
Introduction
· Experts have been predicting its arrival for over thirty years but for many businesses, ‘the paperless office’ seems as remote as ever. Internet communication, for example, has increased – rather than reduced – the amount of printing we do: the use of email in a business has been shown to raise paper consumption by an average of 40%! 

· The Paper Chase: Cutting Back On Paperwork will help any business to enjoy the benefits that working without clutter can bring: improved office efficiency, a reduced carbon footprint, an end to lost files, reduced costs and a better working environment. The course provides a simple introduction to the skills needed to manage, control and reduce paperwork. By following the techniques explored, staff will be able to immediately implement new systems and processes that minimise unnecessary paperwork.

Who is the course for?
· The Paper Chase: Cutting Back on Paperwork is an ideal course for any employee who needs to be more organised, efficient and effective in the way they handle paperwork. This course is appropriate for any business sector, there are no formal entry requirements and employees do not need any prior experience.

What will you get from this course?

When you have completed this course, you will be able to:

· Understand the problems caused by clutter

· Get rid of junk

· Organise paperwork in order of priority

· Understand the rules for ‘action paperwork’

· File paper documents effectively

