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Setup a Tickler File System
Tickler file system is used to control your everyday papers that cannot be filed right away.

· Determine Appropriate sections needed for repetitive tasks:

· Next Year

· Pending

· Waiting for Response

· Data Entry

· Discuss

· Pay – Business

· Pay – Personal

· Photocopy

· Call

· Read

· Receipts or Accounting
· Expense Reimburse

· Master File Index

· Calls Expected

· Purchase Everyday File System

· Purchase Hang File Rack
· Purchase Hanging Files to accommodate appropriate sections needed
· Purchase Hanging File Tabs (Small package)

· Purchase File Folders to accommodate appropriate sections needed and a few extras

· Make Appropriate Tabs for sections needed
· Place Tabs in Alphabetic Order on Hanging Files – Front of Hanging File

· Label File folders to match tabs

· Place File folders in appropriate  tab locations
· Place paper in appropriate Tabs immediately rather than placing on desk
