HOME
MANAGEMENT
BINDER
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Seasonal Maintenance

MONTHLY SEMI-ANNUALLY ANNUALLY

e Test smoke detectors &

detectors
e Test fire extinguishers

WINTER

Clean gutters & downspouts

Drain gas from yard equipment

Clean & prepare snowblower

Get supplies for snow/ice removal

Make snow/ice removal equipment &
supplies accessible

Turn off outdoor water

Replace HVAC filter (at least every 3 mos)

SUMMER

Have fireplace chimney cleaned

Clean pool toys

Prune trees and shrubs

Replace HVAC filter (at last every 3 mos)

* Replace smoke detector
carbon monoxide batteries

* Have dryer vents cleaned
(minimally)
e Sump pump maintenance

SPRING

Get AC serviced

Inspect & clean gutters & downspouts
Inspect & repair roof, flashing, eaves &
soffits

Clean doors and windows

Clean grill & refill propane tank

Clean & set out outdoor furniture & toys
Aerate and fertilize lawn

Mulch and prepare garden beds

Trim shrubs/trees & reseed lawn

Drain gas from snowblower

Arrange to have pool opened

Replace HVAC filter (at least every 3 mos)

FALL

Get furnace serviced

Inspect & clean gutters & downspouts
Check weatherstripping on doors &
windows

Trim hedges & shrubs and rake leaves
Remove dead plants from gardens
Close pool

Clean & store/cover outdoor furniture &
toys

Winterize sprinkler system

Turn off outdoor faucets & drain hoses
Rake leaves & aerate lawn

Replace HVAC filter (at least every 3 mos)
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Home Maintenance Log

DATE PROJECT

PERFORMED BY/CONTACT

COST

NEXT MAINT. DATE

NOTES

DATE PROJECT

PERFORMED BY/CONTACT

COST

NEXT MAINT. DATE

NOTES

DATE PROJECT

PERFORMED BY/CONTACT

COST

NEXT MAINT. DATE

NOTES
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Home Project Wish List

PROJECT ESTIMATED COST
NOTES

PROJECT ESTIMATED COST
NOTES

PROJECT ESTIMATED COST
NOTES

PROJECT ESTIMATED COST
NOTES
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Auto Maintenance Log

VEHICLE/PLATE MODEL/YEAR

MILEAGE SERVICE PERFORMED BY

NOTES
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Insurance Information

PROVIDER
MEMBER #
WEBSITE
NOTES

HEALTH
POLICY HOLDER

GROUP #

USERNAME

PROVIDER
MEMBER #
WEBSITE
NOTES

HOME

POLICY HOLDER

GROUP #

USERNAME

PROVIDER
MEMBER #
WEBSITE
NOTES

AUTO
POLICY HOLDER

GROUP #

USERNAME

PROVIDER
MEMBER #
WEBSITE
NOTES

OTHER

POLICY HOLDER

GROUP #

USERNAME
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Account Information

COMPANY
WEBSITE
AMOUNT
NOTES

PH #
USERNAME
DUE

COMPANY
WEBSITE
AMOUNT
NOTES

PH #
USERNAME
DUE

COMPANY
WEBSITE
AMOUNT
NOTES

PH #
USERNAME
DUE

COMPANY
WEBSITE
AMOUNT
NOTES

PH #
USERNAME
DUE

www.birchtreeorganizing.ca




School Reference Sheet

STUDENT ID

SCHOOL PRINCIPAL WEBSITE

PHONE # VICE FB

ADDRESS ADMIN
ASSIST

CLASS/RM# TEACHER ED. ASST. CONTACT

PROGRAM/RESOURCE WEBSITE PASSWORD
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Children’'s Activities

CHILD AGE

ACTIVITY START DATE END DATE

LOCATION COACH &
& ADDRESS CONTACT

DAYS OF
WEEK &
TIMES

ACTIVITY START DATE END DATE

LOCATION COACH &
& ADDRESS CONTACT

DAYS OF
WEEK &
TIMES

ACTIVITY START DATE END DATE

LOCATION COACH &
& ADDRESS CONTACT

DAYS OF
WEEK &
TIMES
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Child Care Information

GENERAL INFO
NAME PH # ADDRESS
MANAGER DIRECT PH #
WEBSITE USERNAME P/W

CARE PROVIDERS

AMOUNT

HOURS & CLOSURES

CLOSURES

NOTES
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Babysitter Notes

PARENTS
CELL #
CELL #

ALLERGIES/MEDICATION

WHERE WE ARE
WHERE NOTES

PH #

HOME AROUND

EMERGENCY INFORMATION

OUR ADDRESS HOME PH #

PH # RELATIONSHIP
EMERGENCY CONTACT #1

EMERGENCY CONTACT #2

EMERGENCY CONTACT #3
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Children’s Friends

FRIEND
PARENTS

ADDRESS
OTHER INFO

FRIEND
PARENTS

ADDRESS
OTHER INFO

FRIEND
PARENTS

ADDRESS
OTHER INFO

FRIEND
PARENTS

ADDRESS
OTHER INFO
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Pet Information

NAME

GENDER

DIET INFO

MEDICATION

MEDICATIONS/HEALTH
REASON DOSAGE

TIME(S) OF DAY

OTHER HEALTH INFO

VET

LAST CHECK UP

VET INFORMATION
PH # ADDRESS

LAST SHOTS NOTES

NEXT CHECK UP

NEXT SHOTS NOTES

NOTES

PET WALKER

KENNEL

ADDRESS

NOTES
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Important Contact Info

WORK
COMPANY PHONE ADDRESS

SERVICES

CONTACT PHONE ADDRESS
MORTGAGE
FINANCIAL INST
AUTOSHOP
PLUMBER
ELECTRICIAN
HOUSE CLEANERS
LAWN CARE
HAIR DRESSER
BABYSITTER
BABYSITTER
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Friends & Family

ADDRESS
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WEBSITE
USERNAME
P/W

EMAIL USED
NOTE

WEBSITE
USERNAME
P/W

EMAIL USED
NOTE

WEBSITE
USERNAME
P/W

EMAIL USED
NOTE

WEBSITE
USERNAME
P/W

EMAIL USED
NOTE

WEBSITE
USERNAME
P/W

EMAIL USED
NOTE

Password Sheet

WEBSITE
USERNAME
P/W

EMAIL USED
NOTE

WEBSITE
USERNAME
P/W

EMAIL USED
NOTE

WEBSITE
USERNAME
P/W

EMAIL USED
NOTE

WEBSITE
USERNAME
P/W

EMAIL USED
NOTE

WEBSITE
USERNAME
P/W

EMAIL USED
NOTE
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Medical & Emergency

EMERGENCY FIRE
POISON CONTROL TELEHEALTH

DOCTORS & PHARMACY
NAME PHONE/FAX # ADDRESS

FAMILY

PEDIATRICIAN

DENTIST

PED DENTIST

EYE DOCTOR

DERMATOLOGIST

ALLERGIST

PHARMACY

HOSPITALS & CLINICS
ADDRESS

WALK-IN
AFTER HRS

HOSPITAL
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DOCTOR

REASON

Doctor Visits

TREATMENT

DOCTOR

REASON

TREATMENT

DOCTOR

REASON

TREATMENT

DOCTOR

REASON

TREATMENT

DOCTOR

REASON

TREATMENT
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Family Bucket List
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Things To Remember

PEOPLE

PLACES

OTHER
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Dates to Remember

JANUARY

APRIL

JULY

OCTOBER
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Freezer Inventory

MEAT, POULTRY & SEAFOOD MEALS & MAIN DISHES VEGGIES & SIDES
ITEM QTY | USEBY ITEM QTY | USEBY ITEM QTY | USEBY

BAKED GOODS & DAIRY BREAKFAST & BREADS

ITEM QTY | USE BY ITEM Q1Y | UsEBY
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KITCHEN CONVERSIONS

MEASUREMENTS

TEMPERATURES CUPS, PINTS,

QUARTS & GALLONS
| FARH

2 CUPS =1 PINT

2 PINTS =1 QUART

4 QUARTS =1 GALLON

HERBS

__FRESH | DRIED
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Weekly Menu Plan

MONDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

SUNDAY

www.birchtreeorganizing.ca

SHOPPING LIST




AGE-APPROPRIATE
CHORES FOR KIDS

2-3 Years Old

* Pick up toys & books

* Put dirty clothes in
hamper/laundry

* Throw away garbage
* Tidy pillows on sofa

* Bring own dishes to the
sink

8-9 Years Old

ALL Prior Chores AND

- Clean bathroom toilets,
sinks & counters

- Wipe kitchen table,
counters, appliances,
cupboards & sink

- Wash dishes

- Help with yard work

- Walk pets & clean cages

- Clean mirrors

- Help in more advanced
meal prep

- Make/pack school
lunches

- Load dishwasher

- Change own sheets

4-5 Years Old

All Prior Chores AND

- Wipe off chairs

- Beginner meal prep
(wash vegetables, stir,
scoop etc.)

- Restock toilet paper
- Make bed

- Dusting with a dry
cloth/handheld duster
(baseboards, lower
shelves etc.)

- Help put clothes away

- Feed pets

10-11 Years Old

All Prior Chores AND

-Garbage/recycling to
curb (& back in again)

- Mop
- Clean Kitchen
- Yard work

- Do laundry

NOTE: These are guidelines.
Some kids will be ready to do
more sooner & others will need
more time for some tasks.
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6-7 Years Old

All Prior Chores AND
- Set table

- Match socks in laundry &
fold & put away clothes

- Clean own room

- Empty dishwasher, dry
dishes & put away what
can reach

- Sweep & vacuum

- Help put groceries away

- Help make & pack school
lunches

- Help with meal prep
(chop, measure, pour etc.)

- Water plants

- Get trash from rooms

12 Years Old +

All Prior Chores AND
- Clean shower/tubs
- Mow the lawn

- Iron clothes

- Clean the garage

- Clean windows




Notes
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DAILY/WEEKLY/MONTHLY
CLEANING SCHEDULE

DAILY

Kitchen

1) Load/run/empty 5) Sweep/vacuum
dishwasher as needed 6) Toss junk mail &
2) Wash dishes in the papers not needed hampers

sink

3) Wipe counters,
tables, chairs & stove
4) Take out trash &
recycling as needed

WEEKLY

Kitchen

1) Disinfect counters & sink

2) Disinfect backsplash

3) Wipe down fronts of
appliances & cupboards

4) Dust or vacuum baseboards
& vents

5) Dust lighting & photos/art

6) Check fridge for expired food
and quick wipe of inside

7) Vacuum & mop floors

WEEKLY

Paper
1) Pay bills, respond to any
mail/paper from the week
2) File papers need to keep
3) Discard papers no longer
needed
4) Review appointments &
commitments for week ahead.

LAUNDRY

DAILY: start a load of laundry
when you begin cleaning &
complete other daily cleaning
tasks while it washes/dries

WEEKLY: Choose your day & do
all laundry

Bedrooms

1) Make beds
2) Clothes in

3) Toys away

Bathrooms

1) Clean toilets

2) Clean tubs & showers

3) Clean sinks

4) Clean mirrors

5) Dust lighting & photos/art
6) Dust or vacuum baseboards
& vents

7) Change garbage

8) Vacuum and mop floors

MONTHLY

WEEK 1:

1) Disinfect trash cans

2) Disinfect door handles, light
switches & doors (if needed)

WEEK 2:

3) Run washing machine &
dishwasher clean cycles

4) Clean windows as needed

WEEK 3:
6) Dust blinds (if applicable)
7) Wash comforters

WEEK 4:
5) Thorough clean of inside of
fridge & oven
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Bathrooms

1) Clothes picked up
2) Towels hung up laundry
3) Toothbrushes &
toothpaste away
4) Products &
beauty appliances
away

General
1) One load of

2) 2 minute tasks
3) 10 minute
evening tidy

4) Sweep/vacuum
main floor

All Other Rooms

1) Dust/tidy shelves, furniture,
lighting & photos/art

2) Vacuum furniture/under
cushions

3) Dust or vacuum baseboards
& vents

4) Clean mirrors

5) Clean windows with
handprints

6) Vacuum/mop stairs & floors

TIPS

1) Assign tasks to days: Mon =
Kitchen, Tues = Bedrooms etc.
2) If a task takes less than 2
minutes, do it now. This
instantly reduces clutter which
makes cleaning faster.

3) 10-Minute Tidy: No one
always follows the 2-minute
rule, so take 10 minutes at the
end of each day to return items
to their proper homes.

4) Pick Up : Before cleaning any
room, pick up all items not in
their homes.

5) Clean from top to bottom:
Start on ceiling fans & high
shelves & work down to vents &
baseboards. Vacuuming &
mopping should be last.




SEPTEMBER NOTES:
2023
SUN WED THUR FRI SAT
1 2
3 4 5 8} 7 3 9
10 ;1 12 13 14 15 16
19 20 21 22 — 23
20 27 28 29 3oy -
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OCTOBER NOTES:
2023
SUN MON TUES WED THUR FRI SAT
1 2 3 4 5 §) /
8 9 10 11 12 13 14
15 16 - 17 18 19 20 21
22 23 24 25 20 27 28
29 30 31

www.birchtreeorganizing.ca




NOVEMBER

2023

NOTES:

SUN MON TUES WED THUR FRI SAT
1 2 3 4
5 6 7 8 9 10 11
e - - — 5;:;”;;1%1';%%2? _
20 21 22 23 24 25
— = — - BOgg ooy 0S)

www.birchtreeorganizing.ca




DECEMBER NOTES:
2023

SUN MON TUES WED THUR FRI SAT

First Day of Hanukkah

10 11 12 13 14 15 16
Last Day of Hanukkah
17 18 19 20 21 22 23

First Day of Winter

25 26 27 28 29 30

Chrsitmas Day
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JANUARY NOTES:

2024
SUN MON TUES WED THUR FRI SAT

1 2 3 4 5 6

/ 9 10 11 12 13

14 15 16 17 18 19 20
l\l/IJésr.tin Luther King Jr. Day

21 22 23 24 25 26 27

28 29 30 31
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FEBRUARY
2024

SUN MON TUES

NOTES:

WED

THUR

FRI

SAT

1

Groundhog Day

10

Chinese New Year

11 12 13

Shrove Tuesday

18 19 20

Family Day (Can.)
President's Day (U.S.)

) )

14

ntine's Day
Ash Wednesday

21

28
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15

22

29

16

23

17

24




MARCH NOTES:
2024

SUN MON TUES WED THUR FRI SAT

10 11 12 13 14 15 16

Ramadan Begins
Daylight Saving Time Begins

17 19 20 21 22 23

Purim Begins

St. Patrick's Day First Day of Spring

24 25 26 27 28 29 30
Purim Ends

31

Easter Sunday Easter Monday Good Friday
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APRIL NOTES:
2024
MON TUES WED THUR FRI SAT
1 2 3 4 5 6

Vs 8 9 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 23 30

www.birchtreeorganizing.ca




MAY NOTES:
2024
SUN MON TUES WED THUR FRI SAT
1 2 3 4
5 6 7 8 ® 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
260 27 28 29 30 31
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JUNE
2024

NOTES:

SUN MON TUES WED _ THUR FRI AT
1
2 3 7 - . : 8
9 10 11 12 13 " =
25 26 27 S 29 i

30
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JULY NOTES:
2024
SUN MON TUES WED THUR FRI SAT
1 2 3 4 5 6

7 8 9 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 20 27

28 29 30 31
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AUGUST NOTES:
2024
SUN MON TUES WED THUR FRI SAT
1 2 3

4 5 6 7 8 9 10

11 12 | 13 14 15 16 17

18 19 20 21 22 23 24

25 26 27 28 29 30 31
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SEPTEMBER NOTES:
2024

SUN MON TUES WED THUR FRI SAT
1 2 3 4 5 0 /
8 0 10 11 12 13 14

Grandparents Day

15 16 17 18 19 20 21

22 23 24 25 20 27 28

First Day of Fall

National Day for Truth &
Reconc iliation (Can.)
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OCTOBER
2024

SUN

MON

TUES

NOTES:

WED

THUR

FRI

SAT

2

Rosh Hashana Begins

3

Rosh Hashana Ends

10

11

Yom Kippur Begins

12

Yom Kippur Ends

13

20

2/

14

Thanksg

iving (Can.)

Columbus Day (U.S.)

21

28

15

22

29

16

23

30
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17

24

18

25

19

26




NOVEMBER

2024

SUN

MON

TUES

NOTES:

WED

THUR

FRI

SAT

Daylight Saving Time Ends

Diwali Ends

10
17

11

Remembrance Day (Can.)

Vetern's Day (U.S.)

18

25

12

19

26

13

20

2/
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14

21

28

Thanksgiving Day (U.S.)

15

22

29

16

23

30




DECEMBER

2024

SUN

MON

TUES

NOTES:

WED

THUR

FRI

SAT

1

2

4

10

11

12

13

14

15

22

iiIIIIII

16

23

30

17

24

Christmas Eve

31

New Year's Eve

18

25

Christmas Day
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First Day of Hanukkah

19

26

ey
aO
< g
Q
9.

20

2/

21

First Day of Winter

23
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