin Console and reporting tools, adjusting access as your organization 

evolves.

For more information please contact, 
Brendan Duebner |  President |  IT Total Care 
Phone: (650) 425-3910  |  Email: brendand@ittotalcare.com
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Ready to Bring Structure and Security to Google Drive?

At IT Total Care, we help Bay Area SMBs regain control of their Google Drive environment 
through smart organization, clear access policies, and proactive auditing. Our team designs 

scalable folder structures, applies permission settings that align with your business, and 

provides hands-on support every step of the way. You’ll reduce clutter, improve collaboration, 
and protect sensitive data from accidental exposure.

Let your team focus on their work, knowing your files are organized, accessible, and secure.
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