
 

 



 

M o du le  In tro du ctio n  
See it, feel it, create it, share it.... milk it! 
This module gives you a fool proof way to sort out your paperwork forever. This system will 

actually help you make more money and save time in your home and business.  

 
Do you feel like you would like to spend less time worrying about your paper?  

 
Do you sometimes look at your home and office and think – I just want someone to take this 

paper away – please don’t make me deal with it?  

 
Do you want to have the kind of office where you know where everything is and can access it 

in a split second?  

 
Would you like to save more than two weeks a year and more than $2000 just by having a 

really fantastic paper and electronic document system?  

 
Great!  

 
My book Paper Flow takes you through the complete system from end to end and gives you 

hundreds of tips for turning paper piles into smiles. In this module, I’m going to give you ten 

things you can do this week that will make a big difference to your productivity. If you get the 

Paper Flow book, you can set up the entire system which saves you thousands of dollars and 

several weeks per year and will give you a solid paper and electronic system. There is also the 

Paper Flow 28 Day Challenge available at www.paperflowbook.com  

 
Paper Flow enables you to:  

§ Deal with any piece of paper within seconds  

§ Get rid of those stagnant paper piles in your home and office forever  

§ Conquer routine tasks like paying bills, handling correspondence and filing in less than ten 

minutes per task per week  

§ Manage all of your electronic files and e-mail so you have one system for all your workflow, 

be it paper or electronic.  

§ Better manage any project in your life, be it a renovation, a tax return, a holiday or a work 

project  

§ Find your concert tickets, prescriptions, vouchers, invitations and unclaimed medical 

receipts the second you need them  

§ Handle all those annoying small receipts 



 

BIG Tip #1 – Single point of entry 
 
Let’s start at the beginning – let’s assume you’re in a great big mess and you want to start from 

scratch. You’ve got piles everywhere; you’ve got paper shoved in drawers, cupboards, laundry 

baskets, etc. In fact I call it the Snow Globe Home - There’s so much paper sprinkled all over 

your house that if a big gust of wind came along, you’d be making an entry in the Guinness 

Book of Records for the largest snow globe in the world.  

 
This problem will always occur if your incoming paper has more than one spot in the house 

where it is parked before you attend to it. That’s the problem. Not because you’re stupid.  

 
Your tool of choice: The in tray  

 
What to do: Set up (if you haven’t already) one single point of entry in your house and office: 

the in-tray. At this new incoming paper station, you will gather up and place some necessary 

tools or stationery items: An in-tray, a date stamp, a stapler, pens, highlighter, etc. there are a 

few golden rules about your in tray which we’ve written about in the book. But here are two of 

them, o.k.?  

 
Rule 1: Whatever goes into your in-tray MUST come out – at least once a week.  

 
You’re in-tray is only a TEMPORARY storage device! It is NOT a destination. That means, things 

can’t hang around in there. You must from now on commit to emptying it at least once a 

week, preferably once a day or every two days. Once you empty it, nothing can go back. 

Once you’ve read Paper Flow, EVERYTHING will have a place to go.  

 
Rule 2: you must put the most recent item at the top and when you’re emptying it, go from the 

top down.  

 
Here’s what to do:.................................................. Time required = 15 minutes  

¨ Choose a location for your incoming paperwork to live until you are ready to action it  

¨ Choose an in-tray container and place it in your location  

¨ Gather your daily tools  

¨ Schedule regular day(s) each week to attend to your in-tray (download your free weekly 

schedule here)  

¨ Have a date stamp handy to stamp all incoming paperwork 

 
 



 

BIG Tip #2 - Forgive yourself 
Forgive yourself; draw a line in the sand and MOVE ON to bigger successes than you’ve ever 

dreamed of.  

 

This is not as vague and intangible as it sounds. You need to forgive yourself for all your past 

paper mistakes, for the arguments, the anguish over late tax returns for forgetting important 

customers, for neglecting school notice deadlines, for losing important paperwork. Just let it go. 

Paper Flow works like this: you’re going to create the system structure first, and then, just like 

turning on a tap, you’re going to let your paper flow in through and out of your home and 

office smoothly and easily. You’ll never look back. Today is your lucky day because you’ve now 

finally found a system that works. It’s been working for people for ten years and it’ll work for you. 

We receive fan mail from stay at home mums, entrepreneurs, executives, men who work in 

mobile offices, creative people, students, all saying how much it has helped them and it’s 

going to help you so TRUST it and let go. 

 

BIG Tip #3 - Find a place to set up your system 
You need to choose a place where you’re going to take yourself from mess to success. If your 

office looks like a bomb has hit it, then don’t do it there. Choose a place with a clean surface 

and start setting up the system there. Then when you’ve set it up, you can move it back into 

your office. 

 

BIG Tip #4 - There are only two types of paper 

that you EVER get 
(Oh she hasn’t seen my office – I’ve got piles for this, piles for that – she’s got no idea). No. You 

only ever get two types of paper – that’s paper you need to ACT on and paper you need to 

REFER to. ALL your paper is now going to come in through your in-tray, will be date stamped 

and if then it either goes to your action station, or straight to your reference station or straight in 

the bin! It’s as simple as that. In Paper Flow, we make a distinction between your recurring 

actions and your projects. Recurring Actions are the things you do all the time – like bill paying, 

correspondence, invoicing, website updates, claims, filing, etc. Projects are anything with a 

beginning, middle and an end. So they might be a new client, a renovation, a holiday, a new 

car, a website upgrade / overhaul. So in your action station, you’re going to have a set of files 



 

for your recurring actions, and you’ll have a set of files for your projects. These can be manila 

folders in a toast rack – just like this.  

 

Note that we use a label machine – invest in one – it will give your system a sense of 

permanency and you will respond more. And note – you’ll have the same set of files on your 

computer. So every time you’re looking for project relevant work – you need to. 

 

BIG Tip #5 - Set up four paper ‘stations’ 
You’re going to set up four important stations (all explained in more detail in the book); The 

incoming paper station (we just talked about), The action paper station, the reference paper 

station and your archives – which is all the paper that for legal tax or sentimental reasons you 

just can’t get rid of, but don’t need each month. The first two need to be within an arm’s 

length, the third should be within the same room and the fourth can be anywhere safe that you 

know you can access if you really needed it. 

 

BIG Tip #6 - Set up your ‘recurring action’ files 
Recurring Actions are those activities you do every week, like paying bills, correspondence, 

filing, etc. They need their own set of files, in their own ‘colour way’ ready for your attention and 

action.  

 
Here’s what to do:.................................................. Time required = 60 minutes  

 
¨ Decide which recurring action files you need (for more information, see p30-32 of Paper 

Flow the ultimate guide to making paperwork easy)  

¨ Choose the colour and type of file you prefer  

¨ Name and label your files (an electronic labeller works best)  

¨ Paper can now flow from your in-tray (or piles) into the relevant recurring action file  

¨ Schedule regular times to attend to each file (Your Paper Flow schedule will come in handy 

here!)  

¨ Manage and maintain the flow by adjusting your schedule to suit your lifestyle. Remember 

the minimum standard of at least once a week for each recurring action file. 

 
 
 
 



 

BIG Tip #7 - Getting through your action paper 
(Otherwise known as the majority of your to do list)  

You know the situation where you know where your recurring action paperwork is – all your ‘to 

dos’, but you’re just not getting them done. You’re not lazy – you are just really good at 

avoiding pain.  

 
And you’re working really, really hard at avoiding it. You know the feeling: you’re starting to 

avoid certain people because you know you haven’t responded to them, your filing pile is 

growing into the lounge room, and reminder notices for bills are starting to appear. CRINGE.  

 
Answer: Make a hot date with your paper!  

 
Your new schedule will look something like this. On Monday, you’ll do your Bills to Pay, Check 

bank balances. On Tuesday, you’ll move at least one project one step forward by 1-3 hours, 

work on website or newsletter, write invoices. Wednesday update database and contacts, do 

your filing, move at least one project forward. On Thursday, you’ll process any claims to make. 

On Friday, you’ll do some planning, follow up on late invoices. You can get a free schedule at 

www.paperflowbook.com  

 
Every day you are dealing with your paper. And as you get on a roll, you’re actually going to 

enjoy those dates. 

 

BIG Tip #8 - What about all those piles? 
Office Constipation is an uncomfortable situation whose symptoms are highly visible by way of 

nasty piles all over your office and all over the house. That’s because they’ve got nowhere to 

go.  

 

Solutions: Date night with a large bin, a shredder, a toast rack, perhaps a glass of wine, and 

some magazine boxes. Usually when people decide to tackle their paper piles, they lay it all 

out over the floor or the dining room table. And then they get interrupted and have to put it all 

back into a pile again, wasting 90 minutes of sorting. We call that horizontal surface syndrome. 

Just as you’ve got it sorted into ten different piles, the door bell rings!! Oh DAMN!! Quickly you 

gather it all up again and shove it back into one great big pile and answer the door with a fake 

smile. No more. From now on, you will sort your paper vertically – in magazine boxes or toast 



 

racks. Then once they’re in large categories, you can start to narrow them down into their sub-

categories and you can create your binders and then your tabs.  

 

Very easy! 

 

BIG Tip #9 - The out bag 
You get to the shopping centre on your lunch break to do your errands. You’re going to go to 

the bank, the post office, the health insurance place and then off to a meeting. You arrive at 

the bank and “ooops I forgot my cheques / forms / mail (fill in the blanks)” – how stupid am i? 

How stupid do we all feel when that happens?! You’ve diligently completed your admin at 

your desk but you haven’t put it where you’re going to get it to the right place at the right time.  

 

Here’s what to do:  

 

Choose one nice bag and put a bag tag on it titled the ‘out bag’. From now on, this is your 

dedicated bag with one single purpose: to take your paperwork out into the world. You put it 

on the door handle of your home or office and put things in there as you have completed 

them. Then before you leave to go out, you grab this bag, sling it over your shoulder and you 

don’t return home / back to the office, ‘til it’s EMPTY! Got it? 

 

BIG Tip #10 - A system for safe keeping 
 
You’re about to head out to the concert, but you don’t have your tickets you bought 3 months 

ago. Where were they again? Fight, last minute stress, blame, raagghhh!  

 
The solution is a file called ‘Claims to Make’ and in it, you put anything with future value to you, 

or anything that’s ‘claimable’. This is your prescriptions, vouchers, tickets, refunds etc. 

 

I love the Paper Flow system so much, I wrote a poem about it!  
 
Ode to Paper Flow:  

§ You’ll find what you want when you need it  

§ If your desk is clear every day  

§ When messy piles become organised files  

§ Your paper work has become paper play  



 

§ We’ve taught you just what you needed  

§ We’ve given as much as we know  

§ With the aid of all our instructions  

§ You can now make your own Paper Flow 

 
 

Checklist – to complete this module you need 

to:  
Please tick of each of the below check boxes to ensure you have completed the requirements 

for this module.  

¨ Watch the introductory video  

¨ Print out the workbook  

¨ Complete Tips 1-10  

¨ Share your experience in the forum  

	  

Useful resources:  
Paper Flow, the ultimate guide to making paperwork easy, by Brigitte Hinneberg and Mary 

Anne Bennie – www.paperflowbook.com   

For stationery, I recommend the following:  

www.kikki-k.com.au  

www.officeworks.com.au  

Refer to the gallery of tools at the back of Paper Flow the book for recommended stationery 

items. 
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