
LAKE MIDDLE SCHOOL BINDER ORGANIZATION CHECKLIST 

🗂 BINDER SETUP: 
View video here à tinyurl.com/howtoorganizebinder 

☐ I have 6 labeled dividers (one for each class)  
☐ My planner is in the front or easy to find 
☐ My pencil pouch is zipped and stocked 
☐ I have at least 20 sheets of loose-leaf paper 
☐ All papers are hole-punched and secured in the rings 
☐ I have a place to store my homework 
 

DAILY TASKS:	
✅ DAILY CHECKLIST 

☐ I put all papers in the correct class section  
(behind the correct divider) 
☐ I wrote down all assignments in my planner 
☐ I placed completed work in the correct section 
☐ I kept loose papers out of pockets 
☐ I put all supplies back in my pencil pouch 

 

📅 END-OF-DAY CLEAN-UP  

☐ I removed trash (old papers, scraps) 
☐ My papers are neat, not crumpled 
☐ Everything is in the correct section 
☐ I checked my planner and the DPL for homework  

WEEKEND TASKS:	
🧹 WEEKLY BINDER RESET  

☐ I cleaned out old or graded work (if allowed) 
☐ I straightened and organized all papers 
☐ I refilled loose-leaf paper 
☐ I checked and restocked supplies 
☐ My dividers are labeled and in order 

✅ PARENT/STAFF CHECK 

☐ Papers organized correctly 
☐ Planner is filled out 
☐ Binder is neat and clutter-free 

Parent Signature: ____________________________  

 

⭐ THE GOAL – AN ORGANIZED BINDER! ⭐ 


