
 

 
PAPER FLOW CHART 

 
Paper and information enter your home from many sources: the mailbox, backpacks, 
your purse and wallet.  Gather it together and make a series of simple choices. First, do 
I keep it or toss it? If kept, is it for action or reference? If action, is it a simple task or an 
involved project? The Goal: eliminate as much paper as possible. 
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