
So much to do and so little time.

You’re running a household, juggling schedules, getting dinner on the table, while trying to 
maintain a sense of  calm—and it’s no small feat. It’s easy to feel overwhelmed by all the 
daily details and forget that managing your family is the most important job you’ll ever have, 
no matter how many other paid or volunteer positions you hold.

Your job description includes numerous tasks, all of  which fall into one of  these 
seven departments. 

Time & Scheduling—You’re in charge of  your family’s calendar and daily schedule, 
making sure each person is at the right place at the right time with the right 
equipment. 

Home & Property—You make sure your family’s home and yard, your belongings, 
and your vehicles are maintained and run smoothly.

Food—You see that your family’s nutritional needs are met—and that mealtimes 
bring your family together.

Family & Friends—You love and support your kids in countless ways each day, and 
you also build relationships with other important family members, friends, and 
neighbors.

Finances—You help coordinate your family’s budget, bill paying, saving, investing, 
and charitable giving.

Special Events—You plan significant occasions like birthdays, holidays, and vacations.

Self-Management—To ensure you have the energy and stamina to handle all your 
other responsibilities, you must also care for your body, sharpen your mind, 
and nourish your spirit.

You’re probably managing some of  these areas well, but there are others that cause 
you a lot of  frustration. It’s that way for every mom—but now you have a trusted resource 
with solutions to daily dilemmas and answers to your most urgent questions. Kathy Peel, 
America’s Family Manager, is here to help! 
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When you start a new job, most companies provide orientation. You learn where to park 
your car, where to keep your sack lunch, and what qualifies as acceptable attire for casual 
Fridays. But when you take on motherhood, the world’s most important job, there’s no 
formal orientation—just on-the-job training and trial by fire. 

My first few years of motherhood, I feared that if all moms were rated according to 
their domestic skills and parenting know-how, I would surely be in the remedial group. 
Boy, did I wish that all the secrets of motherhood and family management were passed 
down, from mother to mother, in a thick binder, indexed and categorized for every sce-
nario. There were so many things I needed to know, like how to convince a toddler to eat 
vegetables, when to replace the hoses on our washing 
machine, and the best time of day to shop for groceries—
all of which I had to learn the hard way.

I certainly could have used such a resource when it 
was time to enroll our three-year-old in preschool. I did 
some research and decided on a school that a mom in my 
neighborhood had raved about. She suggested I arrive 
early on registration day since classes filled up fast, so on 
the appointed day I pulled out of my driveway in time to 
get there 30 minutes before the doors opened. I was sure 
I’d get a prime parking spot, but as I rounded the corner, 
I almost hit a snaking line of women, hundreds of women, 
many of them sitting in lawn chairs, some of them playing cards on top of coolers, all of 
them stopping to stare at me (or so it seemed). My face turned hot with embarrassment. 
Oh, how I wished I had known that “early” meant “before dawn.” 

Since that time, I’ve collected thousands of tips and motherhood “secrets” that help 
moms save time and money—and sometimes embarrassment. The Busy Mom’s Guide to 
a Happy, Organized Home is the quick-read version of the big binder I dreamed of when 
I was a young mother. It’s for today’s moms. Their lives are complex. They work, chauf-
feur kids to many activities, book vacations, buy birthday gifts, kiss boo-boos, and whip up 
nutritious meals. They manage their children’s educations and social lives, decorate their 
homes, and provide clean laundry. Armed with cell phones, the Internet, double ovens, 

Introduction

Creating a Happy Home 
Starts Here

When you take 
on motherhood, 
the world’s most 
important job, 
there’s no formal 
orientation—just 
on‑the-job training 
and trial by fire.
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grocery stores that deliver, and casual office attire, they are world-class multitaskers, but 
they are still the most time-strapped generation ever. 

Maybe you picked up this book because you can relate. You may count yourself among 
the 95 percent of moms who, according to AOL, are online two hours every day. You want 
instant information, so you head to the Web when you need answers. You compare prices, 
search for coupons, respond to blogs, and solicit advice. Often your research nets too many 
results. Finding ideas or opinions is easy; knowing which sources to trust isn’t.

That’s where this book can help. Growing wiser and working smarter is what the 
Family Manager way of doing things is all about, and it can transform your life. In my 
own quest to be a good mom and successful manager of my home, I devised the Family 
Manager system. It’s based on the premise that the strategies that run any organization or 
business well—things like casting vision, creating standard operating procedures, practic-
ing team building, and doing advance work—will help you run your home well. Trust me: 
These tactics can make your home and life run more smoothly than you ever dreamed. 
They’ll help you order your day and ably oversee the countless tasks that come with your 
job, including . . . 

creating a place where family members feel good about where they live•	
living a balanced, fulfilling life•	
knowing what matters most to you and living accordingly•	
reducing stress by getting organized and keeping up with housework•	
learning to operate as a family team•	
encouraging family members to be their personal best and share their skills, •	
resources, and love with family, friends, and community
planning memorable occasions that strengthen family ties •	
appreciating and learning to work with each family member’s unique giftedness; •	
helping family members learn to love themselves and others in meaningful ways
giving each person—including yourself—the room and time to grow in mind, body, •	
and spirit
having more time for fun and enjoying life•	

Of course, creating a happy, organized home and being a great mom require more than 
what is printed on the pages of this book or can be downloaded from the Web. You’ve got 
to know what you want for your family, including yourself. In one of those rare moments 
when the kids aren’t tugging at your shirttail and you’re not playing beat-the-clock to your 
next event, I encourage you to fix yourself a cup of tea and take some time to think about 
what a happy home means to you. 

When our boys were young, I wrote the following description of what a happy home 
meant to me and what I wanted to aim for as our family’s manager.

I want my home to be a place where the members know they are valuable, 
where they feel loved for who they are as unique individuals, where they feel 
like they belong and can grow in their separate interests. I want our home to 

x i i   /   T H E  B U S Y  M O M ’ S  G U I D E
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be a friendly place for everyone, those of us who can stand clutter and those 
of us who like everything in its place. There should be a balance in the “com-
mon” areas—the family room and kitchen—clean enough to be healthy, messy 
enough to be happy, so as not to offend either type. Every person’s personal 
space should be his or her own personal space. Their personal belongings are 
theirs to enjoy, to share, and to take care of.

I want our house to be filled with laughter. I want to have plenty of time to 
share our daily hurts and joys with each other, but we all have busy schedules. 
Therefore we designate certain times to spend together. Breakfast in the morn-
ing—starting the day off on a positive note—is a must. At least three nights 
each week I want us to sit down as a family and eat together. We’ll share the 
cooking on those nights, as well as the cleanup, and use the time to talk about 
each other’s worlds. We’ll have family meetings to iron things out, talk about 
schedules, or work on specific projects or problems. Each week we’ll go some-
where fun as a family, and we’ll plan a fun weekend outing once a month. We’ll 
take two family vacations each year. We’ll look forward to growing up and 
growing old together.

I want to be my best so I can do my best. Therefore, I’ll take time to take 
care of myself as well. I’ll work time into my schedule to read books, take 
classes, learn new skills, and exercise my body; and even if everything else 
falls apart, I resolve to take time to think about my life.

I admit those are lofty goals, and I certainly haven’t achieved them all. But the 
exercise of getting my dreams down on paper has helped me to remember what’s most 
important and to stay on course over the years. Although moms today face unique chal-
lenges when it comes to managing their homes and nurturing their children, many tell 
me they want the same things I did. Simply put, they want to create a happy, organized 
home. If you’re thinking, That’s what I want too! keep reading. This book will help you 
make it happen.

But please do not think that I am telling you exactly how you should run your home. 
(You’ll see in these pages that that’s not true.) I do, however, want you to benefit from 
my experience and avoid learning things by trial and lots of errors like I did. You see, 
the Family Manager system helped me make our home a good place to be. We maintain 
a healthy balance of organization and order, flexibility and fun. Our family is a team—
even now, after our three boys are grown and two of them are married. We’re still com-
mitted to working and enjoying the blessings of life together, and to helping each other 
develop our individual potential. There’s no greater blessing on earth, and I want this for 
you and your family. 

Girlfriends, hear this: We play a very powerful role in our families. At some point 
we all realize that our influence greatly determines our home’s environment—certainly 
the physical aspects, but emotional and spiritual aspects as well. And typically Mom is 
the glue that holds things together at home. This means that when we personally come 
“unglued,” a whole lot of things begin to crumble. 

I n t ro d u c t i o n   /   x i i i
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I pray that this book will be a valuable resource to you—like a trusted friend you can turn 
to for practical advice, proven solutions, and the inspiration you need to hold things together 
and create a happy, organized home. For this to happen, you need to understand some things 
about your very big job as your family’s manager.

Getting Down to Business
You oversee an economic institution that includes such services as facility and resource 
management, meal preparation, child care, education, and transportation, to name a few. 
Using the strategies and tactics of successful business managers will help you realize your 
dream for a happy, organized home. Here are the 10 most important things you need to know 
about your job.

1. Think like a manager. You oversee the most important organization in the world. The 
Family Manager Creed summarizes your role. 

The Family Manager Creed
I oversee the most important organization in the world

Where hundreds of decisions are made daily
Where property and resources are managed

Where health and nutritional needs are determined
Where finances and futures are discussed and debated
Where projects are planned and events are arranged

Where transportation and scheduling are critical
Where team building is a priority

Where careers begin and end
I am a Family Manager

2. Manage by department. To keep from being overwhelmed, you need to develop a way to 
meet your never-ending Family Manager responsibilities. They can be better managed when 
categorized in seven distinct departments and supervised accordingly: 

Time & Scheduling—managing the family calendar and daily schedule; dispatching the 
right people to the right place at the right time with the right equipment 

Home & Property—overseeing the maintenance and care of all your tangible assets, 
including your belongings, your house and its surroundings, and your vehicles 

Food—meeting the daily food and nutritional needs of your family 
Family & Friends—fulfilling relational responsibilities as a parent and spouse, and with 

extended family, friends, and neighbors 
Finances—managing the budget, bill paying, saving, investing, and charitable giving
Special Events—planning and coordinating occasions that fall outside your normal 

routine—like birthdays, holidays, vacations, garage sales, family reunions, and 
celebrations 

x i v   /   T H E  B U S Y  M O M ’ S  G U I D E
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Self-Management—caring for your body, sharpening your mind, and nourishing 
your spirit 

3. Know your mission and values. It’s important that you take time to consider what’s 
most important to you and your family. Your priorities will help you as you make decisions 
all day, every day.

4. Cast vision and communicate benefits. Successful managers must inspire and attract 
employees around a common goal and communicate how that goal affects each person’s 
best interests. It’s no different in a family. 

5. Build a family team. All good management is about sharing responsibility, helping 
people find their niches, and empowering them to succeed. 

6. Create a base of operations. As your family’s manager, you need a “Control Central” 
from which to supervise your family’s comings and goings. 

7. Use a Daily Hit List. Selectively choosing each day what you will Do, Delete, and 
Delegate in each department will help you manage tasks and alleviate stress.

8. Manage according to how you’re wired. Family management demands a set of skills 
that no one person has. There will always be jobs you hate. The trick is learning to work 
with your strengths and work around areas where you are not gifted and through people 
who are.

9. Be prepared. It’s the Scout motto, but it’s also a good motto for Family Managers. 

10. Lean on God. He created the family and will give you the wisdom and strength you 
need to be a great mother, wife, and Family Manager. 

In the chapters that follow, you will learn more about these 10 principles. You’ll also 
pick up tips and tactics for each of the seven departments to help you accomplish all the 
tasks you have to do faster and find more time and energy for the things you want to do. 
You will also find helpful checklists and forms.1 For a bit of quick encouragement when 
you feel out of control in one of the departments, I invite you to read “The Most Impor-
tant Things to Remember” at the start of each chapter. It’s easy to get overwhelmed by 
life’s details, but I’ve learned that creating a smoothly running home really comes down 
to a few key attitudes and actions. Finally, the Web site resource guide and topical index 
at the end of the book will help you to quickly find information you need to know for 
your family. 

1 �Members of the Family Manager Inner Circle can download these interactive forms, as well as a number of 
others. See http://www.familymanager.com.

I n t ro d u c t i o n   /   x v
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Whether you feel like you have all the time you need and things at your home are 
running fairly well or you’re beyond chaos and need all the help you can get, at times every 
mom needs a few tricks up her sleeve and inspiration to keep going. You can speed-read 
this book and tag the pages with ideas you want to remember, or you can keep it in a handy 
place for the days you need some instant advice on how to survive a family road trip or get 
your kids to do their fair share of housework. Either way, you’ll find help for getting on the 
fast track to a happy, organized home . . . so you can slow down and enjoy the blessings 
of life.

x v i   /   T H E  B U S Y  M O M ’ S  G U I D E
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We can all learn a lesson from attorneys. No doubt you’ve heard plenty of jokes about lawyers 
and their billable hours. Actually, the way they see their time—as very valuable—is the way 
we, as Family Managers, should look at our own time. When you view your time as a commod-
ity, like money, you can look at your days and identify whether you spend too much in one area. 

If you constantly feel breathless and behind, this chapter is a good place to begin reading 
to find ways to restore sanity to your life. Think back on yesterday. Did you lose an hour at 
the grocery store because you went at a high-traffic time of day? Did you talk too long on 
the phone with that friend who bends your ear about her problems when you really needed 
to spend time with your son? Were you late for an appoint-
ment because you spent an hour looking for your daughter’s 
ballet shoes because she hadn’t put them in their desig-
nated place? Can you think of other ways precious minutes 
slipped through your hands? If so, don’t get down on your-
self. Recognizing the problem is the first step to solving it.

Taking some time to think about how your time is 
spent every day is an important exercise. It will help you 
identify your priorities—whether you’re living according 
to yours or someone else’s, for whatever reason—and it’s 
the first step necessary for becoming a good manager of 
the minutes of your day.

Minutes is the key word in that last sentence, because to be a good manager of your fam-
ily’s calendar and daily schedule, you must, like an attorney, see not just the hours but the 
minutes of your day as valuable. Wouldn’t it be helpful if someone invented a way to stop the 
clock for a full day so we would all have a large, uninterrupted block of time to catch up with 
everything we’re behind on or accomplish a big project? This might make a good story line 
for a film, but when it comes to reality, we have to catch up and keep up in real time—which 
for most of us means seeing small bits of time as treasure. You’d be surprised how much you 
can accomplish when you start using the snippets of time you grab here and there. Granted, 
you may not be able to scrapbook every age and stage of your 10-year-old daughter’s life, but 
you’ll make progress every time you work on a page—which will make you feel better about 
yourself—and eventually the project will be finished! 

Managing Time and Scheduling

Chapter 1

When you view 
your time as a 
commodity, you can 
look at your days 
and identify whether 
you spend too much 
in one area. 
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It’s also important to live in the present as well as the future. 
That’s right, we need to live in two tenses. Here’s what I mean. 

Living in the present has everything to do with living one day at 
a time—being prepared for the day’s responsibilities, using the min-
utes of the day wisely, and being alert for and enjoying each day’s 
blessings. Living in the future means thinking ahead about what 
you want to happen—tomorrow, next week, or next month—and 
what needs to happen for a goal to be met, using small bits of time 
along the way to prepare for the future event. 

For example, let’s say today is Monday and your schedule includes 
taking your toddler to the pediatrician for a checkup, then dropping 
him by the house of a friend who said she’d watch him while you do 
cafeteria duty at your third grader’s school. You also have a roofer 
coming to give you a bid in the afternoon, so when lunch is over you 
go back to your friend’s house, pick up your toddler, go home, and 
put him down for a nap. You get the mail, check your e-mail, and 
hope that the roofer is punctual because you can’t be late to pick up 
your third grader. If you’re not near the front of the pickup line, you 
can’t get her home in time to have a snack and get her changed into 
her soccer uniform before your neighbor picks her up for practice. 

Let’s stop here to look at what has transpired. You definitely needed 
to be present in the present, giving your full attention to driving, car-
ing for your toddler, listening to the doctor, giving your friend instruc-
tions, and making sure you put the right foods on the trays at school.

But let’s say you also looked at your calendar this morning and 
saw that your daughter’s Scout troop is having an overnight camp
out on Friday, and you need to remind her to start gathering the 
stored camping gear she’ll need. You also notice that the annual 
neighborhood garage sale is two weeks away (you remind yourself 
how that extra $200 came in handy last year), and you need to start 
a stash of items you want to sell. And you see that you made a note 
that Thursday is the last day to sign up for the women’s retreat, and 
you haven’t registered yet. You get the picture. We all have to con-
sciously work on today and tomorrow at the same time. 

One mom with three closely spaced children (grades one through 
three) told me it was hard for her to think about tomorrow and the next 
day because she could barely make it through all she had to do today. 
She wondered how she could possibly add any future tasks to her 
already overstuffed days. What she didn’t realize—giving birth to three 
children in three years, who can blame her for responding slowly?—is 
that by looking ahead and doing what she could to prepare for tomor-
row, she could make each “today” go a lot better. When she did start 
living in two tenses, she noticed big differences in her life. 

2   /   T H E  B U S Y  M O M ’ S  G U I D E
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The Most Important Things to Remember

  1. �Unless you set and resolve to live by your own priorities, you’ll  
wear yourself  out trying to meet the demands and expectations 
of  others.

  2. �You—like everyone else—have 60 minutes in each hour, 
24 hours a day. Time is made up of  moments, and moments are 
manageable.

  3. �The minutes of  your days come with a choice: Only you can decide 
how you’ll spend them. 

  4. �Don’t let the things that matter least to you rob time from the 
things that matter most to you. 

  5. �There is no such thing as unimportant time. Each moment is  
a gift. 

  6. �As you become a better manager of  time, you’ll begin saving hours. 
And every hour you save is an hour added to your life. 

  7. �Be flexible. Unexpected events can interrupt the best routines. 
Bend with the interruption instead of  resisting it. 

  8. �When you say yes to something, you’re saying no to something 
else. Don’t let it be your family. 

  9. �When you are more efficient at performing the tasks you must do, 
you have more time for the things that matter most to you.

10. �How you carry out each 24-hour day can make the difference 
between a household in constant uproar and one that hums along 
smoothly.
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Mornings had been nothing short of madness. She refused to make 
lunches the night before school because there were too many other 
end-of-the-day tasks to tackle, not to mention helping her kids fin-
ish their homework and get in bed at a decent hour. Her routine was 
to pack lunches in the morning. Yet she felt as if from the moment 
her feet hit the floor, she was trying to beat the clock. Often she had 
to make an additional midmorning trip to school to deliver the kids’ 
lunches. (Did I mention this mom’s other routine was hitting the 
snooze button on her alarm three times before getting out of bed?) 

She knew that madness is not the best way to start the day. A fraz-
zled mom means frazzled kids. No mom likes sending her kids off 
without smiles on their faces and sandwiches in their lunch boxes. 

Since it was clear that mornings weren’t working, she started to 
experiment. What if she cut up extra veggies for the kids’ lunches 
when cooking dinner? What if she gave her eight-year-old the job 
of cleaning out the lunch boxes, building and bagging turkey-and-
cheese sandwiches (hold the mayo until morning), and storing them 
in the fridge to pack the next day? And what if her seven-year-old 
was in charge of readying each lunch box with a napkin, plastic 
utensils, and a water bottle? This simple change in routine gave her 
more time in the morning. Having more time in the morning made 
her relax. Once relaxed she could connect with her kids—instead of 
yelling at them. She was happier. They were happier. And she even 
got to have a cup of coffee. She became a staunch believer in living 
in two tenses, doing what she needed to do today and grabbing a 
few minutes here and there to make progress toward tomorrow.

Once you start living in two tenses, you realize the importance 
of protecting your time. When you anticipate future needs while 
managing those routine yet vital tasks, you naturally want to guard 
your minutes and spend them on what’s most important to you and 
your family. 

Yet even with the best of planning, we all can end up frustrated 
when projects and people who weren’t even on our radar screens 
take up time we hadn’t planned to spend. Being a mom requires 
flexibility and guarantees interruptions. In many ways our time 
is not our own, and that’s one of the sacrifices and privileges that 
comes with being a parent. Children—and life events—are predict-
ably unpredictable. Every hour of every day brings events, episodes, 
and exchanges we cannot control. But some we can. Before we can 
get a handle on them though, it is imperative that we know what’s 
most important to us. This section will help you organize your day, 
identify time wasters, take advantage of small chunks of time, and 
discover new ways of multitasking.

4  /  T H E  B U S Y  M O M ’ S  G U I D E

GOOD TO KNOW

Forty-four percent 
of  adults say that 
having a satisfying 
family life is their 
highest priority in 
life, according to a 
2005 Barna poll.
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Strategies and Solutions
for Time and Scheduling

As a young mom, I collapsed into bed many nights wondering 
exactly what I’d accomplished that day. In essence, the Family Man-
ager system developed out of my own sense of desperation. Over the 
years, I discovered three keys to managing my time rather than letting 
it control me: (1) recognizing and living by my priorities, (2) setting 
up a Control Central—a base of operations—within my home, and 
(3) learning how to take back control over the minutes of my day.

STEP 1: LIVE BY YOUR PRIORITIES

Every business leader sets the course for her company. She decides 
what’s most important and establishes guidelines—things like 
return policies, hours of operation, and employee incentive pro-
grams—that reflect the values she considers most important. Run-
ning a home and a family should be no different. If you aren’t clear 
on your most important objectives for each of the seven depart-
ments, it is likely that you’ll end up frustrated and find that life is 
controlling you, rather than vice versa. 

For example, let’s say you wanted to take your seven-year-old 
budding paleontologist to the traveling dinosaur exhibit at a nearby 
state park, but it’s now been shipped to the next state. What hap-
pened? Perhaps you believe it’s very important to notice and encour-
age your child’s interests, but you’ve never actually stated that as 
one of your priorities. So while the day trip to the state park was an 
option on several Saturdays, catching up on laundry and clearing the 
week’s clutter always seemed more urgent. As a result, you missed 
the opportunity for an unforgettable day with your child.

Maybe you can relate because you realize that you, too, have not 
been living by your priorities. All of us face numerous obstacles that 
keep us from setting priorities and ordering our lives the way we 
would like. You may relate to the big three I fight in my own life:

1.  Circumstances. Until we decide it’s vitally important that 
we take an hour or so to go someplace quiet and think about 
what’s important to us, the natural course of life will carry 
us out of control along a path of minimal accomplishments, 
meaningless activities, frustration, and mediocrity.

2.  Expectations and pressure from others. We are all prone to 
succumb to the agendas of others, appropriate the goals of 
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GOOD TO KNOW

as internet use 
grows, americans 
report that they 
spend less time 
with friends and 
family, shopping in 
stores, or watching 
television, and more 
time working for 
their employers at 
home—without 
cutting back their 
hours in the office. 
(Stanford university)
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our culture, and compromise. Let’s be honest—peer pressure 
is not just a teenager’s problem. It’s a lifelong issue. And it’s 
never too late to start standing on your own and supporting 
your priorities. 

3. �Love of the comfortable. We tend to arrange life as best we 
can to avoid pain and to maintain personal comfort. The prob-

6   /   T H E  B U S Y  M O M ’ S  G U I D E

What Are Your Priorities?
Imagine yourself  years from now taking time to look 
back on your life. What one or two accomplishments 
in each of  these seven areas would give you the 
most satisfaction? Remember, there are no right or 
“exceptional” answers. You don’t even need to share 
this list with anyone else.

The following verbs may prompt your thinking.

Time & Scheduling_______________________________

Home & Property_______________________________

Food_ ________________________________________

Friends & Family_ _______________________________

Finances_______________________________________

Special Events_ _________________________________

Self-Management________________________________

advance
advise
advocate
analyze
assemble
balance
brighten
coach
collaborate
collect
communicate
compose
compute
connect
construct

contribute
coordinate
create
deliver
demonstrate
develop
direct
educate
encourage
engineer
enhance
establish
experience
explore
facilitate

guide
illustrate
improve
influence
innovate
introduce
launch
learn
nurture
organize
schedule
teach
transform
welcome
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lem is that, until we step out of our comfort zones, we experi-
ence no significant change for the better, no personal growth, 
and no relational development. It may be time to sacrifice 
now for a long-term payoff. 

If you want things to change, there’s no better time than now to 
begin incorporating some new tactics and activities into your life 
that will produce positive change. 

First, for each of the seven departments, you need to choose 
your priorities and decide to live by them. How you spend your 
time in each department speaks volumes about what your true 
priorities are—and if you’re not spending time the way you’d like, 
you have to ask whose priorities you’re living by. 

Maybe you agree that living by priorities is a great idea—but 
you feel too overwhelmed by life to sit down and figure out what’s 
most important to you. Perhaps you’re thinking, I’m so busy I can’t 
even take time to sort them out, let alone live by them. I urge you 
not to fall into this trap.

I suggest you think about one day at a time. You might even 
want to use a small notebook in which you write your top priorities. 
Then, as you make choices during the day, simply jot down a few 
words about the choice you made and how it did or did not fit your 
stated priorities. You’re not doing this to beat yourself up. You’re 
doing it to become conscious of your actions. 

Decision-Making Guidelines
Establishing your priorities will give you a yardstick against 
which to measure the many decisions you must make about 
how to spend your time and resources. Whether it’s a small but 
important decision like whether to join a Pilates class or ask a 
neighbor to walk with you three mornings a week, or an important 
life choice like whether to take a part-time job to ease monthly 
cash flow or spend more time tutoring a child whose grades 
are slipping in math and science, these nine steps will help you 
navigate through the decision and change processes as smoothly 
as possible. 

1. �List your options. Just brainstorm and let the ink flow. Don’t 
edit at this point.

2. �Think about your choices. Sort your feelings about the 
options you wrote. 

3. �Relate your choices to your priorities. What’s really most 
important to you?

M a n a g i n g  T i m e  a n d  S c h e d u l i n g   /   7
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4.  Think about how your choices will affect other members of 
your family. 

5.  Make a decision and a commitment to follow through on it.

6.  Help yourself stick to your decision by telling someone what 
you’ve decided—become accountable to that person. 

7.  Be realistic about when you can make the change or start your 
new habit or action.

8.  Launch your new practice as strongly and vigorously as pos-
sible. Make it a big deal. 

9.  Avoid too many changes at once. Whenever you can, plan 
major life changes—houses, jobs, adding to the people who 
live at your house—so they do not occur at the same time. 

STEP 2: SET UP A BASE OF OPERATIONS 
WITHIN YOUR HOME

Control Central
Every manager needs a Control Central —be it a desk, a countertop, 
or an office. In a company, it’s the place from which he or she calls 
the shots. In a home, it’s the place from which the Family Manager 
organizes, tracks the family’s schedule, notes changes, responds 
to messages, makes lists, and keeps all those important papers in 
their places. By setting up your own Control Central, you can better 
oversee your family’s comings and goings and manage the count-
less tasks, responsibilities, and decisions that are made every day. 
In short, by becoming more efficient, you’ll save precious moments 
that can be redirected to your larger priorities. 

Here are ideas to consider when setting up your own base of 
operations:

Choose a central location in your home. Make sure it has a • 
desk or countertop you can work on. Install a bulletin board in 
this area, and place a trash can within easy reach. If possible, a 
filing drawer should be easily accessible.
Hang a family calendar•    on an adjacent wall. Record each 
person’s appointments, activities, and important dates. 
Stock Control Central•    with pens, pencils, a highlighter pen, 
and some notepads for jotting down ideas and recording phone 
messages. 
Pull together the following supplies and keep them at Control • 
Central: paper clips, stapler, staples, staple remover, rubber 

8  /  T H E  B U S Y  M O M ’ S  G U I D E

FROM THE HEART

When your schedule 
gets overloaded, 
take a short break. 
For example, take 
a 10- or 15-minute 
walk or sit quietly 
and read something 
inspirational for a 
few minutes. then 
you can come 
back to your tasks 
refreshed, more 
energetic, and 
better focused.
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bands, scissors, tape, and letter opener. Let family members 
know that these supplies must stay in their new home.
Put a copy of your local phone directory here, as well as a • 
list of the numbers your family regularly calls. This is also 
the home for directories from church, school, home-owners 
associations, clubs, and other groups.
Keep an ongoing grocery and personal-needs list here so • 
family members will always know where to add items you’re 
running low on.
Have an easy-access file for takeout menus and coupons. • 

Family In-Boxes
Purchase stackable in-boxes  and label one for each child. Place 
them near your Control Central. When kids get home from school, 
have them unload their backpacks right away and put important 
papers and forms in their in-boxes. Mom or Dad should go through 
kids’ in-boxes each night and review contents, signing and returning 
any papers that need to go back to school.

Daily Hit List
One of a mom’s biggest challenges is remembering all the tasks that 
need to be done each day. Years ago I designed the Daily Hit List 
to manage my own daily responsibilities. It’s different from other 
to-do lists because it enables you to categorize your many jobs by 
each Family Manager department. Using a Daily Hit List  will:

declutter your mind by providing a systematic way to sort • 
through the myriad chores and responsibilities that you face 
every morning
clear your perspective, revealing what’s trivial and what’s priority• 
clarify which tasks only you can do and which can be • 
delegated or shared
improve your memory through the exercise of writing details• 
help you remember what steps to take today so whatever’s • 
coming tomorrow will run more smoothly

As you begin to use a Daily Hit List, accept that you won’t 
always be able to check off all of the tasks on your list at the end of 
the day. Move unaccomplished tasks to the next day’s list, or delete 
the ones you deem unimportant for now. 

I like to fill out my Daily Hit List early in the morning. Some 
other moms say that filling it out the night before works best for 
them. Whatever time you choose, there are three steps for making 
a Daily Hit List work:
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SMART MOVE

don’t overschedule 
weekends. Plan 
some free time 
for activities that 
refresh you. Block 
it out on your 
calendar just as you 
would an important 
appointment.
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 6:00  __________________  

   __________________

 7:00  __________________  

   __________________

 8:00  __________________  

   __________________

 9:00  __________________  

   __________________

 10:00  __________________  

   __________________

 11:00  __________________  

   __________________

 Noon  __________________  

   __________________

 1:00  __________________  

   __________________

 2:00  __________________  

   __________________

 3:00  __________________  

   __________________

 4:00  __________________  

   __________________

 5:00  __________________  

   __________________

 6:00  __________________  

   __________________

 7:00  __________________  

   __________________

 8:00  __________________  

   __________________  

 9:00  __________________  

   __________________

DAILY HIT LIST  DATE:

© 1999 Family Manager, Inc. All rights reserved.

HOME & PROPERTY FOOD FAMILY & FRIENDS

FINANCES SPECIAL EVENTS SELF-MANAGEMENT

FamilyManager TM
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Do. Think about and list everything that needs to be done. This 
includes obvious things like preparing meals, putting gas in the car, 
and depositing money in the bank, as well as other responsibilities 
such as cleaning, carpooling, and scheduling appointments.

Delegate. Looking at your list, ask yourself, What can I delegate?  Can 
a teenager start a load of laundry before he leaves for band practice? 
Can a younger child fold clothes when she gets home from school? 
Can your husband start dinner when he arrives home from work? 
Always delegate according to skills, age, and availability—not gender. 

Delete. Once you’ve delegated, take another look at the list. Are 
some of the tasks expendable? Do you really need to mop the 
kitchen floor every day? What is truly unnecessary, at least today?

STEP 3: MAXIMIZE YOUR MOMENTS

The final step in taking control of your schedule is about building 
some smart and simple time-management techniques into your life. 
These are things anyone—even the most right-brained, creatively 
out-of-control of us—can do. 

10 Principles of Time Management

  1.  Write it down. Don’t trust things to memory. Using lists 
and checking off completed tasks frees your mind for more 
important things.  

  2.  Do it now. Whenever possible, make this your motto—espe-
cially with onerous tasks that could become worse if you put 
them off. 

  3.  Have the right tools. The projects for which we have the 
tools or resources will be finished before the ones for which 
we’re not prepared. If you schedule some time to organize 
your child’s closet, have on hand various sizes of organizing 
bins, self-sealing plastic bags, a garbage bag, and boxes to 
store or give away items.

  4.  Believe in buffers. Anticipate traffic, checkout lines, and 
children to be slower than you’d like, and adjust your 
expectations. 

  5.  Set deadlines. Deadlines are the best guarantee a job will be 
done. Jot down on your calendar the time or day you want 
to have a task completed. If needed, ask a friend or family 
member to hold you accountable.

M a n a g i n g  T i m e  a n d  S c h e d u l i n g  /  1 1

SMART MOVE

life is predictably 
unpredictable, 
so always allot a 
little extra time for 
tasks. if  you think 
something is going to 
take you 30 minutes, 
schedule 40 minutes. 
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  6.  Do advance work—don’t wait until the last minute. If you’re 
hosting a big dinner at your home, decide what you can do a 
week ahead of time, the day before, and so on. Estimate how 
much time you’ll need and when to schedule tasks; antici-
pate potential time wasters. Then set deadlines for accom-
plishing goals. 

  7.  Work with your biological clock. If you’re a morning person, 
do your most important work then. Schedule tasks that don’t 
demand as much attention and brainpower during lower-
energy times of day.

  8.  Create boundaries. Set your priorities, and don’t let other 
people guilt you into crossing them. Give yourself permis-
sion to “just say no” to requests that dent time with your 
family or time spent nourishing yourself. When you say yes 
to something, you’re saying no to something else. 

  9.  Take charge of your own life and schedule. Do things on 
your time. Don’t pick up the phone every time it rings—
use voice mail or an answering machine. Turn off your “you 
have mail” computer alert. Answer messages when it’s con-
venient for you.

10.  Don’t wait for time to “free up.” If you have a big project 
to accomplish, schedule work appointments for yourself in 
30-minute or one-hour blocks. Be as serious about this time 
as you would any other appointment. Before you know it, 
you’ll have the project licked.  

Scheduling Strategies
Traveling to and from and waiting at appointments can eat hours of 
valuable time. These tips will help you keep travel and wait time to 
a minimum.

Many services and businesses offer online scheduling—a big • 
time-saver.
Try to schedule the first appointment of the day or the first • 
appointment after lunch. It’s less likely you’ll have to wait.  
Schedule family members’ dental checkups and kids’ • 
pediatrician appointments back-to-back so you can make 
fewer trips. 
Avoid scheduling “maintenance” checkups at the doctor or • 
dentist in May, August, or December—the busiest months of 
the year for moms.
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Schedule kids’ back-to-school or summer-camp physicals well • 
in advance.
When you make an appointment, write the office or person’s • 
phone number on your calendar so you won’t have to look 
it up if plans change. If you’ve never been to the office 
or location before, get directions when you make the 
appointment and take the office’s phone number with you 
when you go.
If you’ll need a babysitter while you’re at an appointment, • 
arrange that at the same time. 
Call before you leave for an appointment at your hairdresser • 
or doctor’s office. If he or she is running late, use the extra 
time to get something done. 
Bring along toys or books for small children. • 
Always take your calendar with you to an appointment so you • 
can schedule follow-up visits while you’re there. You’ll have 
your pick of the schedules, and you won’t forget to write the 
new appointments down.
If you’re running late for an appointment, be courteous and • 
call to let them know you’re on your way and when you’ll 
arrive.  

Making Phone Time Count
The phone can be your best friend or worst enemy. You decide that 
by determining whether to view your phone as a tool under your 
control or as a taskmaster that must be answered every time it rings. 
Here are some simple ways to save time and make better use of 
time on the phone.

Set your cell phone or pager to vibrate instead of ring. Don’t • 
let it interrupt what you’re accomplishing at the moment—
unless a family member is on the line.
Set time limits on your phone calls and take them only at • 
certain times of day. Keep a watch or timer handy. If you 
make a call and are asked to hold but can’t, don’t be afraid 
to say so.
Call service businesses on Thursdays or Fridays, when • 
business is slowest. (Their busiest days are Mondays and 
Tuesdays.) Call during the slower hours. Companies’ busiest 
periods are from 10 a.m. to 2 p.m. and from 5:30 to 7:30 p.m. 
Schedule repair calls online whenever possible.
Consider adding a distinctive second ring to your phone • 
line. For a minimal monthly charge, your phone company 
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can set up caller ID so you’ll know when family members 
are calling.
Program the speed-dial features on your home phone and cell •	
phone.
Cut solicitors short by saying, “Thank you for calling, but I’m •	
not interested.”
Call long-winded friends or family just before lunch or at the •	
end of the day.
Gently guide nonstop talkers to the point. Remind them •	
that you have only a few minutes to talk, ask them direct 
questions, or schedule a time when you can talk longer.
Highlight all numbers you look up in the phone book•	 . They’ll 
be easy to find again.
Create a family phone book. Keep one at each phone in your •	
house, in your car, and at the office.
Use a portable phone or headset so you can walk while •	
you talk.
Store a box of stickers, activity books, and small toys by the •	
phone to distract a small child when you have to make an 
important call.
Avoid “phone tag” by making appointments for phone •	
calls. Treat these calls just as you would treat a face-to-face 
appointment. Put them on your calendar and make notes about 
what you want to talk about. Think of each as a meeting—
because it is. Be prepared with any information you will need 
before making the call. 
When you need to call someone back at a later date, write the •	
name and phone number on the calendar so you won’t have to 
look them up.
Use e-mail rather than the phone whenever possible. It’s •	
often faster.
While you’re on hold:•	

Clean out your purse.
Purge your coupon file of outdated coupons.
Organize a drawer.
Dust a piece of furniture.
Polish or file your nails.
Straighten your desk.
Clean your glasses.
Tidy your sewing box.
Organize your wallet.
Clean out your jewelry box and untangle necklaces.
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Memory Joggers
Every day you deal with countless bits of information. While the 
Daily Hit List will help you stay on top of details, here are 10 other 
tips for reminding yourself of something you can’t afford to forget.

  1. �Stick a note on the bathroom mirror, on your exit door, or on 
the car’s steering wheel.

  2. �When you receive schedules for anything from school to 
soccer to dance class, write the dates and locations immedi-
ately on your calendar. Use a highlighter pen to make impor-
tant events stand out. 

  3. �Have a calendar program such as Outlook or the alarm on 
your PDA or cell phone alert you when you need to remem-
ber to leave for a meeting or start the grill for dinner.

  4. �When you’re away from home or the office and remember 
something you need to do there, call your voice mail or 
answering machine and leave yourself a message.

  5. �Carry a small notebook in your purse and/or car. Take a min-
ute to write down pertinent information as soon as you get it. 

  6. �Create your own memory jogger and turn it into a game with 
your kids. For example, one autumn I was having trouble 
remembering to shut the garage door when coming home 
from doing errands. This meant leaves could blow in, caus-
ing more work for the boys when they swept it. We put a 
jar on the counter, and every time I forgot to close the door, 
I had to deposit a dollar in the jar. My boys got to split the 
contents.

  7. �Keep a spiral calendar notebook near your phone and make 
notes of phone conversations on the day you have them. It 
keeps you focused on the call, plus having the information 
and the date you obtained it sometimes comes in handy later. 

  8. �If you are going to a party, write not only the time of the party 
but also the address on the calendar. Also list anything you’ll 
need to take, such as a gift or a dessert you offered to bring. 

  9. �Keep notepads and pens in convenient locations, such as by 
each phone and on your nightstand. But don’t let your data 
keeping become paper clutter. Post information on a bulletin 
board near your Control Central, then act on it, file it, or toss 
it ASAP.
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10.  If you keep your car in a locked garage, put clothes for the 
dry cleaner and videos to be returned on the driver’s seat the 
night before. You won’t be able to miss them when you leave 
in the morning.  

Timer tactics
A kitchen  timer can help you regulate your schedule and reduce the 
need to nag. Here are examples:

If you want to spend only a designated amount of time on a • 
task, set the timer to remind you when the time is up. 
If there’s a video game or toy the kids are constantly arguing • 
over, set the kitchen timer for 11 minutes (or whatever length 
of time you decide), and when the timer dings, the player 
automatically knows his turn is up.
Put a kitchen timer in the bathroom and time showers in the • 
morning so you can keep family members moving in and out 
of the bathroom and out the door on time.
When you ask your child to do a chore and he nicely asks if • 
he can do it in five minutes, fine. Set the timer so he’ll know 
when five minutes is up.
Does one of your children love a challenge? Put a kitchen • 
timer in her room. Break the morning routine into five-minute 
tasks and let her try to beat the clock. 
Create a 10-minute warning•   . Set the timer in the mornings to 
go off 10 minutes before walk-out-the-door time.
If you’ve got a lot on your mind, as usual, and you don’t want • 
to forget that you promised to take a friend to the airport, set 
the timer to help you remember when it’s time to leave for 
her house.  

Planning Ahead
In order to keep a home and family functioning effectively, a 
 Family Manager has to pay attention to the demands of the day 
but also look ahead to what’s coming up. Good family manage-
ment, as I mentioned earlier, means learning how to live in two 
tenses. When I made that statement at a Family Manager seminar, 
a woman in the audience cried out, “I must be doing a great job, 
because I’m always too tense!” We all welcomed the comic relief 
but felt her pain. 

But it’s true. By developing a habit of looking ahead on your 
calendar, thinking about where you’re going and what you want to 
see happen, then making plans, you’ll be ready for most anything—
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and you’ll avoid a whole lot of headaches in the process. Here are a 
few ways you do just that:

On the first of each month, look at your calendar and decide • 
which events you need babysitters for. Arrange for them now.
Keep your list of babysitters updated and growing. Ask • 
friends and neighbors for referrals so you have plenty of 
options if your regular sitter has to cancel. (Keep their contact 
information in your family phone book, along with the hours 
they are usually available.) 
Mark your calendar, or have your computer alert you, one • 
month before holidays and birthdays. Begin early to plan 
celebrations and buy presents and decorations.
Start planning summer vacations and checking into kids’ • 
summer camps in February.
Schedule a time in the summer to have pictures taken of • 
your kids. Enlarge one to give Grandma and Grandpa for 
Christmas.
Plan for fun. Collect information and save some money each • 
month for that trip you want to take for your 10th anniversary, 
three years from now.
Keep takeout menus in a file at work so you can place an • 
order before you leave and pick it up on your way home.
Keep an emergency set of clean clothes, underwear, and • 
socks for your child put away for the inevitable day when 
you have to go someplace and haven’t had a chance to do 
laundry.
Keep a change of clothes and accessories at the office in case • 
of unplanned meetings or dinner engagements. 
Stock up on sale items even if you won’t need them for a • 
month or two. 
When the winter sales hit, buy your kids’ coats (a size bigger) • 
for use next year. 
Keep one-dollar bills and quarters on hand. You never know • 
when you’ll need them.   

Five Minutes Is Worth Its Weight in Gold
Have you come to dread the sight of your to-do list? As a mother 
whose kids are now grown, I can tell you that the list never gets 
shorter. (Instead of picking up the kids at school, I’m now pick-
ing them up at the airport.) But I still have to find the time to 
cull bulging closets, reorganize drawers, and purge the freezer of 
UFOs (unidentified frozen objects). The large blocks of time to 
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 accomplish these tasks are few and far between, but fortunately I’ve 
discovered a hidden treasure. 

What is that? Five-minute segments. You’d be surprised how 
much you can accomplish in 300 little seconds, and how many five-
minute segments you can grab here and there. Granted, you won’t 
unload the basement of 10 years’ worth of clutter in a few minutes, 
but you’ll make progress every time you work on it—which will 
make you feel better about yourself—and eventually the project will 
be finished! 

In five minutes, you can . . .
Sort through a junk drawer.•   
Clean out a couple of shelves in your medicine cabinet.• 
Sort children’s clothing one drawer or shelf at a time. • 
Purge through a basket of magazines and catalogs; toss • 
old ones.
Remove clutter from one surface area.• 
Wipe fingerprints off a few doorjambs and light switches. • 
Check the batteries in your smoke detector.• 
Throw in a load of wash.• 
Fold a load of laundry.• 
Sew on a button.• 
Empty waste cans and take out the trash.• 
Vacuum a room.• 
Sweep the front porch.• 
Water plants.• 
Check the air pressure in your tires, or check the oil.• 
Call to make an appointment.• 
Sort mail.• 
Pay a few bills.• 
Answer an e-mail or two.• 
Purge your e-mail in-box or clean up computer files, five • 
minutes at a time. 
Add new contact information to your family phone book.• 
Make a Daily Hit List (see page 10).• 
Put DVDs or CDs back in their cases.• 
Pick up some toys or clutter in your family room.• 
Do some crunches, push-ups, and leg lifts.• 
Take vitamins and drink a big glass of water.• 
Moisturize your face.• 
Write a thank-you note.• 
Pray for friends or read a chapter from the Bible or another • 
inspirational book.
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Rest! Purposely choosing to devote five minutes for personal • 
relaxation and rejuvenation may be the best use of your time.   

Multitasking Made Easy
Some time-management gurus don’t believe in multitasking. They 
talk about being “present in the moment”—giving something our 
whole attention. Maybe that’s a reaction from people who once wore 
themselves out trying to do two or more things at once—and trying 
to give both equal mental focus. Real multi tasking is different: It 
involves doing things that don’t require a person’s full attention. And 
there are plenty of tasks that don’t deserve our full attention!

Doubling up on tasks lets us spend more time on fun and other 
things to which we want to give our full attention. Get started by 
listing tasks that can be done simultaneously. Post the list in a 
central location. Every time you “catch” someone multitasking, 
praise and reward him or her! This is a great habit to teach your 
children.

Two-timing ideas
Never walk through the house empty-handed. Pick up as you • 
go. If you’re going upstairs, take something with you that 
belongs up there.
Encourage teenagers to start a load of laundry before tackling • 
their homework. When they stop for a snack, they can move 
the clothes from the washer to the dryer.
Have kids strip beds and take linens to the washer before you • 
change the sheets.
Request that kids fold clothes, sort socks, brush the dog, or • 
reunite a basket of toys with missing parts while they watch 
cartoons—definitely an activity that does not require full focus!
Divide and conquer. On a trip to the mall, give each adult or • 
teen a separate list of errands to accomplish. 
Ask young kids to wash patio furniture and bicycles while • 
older ones wash the dog and the car.
Teach preschoolers to identify colors while they are cleaning, • 
first by picking up the blue toys, then the red, etc. 
Clean the bathroom mirror and shine fixtures while tending • 
your child’s bath.
Put away groceries while you talk on the phone.• 
Wash dishes or unload the dishwasher while waiting for the • 
water to boil.
Hold on to the kitchen counter and do leg lifts while you’re • 
waiting for water to boil.
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Make a grocery list•    while you cook dinner. Check the pantry 
as you go.
Have kids swish hands and feet around the tub during a bubble • 
bath to loosen a bathtub ring.
Before you run errands, consider what else you might pick up • 
or drop off on the way.
Cook two, three, or four meals at once. Clean carrots for • 
tonight’s pot roast, afternoon snacks, and tomorrow night’s 
salad.
Make soup and stew at the same time. Double the recipe and • 
you’ll have tonight’s dinner and another for the freezer.
Look through mail-order catalogs while you’re on the exercise • 
bike or step machine. Plan purchases; glean gift ideas.
Bathe the dog while you water the garden.• 
Buy two or three of each household staple—deodorant, • 
shampoo, soap—so you won’t have to make a special trip 
again soon.
During TV commercials, have everyone pick up and put away • 
clutter.
Steam wrinkles from clothes by hanging the garment in the • 
bathroom while you shower. 

Prescription for Procrastination
At times we all need a jump start to get us or to keep us going. 
But if procrastination is a consistent problem for you, try to 
understand why you put things off. If you fear doing a poor job, 
remember that doing your best—not achieving perfection—is 
your true goal. If you think you “thrive under pressure,” consider 
whether the stress you go through prevents you from doing your 
best work. 

Try one or two of these ideas to help you accomplish a task 
you’ve been dreading. Remember, time adds up—24 hours, 1,440 
minutes, 86,400 seconds a day—whether we use it or not. A little 
action now can add up to a big result at the end of the day.

Getting started
Gear up for a task the night before. If you plan to tackle a • 
project the next morning, set out the supplies or tools you’ll 
need and the clothes you’ll wear. Go to bed a little earlier than 
usual so you’ll wake up refreshed and ready to go.
Make the steps to completing the task tangible. List each one • 
you’ll need to accomplish. As you finish each, give yourself 
the satisfaction of checking it off in red ink!

2 0  /  T H E  B U S Y  M O M ’ S  G U I D E

SMART MOVE

While you’re waiting 
for your food to 
be served at a 
restaurant, have 
everyone in the 
family dream aloud 
about what they’d 
like to see happening 
in their lives five 
years from now.
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Have the right tools available to tackle the project. If you are • 
going to excavate the clutter in the basement, buy plenty of 
plastic storage bins in various sizes. Save the receipt; you can 
return the ones you don’t use.
Decide beforehand how you will reward yourself when you • 
complete the job.
Ask someone you have fun with to help you with the project.• 
Speed up your metabolism. Before starting the task, take a • 
brisk, 20-minute walk.
If all else fails, start a 15-minute rule. Spend 15 minutes every • 
day on something you’ve been procrastinating about. Before 
you know it, you’ll have the dreaded task licked.

While you’re working
Do the worst part first. The rest will seem easier!• 
Put on some peppy music that makes you want to move.• 
Listen to a motivational tape.• 
Stop and pat yourself on the back when you finish a segment • 
of the task. If you have six drawers to clean out, congratulate 
yourself each time you conquer one.
Ask a friend or family member to monitor your progress and • 
encourage you along the way.
Give yourself the freedom to stop and rest if you need to.• 
Visualize how you will benefit from finishing. • 

Reward yourself!
Buy a little something to make the task more pleasant. If you • 
dread spending a day in the kitchen cooking and freezing a 
week’s worth of meals, buy yourself a cheery apron or a new 
pot you’ve had your eye on.
Fix yourself a treat to keep you going. On attic clean-out day, • 
put a plate of enticing fruit on a counter or table near the door 
leading outside to your garbage cans. When you travel to and 
from the attic, you can grab a bite. 
Post inspirational quotes in your work area. Read them when • 
your motivation starts to wane. 

M a n a g i n g  T i m e  a n d  S c h e d u l i n g  /  2 1

GOOD TO KNOW

in 2006, watching 
tV was the leisure 
activity that 
occupied the most 
time for both men 
and women, reports 
the Bureau of  labor 
Statistics.
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These sites were last accessed in May 2008. While all these sites contain helpful information, 
inclusion does not imply endorsement by the author or publisher of all the content on any of the Web sites.

Appliances
http://www.appliance411.com
Appliance411.com offers general home-appliance information for consumers, including 
money-saving purchasing and servicing tips, information about getting repair parts, and 
many links to merchants and helpful Web sites.

http://www.appliance.com
Appliance.com provides descriptions of household appliances and selected lawn and 
garden equipment, as well as product reviews and tips on appliance maintenance. It also 
offers links to dealers, manufacturers, and buyer’s guides.

http://appliancehelp.com
Appliance Help allows you to order replacement parts for various types of appliances.

http://www.aceee.org/consumerguide/index.htm
Consumer Guide to Home Energy Savings provides a checklist to help consumers con-
serve energy and reduce costs. It also gives tips on choosing energy-efficient appliances 
and lists the best ones based on product directories and manufacturer’s data. It only 
includes models widely distributed in the United States.

http://www.consumerreports.org/cro/appliances.htm
ConsumerReports: Appliances provides reviews, information, and buying advice for 
appliances. Paid subscription required for full access.

http://www.eere.energy.gov/consumer
A Consumer’s Guide to Energy Efficiency and Renewable Energy is a comprehensive 
U.S. Department of Energy site, including a glossary, fact sheets, and energy-
conservation tips for several home systems and appliances.

http://doityourself.com
DoItYourself.com has more than 36 topics, covering everything from appliances and 
energy savings to concrete and woodworking.

Web Resources

Appendix
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http://www.pcappliancerepair.com
Point & Click Appliance Repair has a diagnostic chart on wash-
ers, dryers, refrigerators, dishwashers, and ranges. The difficulty 
index takes into account the ability of the average person, any 
special tools required, the time required to fix the appliance, and 
the danger associated with the repair. This site also allows you 
to purchase parts, manuals, and accessories.

http://www.repairclinic.com
RepairClinic.com gives troubleshooting and repair advice for 
most home appliances. It also sells parts and repair tools.

Autos
http://autos.aol.com
AOL Autos provides new- and used-car reviews, tips on buying 
and selling cars, insurance advice, financing information, and 
Kelley Blue Book values.

http://www.autodirectory.com
Autodirectory.com provides links to sites related to automobile 
pricing and buying, vehicle trends and innovations, insurance 
information, and warranty tips.

http://www.automobiles.com
Automobiles.com gives information pertaining to automobiles, 
including insurance information; suggestions on buying, leasing, 
and renting; and the rights of owners.

http://www.autoobserver.com
Edmunds AutoObserver provides information on the automo-
tive industry, including analysis of auto-company events and 
strategies.

http://www.carspace.com
Edmunds CarSpace allows consumers to participate in forums 
about automobile issues, as well as write reviews of car dealers.

http://www.edmunds.com
Edmunds.com provides automobile pricing information, car 
reviews, ratings, and advice about purchasing a car. 

http://www.edmunds.com/insideline
Edmunds Inside Line is a site for automotive enthusiasts that 
highlights auto shows, concept cars, and new automotive trends.
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http://www.familycar.com
The Family Car gives tips on selecting a car, caring for it, and 
handling repair problems. The site also covers safe driving and 
styling trends.

http://www.fueleconomy.gov
Fueleconomy.gov gives side-by-side comparisons of up to three 
vehicles at a time and provides information on advanced and 
alternative-fueled vehicles such as hybrid vehicles. It also sup-
plies information about gas prices and your car’s energy impact.

http://www.nadaguides.com
NADA Guides is an online database of the National Automobile 
Dealers Association and provides price information, reviews, 
and comparisons for new and used cars, trucks, boats, recre-
ational vehicles, and motorcycles.

http://www.newcarbuyingguide.com
NewCarBuyingGuide.com is an Internet magazine that provides 
pricing information, reviews, and guides for buying, leasing, and 
maintaining new and used vehicles. It also supplies information 
on auto insurance.

http://www.vehix.com
Vehix.com is an online solution for buying, selling, and research-
ing new and used vehicles.

Babies
http://www.aap.org
American Academy of Pediatrics has articles, general health top-
ics, professional-education resources, and a parenting corner. 

http://www.americanbaby.com
American Baby offers information about conception, adoption, 
pregnancy, and parenthood. Read advice from an ob-gyn, a 
pediatrician, a midwife, and a nutritionist. It also has a fetal-
development timeline, a due-date predictor, a baby-name search, 
a recipe center, and much more.

http://www.babycenter.com
BabyCenter offers info and advice about pregnancy and babies, 
including adoption, breast-feeding, child care, family finances, 
postpartum health, and sleep.
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Index

A
activity overload  186–187
advance planning  16–17
affirmations, from the 

Bible  272–274
air conditioner

filter replacement  53, 82
maintenance  85

alarm clocks, for children  181
allowances  214–215
anger, teaching kids to 

manage  155–157
appliances  63–66

average life of  64
cleaning  50, 66
extended warranties  63–65
manuals  63, 66
repair or replace  63–64
Web resources  275–276

appointments, scheduling 
strategies  13

artichokes  117
Arts and Crafts Center  40
artwork

cleaning  54
storing  47

attic
decluttering  30–31
pests  31
storage  30–31
temperature and humidity  31

automobile. See car

B
babies, Web resources  277–278
Babysitter Information Form  176
babysitters

scheduling  17
See also child care

baking
substitutions  125
tips  123–125

Baking Center  41
baking soda, uses  49, 51, 56, 

57, 92
bananas  121
bartering  205
basement

flooded  93–94
odors  31
organizing  32

bathroom
cleaning shortcuts  55–56
vent fans  50

Beat the Winter Blues Beach 
Party  232

bedding  66–68
bedrooms

organizing  34–35
rules for children  46–47

bedtime, children’s  188–189
Bill Pay Center  40
bill paying  210–211
birthday parties  236–238
blinds, dusting  48, 50
books

care and organization  68–70
children’s  33
log  69
storing  31

boundaries, setting  12
breakfast  119
budgeting  198–200
buffer zones  11, 257
buffet tips  225
butter

creaming  122
substitutions  123

buttons, securing to clothing  71
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C
cake

baking tips  123–125
decorating tips  123–125

calendar  8
canned goods, storing  38
car

gasoline tips  105
leakage  104
maintenance  103, 105
saving for  199
warning signs  103–104
Web resources  276–277

carbon monoxide detectors  80
carpet

beetles  34
deep–cleaning  70
eliminating odors  57
loose threads  70
padding  81
purchasing  77

car pool  184–185
catalogs  45–46
cheese, shopping tips  131
Cheesy Potato Boats  116
children

activity overload  186–187
age-appropriate chores  57, 

61–63
allowances  214–215
anger management 

for  155–157
artwork  47
assigning chores  19
bedroom organizing  33
bedtime and  188–189
book storage  33
chores and  145–147
clutter control  46–47
disciplining  154–155
faith building  157
finicky eaters  115–118
grandparents and  159–160
home alone  185–186
homework  182–183
honesty in  153–154
Internet and  162–163
manners and  160–161
physical fitness and  157–159
sex education and  163–164

teaching about 
money  213–215

teaching values  151–152
test-taking skills  183–184
TV and  161–162

chimney cleaning  82
choices. See decision making
chores

age-appropriate tasks  57, 
61–63

benefit to kids  178
delegating  11, 145–147
kitchen  113–115

Christmas  240–242
circuit breaker  94
clean, family definition of  146
cleaning

10-minute tasks  48–50
abrasive cleaners  81
five-minute  18
one-day clean sweep 

plan  51–52
one-hour tasks  50
shortcuts  52–56
treating stains  70, 71
while you sleep  50–51
Closet Cleaning Day  33

closets
cedar  34
children’s  33
master bedroom  34–35

clothing
attic or basement 

storage  31–32
caring for  71
closet storage  34–35
drawer storage  35
shopping tips  202–204

clutter
attic  29–31
basement  29–32
bedroom  34–35
children’s room  33
conquering  43–47
contest  47
controlling children’s  46–47
control plans  43–47
declutter in a day  43–44
garage  41–43
home office  35–38
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jail  47
kitchen  38–39
laundry area  39–40
paper  37–38, 45–46
preventing  44–47

co-ops
babysitting 171–172
dinner  112
food  135

comforters  67
contractor, selecting  86–88
Control Central  8–9
cooking

eliminating odors  56–57
everyday tips  122–123
fixing blunders  120–121
teaching kids  113–114
time-saving tips  121–122

countdown, to an 
event  223–225, 233–235

coupons  133–135
Web resources  279–280

crawl space  83
credit cards  200–201
creditors

repayment plan  208–209
Creed

Family Manager  xiv
crime prevention  99–102
curtains. See window treatments

D
Daily Hit List  9–11
deadlines, setting and 

meeting  11–20
decision making  7–8
decorating  72–79

for events  228
furniture and accessories  75
painting  77–79
planning  72–74
resource/idea book  73
tips from professionals  78–79
Web resources  279

delegation  11, 145–147, 221
departments, Family 

Manager  xiv–xv
desk, organizing  37
Dessert Drop-In  232

details, remembering  9–11
dhurrie rug  77
dinner

co-op  112
family  114–115
menu planning. See meals

disaster preparation  95–98
disciplining  154–155
dishwasher, cleaning  84
documents, storing  31
downsizing, financial  209–210
drains

backup prevention  95
clearing clogs  51
eliminating odors  56–57

draperies. See window treatments
drawers

children’s room 
organization  33

desk  35, 37
dividers  53
organizing  35
sticking  35

dryer
lint trap  66
maintenance  85

dust  48, 82
duvets  65

E
eating habits, healthy  264–265
eating out  136
economics, everyday lessons 

for kids  213–214
eggs

in baking  124
storing  54

electrical fire  93
electrical problems  79
electricity

breaker box  84
outage  94–95

emergencies
choking  231
family communication plan  97
household  92–95
preparing for  281
supply kit  98

energy boosters  265–266
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entertaining  233
event planning  222
exercise

fitting in  261–262
reasons for  262.
simple ideas  262

F
fabric guard  52
faith building

at Christmas  242
in children  157
personal  269–272

Family and Friends 
department  189–190

Family Bowl-Game Party  232
Family Communication  

Card  97
family management

Control Central  8
Creed  xiv
team building  147–148

family reunions  238–239
family trivia game  143
filing

for children  47
system  36–38

Finance department  196
finances

bill paying  210–211
budgeting  199–200
crisis situations  209–210
cutting expenses  201–202
organizing  210–212
philosophy  196
priorities  197–198
teaching kids about  213

finicky eaters  115–118
fire

electrical  93
grease  92
safety  99

fire extinguisher  92, 99
five-minute cleaning 

tasks  18–19
five minutes, maximize  17–19
flammable substances, 

storage  32, 99
floor coverings  77

foil dinners  119
food

co-ops  135
coupons  133–135
organization  38–39
storing for emergencies  98

Food department  111
freezer, buying tips  65
freezing

baked goods  125
fruit  125–126
sandwiches  119
tips  127–128

friendships, finding time for  189
fruit

cooking with  125–126
picking berries  126–127

furnace
filter replacement  82
maintenance  79–80
malfunction  95

furniture
arrangement  74–75
selection  75

G
garage

eliminating oil stains  51
organizing  41–43
safety inspection checklist  42

garbage disposal
eliminating odors  56
jammed  94

gardening  281–282
gas

heat, outage  95
leaks  94

Gift-Wrap Center  40
gifts

baskets  242–243
last-minute  244
meaningful for kids  244

grandparents, fostering 
relationships with  159–160

grease fire  92
Green Bean Packages  115–116
grilling

cleanup  128
lighting  129
tips  129
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grocery
coupons  133–135
list  20, 114, 134
money- and time-saving 

shopping tips  133
packaging phrases  133

gutters  82

H
hangers  34, 71
heaters, portable  99
herbs, in cooking  123
holidays

list of  222
planning for  240–241
shopping for  204–205

home
building  86–88
crime prevention  99–102
decorating  72–79
emergencies  92–95
inventory  102
maintenance  284–286
moving  88–92
remodeling  86–88
safety  99–102
working from  206–208

Home and Property 
department  27

home office
organizing  35–38
with kids at home  208

homework
hints  182–183
work-space  41

honesty, teaching kids  153–154
houseplants, dusting  48
house rules  148–151
housework. See cleaning

I
in-boxes  9
insects

in carpet  34
in kitchen  38

insulation  81
International Cheese 

Tasting  232

Internet
safety  162–163
shopping  204

inventory, of home  102
ironing tips  71

J
junk drawer  39
junk mail, eliminating  45–46

K
keys

hiding spare  100
keeping track of  44
water-meter  83

key safe  31
kitchen

cleaning shortcuts  54–55
organizing  38–39
scissors  122–123
stools  75
time-saving tips  121–122
timer  16

L
lampshades, dusting  48
laundry

bag, for delicates  34
organizing area  39–40
tips  71

lawn, fertilizing  85
learning, as form of  

self-care  268–269
lighting

flickering  79
types of  75–76

lint trap  66
locks, deadbolts  99
lunch

brown-bag ideas  118–120
club  232

M
magazines  45–46
mail

holding  102
stopping junk  45–46
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Mail Center  40
maintenance

home  83–86
mistakes  79–83
seasonal schedule  83–86
Web resources  284–286

manners, teaching 
children  160–161

manufacturer’s instructions  81
marriage, investing in  141–142
master bedroom, 

organizing  34–35
maternity leave  171
mattress

extending life of  68
purchasing  68

meals
dinner  113–115
doubling  112
ethnic night  115
lunch  118–120
manners and  160–161
planning tips  111–113

meat, buying tips  132–133
mechanic

selecting  104–105
when to call  103–104

Medical Consent Form  177
medicine, storing  33
memory joggers  15–16
menus

planning  111–113
Web resources  287–288
weekly  111–113

microwave, cleaning  49
mildew

clothing and  31
in bathroom  50, 56
preventing in books  31, 69
preventing in washer  57
water leaks and  80

mirrors, cleaning  52
mold, removing from tile  56
money. See finances
Most Important Things to 

Remember
Family and Friends 

department  139
Finances department  195
Food department  109

Home and Property 
department  25

Self-Management 
department  256

Special Events 
department  219

Time and Scheduling 
department  3

moth control  35
mothering tips  143–145
moving  88–92

countdown  88–91
packing tips  91–92
services  86

multitasking  19–20

N
Neighborhood Watch  101
neighbors, building relationships 

with  190–191
nutrition

healthy  264–265
improving kids’  115–118

O
obedience, teaching 

children  154–155
odors, eliminating  56–57
one-day clean sweep plan  51–52
one-hour cleaning tasks  50
Operation ID  99
organizing

attic  29–31
basement  29–32
bathroom  32–33
children’s bedroom  33
garage  41–43
home office  35–38
kitchen  38–39
laundry area  39–40
master bedroom  34–35

oven cleaning  51

P
packing

for move  91–92
for vacation  247
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paintbrushes, cleaning  79
painting  77–79

calculating amount 
needed  77

color selection  77–78
color testing  77–78
exterior  80

paper
eliminating piles  37–38
preventing piles  45–46
shredding  37

Paper Clutter Jail  45
parenting

common mistakes  154
teaching values  151–152
teenagers  164–170
tips  170–171
Web resources  288–289

parsley  123
parties

ambience  226–228
birthday  236–238
centerpieces  228
disaster control  230–231
etiquette  236
food/beverage 

quantities  229–230
ideas  232–233
one-month planning 

list  223–225
planning  236–238
shortcuts  235–236
short notice  235–236

Pasta Potluck  232
Peg-Board  27, 41
phone

book  14
outage  95
time-saving tips  13–14

physical fitness
encouraging in 

children  157–159
personal  260–264

physical health
improving  261–267
Web resources  282–284

picnic checklist  120
pictures, hanging  76–77
pillows  66–67

pipes
burst  93
frozen  93

pizza party  232
planning ahead  16–17
plumbing, repairs  82
poultry seasoning,  

homemade  123
power outage  94–95

freezer and  65
priorities, setting and 

following  5–8
procrastination, 

overcoming  20–21
produce  54, 127

Q
quantities, for 

entertaining  229–230

R
radon  80
reading

encouraging kids  181–182
recipes, organizing  38, 45
refrigerator

buying tips  65
cleaning  50, 66
eliminating odors  57

refunds
shopping  203
taxes  211–212

relationships
marital  141–142
with children  143–145
with ex-spouse  142
with friends  189–190
with grandparents  159–160
with neighbors  190–191

relaxation  259–260
remodeling  86–88
restaurant dining. See eating out
rice, preparing  122, 123
roof leaks  84
routines, establishing 

household  23–24
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S
safety

bathwater temperature  32
crime prevention  99–102
disaster preparation  95–97
essential equipment  98
fire  99
flammable substance 

storage  32, 99
household emergencies  92–95
Internet  162–163
medication storage  33
Web resources  289–291

sandwiches  118–119
scheduling strategies  13
school

homework  182–183
returning to  180–181
sick days from  187–188
test-taking skills  183–184

security system  100
self-care

body  260–267
habits  257–259
mind  268–269
spirit  269–274 

Self-Management 
department  257

self-talk  272–274
septic system, treating  84
service calls, scheduling  12
service panel  94
services, selecting

catering  229
contractor  86–88
mechanic  104–105
rental  228

seven-day party planning 
list  233–235

seven-minute nightly sprint  49
sheets  68
shoes

organizing  34, 53
smelly  56–57

shopping
grocery  129–133
holiday  204–205
Internet  204
returns  203
tips  202–205

shower door, cleaning  54, 56
shut-off valve, water main  83
siblings, preparing for new 

baby  170–171
sick days, kids’  187–188
single parenting

getting along with 
ex-spouse  142

team building and  147
sink

cleaning  50
clogs  94

smoke detectors  96, 97
snacks, healthy ideas  115–118
special events

birthday parties  236–238
catering services  229
disaster control  230–231
family reunions  238–239
food/beverage 

quantities  229–230
gifts  244
organizing details  220–221
party ideas  232–233
rental services  228–229
seven-day 

countdown  233–235
Special Events department  220
spices, storing  38, 120
sports equipment storage  29, 

41–42
stains

carpet  70
clothing  71
microwave  49
oven  51
preventing  52
removal  33, 54

standard operating 
procedures  23

storage
attic  29–31
basement  29–32
closets  34–35
containers  27–28, 41–43
drawers  35
finding additional 

space  27–28
kitchen  28–39
tips  29
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stressors, hidden  266–267
stress reduction

at Christmas  241
ideas  259–260

Study Center  41
sunlight  83
Swine Fine  47

T
taxes

organizing 
documents  211–212

refunds  211
teakettle, cleaning  51
team building, in 

families  147–148
tea party  232
Teen/Parent Contract  169
teenagers

assigning chores  19, 62–63, 
167

family dinner and  166
gifts for  244
parenting  164–170
sex education and  163–164

teenagers’ party  232–233
telecommuting  206–208
telephone. See phone
television guidelines  161–162, 

266
ten-minute cleaning  

tasks  48–50
test-taking skills  183–184
thermos, 

heating  118
cleaning  51

tile, cleaning  56
Time and Scheduling 

department  5
time management  11–12
timer tactics  16
toilet

cleaning  51
overflowing  93

tools, storing  41
toys, replacing pieces  53
trash can, cleaning  56
trees, trimming  82
truth telling  153–154

tub, caulking  83
two-timing. See multitasking

U
utility shelves

in attic  30
in basement  32
in garage  41

V
vacation

activities for drive  246
kid-friendly  248
planning  245–248
road trip money savers  250
safeguarding home while 

away  99–102
Web resources  294

Vacation Exit Checklist  249
Vacation Packing Checklist  247
vacuum cleaner

purchasing  70
tips on using  53

valances  75
values, teaching to 

children  151–152
vases, cleaning  51
vegetables

grilling and  129
increasing kids’ 

intake  115–118
storing  54

vent fans, cleaning  50
volunteer commitments  186

W
walls

painting  77–79
repairing holes  78
washing  54

warning, 10-minute  16
warranties  63–65, 81
washing-machine hose  66, 83, 94
water

importance of in diet  265
leaks  80
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pipes  93
shut-off valve  83
storing for emergencies  98

water-heater leak  94
water meter  83
water pipe

breaks  82, 93
frozen  93
preventing breaks   82

weather stripping  85
Web resources

appliances  275–276
autos  276–277
babies  277–278
coupons  279–280
decorating  280–281
emergency preparedness  281

gardening  281–282
health  283–284
maintenance  284–286
menus  287–288
parenting  288–289
safety  289–291
schooling  291–293
travel  294

Who’s Responsible for What? 
form  58–60

window treatments  75
window washing  54
work space

for children  41
work centers  40–41
working from home  206–208
working outside the home  206
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