The Organized Binder:

1. Don’t try to get everything in one binder.  Use a separate binder for each class, or at least one for the morning and one for the afternoon.

2. Clearly label dividers and separate material from different classes.  If you have time, try to separate different topics of units within each course.

3. Always ensure that every page is placed in the appropriate subject and in the correct location within this subject.

4. Every page, whether a student-generated note or a handout from the teacher, should have the date written on it.

5. Every page, whether a student-generated note or a handout from the teacher, should have a page number written on it.

6. Every page, whether a student-generated note or a handout from the teacher, should have a title, which is underlined or highlighted.

7. Each subject should have an up-to-date “Table of Contents: sheet, which lists the date, title, and page number for every piece of paper in that subject area.

8. There should be no loose items in the binder that could not withstand the “gravity test”.

9. Binders should always appear neat and organized, even to the “untrained eye”.

Don’t lose your binder!

