Software Organization 101

Things you’ll need:

Large 3” 3 Ring Binders with clear pocket cover for content sheet and spine label. How many binders depends
on how much software you have to file. On average, about 10 software per binder.

Document (Sheet) protectors — Example: Office Depot Item#: 498831 Office Depot® Brand Top-Loading Sheet
Protectors, Heavyweight, Nonglare, Clear, Box Of 50

Adhesive CD/DVD Holders - Example: Office Depot #Item #:883099 Fellowes® Adhesive CD Holder, Pack
Of 5

Number Dividers — Example: Office Depot Item #: 920884 Avery® Legal Index Exhibit Dividers, Side-Tab,
1-25,81/2"x 11"

Microsoft Word or some other text writing software to make your index sheets.




