File Storage Tip

 

The name of the game is "CONTROL"

Develop a good system for storage files.

Prepare a storage file record something like the attached. Print one copy on a ½ page Avery label and stick it on the outside of the box. Print a second copy on regular paper and file it in a 3-ring binder labeled "Storage Records"

With this system it is very easy to find any old data you might be looking for.

When it comes time to destroy the box, look at the "Storage Record Binder" which includes a "Destruction Date". Then destroy or not destroy based on what you think is appropriate at the time. Should you decide not to destroy the box change the "Destruction Date" on the box and in the "Storage Record Binder" file.

You might want to keep an Excel Spread Sheet something like:

Fld 1 Fld 2 Fld 3 Fld 4 Fld 5 Fld 6

Field 7

Box 10001 File Date 4/1/03 Destruction Date 4/1/08 2002 Acctg Data

Box 10002 File Date 4/15/03 Destruction Date 4/15/08 1st Qtr02 Give Rec

You can then sort the file by destruction date (Field 6) to determine which files are ready to be destroyed.

Simple system but it works. You should never have to go through any boxes before destruction. Al
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