TIPS FOR COMMUNICATION CENTER

Simplify communication within your family by creating a communication -

center that every family member can use.

IDENTIFY YOUR COMMUNICATION NEEDS
When it comes to your family, what typically needs to be communicated to
each other on a regular basis? yﬁuﬁ

1 calendar - School schedule and assignments? Sporting events? Travel k
plans? Doctor appointments? Car repair reminders? Play dates? as S

[l To Do Lists - Chore List? Shopping list? Errands to run? 0 .
= “r1 11MeE

Mail - Bills that need to be paid? Online order that needs to be returned?
Organizing Your Life One Task at a Time

PLAN OUT ORGANIZING SOLUTIONS

Once you decide what needs to be communicated, you need to figure out the best
way to organize that information so each family member can easily access it.

You will need to think about what method will work best for your family. Traditionally, when you think of a family
communication center, many people will think of a table or countertop with papers and a calendar to keep everyone
up to speed. And, for some families, that may be exactly what they need. But, in the digital age, more and more
families are utilizing technology to help organize their daily activities. Therefore, we are going to discuss both
options. You may decide one option works best for your family, or you may decide to use elements of both options.

Communication Center in the Home

Here are some suggestions to think about if you want a physical communication center setup in your home.

[0 Location - Ideally, you want your communication center to be located where there is a lot of foot traffic by your
family so they will pass it daily. Near the front door? The front of your refrigerator? A table in the living room?

[J Organizing Solutions - What solutions do you need in the space to keep things organized?

] Dry Erase Boards - A dry erase board is a great way to capture events and appointments for everyone to
see. They have pre-formatted calendar options available online so you can plan out your entire month. Dry
erase boards are also good for chore lists, shopping lists or jotting down quick reminders.

L] Corkboards - These are great for pinning dry cleaning receipts, permission slips, shopping lists, etc. You can
also choose a dry erase/corkboard combination. Less hammering to do!

[] Baskets/Trays - These are a great way to keep papers organized. One option is to have an “Action” tray for
the whole family or, if your family receives a lot of papers, you may opt to have a tray or basket for each
family member to keep things separated and more manageable.

[J Charging Station - Leave space for chargers to keep all your electronic devices powered up.

Digital Communication Center

For those who are more comfortable with technology, there are some great options for digital family organizing apps,

like Google Calendar, Evernote, Trello and Cozi, just to name a few.

[0 Do your due diligence and research the features offered in each app to make sure they meet the needs of your
family. Most apps offer calendars and list sharing. But not all apps allow you to scan and tag documents or
provide chat features. So, your decision should really be guided by your family needs.

L1 Besure to check out the reviews for the apps. Positive and negative reviews give you valuable insight.

] Usingtechnology can be a wonderful way of keeping your family members informed but, it won’t do any good if
your device dies during the day. Be sure to create a charging station in your home so everyone’s devices are fully
charged before you walk out the door.



