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L O O K I N G  F O R  M O R E  T I P S  &  T R I C K S ?  V I S I T  C L E A N M A M A . C O M !

Cut out as much paper as possible and be ruthless 
about excess paper in the house BUT have a well 

thought out plan for paper in place. 

Getting Started

❧  P A R T  O N E  ☙
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O P E N  M A I L  when you receive it and open it over 

the recycling bin.

P R O C E S S  opened mail immediately – use 2 

baskets to process things to deal with now // 

things to deal with later.

S H R E D  PA P E R  that doesn’t need to be saved 

weekly or monthly.

S C A N  anything that can be saved digitally.

S W I T C H  T O  E L E C T R O N I C  bank statements 

and bills.

O P T  O U T  of junk mail.

K I D S  A R T W O R K . . .  save the best or things that 

have special meaning – I save everything with their 

darling little hand-prints.

P H O T O S . . .  save digitally on a photo storage site 

and print books yearly.

M A N U A L S . . .  keep in flexible file folder for easy 

access or access online.

❧   P A R T  O N E  –  G E T T I N G  S T A R T E D   ☙

Paper-Less Quick Start

Start thinking 
through how you 
deal with paper 
and any systems 
you have in place.

Here are some ideas to help  

you get started...
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D A I L Y  P A P E R

Take time each day to separate items into mail, work and school papers. 

Recycle, file, shred or mark as in-process.

W E E K L Y  P A P E R

Choose a day of the week to do a quick sort and weekly check-in. This is 

helpful to make sure you’re dealing with the paper at least once a week if 

you miss a day or two. 

W H AT  D AY  O F  T H E  W E E K  W I L L  Y O U  P R O C E S S  Y O U R 

PA P E R  P I L E S ?

M O N T H L Y  P A P E R

Take some time at the end of the month or beginning of the month  

to file end of the month papers and bills. It’s also a great time to zero  

out in/out boxes.

A N N U A L  P A P E R

The key to keeping those paper piles away is having a plan for daily paper 

and subsequently those looming paper piles. Make this the year to put a 

plan in place and get ready for the next year as you’re filing away the last.

W H AT  P R O C E S S  W I L L  B E S T  S U I T  Y O U ?  

W R I T E  I T  D O W N  H E R E :

❧   P A R T  O N E  –  G E T T I N G  S T A R T E D   ☙

A Plan for Paper

Making a plan  
for paper is the  
first step to  
getting on top of 
your paper piles.

Use this guide to break down 

those piles once and for all. 

H E L P F U L  T I P 

 

Print the following pages 

to mark baskets or bags 

and toss things in as 

you’re sorting.

M O N T U E W E D T H U F R I S AT S U N
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Toss
R E C Y C L E  O R

T R A S H
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File
P U T  T H I S  I N  A  P L A C E

F O R  S A F E K E E P I N G
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Shred
D O N ’ T  N E E D  T H I S  & 
N O  O N E  E L S E  D O E S
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In Process
C U R R E N T L Y  

W O R K I N G  O N



L O O K I N G  F O R  M O R E  T I P S  &  T R I C K S ?  V I S I T  C L E A N M A M A . C O M !

The best systems to put in place are systems that work for 
you. If you just put systems in place without taking your 

home and life into consideration, they’re just empty systems. 
Let’s put systems in place that work, make your life easier, 

and help you get to that paper-less home you need.

Systems

❧  P A R T  T W O  ☙
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❧   P A R T  T W O  –  S Y S T E M S   ☙

Systems Put an End to Paper Clutter

I’m a paper person and a list-maker.

I love using a paper planner, a homekeeping binder, a wall 

calendar, writing hand-written notes and cards.... I tend to err 

on the side of more paper than less, but I loathe paper clutter. 

There’s a difference!

If you want to go completely paperless, go for it! I tend to 

be more of a paper-less person. Cut out as much paper as 

possible and be ruthless about excess paper in the house BUT 

have a well thought out plan for paper in place.

The best systems to put in place are systems that work for you. 

If you just put systems in place without taking your home and 

life into consideration, they’re just systems. Let’s put systems in 

place that work, make your life easier, and help you get to that 

paper-less home you need.

S TA R T  S M A L L  A N D  B U I L D  A  H A B I T  L I K E  

D E TA I L I N G  W I T H  M A I L  DA I LY. 

This little habit will help you gain a little momentum.

See the next page for more ideas to help get you started.

I D E A S  F O R  S Y S T E M S :
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❧   P A R T  T W O  –  S Y S T E M S   ☙

Ideas for Ending Paper Clutter

D E A L  W I T H  I T  D A I L Y .  The #1 secret to keeping paper clutter to a minimum is to deal with it 

daily. Processing mail, school papers, and any other paper that makes its way into your home right 

away is the best way to keep it from becoming overwhelming.

I N / O U T  B A S K E T S .  Set up baskets or bins where you can put mail or paperwork that you’re 

dealing with or something that needs to go out. If this is too much or if you feel like you have a 

good handle on this, a spot for mail can be helpful too.

P L A C E  F O R  O T H E R  PA P E R S .  If you have kids that are bringing paper into the house, put a 

system in place for their papers too and teach them how to use it. We use a three file holder for 

the kids’ daily work or papers that need to be looked at, filled out, and/or filed.

G E T  R I D  O F  U N WA N T E D  M A I L .  There’s a free app called PaperKarma – just scan your 

unwanted mail, they contact the sender, and the mail is gone. TrustediD is another company 

that gets rid of unsolicited magazines and junk mail (for free). If you’re sick of getting those pre-

screened credit offers you can go online to Opt Out PreScreen get off that list.

S C A N  I M P O R TA N T  PA P E R S .  Save them to an external drive or cloud storage. Most printers 

have a scanner that you can use or feed important papers into. Evernote and Dropbox provide 

online storage for important papers.

S E N D  C A R D S  &  I N V I TAT I O N S  D I G I TA L L Y .  I love Minted and Paperless Post is for darling 

cards. I use Minted for Christmas cards and keep our address book in there so they can add it to 

my cards. When it comes to kids party invitations, I like a quick email invitation with the RSVP 

included. I do send out handwritten birthday cards to friends and family.

S T O R E  P H O T O S  D I G I TA L L Y .  I use Amazon Photos, Shutterfly and DropBox, but there are 

many options available to slim down those picture stacks. Print a book once every year and you’ll 

be on your way to keeping those photos updated. If you’re behind, start with the current year and 

work backwards.

S T O R E  P D F S  &  P R I N TA B L E S  D I G I TA L L Y .  I store PDFs in Dropbox too. Set up a folder 

for each category and you can quickly find any printables you need. With everything stored in the 

cloud, it can be found on any device. You can use printables paperless with an app like Notability. 

Use an app to digitally write on your PDFs and you can take your notes with you anywhere. Not 

only is this a great way to save on the paper trail but it also gives your PDFs portability.
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❧   P A R T  T W O  –  S Y S T E M S   ☙

Systems to Eliminate Paper Clutter Checklist

Use this checklist to keep track of what your paper clutter progress 

and your goals for getting your paper clutter under control.

D E A L  W I T H  I T  D A I L Y  I N / O U T  B A S K E T S 

P L A C E  F O R  O T H E R  PA P E R S  S C A N  I M P O R TA N T  PA P E R S 

S T O R E  P H O T O S  D I G I TA L L Y  G E T  R I D  O F  U N WA N T E D  M A I L 

S E N D  C A R D S  &  I N V I T E S  D I G I TA L L Y  S T O R E  P D F S  &  P R I N TA B L E S  D I G I TA L LY 
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❧   P A R T  T W O  –  S Y S T E M S   ☙

Systems to Eliminate Paper Clutter 
Blank Checklists

 



L O O K I N G  F O R  M O R E  T I P S  &  T R I C K S ?  V I S I T  C L E A N M A M A . C O M !

A home filing system doesn’t have to include 
folders and a filing cabinet. Let’s set up a simple 

filing system that works for you!

Set Up a Home
Filing System

❧  P A R T  T H R E E  ☙
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❧   P A R T  T H R E E  –  H O M E  F I L I N G  S Y S T E M  ☙

Set Up a Simple Filing System

N O T E S :

Here are 3 simple 
ideas that you can 
use to get started. 
These can be 
used alone or in 
some combination 
together.

	O I N  +  O U T  B A S K E T S :  Anything that you are processing 

goes in ‘in’ and anything that you need to bring or send 

somewhere goes in ‘out’.

	O T H E  3  F O L D E R  S Y S T E M :  Choose three main topics to 

file paperwork and create a folder for each one. We use 

this system for paper that’s still in process for the family 

and store the folders in the kitchen in a desk organizer with 

pens, pencils, scissors, stamps and other daily-use items. 

I use three file folders and each one is labeled as one of 

these three topics: Coupons, School, In Process. Here are 

some ideas to get you started: Coupons (paper coupons 

and gift cards), Invitations (birthday invites, wedding invites, 

grad parties, etc), School/Work (field trip forms, school 

calendars, work info), In Process (anything that’s still in 

process goes in this folder).

	O B Y  N A M E :  Everyone gets their own folder and they  

deal with what’s in it weekly (this is harder to control  

but can work!).

C H O O S E  W H A T  W O R K S  F O R  Y O U . . .
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C U R R E N T  PA P E R  C L U T T E R 

go through any existing paper piles

file invites or info that will be needed later in 
your in process or out folder

get rid of what magazines, catalogs + 
newspapers you can 

put important school schedule dates on your 
calendar + toss papers

sort bills you haven’t dealt with yet



M E M O R A B I L I A 

birthday + holiday cards

go through photographs

kids art work + school memories

old magazines + newspaper clippings

family pictures, 1-5 years old

family pictures, 6-10 years old

family pictures over 10 years old

yearbooks

extended family pictures

			 

N O T E S :

❧   P A R T  T H R E E  –  H O M E  F I L I N G  S Y S T E M  ☙

Paper Piles Checklist

Let’s get started with some paper piles! Paper clutter can be 

overwhelming, let’s start with some simple tasks to help us 

minimize the paper clutter and go from there. 
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❧   P A R T  T H R E E  –  H O M E  F I L I N G  S Y S T E M  ☙

Filing System Tips

L O N G E R  T E R M  F I L I N G  S Y S T E M 

C O M P L E T E D  O N :

Set up a longer term filing system that works for 

you and will be easy to maintain going forward. 

This is where you’ll be keeping things like 

insurance information, tax returns, healthcare, 

etc. Use a filing cabinet or box and label your files 

as you set it up. Then set up a time weekly or 

monthly to quickly file your paperwork.

S E T  U P  C AT E G O R I E S 

C O M P L E T E D  O N :

My suggestion for categories is pretty 

straightforward - use a different color hanging file 

for each category. Use this as a guide for your 

own organization of important documents. You 

might have more or less categories and files, this 

is merely a recommendation and starting point.

S E T  U P  S U B C AT E G O R I E S 

C O M P L E T E D  O N :

Break down the categories into specific 

SUBCATEGORIES. I recommend alphabetizing 

the subcategories but keep each subcategory in 

line so you can add or take away files and it won’t 

mess up the system. Go to the Filing System 

Guide on page X for more on my recommended 

categories, subcategories, and set up.

			 

N O T E S :
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❧   P A R T  T H R E E  –  H O M E  F I L I N G  S Y S T E M  ☙

How to Set Up a Filing System

M A I N  C A T E G O R I E S

O   M O N E Y     O   TA X E S     O   M E D I C A L     O   I N S U R A N C E     O   H O M E     O   A U T O     O   B U S I N E S S

M O N E Y  S U B C AT E G O R I E S

	O J A N U A R Y  -  D E C E M B E R :  separate file  

for each month for the year

	O B A N K  A C C O U N T :  bank name 

(separate file for each account)

	O C R E D I T  C A R D :  credit card name 

(separate file for each account)

	O L O A N :  loan name (separate file for each 

account)

	O PA I D  O F F :  any bill, loan or credit card 

that is paid off in full for the current year

TA X E S  S U B C AT E G O R I E S

	O PAY S T U B S :  person (separate file for  

each account)

	O R E T I R E M E N T :  person (separate file  

for each account)

	O TA X :  one for deductions, donations  

and expenses

	O TA X  R E T U R N :  current year, separate 

folder for each year

M E D I C A L  S U B C AT E G O R I E S

	O F A M I L Y :  one for each family member

	O M E D I C A L :  one for dental, prescriptions 

and vision

	O PA I D :  doctors’ bills

I N S U R A N C E / H O M E / AU TO  S U B C AT E G O R I E S

	O I N S U R A N C E :  one for accidents, auto, 

homeowners, life and personal articles

	O H O M E :  one for address, improvements, 

landscaping, mortgage and warranties

	O A U T O :  service and one for each car

B U S I N E S S  S U B C AT E G O R I E S

	O L I C E N S E S :  one for each

	O C O N T R A C T :  by company name

	O O T H E R :  relevant to your business



L O O K I N G  F O R  M O R E  T I P S  &  T R I C K S ?  V I S I T  C L E A N M A M A . C O M !

Use the resources to cut out as much 
paper as possible and be ruthless about 

excess paper in the house.

Resources

❧  P A R T  F O U R  ☙
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1  M O N T H

receipts (non-deductible items)

deposit / ATM slips

reconciled bank statements

1 - 3  Y E A R S

checkbook ledgers

paycheck stubs

mortgage statements

insurance records (expired)

charitable contributions

all business + income related documents

proof of deductible purchases

receipts for charitable donations

AT  L E A S T  7  Y E A R S

state + federal income tax returns

w-2 + 1099s

medical bills + statements

contracts

receipts used as tax deductions

canceled checks

mileage records

real estate tax forms + records

F O R E V E R

birth certificates + passports

marriage / divorce papers

auto titles

mortgages

investment statements

home improvement receipts (for insurance)

wills

medical records

education records

pension + retirement plans

contracts + property agreements

❧   P A R T  F O U R  –  R E S O U R C E S   ☙

How Long to Keep it for Guidelines

Remember to have three 
categories for all paper: 
 
T O S S 
recycle or trash

F I L E 

put this in a place for safekeeping

S H R E D 
don’t need this and no one else does
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❧   P A R T  F O U R  –  R E S O U R C E S   ☙

Paper Sorting Guide

C U R R E N T  PA P E R  C L U T T E R 

go through any existing paper piles

file invites or info that will be needed later in 

your in process or out folder

get rid of what magazines, catalogs + 

newspapers you can 

put important school schedule dates on your 

calendar + toss papers

sort bills you haven’t dealt with yet

O T H E R 

M E M O R A B I L I A 

birthday + holiday cards

go through photographs

kids art work + school memories

old magazines + newspaper clippings

family pictures, 1-5 years old

family pictures, 6-10 years old

family pictures over 10 years old

yearbooks

extended family pictures

O T H E R 
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❧   P A R T  F O U R  –  R E S O U R C E S   ☙

Space for Notes



©  C L E A N  M A M A ,  L L C  –  C L E A N M A M A . C O MG U I D E  T O  G O I N G  PA P E R - L E S S   |   PAG E  2 4

❧   P A R T  F O U R  –  R E S O U R C E S   ☙

Blank Checklists

TA S K  N A M E  TA S K  N A M E 
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