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Organizing Tips for Busy Families 
  

With families all going in different directions, and many extra-curricular activities to keep up with, it’s 
hard to keep everyone on the same page.  Here are a few tools that every busy family can use to help 
bring order and facilitate communication: 
  

 A family calendar that everyone has access to; the calendar needs to be in a visible location and 
should have a pen nearby so all family members can add important 
activities/meetings/appointments as they come up 

 A mail center – when mail enters the house, it should be sorted and handled right away.  Junk mail 
should be immediately thrown away, bills filed in a “Bills to be Paid” folder, and each person 
should have a place to pick up their incoming mail (or incoming mail can be put in a folder or bin 
for everyone to come and retrieve their own). 

 A white board or other message center – In today’s world with text messaging, this hardly seems 
necessary, but some messages and reminders just don’t fit into the text message arena.  A white 
board is a good place to put these reminders so they can be seen by all family members and they 
don’t get erased until they are no longer needed. 

 Laundry baskets in each person’s bedroom – This seems obvious, but how many homes have you 
been in where clothes are all over the floors in the bedrooms?  Better to have a basket in each 
room. 

 Trash cans in every room – Same as laundry baskets.  Trash baskets or cans need to be wherever 
they are needed; otherwise, trash will be sitting around where it accumulates. 

 Active files – Most families need files or folders for Bills, Filing, Coupons, 
Invitations/Events/Schedules, and General To Dos.  These folders could be by the mail center or 
on the desk in the home office. 

 Gift wrap center and greeting card center – Everything needed for gift wrapping should be in one 
place.  Include scissors, tape, ribbon and gift tags as well.  

 A “lost and found” basket – A good place for this would be close to the door or by the mail center.  
When items are found that are not in their right “home”, they can be dropped into the basket for 
the appropriate family member to retrieve.   

 An “outgoing” basket  - use for outgoing mail, videos that need to be returned, keys or other items 
that are needed when you are leaving the house in the morning.  

 


