
How to Organize Your Company ShareDrive and Audit 
Permissions: A Practical Guide for Bay Area SMBs

s businesses rely more heavily on shared file systems like Google Workspace and

Microsoft 365, the ShareDrive has become a central hub for daily operations. Without structure

and oversight, however, shared drives can quickly become cluttered, insecure, and difficult to

manage. Poor organization and unchecked permissions often expose sensitive data, slow

down teams, and increase compliance risk.

This guide explains why ShareDrive organization and permission audits are critical for Bay

Area SMBs, how you can approach the process internally, and how IT Total Care manages

ShareDrive structure and access controls with scalability and security in mind.
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1. Why ShareDrive Organization and Permissions Matter for Bay Area SMBs

A ShareDrive is more than a place to store files. It is a core operational system that directly 
impacts security, productivity, and compliance across your entire organization. When it is 

poorly structured or loosely managed, small issues can quickly turn into widespread 

operational and security risks.

Why This Matters for Bay Area SMBs:

➢ Reduced Data Exposure: Unorganized folders and broad permissions often allow 

sensitive files to be accessed by employees who should not see them.

➢ Stronger Compliance Posture: Auditing permissions helps ensure only authorized 

users can access regulated or confidential data, lowering compliance risk and potential 

fines.

➢ Improved Productivity: When files are easy to find and clearly organized, employees 

spend less time searching and more time doing meaningful work.

➢ Lower Security Risk: Uncontrolled access increases the likelihood of accidental 

deletion, data corruption, or ransomware spreading through shared folders.

➢ Scalable Growth: As SMBs add employees, projects, and locations, unmanaged 

ShareDrives become chaotic and difficult to scale without rework.

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 Organize Your ShareDrive and Audit Permissions Yourself

If you plan to manage ShareDrive organization internally, you will need a clear process that 
addresses both file structure and access control. Below is a practical approach SMBs can 

follow:

Step 1: Assess Your Current ShareDrive State

➢ Inventory all existing folders and files, Identify duplicate documents, outdated 

materials, and abandoned folders.

➢ Flag files that contain sensitive or regulated data and document current access levels 

and sharing settings.

Step 2: Define a Logical Folder Structure

➢ Decide whether folders should be organized by department, project, or business 

function and keep naming conventions consistent across all folders.

➢ Create a shared team folder for files that require broad access and avoid deeply 

nested folders that make navigation difficult.

Step 3: Set and Apply Permissions

➢ Assign read or edit access based on role and job function.

➢ Limit access to sensitive folders using least-privilege principles.

➢ Apply permissions at the folder level rather than individual files when possible.

Step 4: Implement Access Controls Using Native Tools

➢ Use Microsoft 365 permission settings to restrict access.

➢ Remove access for former employees and unused accounts.

➢ Review external sharing settings and disable unnecessary public links.

Step 5: Train Employees and Establish Ongoing Audits

➢ Create a short internal guide explaining folder structure and access rules.

➢ Educate employees on where files should be saved and shared.

➢ Schedule recurring reviews to reassess permissions, folder usage, and storage 

growth.

Limitations: Managing ShareDrive organization internally requires time and consistency. 
Without regular audits, permissions can drift, clutter can return, and security gaps may 

reappear as teams grow.

For more information please contact, 
Brendan Duebner |  President |  IT Total Care 
Phone: (650) 425-3910  |  Email: BrendanD@ITtotalCare.com
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3. How IT Total Care Manages ShareDrive Organization and Permissions

As a Bay Area MSP, IT Total Care approaches ShareDrive management with long-term

security, scalability, and operational efficiency in mind.

Our ShareDrive Management Process Includes:

➢ Environment Assessment: We inventory your existing folder structure, file volume, 

duplicates, and current permission models.

➢ Scalable Structure Design: We organize files logically by department, project, or 

function using standardized naming conventions.

➢ Root-Level Permission Control: We apply strict access rules at the top folder level to 

prevent permission sprawl.

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

improve both security and scalability.

➢ Automated Data Migration: We migrate files into the new structure using scripting and 

automation to ensure accuracy and minimize disruption.

➢ Employee Training Support: We create a clear usage guide so staff understand how to 

use the ShareDrive correctly.

➢ Onboarding and Offboarding Integration: We align ShareDrive access with your hiring 

and termination processes to prevent lingering access.

➢ Ongoing Audits: We regularly review permissions, usage patterns, and storage growth 

as your business evolves.

For more information please contact, 
Brendan Duebner |  President |  IT Total Care 
Phone: (650) 425-3910  |  Email: brendand@ittotalcare.com
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A well-organized ShareDrive reduces risk, saves time, and supports growth. For Bay Area 

SMBs, it is a foundational part of secure and scalable IT operations.

Ready to Take Control of Your ShareDrive?

At IT Total Care, we help Bay Area businesses turn ShareDrives into secure, efficient, and 
scalable systems. Our team manages structure design, permission audits, employee training, 

and ongoing optimization so your files stay protected as your business grows.

Contact IT Total Care today to strengthen your ShareDrive and reduce risk across your 

organization.
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