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HOT TIPS FOR OFFICE OR6ANIZIN6 & PAPER MANAGEMENT

1. Opan ond sorl your moil doily. Purge olljunk moil immediotely.
2. Discord oll oulside envelopas. Unfold sll poper so thot it's fldt.
3. Determine common cotegories for popers thot need to be hondled ond sel

up monilo file folders for eqch one. Use nomes thot ore neaningful to you
ond thoi will encouroge you to loke oction.

4. Bills, bills, bills! Highlight the due dote and mork your cclendar. Stople
or clip the remiitonce envelope to fhe bill. File in o"Bills to poy,,folder.

5. Use o groduoted Step File to ploce oll monilc file folders thqt need to be
ot yosr fingertips, representing ilems thot ore current, ongoing, or
Pendrng.
For every new project, create o lile folder for il.
fnside your file drowers, use honging file folders for oll mojor cdtegories
ond mcnilo file folders inside for the sub-cotegories.
Keep oll frequenlly used supplies within your reoch on or inside your desk.
Keap o lo9 by your phone for recording voicemail messoges . Check off
once you hove returned ihe coll or idken lhe necessory oction.

10. Lost, but not leost, if you jusl con'l seem to get it together, coll Jdzz
Personol Monogement for top-notch Professionol Orgonizing help! O

t2t Rurtell Sbtet . Mdnctaier, NH oro4-t269 . 6ot.6rrtt|2 . fb. 6or6rt9t l
I a<1@l dKPen o kd lMa nigt lt e nt. c on . bue I agp eft 0 n d lM anagrn q, t.co n

7.

8.
9.


