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HOUSEHOLD PAPER & EMAIL MANAGEMENT 
 
 

SETTING UP ACTION FILES 
 

Many homeowners do not have a good incoming paper management system in place.  It can be a very simple system.  
Create yourself an open top desk file and place it where you will use it and make action folders to place inside.  Label 
folders to fit your specific categories.  Basic suggestions would be “To Be Filed” / “Action Required” / “Bills To Pay” / “To 
Be Read” / “Coupons”.  When you come into the house with the mail, immediately start the sorting process. 
 

1. Sort mail and throw out all trash and junk mail (recycle whenever possible) 
2. If you receive magazines and catalogs, establish a timeframe for when you will look through them (i.e. One week) 

and place in the “To Be Read” folder. 
3. Open bills and throw away outside envelopes and place in “Bills To Pay” folder. 
4. Place coupons that you will use in “Coupons” folder. 
5. Mail that is opened that requires a response should be placed in “Action Required” folder. (i.e. RSVP’s, signed 

forms for kids school, etc.) 
 

Once a week you will go through these folders and file away things that need to be filed, read magazines and recycle, 
respond to your action folders, pay bills when due, and toss expired coupons that aren’t used. 
 

It is very important that you schedule yourself time every week to manage this system.  Whether it be 15-20 minutes on a 
Saturday morning or after dinner on a Tuesday night, just make it part of your routine and give it the same importance as 
you would a doctor’s appointment.  Once you finish your weekly appt. with your papers, you are done until the next week.  
After several weeks of this you will begin to form a new habit for your household paper management.   

 

SETTING UP REFERENCE FILES 
 

If you have a difficult time finding papers, you might not have a good system in place for your reference files. One good 
method for setting up your files is to make your file categories in general terms (i.e. AUTO, BANKING, HOME, 
INSURANCE, INVESTMENTS, LIFESTYLE, MEDICAL, TAXES, etc.) Label your hanging files with these MAIN tabs all to 
the left or all to the right side of the file drawer, depending on your preference. Then make your subfolders slightly more 
specific to your needs or your families’ needs. For example, under insurance you might have four sub-categories Auto, 
Health, Home and Life. Try to avoid specific names like State Farm or Allstate as they might change, while the category 
will remain the same. These folders will be the inserts inside the hanging files.  Align the tabs all to the opposite side of 
the MAIN tabs, unless you prefer cascading tabs across the width. This will create a visual ease to finding your files. 
 

EMAIL MANAGEMENT 
 

Homeowners can also establish their email management in a similar way.  Set up folders under your inbox for items to be 
filed away or to take action.  When receiving new emails, you might use the following guidelines for processing: 
 

1. Discard junk, unnecessary emails or spam. Make sure to unsubscribe from ads to stop getting them daily. 
2. Learn to use email folders and create the categories specific to your needs. 
3. Incoming emails that require action can be delegated (forwarded), handled immediately or filed to a folder 

requiring future action. 
4. Make folders for subjects that you want to file for reference. 
5. Make folders for Follow-up.   
6. Make it a habit to only keep things in your Inbox that require immediate action so you will respond quickly and 

once they are done, they can be deleted or filed. 
7. The goal is to strive for an empty inbox every day.  

 

If you are using a calendar with your email program such as Microsoft Outlook or Google, you should input changes for 
contact information and calendar changes right away and then discard those emails.  Make sure to look at your folders 
regularly and purge emails whenever possible. 
 


