A HIGH-LEVEL OVERVIEW OF 
GOOGLE DRIVE

OVERVIEW
What is Google Drive?
When a user opens a Google account, they automatically have access to Google Drive (G-Drive). G-Drive is a cloud-based storage service that allows users to create, store, and access files on its online server. With a reliable internet connection, users can easily access, edit, and manage files from a computer, tablet, or smartphone. In addition to storage, Google Drive offers integrated tools, including Google Docs, Sheets, and Slides - all comparable to Microsoft Office Suite tools. Google Drive files can be easily converted to Microsoft versions, and users can open Microsoft Word or Excel documents in G-Drive (i.e., re-configuration). These integrated tools allow users to edit shared files in real-time, making it much easier to collaborate with other users. 

User Account Options
An individual Google Account has 15 GB of storage shared across G-Mail, G-Drive, and Google Photos. It’s important to note that G-Drive files and folders shared with Google users do not count against their storage space quota. Users can upgrade their accounts using Google One to get more storage space. 

Google also offers Google Workspace, which allows teams of all sizes to create, connect, and collaborate. In addition to the tools mentioned above, Google Workspace plans include a custom business email (e.g., you@yourcompany) and larger amounts of storage space. The most popular plan is Business Standard, priced at $12 per user per month. The Business Standard plan includes a custom and secure business email, shared drives for your team, 2 TB of storage per user, security and management controls, and standard customer support. 

G-DRIVE for ORGANIZATION NAME  and Partners
Recommendations
It is recommended that ORGANIZATION NAME  use G-Drive to create, manage, store, and share essential files across the team. ORGANIZATION NAME can choose to use G-Drive through one of two options: 
1. Individual G-Mail accounts for each ORGANIZATION NAME  team member
· Each ORGANIZATION NAME  team member will create their own G-mail account (if they don’t already have one).
· Designated lead PM will create a shared folder (e.g., ORGANIZATION NAME PROJECTS) that all ORGANIZATION NAME  team members can access once invited.
· Designated lead PM will create a folder structure that works best for the ORGANIZATION NAME  team (e.g., Scoping, Client Projects, Communications & Marketing)
· Designated lead PM will monitor their personal storage space and upgrade to Google One as needed
2. ORGANIZATION NAME  Google Workspace account
· All ORGANIZATION NAME  team members will have access to the ORGANIZATION NAME  business G-Drive Workspace
· NOTE: The ORGANIZATION NAME  Workspace account holder will need to grant each team member access to the necessary files and folders. 
· ORGANIZATION NAME  can create a folder structure that works best for the ORGANIZATION NAME  team (e.g., Scoping, Client Projects, Communications & Marketing).
Benefits
Using G-Drive will help ORGANIZATION NAME :
· Seamless and easy file sharing (including folders) with internal ORGANIZATION NAME  team members and external partners, clients, and stakeholders.
· ORGANIZATION NAME  team members can share a customized link with external collaborators - access can be restricted to only those who have the customized link 
· Files can be shared with non-google accounts using visitor sharing 
· File version control 
· ORGANIZATION NAME  team members can make edits to shared files in real time, even when other users are accessing the file
· Edits are automatically saved if the user has a stable internet connection (no need to create a new version)
· Files can be downloaded as .doc., .pdf, .xls, etc. 
· Organized folder structure
· Having a systematized drive will support the expedient retrieval of important client information, ensure that ORGANIZATION NAME  is handling sensitive client materials with care and allows the team to enhance document sharing practices with partners and funders

PROS & CONS
Below is a chart summarizing the pros and cons of using Google Drive as a cloud-based server.

	· PROS
	· CONS

	
15 GB of Free Storage Space
	Purchasing a plan is needed to access more storage space

Files larger than 5TB can’t be uploaded

	User-friendly interface
	Slight learning curve for those who are not familiar with G-Drive

	Easy file sharing with Google and non-Google users
	Only those with access to the folder or file will have viewing or editing privileges

	Instant access to G-Suite editing tools including Google Spreadsheet, Docs, Slides, Jamboard, and Forms.  
	Stable internet connection is needed to access documents and files

	Easy and quick access to files and documents from a computer, tablet, or smartphone
	Stable internet connection is needed to access documents and files

	Secure Socket Layers (SSL) Encryption
	Potential security issues if file access restrictions or not activated
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