File Structure Project Task
To be used in conjunction with the “FileStructureProject” Folder to be  supplied by your tutor.
Teresa Green has been saving all her files from work and home into the “Default” My Documents folder on her laptop. As the amount of files is growing rapidly she sees the need to develop a more formal structure. She has already managed to make a folder for Work and Private and she has 3 folders of holiday pictures which need to be placed in the Private folder. 
1. She has asked you to help her to make the following folders in her Work folder and put all the files and folders in their appropriate folders.

· Policies
· Correspondence 

· Quotes

· Admin

2. In addition she would like you to rename the Work folder to a more appropriate name “Business”
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