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Dots or periods



Dashes



Apostrophes



Underlining



Ampersands (&)



Dollar Signs



But no slashes, 
colons, quotation 
marks, question 

marks, etc.,











Tip-Top Tip #1: Date EVERY SINGLE file you generate or 
save on your computer.
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AT LEAST ONCE A YEAR











NOT GOING TO WANT TONOT GOING TO WANT TO 
MODIFY IN THE FUTURE
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MY DOCUMENTS: currentMY DOCUMENTS: current 
year or active items (by subject)

ARCHIVE iARCHIVE: past items              
(by date/subject)(by date/subject)













Use yourUse your 
test to take 
your test.y







EiEine
Kleine

Trunk musikTrunk-musik









1 Open the old document1. Open the old document



1 Open the old document1. Open the old document

2. Save it under the         
new name



1 Open the old document1. Open the old document

2. Save it under the         
new name

3 Type over it and3. Type over it                  and 
save the changesg





(Ouch!)
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TOP TIPS

1. Date every file

2. Archive/backup AT LEAST ONCE A YEAR

3.  Use your test to take your test

4.  Almost nothing is miscellaneous



When It’s Organized...

You know where to look for it.

You don’t have to move something to get it.

You can tell someone where to find it.

You know where it should be found...

even if you’ve never gotten it 
before.

You know where to put it back.

You don’t have to move something to put it 
back.

You can tell someone where to put it away.

You know where it should be put away...

even if you’ve never put one away 
before.

—Wallace Judd


