
 
 
 
 
 
 
 
 
Getting prepared is the key to organization! 
 

Have on Hand…. 
• 1 perfect Box or crate (covered or plain) 
• 1 Letter opener 
• 1 red pen 
• 1 or 2 sets of colored file folders 
• 2 baskets (1 for reading and 1 for catalogs) 
• 1 rolodex 
• 1 magic marker 
• 1 file folder with 2 pockets 
• 1 stamp and stamp pad 
• 1 form letter 
• 1 large trash bag 
• 1 Pen & Pencil cup holder 
• 1 expandable file folder (reading, travel with you) 
• 1 note pad and pen for each phone 
 
Basic instructions 
• Don’t open the mail unless you have time to sort 
• Always have a red pen and letter opener with you 
• Slit all the mail 
• Underscore in red 
• What comes in the mail will be how we use most of this equipment 
• Make file folders with labels 

- Red one- hot file 
- Personal correspondence 
- Finances 
- To do 
- Refer to spouse/roommate/boss/child 
- To phone 
- To read 
- To file 

 
• The second set of file folders you will use for warranties, insurance 

papers and other items that pertain to your household. 
• That is where your perfect box, crate or filing cabinet will be used 
• Convert fat files to a series of files 
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