Home Records Management Hints

By Glenn Vasbinder


One of the prime reasons that personal files continue to grow is that each and every day the United States Postal Service delivers mail to the home.  The amount of mail delivered each day continues to grow because of advertising brochures, unsolicited credit card offers and other “junk” mail.


Keeping control of the incoming mail will aid in reducing the amount of paper that may become permanent home files.  To accomplish this, the mail must be tackled every single day.  If done properly, it may take less than 5 minutes to sort through the mail in most homes, and that includes filing away anything necessary.


To accomplish this one needs to follow the following system:

1. Retrieve the mail from the mailbox every day that there is a delivery.  This sounds easy, but some people let the mail pile up for days.

2. Open the mail over the wastebasket using a letter opener.  Immediately toss out anything that is considered “junk” mail.  It is estimated that 60-70% of the mail received fits into this category.

3. Separate all bills from the remainder of the mail.  Open each bill and keep only the bill itself and the payment envelope.  The other inserts may be pitched unless they’re important enough to keep for future reading.  Tuck the bill into the payment envelope, put the return address label and stamp on the payment envelope.  Store the bill in the bill paying system until payment is due.

4. All other mail should be sorted as follows:

· Mail belonging to other family members should be distributed to them.  A good system for this would be to have an “in basket” or incoming file folder for each family member.  Each family member should be responsible for retrieving and disposing of their mail.

· Mail that needs filed for future reference should be immediately placed in a “follow up” folder.

· Mail that needs to be read should be placed in a “to read” file folder and should be read every day if possible so that it doesn’t get out of hand.  When finished reading it, make any appropriate notes into your calendar or planner and toss the mail.

· Magazines and catalogs should be stored in a designated area and disposed of as soon as they are of no value.

Unfortunately we cannot stop the inflow of mail, however, by applying the steps mentioned above, we can control the amount of mail that becomes part of the permanent files.

