
Organizing Paperwork Cheat Sheet
Sort all of the paperwork before organizing

Newspapers

Bills

Flyers

Takeout Menus

Mail

Other

Limit what you keep by only keeping important items

clip phone numbers

keep recipes you like

grab supplies to organize the paperwork

3 ring binder or plastic tub

clear plastic pockets or folders

dividers

3 hole punch (if applicable)

label maker

Shredder
Create Categories

Label Files

Organize all the paperwork

Paperwork system
file or toss paperwork as soon as it comes in

Keep up with the paperwork

Update filing system every 3-months

Personalize the sorted paperwork

Organize the paperwork

Label & arrange the paperwork



Organizing Paperwork Cheat Sheet

Organize Incoming Mail

Create a drop zone for your mail

Choose folders that make sense

(categorize your mail)

Have a recycle bin ready for your

junk mail

Have a shredder ready to shred

sensitive papers

go through folders regulartly

and remove old papers

1.

2.

3.

4.

5.



Organizing Paperwork Cheat Sheet
Main Categories

Utilities

Banking

Credit Cards

Health

Home 

Auto

Water

Garbage 

Electric

Phones

Internet

Statements

Other

Health Benefits

Bills

Create a folder for each credit

card

Subcategories

Insurance

Retirement

Taxes

Home Maintenance

Important Documents

Warranties

HOA

Property taxes

Mortgage

Other

Loans

title

Car Maintenance

Stocks

Current taxes

A folder for each person for

important info


