
 
Top Organisational Tips – For Paperwork & Office 

 

➢ Use a family calendar:  I recommend the ones with a separate column for each family 

member and a separate column for birthdays/anniversaries.  Plus a pouch for 

appointment cards/slips. 

➢ Assume you won’t keep it: 90% of paperwork that enters out home, we NEVER look 

at again.  80% of it, we have never asked for in the first place.  Always assume you will 

discard the paperwork, unless there is a good reason not to. 

➢ Invest in a shredder: It’s a necessity for most people.  You can get compact and 

inexpensive one.  Shred as papers come in if possible or as soon as possible.  Don’t let 

it build up. 

➢ Assign an area for incoming post.  I suggest a letter rack or basket to catch post as it 

comes in.  Locate this near to the front door if possible.  Plan to review post daily.  

Your shredder and recycling box should be within easy reach. 

➢ Adopt the “touch it once” rule:  Try to deal with paperwork on the spot. Note any 

dates on the calendar and diary or make any small actions such as telephone calls, or 

bank transfers there and then. Then shred or discard immediately.  File important 

documents.  If not possible then see next point…. 

➢ Assign an Action tray: For tasks that can’t be dealt with immediately, place them in a 

“Pending” box (upright box files work well) Assign a separate box for each member of 

the family. Staple papers that need to be kept together. Go through this several times 

a week and do not let the actions build up. 

➢ Consider using a white board or chalkboard for writing lists or notes.  This can be 

kept on the wall in the kitchen and negate the need for paper and pens which tend to 

clutter up surfaces and get lost.  The notes can be easily erased and if you have written 

out a shopping list, take a photo of it on your phone to take to the supermarket. 

 

 

 



➢ Have a filing system: You should only need a small filing cabinet.  Use hanging drawer 

dividers labelled Bank/Council Tax/Car Insurance etc.  Within each divider, place a 

manila folder with the documents within. The manila folder MUST also be labelled. 

Take out the manila folder when needed and return to its matching hanging folder 

when no longer in use. 

➢ One in, one out: When you get a new motor insurance certificate/annual mortgage 

statement etc, file immediately but take the old one out and shred at the same time.  

Don’t keep out of date paperwork. 

➢ Beware of manuals: You can access most online so only keep what you really need 

i.e. if you think it would help you sell the item on.  Keep manuals in a box file – they 

are too heavy for hanging folders. 

➢ Keep Important Documents together: Passports/birth certificates/marriage 

certificates/medical cards in a box file together.  Label it in whatever way makes sense 

to you.  Box files work well for these as they can be too heavy for hanging files. 

 
 


