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Be  Your  Own  Best  Friend

How to use memory, budgeting and organization systems

Introduction:  Following head injury it is common to have difficulty with memory, attention span, concentration, problem solving and organizational skills.  Frequently the survivor suffers a loss of employment.  Added to this, the emotional upheaval, financial concerns, and changes in family structure and roles, it is not unusual to feel totally out of control.  At a time when a person is least able to cope, both cognitively and emotionally, they are often faced with multiple agencies, applications and forms.

The following systems provide an organizational structure so you will have all the necessary information with you when you need it and can find it easily.

Memory Systems:  Choose an appropriate format for your memory book.

· Day by day – Advantage:  Plenty of room to write. Pages are usually sectioned for different purposes.  Useful for keeping track of lots of information.  Disadvantage:  Difficult to plan a whole week or month in one glance.

· Week by week – Advantage:  Able to plan a whole week at once.  Useful if primary need is keeping track of appointments and occasional things to do.  Disadvantage:  Does not provide room for lengthy diary or notes.

· Month by month – Advantage:  Able to plan a whole month’s appointments.  Useful if only purpose is keeping track of appointments.  Is usually quite small.  Disadvantage:  Insufficient room to record things to do, diary entries or work records.

Use your book to record scheduled events and appointments (including phone numbers); errands and things to do; brief notes about what you did; important dates like birthdays and anniversaries and when to prepare for them; when to mail and pay bills and other items.  Create a basic information sheet that suits you and include medical information, birthday, social security number, name and address etc.

Remember to use your book by keeping it in very specific place at home.  Leave it open to the current date so you will see it and use it.

Organization Center:  Pick a central location in your home to place and find items and make notes.  Include a calendar, phone and phone book, keys, message board, your book, budgeting tools and a copy of your basic information sheet.

File Folder:  Again, choose a type that suits your needs.  Have a separate section for each agency you are dealing with and sections for each doctor and lawyer.  Color- coding different sections may help you find things more easily.  Label the folder with your name, address, phone number and include a section for personal information with a copy of your basic information sheet.  Make copies of every form you ever fill out!!!

Note:  A large variety of file and book type systems are available at office supply stores.  If you don’t see one that works for you, ask to look in a catalogue.  The Daytimer style memory books offer a particularly wide variety of systems that are comprehensive and useful for a full-scale memory system.

Budgeting:  Budgeting is often ‘crazy making’ and at best is not the family’s favorite way to spend a Saturday afternoon.  Following head injury, complex tasks like budgeting are even less fun.  It is a lot less stressful to know how much money you have, even if it is very little, rather than going through your days or weeks with a constant worry in the background.  To reduce stress, here are some basic tools to stay organized and be in control of your money.

· The first step is to know your monthly income and expenses.  

· Make a list in your memory book of what bills you have to pay and when they need to be mailed.

· Record on your calendar what day you intend to “do the bills”.

· Use your portable file to store and organize medical bills, auto repair records, receipts and warranties.

· If you have a checking account, use checks with automatic carbon to keep a copy.  Keep your balance current and use a calculator for the math.

· Avoid all credit cards and payment plans.  If you must keep one credit card, set your charge limit for what you can easily pay off in three months or less.

The following is a list of budget categories to guide you as you plan your budget.  Each section includes a list of things to consider.  Some items may not apply to you or you may need to add items to a section.

Housing

· Rent or house payment

· Taxes

· Insurance

· Repairs and maintenance

· Furniture, linens, appliances

· Utilities

Groceries and Toiletries

· Food (meat, fruit, vegetables, bread etc.)

· Toiletries (shampoo, toothpaste, soap etc.)

· Baby supplies (diapers, food etc)

· Pet food and supplies

Clothing

· New clothing including shoes

· Repairs, alterations

· Dry cleaning, laundry

Transportation

· Car payment

· Driver’s license

· Vehicle licensing

· Gas and oil

· Tires

· Repairs

· Insurance (auto)

· Bus fares

Medical

· Doctor’s visits

· Dentist

· Hospital

· Prescription drugs

· Treatments

· Vitamins

· Insurance

Education

· Tuition

· Books, magazines, papers

· Equipment

Employment

· Insurance (i.e., income protection)

· Union or professional dues

· Special equipment

Child Care

· Nursery school or day care

· Baby sitters

· Child support

Savings

· Savings account

· Credit union

· Payroll deductions

· Bank

· Investments

Loans
· Credit union

· Bank

Recreation and Entertainment

· Cigarettes, cigars etc

· Movies, plays etc.

· Sports and clubs

· Dining out

· Hobbies

· Vacations (planned)

· Cable TV

· Parties

Personal

· Cosmetics

· Stationary, cards etc.

· Barber and beauty shops

· Allowances

Infrequent Expenses

· Gifts (birthdays, anniversaries)

· Christmas

· Contributions
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