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THE QUICK 
START

W e l c o m e  t o  m y  f r e e  t o p  t i p s !  A r e  y o u  
a t  t h e  p o i n t  w h e r e  y o u r  p a p e r w o r k  i s  

o u t  o f  c o n t r o l ?  L e t t e r s  a n d  b i l l s  i n  
d i f f e r e n t  c u p b o a r d s ,  s t u f f e d  i n t o  
d r a w e r s ,  i n  r a n d o m  p i l e s  d o t t e d  

a r o u n d  y o u r  h o m e ?  W o u l d  y o u  l i k e  t o  
b e  a b l e  t o  p u t  t h e m  i n t o  o r d e r  b u t  

d o n ’ t  k n o w  w h e r e  t o  s t a r t ?  
T h e n  t h e s e  t o p  t i p s  a r e  f o r  y o u !    

A  f e w  y e a r s  a g o  I  w a s  i n  a  m e s s ,  I  h a d  s o  
m u c h  p a p e r w o r k  a n d  i t  w a s  a l l  o v e r  m y  h o m e .  
J u s t  d o i n g  a  s i m p l e  t a s k  ( f o r  e x a m p l e  f i n d i n g  
a  r e c e n t  b i l l )  w o u l d  t a k e  m e  h o u r s  a n d  l o t s  o f

f r u s t r a t i o n  ( n o t  t o  m e n t i o n  p a p e r c u t s  a n d  
e x c l a m a t i o n s  o f  “ o o o h  t h a t ’ s  w h e r e  i t  w a s ! ” ) .    
T h a t  a l l  c h a n g e d  w h e n  I  d i s c o v e r e d  a  m e t h o d  

o f  d e c l u t t e r i n g  a n d  t i d y i n g  t h a t  t o t a l l y  
t r a n s f o r m e d  m y  l i f e .    I  d e c l u t t e r e d  e v e r y  

a s p e c t  o f  m y  h o m e  a n d  l i f e ,  a n d  n o w  I  n o w  
h e l p  o t h e r s  t r a n s f o r m  t h e i r  h o u s e s  a n d  

r e g a i n  c o n t r o l .    H e r e ' s  m y  T o p  T i p s  f o r  y o u  
t o  d e c l u t t e r  p a p e r w o r k .  



READY?
So are  you ready  for  your  Tips  for  a  s tart  

to  paper  dec lutter ing?  
Get  ready  to  get  Untangled  by  Tingle !  

F irst  o f  a l l  minimise  paperwork coming into  
your  home.  Register  for  onl ine  b i l l ing  for  a l l  

your  b i l l s  and statements .    Consider  a  
separate  emai l  address  just  for  b i l l s  and 

onl ine  accounts  so  that  i t  doesn ' t  get  bogged 
down with  other  emai ls  and spam.  

 
 

Register  with  Royal  Mai l  to  s top  unwanted 
junk mai l  here  

 
 

Manuals  –  do  you actual ly  refer  to  them or  
can the  informat ion you need be  found 

onl ine?  Most  manuals  can be  b inned.    Most  of  
the  t ime we rare ly  refer  to  the  manual  

anyway -  most  technology  is  des igned to  be  
intui t ive !  I f  something  went  wrong would  

you ask  the  internet  or  an  expert?  I f  so ,  d i tch  
them today !    

 

MINIMISE

1

2
3

https://personal.help.royalmail.com/app/answers/detail/a_id/293/~/how-do-i-opt-out-of-receiving-any-leaflets-or-unaddressed-promotional-material%3F


D o  y o u  n e e d  t o  k e e p   y o u r  b i l l s  a t  a l l ,   o r  c a n  
y o u  u s e  b a n k  s t a t e m e n t  i n f o r m a t i o n  t o  s h o w  
a  b i l l  w a s  p a i d ?  C o n s i d e r  h a v i n g  a  n o t e b o o k  
w i t h  d e t a i l s  o f  c u r r e n t  u t i l i t y  s u p p l i e r s  a n d  

y o u r  a c c o u n t / c u s t o m e r  r e f e r e n c e  n u m b e r  
d e t a i l s  ( n o t  b a n k  a c c o u n t  i n f o r m a t i o n  

t h o u g h ! )  o r  i n p u t  t h e m  i n t o  y o u r  a d d r e s s  
b o o k  o r  c o n t a c t s  i n  y o u r  p h o n e .  

W i t h  s t a t e m e n t s  a n d  b i l l s ,  t r y  u s i n g  a  o n e  
i n ,  o n e  o u t  s y s t e m .    K e e p  t h e  l a t e s t  v e r s i o n  

o f  a  b i l l  a n d  w h e n  t h e  n e w  o n e  c o m e s  
d i s p o s e  o f  t h e  p r e v i o u s  o n e .  

O n l y  k e e p  p a p e r  t h a t ’ s  r e l e v a n t  t o  w h o  y o u  
a r e  a s  a  p e r s o n  N O W .  A s k  y o u r s e l f  d o  y o u  

r e a l l y  n e e d  t o  k e e p  n o t e s  f r o m  
S c h o o l / C o l l e g e / U n i v e r s i t y  o r  t r a i n i n g  

c o u r s e s  t h a t  y o u  d i d  d e c a d e s  a g o ?  I t  m a y  b e  
t h a t  t i m e s  h a v e  c h a n g e d  a n d  t h o s e  m e t h o d s  
a r e  n o w  i r r e l e v a n t ,   b o t h  i n  c o n t e n t  b u t  a l s o  

t o  y o u r  l i f e  n o w .  

G i v e  y o u r s e l f  t i m e  t o  s o r t  t h i s .    I t  m a y  t a k e  
s o m e  h o u r s  s o  g i v e  y o u r s e l f  u n i n t e r r u p t e d  
t i m e  a n d  s p a c e  t o  g e t  o n  t o p  o f  i t  –  y o u ’ l l  

f e e l  s o  m u c h  b e t t e r  w h e n  i t ’ s  d o n e .  T r y  n o t  
t o  p i l e  i t  o n  y o u r  b e d  t h o u g h  –  a t  s o m e  

p o i n t  b e f o r e  g e t t i n g  i t  d o n e  y o u  m i g h t  w a n t
t o  g o  t o  s l e e p !  
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ORGANISE
G e t  a l l  y o u r  p a p e r w o r k  t o g e t h e r  a n d  k e e p  i t  

t o g e t h e r  –  i t  m a k e s  i t  e a s i e r  t o  s e e  w h a t  
y o u  n e e d  t o  k e e p .    D o n ’ t  h a v e  d i f f e r e n t  

p a p e r s  i n  d i f f e r e n t  d r a w e r s  o r  c u p b o a r d s  –  
k e e p  t h e m  a l l  i n  o n e  p l a c e .  

M a k e  s u r e  e v e r y t h i n g  y o u  n e e d  i s  e a s i l y  
a c c e s s i b l e .    M a k e  a  s p a c e  s o  y o u  c a n  s t o r e  
i t  w h e r e  y o u  c a n  s e e  i t  o r  a t  l e a s t  g e t  t o  i t  

s t r a i g h t  a w a y  –  i f  i t ’ s  n o t  y o u  w o n ’ t  p u t  
n e w  p a p e r w o r k  a w a y  a n d  w i l l  e n d  u p  w i t h  

p i l e s  o f  p a p e r w o r k  i n  d i f f e r e n t  p l a c e s  
a g a i n .     

   
K e e p  y o u r  f i l i n g  s y s t e m  S I M P L E .  I f  i t ’ s  n o t  

s i m p l e  y o u  w o n ’ t  k e e p  i t  u p .    
P l a s t i c   e n v e l o p e s  a n d  m a g a z i n e  f i l e s  a r e  a  
h a n d y  c o m b i n a t i o n   t h a t  w o r k  w e l l  t o  k e e p  
p a p e r s  i n  o r d e r ,  a n d  a r e  c h e a p  t o  s o u r c e .    

   
   

D e a l  w i t h  p a p e r w o r k  s t r a i g h t  a w a y  –  d o n ’ t  
h a v e  a n  i n  t r a y !  E i t h e r  f i l e ,  a c t i o n  o r  b i n  

i t .    K e e p  y o u r  r e c y c l e  b i n  e a s i l y  a c c e s s i b l e  
t o o !  
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IMPORTANT
Please  note :  

Everyone 's  c ircumstances  are  d i f ferent .    I f  
you have  compl icated  c ircumstances ,  for  

example  i f  you’re  se l f-employed,  may need 
to  conf irm res idency  in  the  future ,  or  
receive  benef i ts  you may be  asked for  

ev idence  to  prove  your  
s tatus/c ircumstances .    Before  d iscarding  

any  paperwork please  check with  the  
re levant  Government  agency  or  seek  lega l  

advice  as  to  what  you must  keep.    HMRC no 
longer  need paper  based ev idence ,  but  

s t i l l  ensure  that  before  shredding/throwing 
away correspondence  you conf irm that  the  
informat ion can be  accessed another  way  

should  you need i t  ( ie  i t  i s  ava i lable  onl ine  
or  by  contact ing  the  company direct ) .  

 

O b v i o u s l y  t h i s  T o p  T i p s  g u i d e   w a s  j u s t  a  
s t a r t i n g  p o i n t ,  s o   i f  y o u  n e e d  f u r t h e r  s u p p o r t  

h o p  o v e r  t o  m y  f a c e b o o k  p a g e ,   w e b s i t e  o r  
b o o k  a  1 : 1  s e s s i o n .    I f  y o u ' r e  n o t  l o c a l  t o  

S o u t h  Y o r k s h i r e  y o u  c a n  c o m p l e t e  o n e  o f  m y  
o n l i n e  c o u r s e s  o r  h a v e  1 : 1  o n l i n e  

c o n s u l t a t i o n s .    D o n ' t  h e s i t a t e  t o  c o n t a c t  m e  
t o  f i n d  o u t  m o r e .  

h e l p @ u n t a n g l e d b y t i n g l e . c o m  

NEED MORE HELP?
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