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LABEL 1

HEADLINE

=  TRANSISTION
    STATEMENT

4 STEPS FOR CLARITY

SUBSETS CAN
HAVE SUBSETS

Announce how MANY 
folders—then LABEL 

each folder

Sort & Label
the Subsets1

LABEL 2
Sort & Label
the Subsets2

LABEL 3
Sort & Label
the Subsets3

SUBSET
1A

DETAILS

SUBSET
1B

DETAILS

SUBSET
1C

DETAILS

SUBSET
2A

DETAILS

SUBSET
2B

DETAILS

SUBSET
2C

DETAILS

SUBSET
3A

DETAILS

SUBSET
3B

DETAILS

SUBSET
3C

DETAILS

Create a 
HEADLINE

SORT into
folders

LABEL each 
folder

TRANSISTION
with precision


