How to construct the perfect folder![image: image1.jpg]



1. Use dividers to organise chapters covered in class and don’t forget to label the divider with the title of the chapter!

2. Remember to label the front cover of the folder so that you don’t confuse with other folders of different subjects. 

3.  Make sure you file all your notes in the correct order including handouts which may sometimes not have holes punctured, in which case you must puncture the holes using a hole puncture.
4. Always keep a supply of plastic wallets in the back of your folder so that you can immediately file any work or handouts which have not been hole punched yet.

5.  If you find that your notes are misplaced you must immediately contact a friend to photocopy his notes.

6.  Make sure your notes are worthy of being filed in your folder by making sure that the presentation is of an impeccable standard. For example, make sure the title of your work is underlined, the keywords are highlighted and diagrams are drawn with colour. 

                   [image: image2.jpg]



Remember, organisation is the key to a successful future!

