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TaKING CHaRGE OF THE PaPeR THaT
COomes INTO YOuUR HOme

* This mohth we are 9oing to address all that paper that comes into your horme oh a daily basis, and
along with that, orgahize your home office areq qs well.

Remember the orgahizer's favourite Saying that “everything must have q home” — the same goes for
your office. This is your office. . .not a multipurpose dumping zone. Nothing should 9o in to your
office that doesnt belong in your office OK?22 If you have a bookease in there, only BOOKS belong
on the shelves. If you have a filing cabinet, it should be used ONLY for housing FLLES. Keep this
space orderly + inviting.




PaPCR

* Remember: Most of our paper files we will NEVER use or look at qgain. bid you kNow that the
average American receives approxirately 50,000 pieces of mail during their lifetime, of which
about one third is junk mail?! This is why you Need to take cohtrol of all paper that enters
your home !

Most clutter that accumulates in the home office is paper So try to keep i to a minimunm.

Have ohly ONE tray to place all incoming mail/paper in. This is a temporary resting place
until it can be addressed (which ideally should be immediately). The problem is that once you

put mail dowh, it gets forgotten sometimes for days, even weeks and months! SO sort ma
immediately (over the rubbish bin) when you bring it into the house. Do ohe of the following
3 things with it:

® Toss /- Throw out ALL junk mail ahd shred all those credit card offers and anything with
your Name + qddress on it.




PaPeR (CONTD)

o Acton it - If it's q bill, date the envelope with q payby date and place it in an upright
orgahizer on your desk. Check this orgahizer dally to ensure on-time payment. One good way
to pay bills is to schedule bill paying days oh the first + the 5% of the mohth or on pay day -
this way you are mare likely to pay bills oh time and you will avoid having to pay late fees or
interest charges. Pay all bills that you can ohline to reduce paper accumulation.

® flle /- Keep a tray basket for paper that needs more time to read such as magazine offers,
donation request papers, ete. Try to go through this basket oh a dally basis and deal with at
least one item. Have a goal to have this basket empty by the end of each week. This will keep
paper pileup to q minimum.

WHaT TO KeepP, WHaT TO TOSS)

For complete guidelines for tax related papers — go to www.irs.dov publication # 852
or check with your accountant.




DEesSK area

An efficient workspace is one that is uncluttered. Make sure that all desk surfaces are kept
clear of paperwork and clutter. Keep desktop items to q minimun — computer, phone, desk pad
bill orgahizer + your action trays

Keep all bill-paying materials together — stamps, envelopes, checkbook, etc. Pay as many bills
as you can ohline. Schedule bill paying days on the first + the 5t of the month or on pay day
- this way you are more likely to pay bills on time + you will avoid having to pay late fees or
interest charges.

Keep a daily or weekly ‘to do” list handy. This list should include such things as phone calls to
make, letters and cards to send or answer, shopping list, gifts to buy, etc.

Group desk drawer items together and keep confined in separate orgahizers — paperclips,
Staples

Surround 3ourseff with things that bring you a lot of Joy — artwork, 'quﬂy photos, etc so you
will actually enjoy spending time working in your office (but remember to keep  to a
minimum!).

Make use of q wall calendar or desk calendar i you dont use your computer for this




DesK area [CoNTD)

® Choose desk accessories that are Not oh’y functional but also p’eqSiVlg to the eye, choosing q
favourite colour or texture.

® Work efficiently - Have a good desk chair to ensure comfort: have adequate lighting, and keep
a Notepad and pen Near the phone and computer for jotting down hotes and information.

* Make sure you have aN adequate sized rubbish bin in the office Keep and a shredder close by

® Group desk drawer items together and keep confined in separate orgahizers — paperclips,
Staples




maGazines

* Tend to pile up often unread, so My advice here is easy and very practical. As you are reading
q Magazine, ifyou see q recipe that you think you would like to make, tear it out and
immediately file it into q clear plastic sleeve in a3 ring binder that you have designated Just
for recipes. Do the Same with other articles of interest — possible categories for binders
could be gardening, travel, house improverments, ete. This is an excellent way to take charge
ahd organize paper that you May or May Not ever refer to

If you are i the car q lot waiting to pick up children, always have q Magazine with you, so
that you can relax while you are walting, enjoy reading, and at the same time, pull out those
articles of interest to file away a$ SooN as you get home.

* If you find that you rarely read the Magazines you subscribe to, then cancel your

® Catalogs — keep these to a minimum and 'ffyou are Not goiNg to order something soon, toss
them, as you Know they will be sending you aNother ohe sooh!!




FILIAG SYSTEem

® Most receipts we hever refer to or heed again, but if you are one of those people who have q
hard time getting rid of them, buy 3ourseff q 12 month accordion orgahizer and file these
receipts away by month. When the month comes around the Next year and you redlize you
never needed these, toss them and start over. DO keep receipts for mqjor purchases such as
appliances, Turniture, ete for as long as you have them for warranty/repair purposes.

Keep qll financial records for the current year in an accordion file sorted by months. At the
end of the year, go through and either file or shred documents. This yearly purging is

Necessary so the paper clutter wont get out of control again

Clearly label ol files for easy reference. Colour code them if that will make # easier for you.
However you choose 1o file, i has to make sense and work for you

Keep ﬁ‘ectuenﬂy used files hahdy so you can cluicklg ahd eqS”y aceess important information.
The top drawer of your filing cabinet should contain the files you Need to access most often
such as receipts, bahk Statements, and other paperwork youll need for this year's tax return.
Store old tax files in a less accessible place (youll only Need them again i you are qudited).




FILING SYSTEem (CONTD)

® The following is a list of some suggested main file titles that you might want to keep
o Automotive — purchase detals, warranties, maintenance and repair records
o Education — copies of transcripts or degrees, report cards, other miscellaneous school details
o Financial —Credit cards, bank statements, investments, tax returns, and retirement funds

o Health and Medical — details of health insurance coverage and policies, heakth records, tests
performed, ete.

o ftome and Real estate —House purchase details, home improvement ideas, copies of receipts
for work dohe on property, investment detalls

o Insurance — i—_}omeowners insurance, car iNsurance, life insu‘rqnce. di5qbi!i’qj InSsurance, or
aNy other policies you May have. Paperwork related to any claims you may have filed

o Legal —important documents Such as passports, birth and marriage certificates, resumes, etc.
o Taxes — one file for each year's return with supporting paperwork.

o You will no doubt think of other files — travel, warranties, appliance manuals, pets, famil
history. . .The more you can file in its own specific category, the more efficient your filing
system will work for you

Go through ?oul‘ files once q year to get rid of outdated and unwanted items. purge your filing cabinets

at Teast once a year to get rid of old things and also to see what is actually in there!




COMPUTERS

Not going to say a whole lot about your computer — one could write q book and I'm
sure they have ohe oh how to orgahize your computer.

BUT DO:

* Orgahize your files
* Delete qll old outdated files
® Take advahitage of online bill paying

® Back up important files on q regular basis




THE ORGaNIZING QUSSIC'S TOP 10
PaPeR/HOMme AFFICe TIPS

Address mail while it is still in your hand when it enters the house — toss the junk mail
Straight in to the rubbish bin, tEe rest goes in to the incoming mail tray oh your desk qnd
should be addressed the same day if Not right Now !

Keep your desk surface clutter free. NO PLLES of PAPER, OK ?
Orgahize your desk drawers by grouping like items together — use drawer dividers

This is your office — make it q place you wat to spend time in by adding personal touches
u fqmily photos, etc.

If you dont have ohe already — Tnvest in q good filing cabinet

Colour code your files
Make filing categories that make sense to you for easy access and use
Shred junk mail that has Ny of your personal information on it

Limit the number of magazine subscriptions. Lf you don't ever have time to read them, then
you don't Need q subscription

Do cut out articles of interest — but file them immediately in to their own 3 ring binder




