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Campaign Materials - TYPE
Spring Cleaning Home & Office Paper -
Tips &Tricks 

A lot of people want to clear out old school and office papers from their homes, but it can be a daunting task.  Keeping up with all the papers that pass through the house may feel like a full time job!  Sorting through it all can be made more manageable with the following tips and tricks: 

· Schedule – a time and place for going through mail each day, and try to sort the mail near the place where you will store papers.

· Sort the mail – assign categories and a storage place for each type of mail.

· Find containers for each type of document and then clearly label the container.

· Stop unwanted mail - contact:

· The Minnesota Pollution Control Agency at www.reduce.org 

· The Direct Marketing Association’s website at www.dmaconsumers.org/consumerassistance.html 

· Opt Out Prescreen to eliminate credit card offers, www.optoutprescreen.com
· Shred - confidential documents, and keep your shredder in the place where you read your mail, process bills, or stash old homework.
Once you have organized the papers that need to be saved and those that should be shredded, how should you dispose of the shredded paper?  It is a good question, with a surprisingly simple answer – recycle it!  Confidential papers are just as safe in the recycling bin as they are in the trash, and recycling shredded paper is simple. 

To recycle shredded paper, place it in a paper bag, staple the bag shut, and label it “shredded paper”.  On your recycling day, place the bag curbside with the rest of your recyclable materials. To make recycling your shredded paper even easier, replace the plastic bag or trash bin underneath your shredder with a paper bag.  

Organizing your papers and safely disposing of confidential documents can be made manageable with a plan – make yours and clean out!
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