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Create  an  act ion  f i le  for  
important  paper  and to-dos .

Setup a  shor t  term paper  
f i l ing  system.

Setup a  long term paper  
f i l ing  system.  

Create  a  Household  
Management  B inder .  

Shred and purge o ld  papers  
that  you no longer  need .
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