
TOP TIPS MANAGING PAPERWORK

Evaluate your documentation. Do you want to keep it as a 

memory or for practical reference? Most of us can halve our 

paperwork with just a simple first sift.

Gather all loose paperwork together, and start to categorise 

broadly: Home, interests, children, work. Conduct your first sift, as 

there will be out of date information sheets, envelopes, 

superseded information which can be recycled immediately.

Examine every single piece of paper – shred it, recycle it, put it in 

your action tray, file it, or scan it to keep a digital copy. If it’s been 

buried for months under a two foot pile, is it that vital? Maybe now 

is the time to wipe the slate clean and just accept it’s never going 

to pop to the top of your list of priorities.

Look at your office supplies – what do you really need? 7 hole 

punches, 78 plastic sleeves, and your old secondary school 

ringbinders? Chances are your working methods have changed 

with a paperless system, so let the old stationery go. You paid a 

lot for it, I know, but leaving it hanging around cluttering up your 

working space is going to affect your clarity of thought.

For most home offices a filing cabinet is a great solution – you 

can get some nicer looking ones these days and they are sturdy, 

flexible, and help you keep volumes of paperwork in a 

manageable way.

Technology is moving so fast that we are thankfully moving towards a paperless society, yet we have little 
control over the steady influx of paper that comes in on a daily basis. A staggering 80% of what gets filed is 
never referred to again. The key to a successful paperwork system is getting rid of unnecessary paper
whilst remaining in your comfort zone.

TOP TIPS MANAGING PAPERWORK

Evaluate your documentation. Do you want to keep it as a 

memory or for practical reference? Most of us can halve our 

paperwork with just a simple first sift.

Gather all loose paperwork together, and start to categorise 

broadly: Home, interests, children, work. Conduct your first sift, as 

there will be out of date information sheets, envelopes, 

superseded information which can be recycled immediately.

Examine every single piece of paper – shred it, recycle it, put it in 

your action tray, file it, or scan it to keep a digital copy. If it’s been 

buried for months under a two foot pile, is it that vital? Maybe now 

is the time to wipe the slate clean and just accept it’s never going 

to pop to the top of your list of priorities.

Look at your office supplies – what do you really need? 7 hole 

punches, 78 plastic sleeves, and your old secondary school 

ringbinders? Chances are your working methods have changed 

with a paperless system, so let the old stationery go. You paid a 

lot for it, I know, but leaving it hanging around cluttering up your 

working space is going to affect your clarity of thought.

For most home offices a filing cabinet is a great solution – you 

can get some nicer looking ones these days and they are sturdy, 

flexible, and help you keep volumes of paperwork in a 

manageable way.

Technology is moving so fast that we are thankfully moving towards a paperless society, yet we have little 
control over the steady influx of paper that comes in on a daily basis. A staggering 80% of what gets filed is 
never referred to again. The key to a successful paperwork system is getting rid of unnecessary paper
whilst remaining in your comfort zone.

declutterhub.com



TOP TIPS MANAGING PAPERWORK

Hanging files are brilliant because they are flexible - you can add 

or take away as required and move them around to suit. If your file 

is groaning under the weight of that paper, do one of two things, 

be ruthless with what you keep or subcategorise. Plastic inserts 

are useful too, but use the ones that open on two sides for ease of 

access. Anything that involves too much effort is a barrier to you 

getting the job done.

Be clever with your filing system. You might use colour coding, 

alphabet, numeric – your system, your choice. Bank, Current 

Account, money, financial – these things are the same but a 

different name works for different users. So choose one that 

works for you.

Your in-tray becomes your to do list. My paper system mirrors my 

digital system. If it is in my in-tray it still needs looking at, if it’s in 

my email inbox it still needs action. Once it’s actioned, it gets filed

whether that is in my filing cabinet or my file folders. It works for 

me! Now all you need to do is find a system that works for you.

When you find yourself with more than three carrier bags full of 

confidential waste think about having it professionally disposed 

of. It will save you a lot of time.

Think about where you can create space for archival storage if 

you need it. Don’t clog up your filing cabinet with archives.

declutterhub.com


