[image: Text

Description automatically generated]
307 Windsor Ave.
Wayne, PA 19087
(856) 905-3202
Darla@HeartWorkOrg.com
www.HeartWorkOrg.com

[image: ]
307Windsor Ave.
Wayne, PA 19087
(856) 905-3202
Darla@HeartWorkOrg.com
www.HeartWorkOrg.com

The Unthinkable Just Happened.
What would an organized person do next? 
A life-altering diagnosis. A death. An accident. A flood. A fire. 
Life happens. Here’s help to organize your next steps.  


	Action
	Resources
	Your Notes

	· Carry a blank paper notebook with you, and date each page to help you keep track of random details. A brightly colored notebook can be easy to find in paper clutter. Put your name, phone and email on the front cover, so it can be returned to you if lost. 
	Pretty notebook on Amazon with pen holder. (affiliate link) 
	

	· Communicate with your job right away about the circumstances that you are in. Discuss necessary time off, change in work schedule, or a temporary leave.
	
	

	· If applicable, determine the executor, power of attorney, or leader of affairs right away.
	
	

	· Contact your attorney and financial advisor. They will let you know who you must contact to free up funds and other important steps. 
	
	

	· Make a list of current medications, doses, doctors, and specialists as you get new information. 
	Apps for Organizing Medical Information
	

	· Make a list of all insurance contacts in one place. Many insurance policies will refer to another, so have name and account numbers all together. 
	
	

	· Make a list of bank accounts as well as billing information such as utility bills, medical bills, reocurring charges, credit cards, other debt, product subscriptions, etc. You may not remember everything at once, but starting with the basics will help avoid any late fees or additional charges.
	
	

	· Create email folders for this event. Having relevant email all in one place will make you feel more in control, and easier to archive once you are beyond the crisis.
	How to create email folders:
Gmail (called labels)
AOL , Comcast , Yahoo
	

	· Create a paper folder to match online folder on hand. This will help with physical documents.
	
	

	· Are you suddenly in charge of someone else’s bills and affairs? Don’t be afraid to write down important information, like their phone PIN number, so you can access what’s needed quickly. Write them in your notebook (see the first item, above). 
	
	

	· Put a message on your voice mail and email indicating that it may take longer to respond to work or daily messages. Most people will understand if they know you are going through a crisis. 
	
	

	· Use a calendar. Whether you use a paper calendar or electronic calendar, write down who does what to whom, where and when. Leave your brain clear for other details.  
	Best Calendar Apps

Planners on Amazon (affiliate link)
	

	· Establish a home base. If you need to relocate to a relative’s house, temporary housing, or a hospital, set up a space that is yours, even if that’s just a drawer or a suitcase. 
	
	

	· Gather and/or update important Vital Records in one place. Store them in a Dropbox or online (cloud) folder to share them with family. Make multiple printed copies to give to insurance, state agencies, etc. 
	Organizing Vital Records
	

	· Set up a shared cloud folder/space to communicate with relatives who are not nearby
	How to Use Google Drive 

How to Use Dropbox
	

	· Connect with your community. Every disease, cancer, and event has a community, support group, or association you can reach out to for more information and support. Find yours online. 
	Tip: search “(your condition) group” or “association for (your condition)”

Support Group Finder
	

	· Forward mail, if needed
	USPS , UPS , FedEx
	

	· Ask for help. It’s often the hardest to do, but necessary. We all need help sometimes. Ask a neighbor to take care of your cat. Ask a local place of worship for help. Send your laundry out to a service for a few weeks. Hire a professional organizer. Get respite care. 
	www.HeartWorkOrg.com 
	

	· Coordinate help. Post updates in one place, so one update informs everyone who cares about you. Coordinate meal trains. Ask for help in one place. Make it easy on yourself.  
	www.CaringBridge.org 
	

	· Protect yourself. Don’t provide social security numbers, bank account numbers or medical account numbers over the phone or via email unless you are certain callers are legitimate. Sometimes it is hard to tell thieves from legitimate providers. You have the right to ask, and to refuse any request that feels like you are being pressured or coerced. Call your local police if your identity has been stolen. 
	
	

	· Make arrangements for pets. Walking, feeding and playing with pets can seem overwhelming in times of crisis. Enlist a caring neighbor, pet sitter or walker. Write down veterinarian contact, food info and medication doses, if needed.
	
	

	· Contact the Social Security Administration to apply for benefits or determine benefits. 
	https://www.ssa.gov/
	

	· There’s an app for that. What problem are you trying to solve? Search online for “app that helps with….” to see what technology can solve your biggest problem today. Once you find an app that sounds promising, ask your real friends and Facebook friends if they’ve heard of or used that app to get a comfort level with it. 
	
	

	· Make arrangements for meals. Whether you ask friends to coordinate a meal train, order out, have delivery brought in, try a meal-prep service, or just have your regular groceries delivered, there are plenty of ways to make meals easier during a time of crisis. 
	https://www.mealtrain.com/
https://www.mealsonwheelsamerica.org/
https://www.instacart.com/
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