HOME OFFICE NUMBERING SYSTEM

Tentative 1/6/06, 6/06, 8/06, 6/07
Step 1.  Review numbering system, modify it for your own uses, if necessary.  Set up codes for the locations. Date it.
Step 2.  Decide locations for current use items and remote items.

Step 3.  Go through and number the tabs the closer, accessible files, while reorganizing those by number order.  Put in front of each file section a copy of the numbering system.  Remove items for more remote placement (if you wish and have the time; otherwise do it separately).
Step 4.  Organize the more remote files.

All tabs should have the reference number on them.  A copy of this should be kept in a file at the front of all the files (and as many places as you’ll need it for reference).  Archive old items (boxes, labeled). 
 CODES:  
Type of container:  BS = Bookshelves, CR = Credenza, D = Desk surface, F = File cabinets (see subcodes below), SC = Storage cabinets, 
     S# = Number of shelf, STF = Standing files

Locations:  B3 = Bedroom 3, G = Garage, S = Study, SU = Storage unit 

Type:  N = Current use (now), R = Remote (Infrequent reference but accessible), RS = Remote storage, for records not reference
	
	
	Location

	B3BS
	B3BS = Bedroom 3 book shelves
	Bed3

	SBS
	BS = Book shelves = BS 1-7, a dash after the number = which shelf, starting from the top
	Study

	BSC
	GSC = Storage cabinets
	Garage

	B3CR
	CR = Credenza = CR, in bedroom 3
	Bed3

	SD
	D = Desk surface – DL = Desk left, DM = Desk middle, DR = Desk right
	Study

	F
	F = File cabinets:  SF1-SF5 in study (rolling), 
FA-FD = file drawers in book shelf (top to bottom, then left to right)
	Study

	GBS
	GBS = Garage book shelves
	Garage

	GF
	GF = Garage files, GF1 and GF2
	Garage

	SS#
	S# = Shelves with door, study S1, S2, S3 (left to right), then number from top
	Study

	SSTF
	STF = Standing - STF
	Study

	TF
	Tiered – TF, add location
	Study


MAJOR CATEGORIES
Copied/updated:  8/22/06 4:30 (revise the detailed version 1st, then this part)                 

	Major
	Sub
	Description                                                          Location:
	Study
	 Bed 3
	Storage unit 
	Garage,

  

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	0
	0
	Checks
	S1
	CR
	
	

	0
	0 – 999
	See subject directory


	F4, FC-D
	
	
	

	1000
	1000
	Current flows
	TF1 STF
TF3
	
	
	

	1010
	1010
	Reference
	FA
	
	
	

	1020
	1020
	People
	FA
	
	
	

	1030
	1030
	Current projects 
	STF2
	
	
	

	1040
	1040
	Current materials for working with
	F4
	
	
	

	1090
	1099
	Thank you’s, compliments 
	F3
	
	
	

	1100
	1100
	Client related
	FB
	
	
	

	1200
	1200
	My business
	FB
	
	
	

	1290
	1290
	Professional education
	FB
	
	
	

	3000
	3000
	Personal – non-psych
	
	
	
	GF2

	3140
	3140
	Success
	
	
	
	GF2

	3300
	3300
	Physical
	
	
	
	GF2

	3400
	3400
	Social
	
	
	
	GF2

	3400
	3480 
	Greeting cards
	
	
	
	GF2

	3500
	3500 
	Family
	
	
	
	GF2

	3600
	3600
	Partner/spouse
	
	
	
	GF2

	4000
	4000
	Psychological
	
	
	
	GF2

	4000
	4100
	Belief systems, techniques
	
	
	
	GF2

	4000
	4200
	Affirmations
	
	
	
	GF2

	4000
	4300
	Rewards, pleasers
	
	
	
	GF2

	4000
	4400
	Characteristics
	
	
	
	GF2

	4000
	4500
	Emotional management
	
	
	
	GF2

	5000
	5000
	Money and material items
	FB
	
	
	GF1

	5000
	5100
	Investments 
	FB
	
	
	GF1

	5000
	5200
	Personal taxes
	FB
	
	
	GF1

	5000
	5300
	Home and equipment related
	FB
	
	
	GF1

	5400
	5400
	Employment related
	FB
	
	
	GF1

	5500
	5500
	Estate, trusts, etc.
	FB
	
	
	GF1

	5500
	5550
	Charitable
	FB
	
	
	GF1

	5600
	5600
	Retirement, retirement planning
	FB
	
	
	GF1

	5800
	5800
	Associations, memberships
	FB
	
	
	GF1

	5900
	5900
	Travel, enjoyment
	FB
	
	
	GF1

	5900
	5999
	Thank you’s, compliments 
	FB
	
	
	GF1


File organization in detail
Updated:  Date ______ Time _____  Do a re-sort by description for easier alphabetic reference.
	Major
	Sub
	Description                                                   Location:
	Study
	Bed 3
	 
	 Garage

	
	
	Checks
	S2-4
	CR
	
	

	0
	0 – 999
	See subject directory @ laptop selfdevelop\lifebook\infosysorgdetnew.doc
	F4, FC-D
	
	
	

	1000
	
	Current flows - inbox
	 TF1
	
	
	

	1000
	1005
	To Do’s – to see  (note in two different places!)
	STF2
	
	
	

	1000
	1005 a
	Quick to do’s
	TF3
	
	
	

	
	1005b
	Process soon
	TF3
	
	
	

	
	1005c
	Process - Flex
	TF3
	
	
	

	1000
	1007a
	Bills to pay – box
	S2-4
	
	
	

	1000
	1007b
	To deposit – box 
	S2-4
	
	
	

	1000
	1008
	Pending (awaiting answer)
	F5
	
	
	

	1000
	1009
	File, shred - overall
	TF3
	
	
	

	1000
	1009-10
	Receipts
	FA
	
	
	

	1000
	1009-20
	Statements (see holding one, too)
	FA
	
	
	

	1010
	1010
	Reference
	FA
	
	
	

	1010
	1012
	Time
	FA
	
	
	

	1010
	1012a
	Schedules and overviews
	FA
	
	
	

	1010
	1012b
	Events coming up
	FA
	
	
	

	1010
	1012c
	Long term plans (see notebooks)
	FA
	
	
	

	1010
	1014
	General references
	FA
	
	
	

	1010
	1015
	Directories
	FA
	
	
	

	1010
	1016  
	Resources
	FA
	
	
	

	1010
	1017
	Forms for use, by area – also look at area
	FA
	
	
	

	1010
	1018
	Equipment – instructions (or see regular file)
	FA
	
	
	

	1020
	1020
	People
	FA
	
	
	

	1030
	1030a
	Current projects – to be reminded of  
	STF2
	
	
	

	1030
	1030b
	Current projects – to go into general file
	F3
	
	
	

	1030
	1030c
	Current projects - LMA
	F4
	
	
	

	1031
	1031
	Ongoing projects 
	
	
	
	

	1031
	1031-10
	Books
	
	
	
	

	1031
	1031-11
	Book summaries
	
	
	
	

	1031
	1031-20
	Website – see separate files and system
	
	
	
	

	1031
	1031-30
	Scrapbook, notebooks
	
	
	
	

	1040
	1040
	Current Materials (possibly on way to l.t. files)
	F3
	
	
	

	1040
	1040
	Current Growth stuff 
	F3
	
	
	

	1040
	1041
	Growth - general
	F3
	
	
	

	1040
	1042
	By organization A. Landmark
	F3
	
	
	

	1040
	1045
	By topic
	F3
	
	
	

	1090
	1099
	Thank you’s, compliments 
	F3
	
	
	

	1100
	1100 
	Client related
	FB
	
	
	GDD

	1100
	1110
	Client files
	FB
	
	
	GDD

	1200
	1200
	My business
	FB
	
	
	GF2

	1210
	1210
	My business flows
	FB
	
	
	GF2

	1210
	1211
	Income
	FB
	
	
	GF2

	1210
	1212
	Expenses
	FB
	
	
	GF2

	1210
	1212a
	Receipts
	FB
	
	
	GF2

	1210
	1213
	Taxes
	FB
	
	
	GF2

	1280
	1280
	Technical references
	FB
	
	
	GF2

	1290
	1290
	Professional education
	FB
	
	
	GF2

	1290
	1291
	CE
	FB
	
	
	GF2

	3000
	3000
	Personal – non-psych
	
	
	
	GF2

	3140
	3140
	Success
	
	
	
	GF2

	3300
	3300
	Physical
	
	
	
	GF2

	3400
	3400
	Social
	
	
	
	GF2

	3400
	3480 
	Greeting cards
	
	
	
	GF2

	3500
	3500 
	Family
	
	
	
	GF2

	3600
	3600
	Partner/spouse
	
	
	
	GF2

	4000
	4000
	Psychological
	
	
	
	GF2

	4000
	4100
	Belief systems, techniques
	
	
	
	GF2

	4000
	4200
	Affirmations
	
	
	
	GF2

	4000
	4300
	Rewards, pleasers
	
	
	
	GF2

	4000
	4400
	Characteristics
	
	
	
	GF2

	4000
	4500
	Emotional management
	
	
	
	GF2

	4000
	4510
	Anxiety
	
	
	
	GF2

	5000
	5000
	Money and material items
	FB
	
	
	GF1

	5000
	5100
	Investments 
	FB
	
	
	GF1

	5000
	5111
	Bank, money market funds
	FB
	
	
	GF1

	5000
	5111
	Checking, money markets
	FB
	
	
	GF1

	5000
	5120
	Stocks, Bonds
	FB
	
	
	GF1

	5000
	5130
	Partnerships
	FB
	
	
	GF1

	5000
	5150 
	Credit cards
	FB
	
	
	GF1

	5000
	5200
	Personal taxes
	FB
	
	
	GF1

	5000
	5200
	Taxes
	FB
	
	
	GF1

	5000
	5300
	Home
	FB
	
	
	GF1

	5000
	5310
	Dreams, designs
	FB
	
	
	GF1

	5000
	5320
	Auto
	FB
	
	
	GF1

	5330
	5330
	Equipment
	FB
	
	
	GF1

	5330
	5335
	Computer related
	FB
	
	
	GF1

	5340
	5340
	Other material items
	FB
	
	
	GF1

	5350
	5350
	Insurances
	FB
	
	
	GF1

	5400
	5400
	Employment related
	FB
	
	
	GF1

	5500
	5500
	Estate, trusts
	FB
	
	
	GF1

	5500
	5550
	Charitable
	FB
	
	
	GF1

	5600
	5600
	Retirement, retirement planning
	FB
	
	
	GF1

	5800
	5800
	Associations
	FB
	
	
	GF1

	5900
	5900
	Travel, enjoyment
	FB
	
	
	GF1

	5900
	5910
	Travel
	FB
	
	
	GF1

	5900
	5920
	Recreation
	FB
	
	
	GF1

	5900
	5930
	Entertainment
	FB
	
	
	GF1

	5900
	5999
	Thank you’s, compliments 
	FB
	
	
	GF1
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