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Author’s Foreword




“
 Organizing is what you do before you do something, so that when you do it, it is not all mixed up.” – A. A. Miln
 e



If you told me that I could organize my life a few years ago, first, I would have said that I could not do it. and second, I would have said that I did not need it. At one of the lowest points of my life, my home was a safety hazard, I was deep in debt, I could not get anything done, and my spirit was as cluttered as the life that I was then living.



My home then was not a home; instead it was a storage area that I just happened to live in at the same time. I looked at every material possession that I had amassed and felt good. I felt that having these valuable things could only mean that I was also valuable. So, I kept on adding to the pile. A few new shoes in the closet turned out to be boxes of unused clothing. Cooking ingredients that I had bought from specialty grocers became stale in the cupboards. Shiny cutleries and plates that were meant for special occasions were left in their boxes.



While you are reading this, I am sure that you are picturing a home that is
 filled with clutter; but to me at that time, it was not clutter. Each item there was a part of me. I was not like the hoarders that I watched on TV; their homes were a mess. Mine was not; each item was
 placed exactly where it should be. I overlooked the bills that I could not pay and the work that I was not able to get done. This went on from several months to several years.



I had a nagging feeling that there was just too much clutter and that my life was spiraling down and out of control, but I continued to deny it. I began to notice changes in my life. Instead of enjoying these items, I started becoming preoccupied with debt, when I had been virtually debt free before. I was being reprimanded at work because of poor performance. People were saying that I looked tired and stressed. Still, I ignored them: people at the office, relatives who visited and even myself.



I believed I could handle it all. With deadlines that were fast approaching, I told myself that I do better when pressured. When credit card companies and their collectors called me and sent me letters, I told myself that I could pay each of them little by little, which would eventually clear my debt. Before I slept, I made lists of things that I should accomplish. I knew then that there were too many tasks to do, but I told myself that I am a great multi-tasker and I can complete them all. One late evening, realizing that I could not sleep, I went to the kitchen to grab something to eat. I literally knocked myself into reality.



It was pretty dark because I had a broken light bulb, which I had put off replacing. I had to tread carefully through the dark. I was about to reach the kitchen when I tripped against something and then fell flat on my face. I broke my nose from the fall and after a few stitches at the emergency ward, I got back home. I had tripped against the pair of boots that I’d bought a few months ago. I had no one to blame but myself.



While nursing my healing nose and my bruised ego, I looked at my home in a different way. Everything that the people around me told me now made sense. The same determination I had with acquiring items now turned into a determination to pull myself together, correct my mistakes and finally organize my life.



If you are waiting for a happy ending to my story, then let me tell you that organizing my life is still an ongoing process. It cannot be done overnight and certainly not even within several years. Correcting years of accumulated clutter, whether it is materials, finances or incomplete tasks, may take years, too. I am beginning to believe that organizing your life does not end; instead, it is a continuous process of learning and just getting better at it.



I want to share with you the types of clutter that I have discovered in my life and how I slowly but surely found ways to get rid of some, fix others and organize the rest. Most importantly, I want to share with you the organizing strategies that helped me deal with them.



Organizing your life is not easy, but let me tell you that it can be one of the most rewarding decisions that you will ever make.



Ready to retake control of your life through organization? Start now!
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Chapter One: The Art and Science of Organization








“Successful organizing is based on the recognition that people get organized because they, too, have a vision.” – Paul Wellstone



In this chapter, I will help you to discover:



	
Best Practices and Modern Trends in Life Organizing


	
Profile of Professional Organizers


	
How Disorganization Affects Life


	
How Every Organizing Journey is Unique






Best Practices and Modern Trends




There is no better time to organize your life than today. The modern era has almost everything you need to turn around your life and achieve the organized lifestyle that you deserve. These times are ideal for the organizer in you because of three aspects:



	
Professional


	
Technological


	
Social





Life organizing is no longer a luxury to be dreamed of, but a necessity that must be satisfied. To meet this need, the life organizing industry has professionalized itself with the introduction of professional organizers. Associations certify them; professional organizers are knowledgeable and ready to bring order to even the most disorganized individual.



For example, in America, there is the National Association of Professional Organizers. This organization has over 4,000 members spread across the country. Their criteria for certification is very stringent, requiring around 1,500 hours of documented organizing work. While they can be effective, these Professional Organizers charge an average of $55 - $85 per hour or $300 - $400 per project.



Professional Organizers may have increased in popularity in the recent past, but the need for organizers existed decades ago. The revelation of people who are defined as hoarders, as depicted in reality television shows people living in stressful situations within their own homes, has given rise to the number of Professional Organizers. However, not everyone has the financial resources to be able to hire a Professional Organizer. This is why people who are still in need of organization take it upon themselves to learn on their own, find more cost-effective ways to organize their own lives and allow their experience to be their teacher. This is where the next aspect of life organizing comes into play.



Fortunately, the technology available today has made it possible for the average person, who may not have the financial ability to hire a Professional Organizer, to be able to take charge of their own life. With access to technology such as the Internet, electronic tablets and smartphones, life organizing has never been easier. There are hundreds of apps available that cover almost every need for organizing, from physical and financial to other types of clutter.



Social media also has its role in life organizing. For example, blogs written by both professional and self-taught organizers have made their contribution to readers around the world. Their articles have made information on life organizing even more accessible than ever before. These social media channels have become platforms for organizers to create a virtual community that anyone can be a member of, right in the comfort of their own home. However, despite these new technologies, life organizing is still a personal experience.



No Professional Organizer, blog, app, or any other tool can claim to be able to provide you with all the answers you need to organize your life, and neither will this book. However, you can be sure that the information in this book is a combination of hard facts, inspiration from Professional Organizers and experiences of those who have made the same decision you have, regarding organizing their lives.




Profile of Successful Organizers




While some people may not be able to hire a Professional Organizer, anyone can certainly learn from DIY organizers and their example. You can use their profile as an inspiration or as a basis on how you can do your own organizing. The profile of a pro is divided into three categories:



	
Knowledge - this book offers information on physical, financial, mental, and spiritual clutter that are the major sources of disorganization in life. If you have more trouble with one type of clutter than another, keep yourself updated with the latest trends on organizing.


	
Skill - DIY organizers either learn or develop their basic skills. Hard skills such as carpentry, handcrafting, budgeting and document management can bring your organizational capabilities up to even greater levels of success and sophistication. Soft skills such as time management, task management and prioritization can help you plan out not only your entire day, but also your entire organizing program.


	
Attitude - the most important attitudes that a life organizer has are discipline and motivation. They need discipline to respect the rules they have set for themselves in organizing. They also need motivation to keep themselves going to sustain the progress they have made.





DIY organizing is one of the best and most cost efficient decisions that you will ever make in your journey of life organizing. Remember, you are not alone in your journey. Some have already been through the process and have become successful. You can learn from them, imitate or modify the tips they have, and in the future you can possibly mentor future life organizers, too.




How Disorganization Affects Life




A disorganized life, filled with different kinds of clutter, can affect your entire being. It is not only your body but also your finances, mind and even spirit that is affected. Imagine having to move one clutter to another cluttered space, then moving it again to give way for even more clutter. Overlooked clutter tends to collect dust and given time may even harbor pests which brings risks to your health.



Aside from the actual cost of the clutter, there is an added expense of having to store this clutter. For example, the more you amass in your home, the less free space there is. Some people resort to rented storage space that comes with monthly fees. Aside from the financial cost, there is also the physical cost of having to maintain the clutter. Aside from money, effort and other resources, the lack of organization can take time away from you, when you have could spent it with your loved one, work or other productive endeavors.



Aside from the actual cost of the clutter, there is an added expense of having to store this clutter. Something as simple as having to order food delivery because the kitchen is too cluttered or there is not enough space in your pantry, adds costs when there should be none.



Studies show that the more stimuli around you, the less calm, less focused and more stressed you become. These stimuli affect your performance and energy levels, whether at home or at work. A Yale research study shows that the same part of the brain that is triggered during painful moments, such as cutting your fingers, is the same part of the brain affected when you dispose something that you own. This means the brain interprets disposing clutter the same way as physical pain.



In another study, Princeton researchers compared the performance of those who worked in an organized versus a disorganized workstation. The results show that clutter took their attention away from the work at hand, resulting in poorer performance and even an increased level of stress.



The closest comparison that can be given with having to deal with a disorganized lifestyle is that of multitasking. The body, mind and soul are required to devote too many of its resources to too much clutter, so that the person ends up spreading herself too thinly. Due to advances in technology, there is yet another kind of clutter that is affecting people now.



Bytes or pieces of digital information are the new materials beginning to clutter life. Inboxes filled with unsorted and unread mail, notifications that disrupt your day and files that slow down your computer are many of the new things that must be organized to relieve not only your electronic gadgets, but also your life.



Take note that if you are living with your loved ones, such as family and/or children in your home, then they are also affected by a disorganized life. Children are less safe, perform poorer with their homework and lose their focus faster in a cluttered home.



Statistics show that people who have moved from a disorganized to an organized life felt more accomplished, more productive, more relaxed, and have better control over their lives.




How Every Organizing Journey is Unique




Before you start reading through the next sections of this book, it is important to note that every organizing journey is unique. There is a science to organization, such as that shown by Professional Organizers regarding how they standardize their line of work and intervention. There are also studies, like those made in Yale and Princeton, that prove how a disorganized life can disrupt people’s lifestyles.



Life organizing is a very private and intimate activity. The physical clutter that is visible around persons is only the manifestation of clutter that is not obvious. It is important to note that while life organizing is almost a universal phenomenon, applying it to your own life is a personal experience.



This means that some organizing principles, strategies or tools may work for you, while some others may not. Other people may find it a difficult activity, but for you. It might be very easy. Others may find it a waste of their time. while you may do it with enjoyment and anticipation. This means there is no one set of rules to follow in life organizing. The ideas shared with you on the succeeding chapters of this book are working ideas. Think of them as suggestions that you can tweak then apply to your own life. If a de-clutter principle does not work for you, then modify it to suit your preferences.
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Chapter Two: Physical Clutter








“When we clear the physical clutter from our lives, we literally make way for inspiration and good, orderly direction to enter.” – Julia Cameron



In this chapter I’ll help you to learn about:



	
Clutter in Common Places: Home and Office


	
Clutter in Frequented Places: Car, Gym and Storage


	
Organizing Strategies for Physical Clutter


	
DIY Organizing Projects & Hacks






Clutter in Common Places: Home and Office




In top place of all the spaces that could be the victim of a disorganized life is the home. Ironically, it is the home that should be in the top place to have no clutter. Your home is not only the place where you sleep; it is the place where you rest, where your loved ones live and where you show the world who you are.



If you are living a disorganized life, then your home may be the best reflection of it. Inside the house, the top suspects of areas with the most clutter are the bedroom and the closets; next, is the bathroom; and third, are the common areas, which are the kitchen and the living room. Begin looking at these places to check for clutter.



Are there just too many unused clothes in your closet right now that you decided to temporarily stack them outside your closet? Do you have food items that you have no plans of cooking with or are beyond their shelf life? Inside your bathroom, are there just too many shampoo bottles, old magazine editions or medicines that you no longer take?



You spend almost half of your life at home and the other half is spent at your workplace. Remember, the office can also be a place that may reflect a disorganized life. While a cluttered home can have an effect on your personal life, a cluttered workplace can affect your professional life.



Do you have too many papers lying on your desk? Are there too many files on your desktop? Have you been putting off a deadline? Is your workbag filled to the brim? Are you delayed in submitting paperwork or other documents for your taxes, local government office and other external obligations? Are your phone contacts, inboxes, social media accounts and other virtual spaces all in order?




Clutter in Frequented Places: Car, Gym and Storage




The home and the office are only two of the many places where clutter can accumulate. There may be other places in your life that can also be affected by a disorganized lifestyle. While you are focused on these places, you may be overlooking other places that are already disorganized.



For example, making your car a temporary storage area can go quickly downhill without you knowing it. At first, it is an extra phone charger, an extra piece of clothing or a filing box with documents from work. Soon, you will see that items that should not be clutter, actually become clutter when they are out of place. Other places that accumulates clutter are your storage spaces outside your home and office. Rented lockers at the gym, a postal box, a small storage area downtown or any other similar space can become cluttered.



Make sure that you include all spaces in your life in planning for your organization activities. The home, office, car and external storage spaces are the common places where clutter can be found, but are there other spaces in your life? To find out, let your daily routines give you a clue to find the clutter.




Organizing Strategies for Physical Clutter




Regardless of the scale of the physical clutter present in your home, office or other spaces, you make use of these three strategies to manage your physical clutter. These strategies are:



	
Categorization


	
Prioritization


	
Allocation





Categorization means that you put similar clutter together. For example, you can make categories, such as: for disposal, for relocation and for donation. It is up to you to define the meaning of the categories. Some may define “for disposal” as clutter that is way past its usefulness while some may define “for disposal” as items in great working condition, but there is a better alternative in the market now.



Prioritization means that when you have your categories ready, it is now time to deal with every space in order. Again, there is no one rule for prioritization. Some may want to prioritize the space they use most of the time, such as the bedroom or the kitchen. Other will start with the most problematic or areas with the most clutter so they can free up the space as early as possible.



Finally, allocation is another strategy. Once you have your system of categories and priorities, it is now time to allocate space and time. Space means that you begin to designate the places where you want your organized items to be stored, accessed or simply displayed. Space also means that you respect any empty space as just being empty.



Time also means that you have to allocate a dedicated time limit on organizing tasks. When you have that time in mind, you can start scheduling. The main challenge of most DIY organizers is not setting up the system for organizing; it is actually sticking to the committed time and space. This is where Professional Organizers come in; they act as coaches to motivate their clients. However, with discipline, dedication and motivation, you can start your in-house organizing activities.




DIY Organizing Projects & Hacks





Planning Sheet




Image



Author’s Note: Start off your organizing activities in the right way. The journey may be long, but you start with a single step and that single step must be done with a good plan. This is a planning sheet, one you can use to personalize the organizing strategies and make them your own.



Materials:



	
1 standard letter size paper





Let’s Make It:



	
On your computer, make a table with 3 columns or the number of categories that you have developed. Now, make several rows, depending on the number of rooms, areas or places that you want to organize.


	
Next, list the categories on top of each of the columns and then indicate the rooms in the left most column in each of the rows.


	
Now, in the blank cells, indicate the numbers of hours, days or the ranking you want to prioritize, per category and per area.


	
You should have something like this:





Dispose  Donate Recycle Keep



 Bedroom 1 07-09  07-09  07-09  07-09



 Bedroom 2 07-16  07-16  07-16  07-16



 Living Room 07-23  07-23  07-30  07-30



 Kitchen 07-30  07-30  08-06  08-06



 Garage 08-13  08-13  08-20  08-20



Extra Tip:



You can always make use of a computer to print out your organizing matrix, but there are times when writing it on your own makes the activity more personal. From my experience, writing information makes it easier for me to retain it in my memory.



On the sample sheet, feel free to alter the contents to your scheduling preferences. For example, I did mine on weekends; some rooms I plan to devote the entire Saturday to, while some can be done in only half of the day. If you have other free days beside the weekends, then you can use those dates, too. Besides actual dates, you can also arrange duration times of .5 day, 1 day, 3 days and so on.



The key here is to make a defined plan. Open ended plans, such as those that do not have specific start or end dates, end up incomplete.











Dead-space Sliding Boxes
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Author’s Note: Dead spaces are a treasure trove of overlooked spaces that you can use to augment your organizing activities. They can be anywhere from an ottoman that can be hollowed out to put items in, like remote controls to the inside of a closet door that can be used to hang fashion accessories, etc. For this medium scale project, the dead space that can be used is the ceiling in your garage. If you have a garage with a high ceiling, then that is a space that you must maximize. This project will allow you to have overhead containers that can easily slide in and out.



Materials



	
Your preferred containers. Plastic totes or containers are perfect for this project. In this project, we are basing the measurements using .5” x 19.5” x 13” plastic totes.


	
4 pcs. .75” x 3” x 48” plywood bottom carriage flanges


	
4 pcs. .75” x 5” x 48” plywood top carriage flanges


	
4 pcs. 1.5” x 3.5” pine carriage stringers


	
1 pc. .75” x 1.5” x 8” pine top strip


	
2 inch wood screws


	
3 inch wood screws





	
.25” x 3.5” lag screws and washers





	
2 pcs. 2” x 4” x 8’’ plywood


	
&frac12; of a 4’ x 8’ sheet of .75” plywood


	
Carpenter’s glue





Let’s Make It:



	
Measure your dead space before you choose your totes, giving at least 20 inches of clearance from the bottom of the tote .


	
Trace out the space where the flanges will be installed and check if the doors, light bulbs and other fixtures in the garage are not obstructed by your installation.


	
Mark the location of the ceiling joists with chalk lines; check with a finishing nail to make sure that the lines that you draw are right beneath the joist centers.


	
When the dead space is ready for the installation, cut the bottom flanges into the appropriate sizes and center them on the 2” x 4” pieces, glueing and screwing them together in 10 inch intervals.


	
Center the top flanges and glue and screw them together.


	
Screw in one side of the carriage stringer.


	
Cut a template that matches the width of the tote and temporarily screw in the other side of the carriage stringer.


	
Make a test fitting of the totes and adjust as needed.


	
When the fit is right, drill holes into the top of the flanges and drive in lag screws directly into the joists.


	

 Remove the temporary screws and drive in the lag screws, inserting at least 4 screws per carriage for ideal support.


	

 Install a 1” x 2” stop across all the carriages so that the totes do not slide too far.





Extra Tip:



Find other dead spaces in your home that can be used to store seasonal or rarely used items. Make sure that the totes used are sturdy enough. A standard tote can carry less than 35 lbs. of items and one carriage can carry less than 200 lbs.




Sliding Pantry




Image



Author’s Note: The kitchen has many potential spaces for extra storage. The best is the space in between your fridge and the wall behind or on the side of it. A sliding pantry can be a great place to store canned goods and other ingredients there. I got this idea when I was visiting some old classmates in the city; they had a small apartment, but they managed to make everything look spacious and fit it all in the right places. They showed off their latest DIY installation and I was surprised when they pulled out an entire pantry right on the narrow side of their fridge.



Materials



	
1 piece 31.5” x 64” plyboard


	
9 pieces 1’’ x 4’’ boards cut to 29.5” lengths (this will become the shelves and the top and bottom boards)


	
2 pieces 1’’ x 4’’ boards cut to 64” (this will become the sideboards)


	
7 pieces 7/16” dowels cut 30” long


	
4 pieces 2 inch metal casters


	
1 knob


	
Wood screws


	
Finishing nails


	
2 inch nails









	
Paint materials and supplies


	
Drill


	
Wood filler (if necessary)









Let’s Make It:



	
Nail the boards together into a ladder to create the sideboards and the shelves.


	
Make holes for dowels on each level using a drill and insert the dowels.


	
Attach the back board using finishing nails.


	
If there are gaps, fill them with wood filler.


	
Paint the entire frame and shelves with your preferred design, especially the inside of the backboard, since this will serve as the background of your shelves.


	
Use the casters and attach them on the bottom board.


	
Attach the knob on the sideboard.


	
Arrange your spice bottles, canned goods and other items.






De-clutter Boxes
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Author’s Note: Whether you use boxes, plastic containers or are just piling clutter piles one on top of another, you will need to dedicate specific spots to put clutter in the category that they belong.



Materials



	
3 boxes or the number of the categories in your planning sheet


	
Markers or sticker labels to mark the boxes


	
Packaging tape or any adhesive tape





Let’s Make It:



	
Label the boxes with these categories: “to dispose”, “to donate”, and “to repurpose”. Change the labels depending on the categories that you have.


	
Set a rule around the household to make regular use of the boxes. You can also make smaller versions of the boxes so that the children can have a sense of ownership with the organizing activities.


	
At the end of the week make a final check on the items inside the boxes, seal them with tape, and bring them to their appropriate destinations. Those categorized under “to dispose” should be thrown in the trash, those “to donate” should have a scheduled pickup from the charitable organization and those for repurposing should be dealt with during the weekend.









Extra Tip:



Be careful when you use your boxes; it is very tempting to either keep adding to these boxes without even dealing with them or to take out clutter when they have already been put into the boxes. Make sure that you have lids on the boxes and they are not transparent so you can minimize the temptation of rummaging back through them. Also, keep a schedule for disposing of the contents of the boxes so you can get rid of the clutter as soon as you can.








Jewelry Organizers
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Author’s Note: I am sure that most women will agree that you cannot have too many accessories. I will not be one of those who will tell you that you need to choose only a few and dispose of the rest. I believe in having as many options as possible. What I will tell you, is that you can have as many accessories as you like, as long as they are organized and they do not trespass on the space that is for other items.



Materials



	
1 piece 8” x 13” corkboard, or your preferred size


	
Double sided tape or hooks


	
Gold tacks, black pins or similar items





Let’s Make It:



	
On an empty wall near your dresser or on the inside surface of cabinet or closet doors, put a hook in the surface.


	
Hang the corkboard on your preferred location.


	
Stick the tacks or the pins in equal spaces or quadrants in the corkboard.


	
For rings, earrings and bangles, one tack can do.


	
For bracelets, necklaces and other long jewelry, spreading out the tacks can be done.





Extra Tip:




At first, I arranged my jewelry boards in a logical manner, all rings on one side, all bangles on the other side, and so on. Later, I decided to have fun when I got an idea from a reality fashion TV show. Instead of similar jewelries together, I arranged them according to how I would wear them. For example, I put together the earrings and bracelet that go together on one side with a dress I plan to wear the next day. This way, I kill two birds with one stone, I organize my jewelry and do not have to think too long in the morning.





This board is very flexible because you can use it for other purposes. You can hang it near the front door so you can pin your car keys, urgent mail, bills and other items that should always be near the front door.





Innerwear Organizers
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Author’s Note: Fresh from the weekend laundry, I always give myself a pat on the back when I organize my innerwear into the drawers where they belong. Seeing them all lined up gives me a sense of satisfaction. The trouble is, through the weekdays, the innerwear get all disorganized. There is no other person to blame but myself, but when I find myself rummaging through my drawers looking for a specific innerwear and cannot find it, I end up feeling frustrated. Innerwear organizers are the answer.



Materials



	
Used shoe boxes


	
Gift wrapper, plain paper or any preferred covering


	
Cutter


	
Scissor


	
Ruler


	
Glue gun or any adhesive material


	
Pencil





Let’s Make It:



	
Use the cutter and detach the lid from the shoebox, keeping the lid.


	
Use the gift wrapper or your preferred paper to cover the surface of the box, using the paste or any adhesive you prefer.


	
Draw lines into the shoebox with the pencil to mark the sizes of your innerwear and their measurement. Make several imaginary boxes with the pencil. The number of boxes should match the number of categories of your innerwear; for example, they can be categorized by color, style or other types.


	
Measure the sizes that you have made and cut the shoebox lid into the same dimensions. If you do not have enough lid material, cut from other used shoeboxes.


	
Cover the strips with the same material you used for the box. Make sure that you cover all sides, including the edge facing up.


	
Paste the strips cut from the lid to follow the pencil markings. A glue gun works best for this step.


	
Arrange the innerwear into stacks facing sideways, so that all are visible (instead of being stacked one on top the other.)





Extra Tip:



If you have or know someone who has basic carpentry skills, then you can make an even bigger and more permanent version of this project. Instead of shoeboxes, you can start with a drawer. Then, instead of the lid of the shoebox, you can use thin wooden boards as dividers. Remember, these are permanent fixtures and cannot be easily removed or modified as with the shoebox version of this project.








Electronics Organizers




Image



Author’s Note: We live in the digital age, and while the world may seem to be growing smaller and smaller, the cables, cords, chargers, earphones and other devices seem to be growing more and more abundant, making your space more cluttered. They were not exactly clutter, but because they were eyesores, I tried out different ways to keep them organized.



Materials



	
Used socks


	
Velcro straps


	
Adhesive tape


	
Old textbooks with hardcovers





Let’s Make It:



	
Cables for your electronic gear are not only eyesores but are also safety hazards. To put them in order, you can use socks as a cheaper alternative to store-bought cable and wiring organizers. Simply cut the closed end of a long foot sock and thread the cables through the hole.


	
Use an adhesive tape and stick one side of the Velcro strap into the backside of the TV remote or any other similar home device. Stick the other side of the Velcro strap into the backside of the TV or the end of the TV stand.


	
Measure the dimensions of your Wi-Fi router, then cut out the same sized space into the pages of the book. Put the router into the cut out space and let the book stand either on its side or flat, adding a few more books beside it to get rid of the eyesore.
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Chapter Three: Financial Clutter








“Financial literacy is an issue that should command our attention because many Americans are not adequately organizing finances for their education, healthcare and retirement.” – Ron Lewis



In this chapter, I’ll help you to learn about:



	
Clutter in Your Finances


	
Saving vs. Investment


	
Organizing Strategies for Financial Clutter


	
Organizing Hacks






Clutter in Your Finances




Overlooking clutter in your finances is something no person can afford to do. The challenge with finances is that it is difficult to determine which documents can be considered clutter and which documents are necessary to be archived and for how long. Different countries have different taxation and documentation laws. Sometimes, you only need a bit of knowledge to help you be confident on how to organize these documents properly.



Financial or other official documents that you need to keep, dispose of and/or shred are the following: the category “to keep indefinitely” includes birth certificates, marriage licenses, death certificates, records of full payment, such as mortgages, and wills. “To keep as long as the financial accounts or agreements are ongoing” include contracts, stock certificates, bonds, property records, insurance documents, retirement or pension documents and any ongoing records of disputes that you may have filed.



For short-term filing you should keep your salary stubs, bank statements, credit card receipts, utility bills, investment statements, and cancelled checks for a period of one year. Documents you should keep for 3 years includes your Income Tax Returns, any document that can support a tax deduction, medical bills, insurance policies, including those that have been cancelled and records of any property sales. Beyond the years allotted, you may dispose of these documents.



There is another kind of financial clutter and that has to do with the expenses themselves. The recent economic disasters have forced people to review their finances and take a second look not only at what they earn, but also at what they spend. Part of organizing life is putting your finances into order. The first step in organizing the financial aspect of your life is to discover the clutter, or in this case, the unnecessary or extra expenses.



Some examples of this hidden financial clutter are:



	
Energy bills - for each degree that you lower your thermostat, you can actually save around 3% of your heating bill. When you do the math; for example, reducing the thermostat from 78 degrees to 75 degrees, that amounts to a 9-cent saving on every dollar spent.


	
Cable bills - check your cable plans; if you select only the channels that you really watch, you can downgrade to save on your monthly bills. If your cable provider offers tailor made subscription plans, then you need to maximize this option for maximum savings.


	
Gym memberships -. If you take advantage of the DIY fitness videos, signing up at the local YMCA or recreation center, or just run outdoors, you can entirely omit this expense while still maintaining your health.


	
Phone bills - shop around the phone carriers and you may find a good deal. Some carriers offer no-contract commitments with lower monthly rates compared to your standard 2-year contract.


	
Food expenses – besides the health benefits of cooking your own food at home, the savings do add up when you minimize eating out. If you do not have lots of time to cook every day, you can devote a few hours to cooking large portions of different meals, then freeze daily portions for the rest of the week.


	
Grocery expenses - if you are organizing your life not just for yourself, but for loved ones who live with you, then warehouse clubs are your answer to reducing these expenses. Buying items in bulk lowers the unit price, giving you more savings.


	
Other expenses - brewing your coffee at home instead of buying it, purchasing generic instead of branded items, taking advantage of perks, points and coupons, all give you small savings that will add up when you take them all into consideration.






Savings vs. Investment




Cutting unnecessary expenses while keeping your income stream consistent will net more savings. However, it is important to note that having too much money in your savings account is not necessarily a perfect way to organize your financial life. For example, you can make more out of your savings when you devote a certain percentage of your hard cash savings into an investment portfolio. Consult your bank, financial advisors of other investment professionals to help you not only organize but also maximize your savings.



Excess funds should be organized into different accounts based on their categories.



Savings can be divided into both a traditional savings account and an emergency account. Emergency funds are exactly what their name implies, they are meant for the exclusive use of emergencies, such as those related to health, home, car or other property repairs. It is best that they are put into accounts that are easy to access, such as those with short holding periods, such as those in 3, 6 or 12 month periods. On the other hand, savings accounts are meant to be put into long-term accounts with bigger interest rates.



Increase your financial organizing activities by going further than simply saving money. Designate a certain percentage of your savings into an investment portfolio. The market may be unpredictable and volatile, but depending on your risk appetite, you can still make a profit from your income.




Organizing Strategies for Financial Clutter




In organizing your financial life, you need to be able to:



	
Set financial targets and budgets


	
Pay off your debts


	
Focus first on needs, then wants


	
Purchase insurance


	
Migrate to online setups





Setting financial targets is a way of defining your financial vision. Set goals on how you want your financial status to be one, three, five, and ten years from now. These are your short-term goals. For your long-term goals, you need to plan where you want to be during retirement. These goals will be your guide on how you can organize your present day financial life. A combination of short and long term, as well as easy and challenging goals are important, because they give you the sense of accomplishment needed to motivate you toward reaching more difficult targets.



Ignoring a debt will not make it go away. Worse, it will even make it bigger. With interest rates, penalties and even the threat of confiscation of assets and collaterals, paying off your debt before anything else is important. If you have debts spread out across different creditors, start first with the one that has the highest interest rates.



The most important advice that finance professionals give their clients is to focus first on your needs, then your wants. Take note that it is a myth that you can only spend on your needs and sacrifice your wants. Most financial advice today recommends that you need to prioritize your needs, but still allow yourself to be rewarded by gifts that you give yourself. By treating yourself with the fruits of your hard work, you are better motivated to keep on saving and still maintain a healthy outlook on your finances.



Getting insurance is hitting two birds with one stone. First, it gives you the obvious benefit of protection. With insurance, when a medical, property or similar emergency does occur, you will have the protection you need. Second, it doubles as an investment tool. Choose return of premium insurance plans that will allow you to receive your premium, plus interest back when you surrender the insurance policy.



Fortunately, with technology, organizing your finances has never been easier. Online banking transactions have made it possible to store all your receipts, bank statements and other financial documents into electronic formats and storage banks. The less paperwork you have, the less cluttered your home will be and the safer you can be from identity theft as a result of poorly disposed bank documents.



If you want to automate even further, you can set rules on your inbox so that each bank, financial institution or biller goes into a dedicated folder. This way, accessing and storing your data will become even easier.



Remember though, there is still a limit to your ability to manage your finances. If you have limited background or knowledge in the intricacies of accounting, taxation, debt management or other similar areas in finance, it is important to acquire expert advice from the professionals.




Organizing Hacks









Financial Inventory




Image



Author’s Note: You cannot start organizing your financial life when you have no idea where your finances are. I was always dependent on the advice of my accountant, relatives, and friends on how to deal with my finances. But after the recent economic downturn, I lost a significant amount of money because of penalties. I had no one to blame but myself. There is no one else responsible for your financial life than yourself, especially if you have others who are dependent on you.



Materials



	
Standard sized paper or e-file


	
Folders


	
Sticker labels


	
Small shelf or cash box





Let’s Make It:



	
Make an inventory of all your financial assets and liabilities; some examples of assets are bank accounts, insurance and investment portfolio and some examples of liabilities are your credit cards and debt statements.


	
Put together funds that can be merged; the less accounts you have, the less paperwork you generate. Plus, this will decrease your exposure to fraud, such as identity theft.


	
Activate or merge dormant accounts; these only incur charges that will eat through your funds or be confiscated by the bank or state or federal government.


	
If you use more than one bank, shop around and see which of the banks offer the best deals for you. Interest rates fluctuate, but some banks charge more compared to another, have better online facilities or are more client friendly.


	
Organize your credit card portfolio. Streamline your credit cards, choose the ones that have the lowest interest rates and pay off or transfer those with the highest rates. Close the accounts when they are paid off and remember to ask for a written document from the bank that the cards have been closed.


	
In some countries, for example, in the U.S.A, closing credit accounts can actually lower your credit score. Make strategic choices and weigh both the pros and cons.


	
If you are an employee who has a long history of different employers, chances are you have a series of retirement accounts that may have small amount of funds in each of them. If you put them all together, the amounts can be significant. Organize these accounts by consolidating them into one single account.


	
Store stock certificates, bonds, deeds, contracts and other similar documents in a cash box. If you have the funds, consider storing these items in a safe-deposit box. These documents only belong in your home if you are sure of their safety there.


	
Account statements are important and not to be disposed of easily; however, they also tend to become clutter when left unchecked. Make a rolling system of storing this year’s statements into a folder. Then, at the end of the year, put them into a box, seal and then label them with the dates they belong to. Shred one year old statements.


	

 Assets, such as jewelry, artwork, collectibles or similar items, need to be included in your inventory. If you intend to keep them because of the rate of their appreciation, consider insuring them. If not, consider liquidating them as soon as possible.





Extra Tip:



Have someone whom you completely trust be made aware of the location, contents or a general idea of this inventory. This is an important step in case you find yourself in an emergency, but without the capacity to access these funds.




Other Hacks




	
Make a monthly budget at the start of the month, but revisit it again at the end. The budget is only good as the figures in it; your estimates need to be actual figures that could give you a better idea of your finances for the next month.


	
Set aside a day for opening all outstanding bills and paying them at the exact day you opened them. It is easy to overlook bills and automating payments can be tricky when you have something to dispute.


	
Dedicate separate bank accounts for every fund that you have. For example, if you have a primary account where all your income is deposited, you can then transfer funds to your emergency, savings, investments, bill payment account and other expenses. This way your funds are not mixed up and you can have better control of your financial movements.


	
Take advantage of financial apps or software that are very easy to use. They can allow easy tracking of your income and expenses, plus, can give you an analysis of where you are spending the most. These software programs also double as reminders because they can prompt you for due dates.


	
Create a filing system whether you are using physical or electronic documents. Put together bills in one folder, stubs in another and statements in another. Even if you have the best software or app for finances, without a system you may still end up disorganized with your finances.


	
As long as you are financially disciplined, it is actually a good idea to maximize the use of your credit cards. Being financially disciplined with your credit cards means that you are only charging expenses for money that you presently have and can pay in full before the due date. Aside from giving you the most accurate tracking of your expenses through its billing statements, they have other perks. Points, rebates or discounts are just some ways that credit cards reward their users.


	
Keep a file of all your passwords. Identity theft and fraud are becoming rampant and you alone are responsible for your own expenses. As an added precaution, you can invest in a small-scale shredder.
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Chapter Four: Mental Clutter








“Time management is an oxymoron. Time is beyond our control and the clock keeps ticking regardless of how we lead our lives. Priority management is the answer to maximizing the time we have.”



– John C. Maxwell



In this chapter,
 
I’ll

 
I will

 help you to learn about:



	
Clutter in Your Mind


	
Procrastination


	
Organizing Strategies for Mental Clutter


	
Organizing Hacks






Clutter in Your Mind




There is a misconception that clutter is only physical and visible to the eye. In reality, there is an entire aspect of life that can be just as cluttered as the physical spaces. Psychologists suggest that when a person accumulates physical clutter, it is often a manifestation of mental clutter.



Mental clutter represents incomplete tasks that continue to nag you in your head. They can be anything from household chores that you are putting off, a report that is nearing its deadline, an obligation with a relative or any other activity that should have been planned for or completed, but is still left undone.



Instead of going through your day living in the present, you are constantly trying to keep up with tasks that are just piling up and there seems to be no indication that the tasks will be completed. At the end of the day, you are mentally drained, tired and worse; the goals are not yet achieved.




Procrastination








The major culprit of a cluttered mind is procrastination. This happens when you put off doing something important, even when you have everything you need to do it already. You start off with a list of only a few things to do and because of procrastination, you find yourself with a list that is growing instead of shrinking. You have tasks, chores and obligations to your family, work colleagues, and other people in your life.



Besides external obligations, you also delay obligations to yourself, such as that appointment with the doctor, a day of relaxation or any other less prioritized but still important activity. As with physical clutter, mental clutter does not go away when it is ignored. As with financial clutter, mental clutter can grow worse when left unattended.




Organizing Strategies for Mental Clutter




If procrastination is the main cause of mental clutter, then priority management is the best solution to create organization. Priority management has become a byword in almost all industries across all professions. When you apply it to your life organization activities, it will be as effective in your personal tasks. Priority management has replaced the commonly used term time management. This is because time cannot really be controlled or managed. To make better use of your time, organizing your tasks by priority is the better option.



Here are some tips to organizing your life through priority management:



	
Assess the load - make an honest and thorough review of everything that is still on your plate. The better your assessment is, the more effective your planning will be.


	
Plan in advance - a well thought-out plan can increase the chances for success and create an organized day. Make a habit of preparing for the next day the night before. By doing this, you can avoid rushing and reduce the chances of forgetting something, feeling stressed or starting the day unprepared.


	
Avoid open timeframes - as much as possible, set definite start and end dates for organizing projects. For example, if you want to organize your kitchen, do not schedule it in general terms such as “weekends” or “this month”. This makes it very tempting to put it off for another day.


	
Make an early start - a common thread among the biographies of the most successful people is their testimonial to the benefits of an early start. The earlier you start, the more tasks you can complete with a clear mind. Plus, you may even be able to complete the tasks earlier, giving you more free time at the end of the day.


	
Find your peak performance time - this is a certain period of time when you are at your fastest, most creative and most energetic phase. For most people, it is during the morning when their mind is fresh and well rested. Others are during the afternoon when they have warmed up the entire morning. Others feel most at ease during the night when it is quiet and there are fewer distractions.


	
Automate - maximize the technology today to prompt you for the best use of your time. Set appointments, synchronize them with your online calendar and your smartphone. Set tasks into those that are to be completed once and recurring tasks into regular intervals. Make sure that you set alarms prior to an appointment to give you ample time to prepare.


	
Sustain the change - as you are making progress in your tasks, be vigilant in watching yourself; by being watchful, you can find out clues about the things that make you procrastinate. For example, are there certain types of tasks that are often delayed? Does it have to do with the person who gave the tasks? How about the timing? Are there other circumstances outside of the tasks that make it difficult for you to complete?






Hacks




	
If you are feeling out of focus, stop working. It is better to work on your creativity peaks than to push yourself when you are
 stressed out. This habit will allow you to complete more tasks.


	
Multi-tasking has
 been given great value, but studies now show that it ruins your focus. Strategize your entire today with blocks of time for specific tasks.


	
Create a work routine, such as opening your emails at a certain
 hour, having a meeting at the next, doing research on another. Stick to this routine for a few weeks and you will see yourself doing it as if instinctually.


	
If you have a major project, start with short and easy tasks rather than the long and complicated ones. You can use these smaller tasks to warm up for the more difficult tasks and you can get more done, rather than having one big task completed while having dozens of easy ones left out. Breaking a large project into manageable chunks can lead to faster progress.


	
Planning is good, but it can be bad, too, when you become paralyzed with it. Know that even with the best intentions, you cannot control everything. Allow yourself to plan to the best that you can and then go for it. There will be mistakes and changes along the way, but they are better than doing nothing at all.


	
Schedule your most important tasks or events as early in the day as possible. If you schedule towards the end of the day, there is a tendency to use up the preceding time in preparation for the task itself. Instead of being able to do other things, you end up using the entire day for that one meeting.


	
If you have a recurring habit of misusing your time, consider assigning a monetary value to your time. If you are earning $100 an hour, then think about losing $200 when you spend too much time browsing through social media or viral videos.


	
Do not be afraid of delegating tasks to other people. If you believe that someone else can do a task better than you or if you will be able to finish the task faster with someone helping you, then there is nothing wrong with asking for help. Outsourcing tasks is a trend that has not only proven to be popular, but also effective.


	
Give your mind time to rest. Choose to disconnect yourself from the Internet or from your phone for a few minutes in each day. Give yourself the luxury to just do nothing. This will relieve your mind from the demands that you make to it and when you are ready to work again, you are more refreshed and more productive.
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Chapter Five: Spiritual Clutter








“The spiritual quest is not some added benefit to our life, something you embark on if you have the time and inclination. We are spiritual beings on an earthly journey. Our spirituality makes up our beingness.



– John Bradshaw



In this chapter, I’ll help you to learn about:



	
Clutter in Your Spirit


	
Anxieties, Negativism and Depression


	
Organizing Strategies for Spiritual Clutter


	
Meditation






Clutter in Your Spirit




Spiritual clutter is anything that keeps you from living the life that you truly deserve. This clutter includes worries, hesitation and clinging to the past.



However, there are also certain conditions that predispose a person to a disorganized life. Severe depression, prolonged grief, ADHD or emotional trauma are just some of the conditions that have resulted from a disorganized life. Consulting a professional therapist is very important to those who think that they may have any of these conditions. It can be the first step to living an organized life.




Anxieties, Negativism and Depression




Different people have different reasons for ending up with a lot of clutter in their lives. Some people may feel that having clutter increases their sense of personal worth; that the more they have, the more they are worth. Other people think of items as a source of security. There are those who keep too many items of sentimental value; they look at these things as symbols of the emotions or love that people have given them. These items can also be a source of pleasure; for instance, being able to buy something at half-price may give enjoyment.



There are people who are too preoccupied with their past, that cling to the items or habits that make them relive that past in their present life. This is exemplified by a person who hoards mementos from the past, such as a dress worn on a romantic first date. Even if the dress no longer fits or is no longer in fashion, having that piece of clothing in her closet makes her remember that time and makes her feel the same emotions as before.



Another form of clutter can be people, themselves. There are those who allow themselves to be surrounded by people who are the wrong influence in their lives. They are those who bring you the anxieties and negativism in life that would bring you down instead of uplift you.




Organizing Strategies for Spiritual Clutter




If spiritual clutter is the cause of your physical clutter, you have to shift your paradigms. First, you need to believe that life is not about the things that you possess, it is about finding your purpose in life. Finding out your passion, your natural skills and abilities will give you the direction you need to organize your life. Let your purpose be the center of how your life will be organized from now on instead of the clutter that you surround yourself with. However, this is easier said than done.



To rid yourself of spiritual clutter, you need to let go of any past mistakes and wrong decisions. Forgive yourself these errors instead of reliving them everyday. Assess the things that you cling to; are they still relevant? Were they as bad as you thought they were? Was it really you to blame or were there circumstances that were outside your control?



Instead of clinging to the past, choose to learn from and move on from it. This strategy is considered to be so effective, that the U.S. Army has formalized a version of it called “After Action Review”. You can use it on your own, too, to assess your past. For the mistakes that you have made, ask yourself what was supposed to happen? Then, think about what really happened. Now that you have made the comparison, ask yourself how you can do it differently and more successfully next time.




Meditation




Image



Author’s Note: I was very skeptical about meditation. I had often heard about it but shrugged it off as something that is just not for me. I never doubted that it had positive effects on those who practice it, but I thought that I would not get anything from meditation. During a routine check-up with my doctor, he said that stress was one of the causes of the medical complaint that I reported. I was surprised when he told me to try out meditation. A friend of mine, who always professed the wonders that meditation gave her, was gracious enough to help me get started.



Materials



	
Absolutely nothing; but choose among the following items to determine which bring you into a more relaxed, quiet and meditative state.


	
Incense or essential oils are parts of aromatherapy that relax your mind through the senses. If you choose these materials, opt for the softer scents such as vanilla or lavender.


	
Ambient sounds or music; for some, natural sounds make them feel more relaxed. For example, the sound of ocean waves, chirping birds, raindrops or soft breezes can help them focus during their meditation.


	
A guiding voice, instead of music; there are tracks available that feature the voice of a person who guides listeners to enter the meditative state. This is a popular choice among beginners who need guidance on their first few tries with meditation.


	
Meditation mat; posture is very important in meditation because the lungs need to have the maximum space for expansion. A mat can be used to help you sit in the correct position while still being comfortable.





Let’s Start:



	
Set up your environment by making use of any of the materials above.


	
Wear loose clothing and remove any items that can constrict your breathing, such as belts.


	
Sit with your legs crossed and your back straight, put your palms on your knees.


	
Breathe deeply by inhaling through your nostrils and exhaling through pursed lips. This prolongs the oxygen in your body.


	
Breathe 3 to 5 times, or until you feel relaxed.


	
Allow your mind to wander; your mind will eventually go to a focused state after it has exhausted its wandering.


	
Focus on your breathing, feel as though your shoulders are rising up and down.


	
Visualize the air you breathe going through your airways, into your bloodstream, into your organs and into the rest of your body.


	
Do these steps until you feel that your mind is empty and ready for the next step.


	

 Visualize a life that is organized. Where are you? What surrounds you? Who are you with? What are you doing? What are you saying? What are you feeling? These are the questions that can allow you to visualize the perfect environment for you.


	

 Allow this image and the positive feelings you have to be retained in your mind, use the imagery as your goal.


	

 Lift yourself from the meditative state and carry these feelings with you throughout the day.





Extra Tip:



As you progress with your meditation, you will discover that you can enter the state without even having to sit on a mat or be completely still. For example, the latest trend in meditation is called mindful meditation. People who practice this art are able to meditate while walking, exercising and even eating. Mindfulness allows your spirit to shift its focus away from being disorganized and into an organized state of thinking where you focus only on one single thing.
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 Best Practices & Common Mistakes





Do’s




Sustain the change



Once you have successfully completed your organizing efforts, you need to sustain it. There is no better way to remind you to be
 organized than setting up a clutter box. Whenever you see something that no longer belongs in your home, office or life, you can immediately dispose of it into the box. This box also helps others in your home to be reminded. If organizing is not a strength in your family, you need to make it as easy for them as you can.



Color code



Another tip for those living with other people in their homes is to color code. If toothbrushes, towels, mugs, and other personal items are mixed up, you can designate color codes. For example, your eldest child may have a red toothbrush, red towel, red mug and other red items; while the other children have different colors assigned to their belongings. This way, everyone knows exactly who each item belongs to. Plus, they become more responsible in putting away their belongings, because they know that it is theirs.



Consider e-selling



Your clutter can be another person’s treasure. Consider making some money out of the things that you intend to dispose of. With e-commerce platforms and social media, you can reach a lot of potential customers right in the comforts of your own home and possibly augment your income.




Don’ts




Do it Alone



If you are living at home with your family, loved ones or other housemates, you certainly cannot do all of the home organization alone. Set an example to your children and partner. Recruit them to participate in the effort. Make it fun and rewarding for them. This way, you can have more hands on deck.



Make only long term goals and major activities



Long-term goals and planning major activities are necessary, but when you only make these type goals, instead of mixing them up with short-term goals and easy tasks, organizing may become difficult. You need to create tasks that are easy too, so that you have a sense of accomplishment and progress. These achievements will make you more motivated in your organizing efforts.



Follow the strategies to the word



Organizing your life is a personal journey. Some things in this book may work for you but some may not. The strategies, DIY projects, and life hacks here are only suggestions that you can tweak to suit your unique situation. Create and share your own ways of organizing your life and surely someone will learn from your experience.
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 Conclusion










Congratulations on starting your journey towards organizing your life. Only you are responsible for retaking control of your life, away from the clutter and back to the life that you truly deserve. It was a challenge for me, it might be for you also, or you might find it a walk in the park. Regardless of the difficulty, organizing your life is one of the best decisions that you will ever make.
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5x Your Mind and Productivity



30 Powerful Techniques to Boost Reading Speed and Memory That You Need to Learn Now
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Foreword




“Reading is to the mind what exercise is to the body.” – Joseph Addison







All of the things that we do in life stem from learning- and we all learn things in different ways. Some people can read through a brochure and retain all of the key facts hours or even days later. Some people have to be a little more visual or a little more hands on before they get the information and are able to commit it to memory. There are different learning styles and everyone is a little bit unique even within the same style. The important first step then is to find out what kind of learner that you are and use the tips that are most relevant to that learning style.



Learning is not just about a single action, though. We learn new information and then we create a memory of that action. If it is something that we are going to do frequently then we need the memory to be long term and easily recalled. If it is something that we will do less frequently we still want the memory to be longer term but recall may not be as automatic. It may take some extra cues to get the memory to surface. It sounds more complicated than it really is, at least in most cases.



As you will see in this book, the way that you learn will also be beneficial to how you create, store and recall memories no matter what type of memories that you are making. Learning new information and being able to access it as needed is also beneficial to the health of the brain and the vitality of the mind. It is important that you look at this as not just a way to shortcut your way through reading but rather as a way to enhance your mental health and keep your brain active for your entire lifetime. You will also see that brain health and activity is every bit as important as keeping your body healthy and active and that the two are intertwined.
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Chapter One: The Key to Change: Know Your Learning Style Now




“
 Learn as much by writing as by reading.” – Lord Acton
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In this chapter, I will help you to:



	
Understand the main learning styles and determine which is right for you


	
Ways to implement that learning style.





What is Your Learning Style?



Most people would be really surprised to learn that there are actually 7 different learning styles and that a person can be a combination of two or more of these styles. The same person can learn one topic in one way and another topic with a completely different style. This is the basic overview of the learning styles:
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Visual. You learn best by seeing pictures and images of the information
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Aural. You learn best by using sounds and music to enhance the information
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Verbal. You learn best by hearing the information spoken.
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Physical. You learn best by doing things hands on or by seeing a hands-on demonstration of the information.
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Logical. You respond best to logic and reasoning and need information to be broken down systematically.
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Social. You learn best in a group situation or with a partner
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Solitary. You learn best when you are alone.





Let me put this into perspective for you. I am a solitary, visual learner. I learn best when I can read through information at my own pace without distractions and without having to stop to discuss anything along the way for most things. If there is going to be math involved then I am a solitary, visual, logical learner. If there is algebra there is no learning, just weeping. Everyone learns differently. Before going any further please take a few minutes to think about the last thing you tried that was out of the ordinary for you. Maybe you were putting something together from a kit or trying a new recipe. Maybe you took a class to learn a new language to prepare for a trip. What worked best for you in that situation? What did not seem to work as well? There are several websites that will guide you through quizzes and tests to determine your best learning style if you are not sure. Do not be surprised if you are listed as more than one type of learner it is very common.



Ways to Use Your Best Learning Style



Most people fall back to their best learning style by default while others will struggle to learn in the way that the information is being presented even if that is counterproductive. For example, many of the people reading this book may be more aural/social or physical learning based. Reading may be difficult for them and they may have to spend more time going back and forth reading information. That actually defeats the purpose of this book. It is important that you always use your own personal learning style so that you can get the most information in the least amount of time.



Aural learners may benefit from reading passages out loud. Not only does this present the information in the “right” way but it reinforces the information on a subconscious level as well. Logical learners can break down the information into smaller bits, following in a particular order. As you will see there are several mnemonic devices that use this process to help people remember information.



Your Tips for this Chapter:



Tip One: Review new information by visualizing it. (Especially good if you are a visual learner)



Tip Two: A small break can help you make connections to the lessons you are learning.



Tip Three: Eliminate as many distractions as possible. This is especially important to people who are solitary learners who may find that too much outside information prevents them from learning.



Tip Four: Get organized before you get started. The more organization that you accomplish before you get started the less time is wasted regaining the information you lose through time wasting.



Tip Five: Take a learning styles quiz to better understand how you learn best. There are several to choose from online, all of them free.



Tip Six: Accept your learning limitations. Some people can remember everything. Some are a little more selective. This is not a problem with your brain, just the way that your mind works. Take names and faces for example. Some people never have a problem putting a name to the face while others will remember the face but cannot come up with the name. When you meet someone new you look at them. You study their features. You might take careful note of their hair or a unique part of their face. You might notice the clothing or the jewelry they are wearing. You may be focusing on all of this information at the same time that their name is given to you, so much so in fact that you don’t really listen to the name. There is another theory that the face is more visually interesting and the name is just a “name” so unless it is unique in some way it is less likely to be stored in the memory.
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Chapter Two: Skimming, Pre-reading and Reading for Context








“A man only learns in two ways, one by reading and the other by association with smarter people.”- Will Rogers
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In this chapter, you will learn:



	
How to plan your reading to minimize effort and maximize retention


	
How reading for context can save you time and effort.





A Reading Plan to Minimize Your Effort



If you are reading a book for pleasure then you want to linger over every word and turn of phrase, drinking in the scenery and the lush descriptions the author has woven for you. If you are reading for information only then you want to find the information you need and be done with it. You rarely see a textbook in a deck chair on a cruise for a reason- they are dry and without personality. But, you can take the average informational book and get through it without reading every single word and without it taking up all of your time. In most cases you may not even need to read the entire book at all. The way to accomplish this is with planning.



	
Plan what you need to read by first knowing what you intend to learn.


	
Glance through the book to understand the layout and to get an idea of where to look for relevant information.


	
Skim the content while looking for the information you need.


	
Pre-read small sections that come before and after the information itself to see if they are relevant


	
Read for context by reading only those sections at this point.





For example, with this book you might skim through and see that there are tips listed at the end of each chapter. All of the tips are relevant to the information provided in the chapter itself so it would be safe to read the tips themselves without reading the entire chapter if you did not have the time at that moment.



Reading for Context



Since not all books are set up with tips at the end of each chapter, here is more about the concept of reading for context. Let’s say that you are reading a book about the Civil War. You are interested in the entire topic but you have lunch with a friend coming up and that friend is very interested in one particular battle. If you don’t have the time to dedicate to the entire book or you feel that reading the whole thing would be too much information you can simply read for context until you have the time to go back and finish it. What you would do is very simple- you would go to the chapter that is about that battle and you would read the relevant information (location, date, the number of casualties) using memorization keys that you will learn later in this book.



After you learn what you can from that chapter you can skim other chapters to see if that battle is mentioned anywhere else.



Your Tips for this Chapter



Tip Seven: Skim all information and focus on keywords, central themes or other information.



Tip Eight: Pay attention to the most important information or it will not be retained. Information can be discarded as quickly as twenty seconds or less unless it is reinforced.



Tip Nine: Try to repeat new information three times to better remember it- once after 10 to 20 minutes, again during a two-day period after learning it and a third time at the end of the first week after learning it.



Tip Ten: Skimming helps other learning styles read as well. For instance someone who is a visual learner can skim through and make cards with key phrases and photos to learn the info.



Tip Eleven: Pre-read information and then go back and reinforce what you have retained.



Tip Twelve: Spend several minutes before you start reading reviewing what you hope or need to learn.
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Chapter Three: The Keys to Unlocking New Learning Potential








“
 Learn as much by writing as by reading.” – Lord Acton
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In this chapter, you will learn:



	
How to train your brain to learn more information, faster than before


	
How Games are the Key to a Bigger, Better Brain





Training the Brain to Learn More



The old saying claims that you cannot teach an old dog new tricks but that may not be quite right when it comes to the human brain. It was once believed that the brain stopped developing at some point near the end of puberty and that brain cells that died off were never replaced. In the 1970’s a researcher named Michael Kaplan learned that that was not true. In his research, Kaplan found that mice that were given a variety of cognitive tests and tasks to perform not only had an increase in new brain cell growth but also had a dramatic increase in activity in established neurons in the brain. Simply put, the more that you get your brain to do for you, the more that your brain will be able to do. Engaged minds are growing minds. Studies have shown that there are other things that can be just as beneficial as the variety of cognition challenging games and tests that are around.



In a 2010 study, Harvard Medical School researchers found that mindfulness meditation was far more than just New Age hooey. That study found that the act of meditation could actually help to rebuild the brain and even could increase the growth of gray matter located in the hippocampus. The hippocampus is one of the key centers of the brain responsible for both the learning and the memory processes. (LeMind, 2014). And finally there is another study which shows that charitable acts and acts of kindness may also help to increase development in various brain regions as well. What does all of this mean?



There are a number of things that contribute to the development of a healthy brain including health and nutrition, proper rest and of course, activity. A brain that is stimulated daily will be a brain that continues to be able to learn and remember even well into old age. A healthy brain is also a happy brain. You see, the brain
 wants
 to learn. It wants to continue to build new neural pathways and brain cells. You only have to look at the anatomy of the brain for proof of this.



The prefrontal cortex which is the very front of the brain is the busy hub for a number of functions ranging from language to planning ahead and even to how we handle emotion driven situations. Tasks that stimulate the left side of this part of the brain are mostly problem-solving in nature- verbal puzzles like a crossword or a game of Words with Friends or a Suduko. Work related tasks that involve words or numbers will also stimulate this portion of the brain. In either case the result is not only the mental stimulation which is immediate but a longer sense of well-being – an almost euphoric high that explains in part the behavior of puzzle hounds that will rip your arm off at the shoulder before they let you fill in a single square.



The brain, at least in part does not need to be “trained” to learn more. In fact, the brain will crave and even demand this stimulation to the point of causing insomnia, inattention and other struggles. What you can do is take advantage of this brain craving so that learning something new becomes more fun and far easier to do.



	
Break the information down to the style that works best for your learning style. (Remember, I do best with words but numbers or pictures and images might work better for someone else.)


	
Treat the information as a game. One thing that I like to do is to find certain words in the information that would be interesting in a crossword puzzle. That way it triggers my brain and also makes it a bit easier to remember.





Playing your Way Smarter



As mentioned, games are one of the best and easiest ways to get your brain back in the groove of learning, especially if you feel that you have been stagnant for a while. There are other things that you can do to get your brain as healthy as possible. You might be surprised at some of these suggestions.



	
Learn a new sport. The benefits here are twofold: you get physical activity which is good for the brain in terms of better health, increased blood flow and oxygen rate plus you get the brain boosting the activity of learning something new and unfamiliar. As a bonus, you can use visualization which not only enhances your performance in the sport but also helps the brain as well. Imagining that you are going to do well in your chosen sport gives you a confidence boost that may also translate to better performance as well.


	
Learn to play a musical instrument. Music is a key to both learning and memory. Researchers documented the so-called Mozart Effect on a variety of tasks and learning and determined that while listening to certain Mozart pieces did boost some types of learning skills the effects were not always consistent and the effects were rarely longer term. However, playing music has been shown to improve some learning skills and the changes have been shown to be long lasting. Music has a number of benefits which is why it is often one of the key therapies that are employed at long-term care facilities especially for people who have Alzheimer’s and other types of dementia.


	
Take a nap. Before you are set to learn something new, it is important that you are well rested and ready to pay attention to the information. If you did not sleep well the night before or are feeling a little sluggish a twenty-minute nap might be exactly what you need to kick your brain into gear.





Your Tips for this Chapter:



Tip Thirteen: Find a brain enhancing hobbies like a crossword or number puzzle.



Tip Fourteen: Allow your love of music to help your brain out. Learn to play a musical instrument and indulge in your love of listening to music, especially when you are concentrating on certain tasks.



Tip Fifteen: Get plenty of restorative rest including naps when needed.



Tip Sixteen: Take up meditation on a daily basis.



Tip Seventeen: Practice charitable acts and kindness whenever possible.



Tip Eighteen: Spend time speaking to people who share the same interests and pursuits as you- stimulating conversation and even friendly debates also stimulate the brain’s communications centers.
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Chapter Four: The Keys to Better Memory from Creation to Retention and Recall








“Memory is the diary we all carry about with us.” – Oscar Wilde
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In this chapter, I will help you to:



	
Understand the mechanics of “memory”


	
Learn ways to enhance memory retention and improve recall





What is Memory?



Most people have a basic understanding of what memory is but they may not know that there are different categories and stages of memory. First there are short term and long term memories. Short term memory is also referred to as “working” memory. As an example a friend tells you their new cell phone number. You commit the number to your memory because you do not have your own phone with you and have nothing to write it down with. How long you retain the numbers in the correct order will depend on a number of factors but eventually the short term memory will come to crossroads. Either you will have to commit it to long-term memory (hats off to those people who are able to do this!) or you will write the number down and the memory will be discarded. For some people, short term memory can either be the more problematic or the stronger of the two.



Long term memory can itself be divided into three types: explicit, implicit and autobiographical. The first, explicit memory is also referred to as declarative memory because it requires actual thought to be recalled. When people talk about “memory” this is usually the type of memory that they are referring to. Implicit memory is long term memory on auto-pilot because it requires no conscious thought to be recalled. This is the type of memory used during exercise and is what the experts refer to as “muscle memory”. Of course your muscles are not able to actually remember anything- they do not have conscious thought or will of their own but the brain does remember the activity, sequence and actions and can do it without any real thought or mental effort used.



The final type of long-term memory is called the autobiographical memory. This is the one that carries your life stories from as far back as your brain will allow. Some people report remembering things even from infancy while most have memories that start as toddlers or preschoolers. The unique thing about this particular type of memory is that it is not completely even or even perfectly linear. Certain events tend to stand out more than others. Most people have one age or part of life that they remember better than others.



Now to the Mechanics of Memory



All memory, whether the long or short term is processed by the brain in much the same way. Short term memory is easily recalled but only for a brief period. The length of time varies for each person and may depend on the type of the memory. I am notoriously bad with numbers. You cannot tell me a phone number and expect me to remember it five minutes later let alone an hour or more. My sister on the other hand could tell you people’s high school phone numbers even if she had never called them more than a time or two.



It was once thought that the brain was like a computer- storing complete memories and thoughts but that does not seem to be the case according to more recent studies. Daniel L. Schacter, a Harvard Professor and a ranking expert on the topic of memory insists that memory is subjective and individual; the way that a memory is created, stored and recalled will vary from person to person and is based on the “present needs and desires of the individual, his emotions and feelings and his own conscious awareness of the memory”. (listed, n.d.)



Researchers have also found that full memories of events are rarely stored in the mind. Instead the brain only retains key parts of the memory which can then be rebuilt upon need and stimulation. For instance, you might remember that your date wore a blue tuxedo to the prom but you might not automatically remember other details until you start talking about it further.



Enhancing Your Memory



The key to creating long-term memory is to make it memorable which is sometimes easier said than done. There are a number of techniques that you can use that will help you remember things more easily especially if it is information that you don’t really care about. In fact, it might be easier to remember something if you first tell yourself that you “need” to remember it. Here are some tips and techniques to try:



	
Learn the Phonological Loop. This is where you use verbal repetition to build a memory. By repeating a certain word or phrase out loud you stimulate different areas of the brain than if you had just read or even had written the word.


	
Use mnemonic devices (See the next section for these)


	
Write actual, physical notes rather than using a computer or smartphone. The act of writing something by hand employs more sections of the brain plus gives you a physical connection to the information that reinforces the memory that is being built.


	
Teach the information to someone else. Not only will you be reviewing the information for yourself you will also be passing on knowledge to someone in the process. It is a win-win.


	
Visualize the information that you are trying to retrieve. One day I was trying to remember where I had left my car keys. I closed my eyes and remembered, step by step the moment that I remembered having them last. I had carried in a lot of grocery bags and had gone straight to the kitchen. From that I remembered that I had put the keys on the kitchen cabinet. You can also use this technique when you are trying to do something that you have not done in a while. You simply visualize how you did it before and it should come back to you.


	
Don’t discount the power of scent on memory. Studies have shown that the power of scent is very important to memory especially memory recall and that scents can trigger memories faster than other stimuli. The olfactory bulb, the part of the brain responsible for our ability to detect and distinguish smells is unique in that it one of the only parts of the brain where new cells are constantly being generated. To use your nose to get ahead on a test, for instance, use a scent while you are learning the information and then use the same scent when you need to remember it. Chewing minty gum may be beneficial as suggested by several studies. Most have agreed that the act of chewing gum just before taking a test could lead to an improved test score for several reasons. (Welsh, 2011) Gum chewing not only stimulates the brain in an oral/cognitive loop but also causes mild increases in blood pressure and heart rate which in turn increase blood flow to the brain. The scent of the mint is also mildly stimulating.





Mnemonic Devices



Everyone has used one or more of these memorization and recall devices in their lifetime and may not even know it. They are:



	
The Method of Loci- the oldest known mnemonic device this one uses familiar locations to help recall words or phrases. To use it you simply assign each location along a route with a word that you need to remember. The words are placed in the correct order along the route so that you only need to retrace the route in your mind to remember all of the words. I have a friend that used this technique while she studied for her med school exams. She assigned information to each of the benches and trees on her jogging path and then she would run her loops reciting the information as she did. Not only did she pass her exams with flying colors she was in phenomenal shape by the time she graduated.


	
Acronyms. Everyone knows this method of taking a letter and assigning it a word to form a sentence. An easy example is a sentence “A rat in the house may eat the ice cream.” If you take the first letter of this sentence you end up with word “arithmetic”. This device is used in music to remember the notes as well. Every good boy deserves fudge (EGBDF). There are several variations on this particular acronym.


	
Rhymes. Creating poems or songs from information may be one of the easiest ways to remember something. I think of Gwen Stefani whenever I spell the word bananas because she sang/spelled it in a song that was played zillion time per day on the radio. My son learned all of the names of the states because of an episode of the Animaniacs because it was humorous and catchy.


	
Chunking or Organization. When you are trying to remember a longer set of numbers, such as a telephone number you automatically break it into smaller groups. For instance you might try to remember the first three numbers first and then the last four digits. It can be helpful if you can break things into actual groups- for instance you might learn all of the number facts involved in the information first and then the names or other information afterward. Another example will be if you are given the task of naming all of a certain thing. Let’s say that you are asked to name all of the vegetables that you are familiar with. You might start with all of the green ones that you know and then the red, the orange and so on. Or, you might start by naming all of the vegetables that start with a certain letter and then moving on that way.


	
Imagery. In this device you take something visual and memorable to help you remember something. For example, if you are going to try to learn a bunch of people’s names you might use a key trait about them to help you remember their name or you can use another strong image to help. Be careful with this device however- the technique could possibly backfire especially if you explain your methods to others. There is a very funny episode of the Office that deals with this as Michael Scott uses some pretty offensive terms to help him remember everyone’s name.





Your Tips for the Chapter



Tip Nineteen: Divide your time with the 10-80-10 rule. Spend 10% of your time reviewing, 80% learning new information and then the remaining 10% previewing the information that you will need to learn next.



Tip Twenty: Never discount the power of proper organization especially when it comes to learning and remembering new information.



Tip Twenty One: Focus. Eliminate as many distractions as possible before you get started.



Tip Twenty Two: Do not try the college student’s cram session. Learning information in one glorified, marathon study session is going to backfire nearly every single time. Not only will you have little real chance to absorb much of anything you will probably get the material confused at best.



Tip Twenty Three: Take every chance to review the things that you already know. Quizzes and trivia games are great ways not only to stimulate the brain but to reinforce your memory as well. You can even sign up for daily trivia questions and challenges that come right to your email inbox.



Tip Twenty Four: Learn how to relax. Stress is one of the biggest killers of memory and learning. If something is bothering you it is unlikely that you will be able to learn new material.
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Chapter Five: Pulling it all Together





“You never realize what a good memory you have until you try to forget something.” – Franklin B. Jones
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In this chapter, I’ll help you to:



	
Understand the difference between “speed” reading and regular reading


	
Reminders to incorporate these techniques into regular life





“Speed” Reading vs. “Reading” Reading



In chapter two I touched on the difference between reading for fun and leisure and reading for knowledge or out of necessity. No one is going to sit down and read each and every life of a washing machine's owner’s manual but they may need to flip through to the proper section so they can figure out why it is spewing water out everywhere. This is one of the speed reading techniques which is known as “skimming” where you search for the portions of the information that is relevant to your current needs and nothing else.



Speed reading is more than just the weird technique advertised on late night infomercials that promised you the ability to read War and Peace in a weekend or the ability to read through the entire phone book in less than five minutes. Anyone can flip through pages and pages of information and “read” but what are they gaining in the process? Speed reading definitely isn’t about just scanning every single page in a flurry of mindless motion. Instead it is about using the time in the most efficient way rather than wasting your time.



One thing that can really cause problems with your speed reading is something known as “regressive reading”. Regressive reading happens when you stumble over a difficult word, get distracted or lose your place and then must go back and reread a passage that you have already read. Using your finger to keep your place and your pace is one way to combat this- as are the other techniques previously discussed including eliminating distractions and learning information in manageable amounts rather than trying to cram. The only problem here might be if the word that is tripping you up is actually an important word. If you are learning something complex and the word is vital to the information you may need to stop and look up the word and its definition before moving on so that you have a clearer understanding of the information that you are reading.



Speed reading for context and then stopping to make notes may sound counterproductive, however the two actions complement each other very well. As you may recall, physically writing down information stimulates more of the brain’s center than simply inputting the information into a smartphone.



Another way to use speed reading to increase learning involves the mnemonic device known as chunking. Here you will chunk or group similar information together to more easily remember it. For instance, if you are trying to remember all of the important events for an organization you can read through its history, scanning and stopping on dates. This way you are only reading what matters at that moment and are able to organize the information in a linear way.



Incorporating These Techniques in Your Life



You have likely been using mnemonic devices all along but just did not know the term for them. Now that you know it you can strengthen your skills by pointing this information out to others and letting them know that they are using a pretty important skill as well. Of course, you may want to pick and choose where and when you share this “teaching” moment and with whom. But there are other ways to incorporate these learning and memory enhancing tricks and techniques that have been discussed in this book. I am a huge fan of writing things down. I like the connection of putting pen to paper. Not only does it allow me to keep up my handwriting skills but it also gives me a deeper sense of connection to the information that is being written down. As a writer, I often need to research information. I make notes as I go using a weird type of shorthand that is purely my own. If someone grabbed the notes off of my desk they would be rather concerned about my mental health. The notes that I write may make no sense to anyone else but to me they provide all of the relevant information that I need and that is all that matters.



Recapping the reading tips and techniques:



	
Skim, pre-read and read for context whenever possible.


	
Use your finger as a guide so that you do not lose focus


	
Avoid regressive reading


	
Avoid distractions including poor health, alcohol and medications





Recapping the memory techniques:



	
Use mnemonic devices frequently. Figure out which ones work best for you and stick to those


	
Learn information in small batches and reinforce that learning before moving on to the next batch.


	
Start with what you already know before moving on to the new information.


	
Use visualization, vocalization and other physical cues to trigger memory.


	
Play games to keep your brain sharp.


	
Make sure to get plenty of rest.


	
Make sure that you get the right nutrition.


	
Make sure that you are always well hydrated. The brain is made up of 80% water. To put that into perspective the entire body is only made of 60% water. In a recent study it was discovered that just a small decrease in fluid intake (2%) athletes saw a decrease in energy and productivity ranging from 10-20%. Higher rates of the fluid reduction made even more serious impacts. (White, 2011)





Your Tips for this Chapter



Tip Twenty-five: Don’t forget that proper nutrition including getting all of the right vitamins and minerals is important to your overall brain health.



Tip Twenty Six: Do not try to learn new information while drinking or while on any medications especially pain meds or anything that might make you drowsy. While a single glass of red wine is good for your heart and may relax you it may also cause you to lose the focus and concentration that you need to retain the information you are trying to learn.



Tip Twenty Seven: Try to learn information in a relaxed setting. Of course you might be a bit anxious or nervous especially if you are getting ready for a big exam or are returning to school after a long absence but try to remain calm. The tenser that you are, the less you will be able to focus on your learning and the more difficult you will find recall to be.



Tip Twenty Eight: Keep yourself in good physical health. Your brain can only work as well as your body will allow it. Improper nutrition, lack of exercise and poor sleep habits are all notoriously bad for your body but did you know that they all impact the way your brain functions as well?



Tip Twenty Nine: Challenge your brain at least once a day, every day whether it is with a game or just a stimulating debate with a friend at a coffee house.



Tip Thirty: Create memories that are more than random bits of information. This may be something simple as watching ducks in a nearby pond or playing with a child. It can be something spectacular like skydiving or racing a car. It can be scary. It can be amusing. The more that you do to stimulate your brain, the fuller your life will seem and the brighter those memories will seem as well.
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Conclusion




It is almost impossible to cover everything there is to know about memory building and learning in one book- at least a book of manageable size but I hope that the very basics at least have been touched on. There is plenty of knowledge to be had on these two topics- and they should be explored separately at times and together at others. In reality you cannot have learned without memory and vice versa. There are so many different theories and ideas surrounding these topics though that it is nearly impossible to cover them clearly all at once. The human attention span is not infinite and that was one of the challenges I faced when writing this book. I wanted to make it as informative as possible but I did not want to get bogged down in too many dry numbers and scientific facts. I also wanted to stay on the positive side of things as much as possible. Humans are also notoriously bad about not wanting to hear the negatives.



Thankfully there are more positives in the world of the brain and more are coming every day. The human brain is a complex and twisted organ, full of interesting mysteries that we may never be able to fully figure out. Science has made some rather amazing strides though, including the knowledge of neurogenesis (the growth of new brain cells) and neuroplasticity (the reorganization of the pathways that brain cells use to communicate through new experiences). Where we once thought that the brain stopped growing new brain cells we now know that brain cells can form even well into old age and that mature brain cells can be stimulated to become more active. We also know that scent is more important than it was ever thought to be. Brain research revealed that the olfactory bulb is one of the few areas of the brain where new cells are constantly being created to replace the old cells.



I am not surprised that some of this information was not new to me- of course it was not top of the brain, right at hand knowledge to me either. This is an example of the learning/memory/learning concept. I knew bits or parts of some of this information and had to research additional information. As I researched I would remember more bits of information- things I had read recently or even years before and would have to go off looking for the rest to fill in the gaps. Even the partial memory was enough to let me know what to look for and where, though.



I hope that you have learned some interesting information about this book and more importantly I hope that you are able to recall the information when it is time. I hope that you notice the many memory cues that you use on a daily basis and that you take advantage of every brain building opportunity that you come across.
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Morning Mini Habits



Amazing Routines to Transform and Supercharge Your Day














 
 
 
 
Introduction






Do you leap out of bed happy, full of energy and ready to start your day? Almost everyone wishes that they could do this but not everyone manages it. The reality is that for most people the day starts off on the back foot; tired, resentful of having to get up and yearning for the comfort of the pillow and sheets. Do you want to be one of these happy morning people? While we can’t teach someone whose body is wired to be most active in the evening to truly enjoy the morning we can help you make your mornings easier on you through the use of targeted morning habits.



While it can sound tempting to think that you can change your life easily and without effort don’t be fooled. Change takes time, effort and willpower, the good thing is that the morning habits we are going to teach you about are relatively small and easy to bring into your daily routine. Have you heard of mini habits? They are tiny changes (and we mean really small) that are so easy to make that you don’t really have to make much effort. Over time they build up to a big change. This book will show you how to incorporate mini habits into your morning routine. We will suggest easy changes that have a big impact on your mind and well-being which in turn will help inspire you to make bigger changes.



You can use morning habits to kick start your life by proving to yourself that you can decide to do something and stick with it. This book will show you how to use what seem like small habits to make changes that will affect all aspects of your life from work to family and health to diet.














 
 
 
 
Chapter One: What Are Morning Habits And Why Do They Work






In this chapter, you will learn:



	
The Theory Behind Morning Habits


	
How to make them work for you






The Theory Behind Morning Habits




Have you ever fallen into a way of doing something just because it is easy? One day you look back at your life over the past year and realize that you are not living the way you thought you would when you were in college. Life has a way of taking over and before you know it you are doing just enough to get by rather that what you need to do to be happy and fulfilled.



Did you know that extensive studies have been done on the differences between morning people and night people? It turns out that morning people tend to be happier. They get more out of their day and generally feel more fulfilled. While you cannot change a night person into a morning person it is possible for people who feel more comfortable at night to learn how to make the most out of their mornings.



The morning is a magical time of day. If you have gone to bed in good time you will feel refreshed because you have slept well. You have the time to devote to things you need to do and think about before your to-do list becomes crowded with things you have to do for other people. For many, particularly working parents, the time in the bathroom in the morning is literally the only time they have to spend by themselves all day. This means that the time is perfectly designed to focus on you and what you want to do to improve your life.



What are morning habits



Everyone has morning habits. They are a way of doing things that we fall into over time, gradually they become ingrained and then automatic. What did you do this morning? The chances are that you did exactly the same thing as you do every other morning. Your habits will include how you get out of bed, how you brush your teeth, shower, dress, eat breakfast and so on.



The thing is that the way your habits manifest is not necessarily good for your life or allowing you to get the most out of your day. A simple change can have a large impact. Do you spend 10 minutes trying to decide what to wear? You can maximize your time in the morning by setting out your clothing for the day before you go to bed. Then, once you have showered and are dry all you need to do is get dressed. 10 minutes saved. If you are the type of person who leaves the house with just time to grab a gulp of coffee and a bite of toast just think about how valuable those 10 minutes can be – they will give you time to eat a proper breakfast!



It may seem daunting and difficult and when you make a change like this to your routine it takes time to establish it. Once you have though, you will have formed a new morning habit and one that works for rather than against you.



How to make morning habits work for you



One of the problems people encounter when they try to change their routine is that they make too many changes too fast. A change can be disconcerting and it takes willpower to ensure that you stick with it.



The trick, therefore, is to make relatively small changes that are easy to incorporate. In fact, the smaller the better because then you have no chance of failing to complete the action every day. It takes at least 21 days of continuous repetition to set a habit in your mind. If you break the new habit, even once in those early weeks, it is back to square one. If you promise yourself that you are going to make massive changes you are, in effect, setting yourself up for a fall. Be kind to yourself and your mind, give your new habit a chance to get established. Once you are doing your new habit without thinking you can start to incorporate another one.



Don’t, however, be fooled into thinking that you can only make one change at a time. You can, perfectly effectively, set a number of different habits for different times, as long as they don’t interfere with each other. So you might set one morning bathroom habit, one breakfast habit, one school run or drive to work habit and one first half hour of work habit.



Have you ever heard the saying that bad things happen in threes? When something bad happens it is human nature to say that you have been unlucky. The way the human mind works is to think that if you have been unlucky once there is a chance that you can be unlucky again and everyone in this position starts to look for bad things. Turn this around; good things come in multiples too! When something good happens use it to think about how lucky you are, start to look for other good things and ignore the bad. As your morning habits start to become established think about how successful you have been and allow that success to motivate you into making another change to your morning routine.




Morning Habits as a Way of Life




Small changes can have big effects. The Great Wall of China was built from the foundation of a single brick. Making small changes to your morning routine will have this effect. Not only will you be making changes that are beneficial to you in and of themselves; you will be proving to yourself that you can make change that is important to you. It may seem like nothing now but if you make just three changes to your morning routine today they will build up over time. It takes three weeks (21 days) to ingrain a new habit. With 52 weeks in the year there are just over 17 three week periods. Three changes 17 times a year is 51 new habits. Even if you manage to make just half of these changes you will have transformed your morning routine from something to be endured to something that truly works for you. You do that and when you look back a year from now you won’t believe how different your life is, just because you decided to set out your clothes before you go to bed!






 
 
 
 
Chapter Two: Morning Habits and Mindfulness






In this chapter, you will learn:



	
Why mindfulness is good for you


	
How to combine morning habits and mindfulness


	
Setting yourself up for success






Why You Should be Mindful!




Mindfulness is the new ‘it’ trend. Everyone is talking about it and you will see references in newspaper columns or internet articles and even on television talk shows. Mindfulness is, we are told, the cure for everything and the way for us to repair all problems in our lives. That is probably overstating it a little but the truth is that, practiced well, mindfulness is a tool that can help you live your life to the max.



The difficulty with mindfulness is knowing exactly what it is! All the articles and shows that talk about it or the celebrities who endorse it very rarely go into detail about how to actually practice it let alone incorporate it into your daily life.



Luckily it is actually very easy to be mindful when you know how and, like many skills the more you practice the better you get. The key with mindfulness is to live in the moment and experience it fully. This means you need to stop multitasking and start unitasking, at least a few times a day. When you take your morning shower just enjoy the shower. Concentrate on how the water feels against your skin and the sensation of rubbing shampoo into your hair. Think about the smells of the soap and the sounds that you can hear. By living in that one moment you are giving yourself a break from the relentless pace of modern life and the expectations of the ‘always online’ society. Mindfulness is a mental break from all that, a chance to reset your batteries and escape from the worries of modern life. It is an exercise that even the busiest of us can practice and whether you choose to be mindful of your morning shower, your first coffee, your evening glass of wine, you will find that it starts to benefit you very quickly.



Mindfulness allows you to accept things the way they are, you start to truly understand what you appreciate about your life, what is good and the things that you should think about changing. Mindfulness might surprise you with its results – you may find you appreciate things you thought you did not like and want to change things you initially actively sought to implement in your life.



The practice of mindfulness is a good morning habit, whether you choose to be mindful over brushing your teeth or any other part of your morning routine. After three weeks you will find that you are practicing mindfulness easily and you can start to build up from there.




Combining Mindfulness and Morning Habits




As mentioned above mindfulness is not only a good practice for your mental health and resilience it is also a useful life tool. You can use it however suits you best. You might decide to make the practice of mindfulness part of your morning routine by setting it up as a morning habit. You could also use the practice of mindfulness to help you identify the changes that you want to make in your life and to target the morning habits that you want to set up.




Designing Successful Morning Habits




You have taken the time to truly think about the changes you want to make in your life. Now you need to decide which habits to inculcate first (remember not to make too much change at any one time). You should also ensure that you promise yourself that you will stick with your habit. This act of promising is actually very powerful. Think about it – if you make a promise to someone else you do almost everything you can to keep it. Well it works the same way when you make promises to yourself!



Don’t just make the promise in your mind – look at yourself in the mirror and make the promise out loud – it really works. There are three steps to making a personal promise.



Decide It



Decide what morning habit you want to establish first.



Say it



Saying the promise out loud is the most powerful part of the process. Look yourself straight in the eye in your mirror and promise that you will complete your new habit every morning. Write your promise down on a piece of card and stick it on your dresser mirror or somewhere that you will see it every day. This will act as a spur and visual reminder to you to complete the next step over the time that it takes to ingrain a new habit.



Do it



This is the hardest part of the three steps. You now have to make an effort to complete your new action every day for 3 weeks or until it becomes automatic. Luckily because you are making a small ‘mini’ change to your morning regime it should be relatively easy to do. If you forget it one morning don’t feel bad but do make sure that you complete it the next day. Before you know it your new action has become automatic and it would be more difficult not to complete it than it would be to just do it. Congratulations you have a new habit! You are now ready to start the process again with the next change that you want to make.






 
 
 
 
Chapter Three: Morning Habits For the Workplace






In this chapter, you will learn:



	
The importance of habit in the workplace


	
How small changes to your early morning work routine can equal maxi success






Habits at Work




Every job, even the most exciting, is filled with routine – just ask the astronauts in the space station! It is the nature of humans to do routine tasks in the same way and form habits that can be hard to break. We form these routines to make life easier on ourselves and carry them over even when they have outlived their usefulness simply because it is what we are comfortable doing.



When habits help you to complete tasks efficiently and effectively they are good habits. If, however, you find that you are not ‘moving with the times’ because the changes make you uncomfortable you might find that you end up being left behind professionally. That means that you should take time, at least once a year, to analyze your workplace routines and work out what routine behavior you exhibit and decide whether it is beneficial or if you need to change it.



The morning is the most productive part of any day at work – an opportunity to power through your to-do list before the day to day interruptions start to interrupt. Many of the most effective business leaders have a set morning routine that they believe helps them to be the very best that they can be and make the most of their morning. There is a lot of truth in this and there are ways that you too can make changes to the routines of your first hour of work that will have benefits that ripple through the day and even through your career.




How Small Changes to Your Early Morning Work Routine Can Equal Maxi Success




Small changes in your morning routine are something that you can make at any time. Take the time to think about what you do and how you want to change it then think about what steps you need to take to effect that change.



The first hour of your day in work is a really important time of the day and there are several steps you can take to ensure that you are making the most of it. Here are some changes that can make a big impact on your effectiveness at work. Remember that you should not aim to make too many changes all at once – give yourself time to establish a new habit so that it becomes routine. You can then move on to the next one. Changing too many things all at once is likely to overwhelm you!



Give yourself time



If you possibly can you should aim to get into work a little bit early. Not only will this make you look good the extra 10 or 15 minutes will allow you to set yourself up for the day and be more effective. Setting out your clothes the night before looks like a good choice now! Of course this may not be possible for everyone particularly if you have the school run to do first but it is something to aim for if you can.



Establish yourself



If you have had to battle through traffic or fought the school run before getting into work you will almost certainly feel frazzled before you have even started work. When you get to your desk hang your coat, take a deep breath and shut out the worries of home. Promise yourself that you will think only about work while you are at your desk. Leave other worries or concerns behind. This act of separating your home self from your work self allows you to be more effective at work (by the way you should do the same thing when you leave the office).



Once you have done this take 2 minutes to hello to everyone on your team. Remember no matter what is going on in your own life you should always aim to be pleasant and polite to your colleagues.



Prioritize



Do you have a to-do list? If you don’t prepare one think about setting yourself a new habit to list your key tasks every day. Some people choose to prepare their list the night before, just before they leave work, others like to do it first thing. Even if you have set it out the night before you should still look at it as soon as you arrive in the office and make sure that you have set your priorities properly.



A good to do list will set tasks out into key categories, examples might include urgent, important; routine. Of course the urgent tasks are ones that you need to make sure are done as soon as possible but don’t forget the other categories, you may find a routine task becomes urgent if you do not allocate sufficient time to it. Many people put off difficult tasks because they don’t want to have to tackle them, this results in these tasks ending up urgent which then results in a deadline adding to the stress of the difficult project.



When you are setting your priorities for the day make sure that you put the difficult tasks for early on when you are fresh and more likely to be motivated to complete them. By prioritizing properly you should find that you end up with a clearer structure to your day and fewer jobs in the ‘urgent’ category.



All these benefits just from taking just a few minutes to jot down your aims for the day in your planner!



5-minute meeting



If you are the boss or in a position to advise or request changes to the morning routine consider instituting a 5-minute morning meeting. The meeting should never take longer than that but it is a chance for the whole team to connect and to share the key goals for the day.



Inbox scan



Email is a useful business tool but it can also be a tyranny causing us to be distracted from what is truly important at work. Many people open their email box and take the time to read everything that has come in overnight from the urgent, work related email to the linked in notifications and the invitations to Marleen in accounting’s leaving do. Before they know it they have spent the first two hours of the day sifting through dross.



When you open your computer take the time to do a quick scan of your email. Find out what is urgent and important and add them to your to-do list. Most email programs have a tool that allows you to flag messages as urgent or low priority. Deal with what you need to and respond to other emails as their priority demands – remember you control your work day not your inbox.



Set up contacts



If you need to meet with someone or schedule a voice call during the day send the scheduling mails first thing. This gives the other person enough time to respond and increases the chances that you will both be able to find time that day – if you don’t get around to organizing it until lunchtime the chances are the meeting will have to be bumped to the next day.










 
 
 
 
Chapter Four: Morning Habits for Health






In this chapter, you will learn:



	
How to use morning habits to establish healthy eating


	
How morning habits can help you exercise






Eating Well




The chances are that your diet could do with some improvement. Are you drinking enough water (you should aim to drink the number of fluid ounces daily equivalent to half of your body weight in pounds)? Are you eating five portions of fruit and vegetables a day? Almost everyone can stand to make a change to their food regime and this is where morning habits can really help to make a difference.



There is a reason that dieting almost never works long term – people try to make too many changes too quickly. In order to make sure that you make long term changes that will stick with you for life you should make small changes that build up over time. The mornings are the perfect time to start!



Water



Do you drink the equivalent of half your body weight in pounds in ounces of water? Almost certainly not, very few people do. If you are not sure of your body weight or unable to find a measure of fluid ounces aim to drink about 8 large glasses of water every day. This can seem like an awful lot of water to get through but you can make changes to your morning routine that make it easier. First thing after you wake up, pour out two bottles of water (you can buy fancy purpose made bottles but an old mineral bottle will do) and put them in the fridge. If you want some flavor you can put a few slices of lemon or other fruit in the bottle to infuse.



Instead of your morning coffee, start your day with a cup of warm water with a slice of lemon, a spoon of honey and a piece of ginger. The lemon and ginger are packed with antioxidants and will help keep your system clean and healthy. The honey will give you an energy boost – one that is more sustained and slower releasing than caffeine. (NB you can still enjoy your morning coffee at work but doing this early morning swap really helps to set you up for the day ahead). When you leave the house grab one of your bottles of water to keep with you throughout the day, most offices have water coolers so you can easily top this up once it runs out. Not only will this keep you hydrated and healthy but it will help to save you money compared with buying expensive bottles of water (or soft drinks) every time you fancy a drink.



When you are hydrated not only do you feel more energized and less tired but your mental acuity will improve and you will find that your performance at work will get better as your attention span is longer. The chances are that you will find that you become less irritable with your kids and your digestive system will become less sluggish meaning that your body will not retain quite so much water and will eliminate toxins more efficiently. All these improvements from popping a bottle in the fridge!



Breakfast



Breakfast is the most important meal of the day; if you give yourself time to eat well in the morning before going to work or school you will find that you have more energy to see you through to lunch. This in turn will help you to improve your performance at work and cut down on mid-morning snacks. On average people who eat a balanced breakfast are slimmer and healthier than those who skip it.



This is not advice to start every morning with muffins, waffles and pancakes (although once a month as a treat won’t hurt) but do think about making time in your morning routine to grab a bite to eat. Breakfast need not take a long time, especially if you set it out the night before and it is a good opportunity to connect with other family members and spend time with them before the stresses of the day intervene.



Don’t make the mistake of thinking that you have to do all the prep yourself – even kids as young as 6 can pour their own cereal and even milk if someone watches them. Start getting your kids to help put their dishes in the sink or dishwasher when they are done and it will make your life easier. Morning habits can be good for the whole family! If you don’t have the time to wash up before you leave the house you can just leave them in the sink covered in water to soak ready to rinse off when you get home. Alternatively if you have a teen with a later school start delegate the washing up to them!



In the shops



Make sure that you support your new healthy breakfast habit by purchasing food that is good for you. Buy only wholegrain bread for toast and natural, healthy cereals such as granola or porridge. Fruit is an excellent breakfast staple and you can make sure that your fruit bowl is stocked and set on the breakfast table ready for people to eat what they want.




Morning Exercise




The morning is an excellent time to exercise. You have the energy and can make the time to devote to getting fitter without having to think about how taking that time impacts on anyone else in the family.



There are plenty of cell ‘phone or tablet apps available that set out short exercise routines for fitness, some take as little as 7 minutes a day and most require nothing in the way of special equipment so there is no reason that you cannot do your new routine in your bedroom.



Simply setting your alarm clock 15 minutes early will give you the time you need to devote to getting yourself fit. If you are a serial snooze button presser you don’t even need to change the time on your alarm clock, just stop pressing snooze. With your extra 15 minutes you have the time to make yourself a hot honey, ginger and lemon drink which will have cooled to drinkable temperature in the time in which you do your routine.



If you want to add a more challenging routine or want to train for a distance run (3 and 6 mile (5 and 10km) runs are popular with events staged countrywide) or a triathlon (swim, cycle, run events) you can set your alarm a little earlier still and give yourself the time to do a training program in the morning. This is quite a big change, however, so it might be better to allow your morning exercise regime to become a habit before you ask even more of yourself!






 
 
 
 
Chapter Five: Morning Habits for The Whole Family






In this chapter, you will learn:



	
How to use morning habits to improve your relationship


	
How use start setting morning habits for the whole family






Invest in Your Morning to Improve Your Relationship




Your partner or spouse is (or should be) the most important person in your life. The trouble is that after many years together you have probably settled into a bit of a groove, a way of doing things gets you both through the day but not necessarily spending enough time together or taking enough notice of each other.



It can be very easy to both wake up, roll out of bed and get ready and leave the house without having much meaningful interaction and yet the morning is the perfect time to spend together taking the opportunity to connect again.



Speak to each other, go through the processes set out at the start of this book for identifying what habits you want to change but do it together. Take the time to really listen to each other about what you do that annoys your spouse or tell them what you would really value as quality time together. Use this as the foundation to build new, joint, habits into your morning routine. Whether it is waking up an extra 15 minutes early to make time for romance or spending a 10-minute snooze period snuggled together think about whether you can make a go of it. Perhaps you would both value having the time to sit at the breakfast table to talk about the day ahead, whatever it is look to see what you can do to reconnect and spend valuable time together then commit to each other by promising to make it happen.




Getting the Whole Family on Board




At this point in this book you will have seen the power that making small changes can have on your life. Changing one thing at a time and allowing that change to become a habit can have a big impact.



You have your morning habits that have become a routine, your spouse and kids also have their own routine. Parts of these routines are personal (depending on age) such as bathing and getting dressed, and some parts are times where you are interacting as a family such as breakfast and the school run.



If you have young children you can set routines on their behalf, they will start to follow them because they are normal for them. You should not, of course, impose your own personal routine on your older children but do take the time to discuss the concepts of this book with them and give them the tools to know how to set routines that work for them.



What you can start to change are the habits you have as a family, how you make breakfast, what you eat, preparing packed lunches etc. Just as you did with your spouse it is better to sit down and discuss the existing routine and see what changes would work for you all, as a family.






 
 
 
 
Best Practices & Common Mistakes






Here we have summarized, in a short list, the key do’s and don’ts of effective morning habits.




Do’s




Devote enough time to truly analyze what it is that you want to change



If you don’t take the time to analyze your existing routine but start to make changes off the bat you may find that you target the wrong areas of your morning routine for change.



Make small changes



When changing your morning habits make the changes small and achievable. That way you are more likely to be successful for long enough for the change to become a habit.



Make promises to yourself



When you look in the mirror and make yourself a promise that you will do something (ie make a change to your morning routine) you are far more likely to follow through with the change. No one likes to break a promise.




Don’ts




Don’t set your goals too large



The larger the change the harder it is and the more likely you are setting yourself up for a fall.



Give up when you stumble



It takes at least three weeks to form a new habit. Within that time if you fail to complete a new task on one of the days don’t beat yourself up about it, just make sure that you complete it the next day.



Ignore your family



Let your family know that you are trying to make changes and improvements to your morning routine so that they can help and support you. It may even inspire them to make changes to their own lives.






 
 
 
 
Conclusion






Routines and habits are comforting, that is the whole reason we establish them in the first place. Change is scary and difficult and breaking a habit is the most difficult change of all. By buying this book you have already acknowledged that you want and perhaps need to make changes to your life, congratulations, even just the act of acknowledging this fact puts you far, far ahead of the many people who just put their heads in the sand.



Of course no matter how much you might want to change about your life and routines you should not make big changes too quickly. If you do this you are, in effect, setting yourself up for a fall. Anybody can make a big change for a day or even a week but sooner or later they will stumble and end up back in their comfortable easy routine. By making incremental changes you are effectively tricking yourself into change, sneaking habits in under the microscope of your consciousness.



Small changes are easy to stick to and given that it can take as little as three weeks to establish a new habit you can use a series of small changes as stepping stones to substantial changes over a period of time.



If you commit to making small changes to your morning habits starting tomorrow morning, you will look back a year from now and be amazed at how far you have come. Make a note in your diary for 365 days’ time and good luck!
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Jump Start Your Day

Everyday Mini Habits That Will Change Your Life for the Better










 
 
 
Introduction






Have you ever woken up in the morning, hit the snooze button and then rolled back over? The chances are that you have, but don’t you wish that you could wake up with a little more pep in your step and jump feet first into your day with the enthusiasm that one in a million people tend to have naturally? “Jump Start Your Day: Everyday Mini Habits That Will Change Your Life for the Better” is packed full of tips and tricks to help to convert you from a late morning sleeper to an up and at ‘em kind of person.



“Jump Start Your Day: Everyday Mini Habits That Will Change Your Life For the Better” includes all the tips you need to know to get yourself up and out of bed every morning to making it through the morning at work. These tips are designed to be easy to implement and take very little time out of your already busy schedule. Let’s begin by taking a look at how you can get a jump on your day.










 
Chapter One: Getting a Jump on the Day






Beginning the day is tough for just about anyone, but, fortunately, there are plenty of tips to help you to really get moving. In this chapter, we are going to take a look at some of these tips to help you get out of bed in the morning and jump start your day!



In this chapter, you will learn about:



	
Wash Your Face Right After You Get Up


	
Get a Programmable Coffee Maker


	
Put Your Alarm Clock Where You Can’t Reach it


	
Go Outdoors


	
Mix Up Your Early Morning Routine





Wash Your Face Right After You Get Up



One of the best ways to wake up and get ready to get your day started is by simply washing your face! As soon as you wake up, jump up and go to the bathroom and wash your face. This action alone will serve to wake you up and stop you from falling right back to sleep. If you are looking for a little more “wake up” from your face washing, try using cold water or a tingling facial scrub to open your pores and really get you started!



Get a Programmable Coffee Maker



As a clean food, coffee is not only good for you, but it is great for waking you up and if you look forward to a nice cup of coffee first thing in the morning, a programmable coffee maker is what you need! A programmable coffee maker will allow you to set your wake up time to the brew time so that as soon as you wake up you have the smell of delicious hot coffee wafting in from the kitchen! What better way to wake up than having a nice hot cup of java waiting for you?



Put Your Alarm Clock Where You Can’t Reach It



We all know what happens when the alarm clock goes off, and we’re not quite ready to get out of bed yet – you reach over and hit that snooze button! Then an hour later you find yourself scrambling to get ready for work on time! There is actually a very simple solution to this problem – move your alarm clock out of reach. Moving your alarm clock out of reach means that you will have to get out of bed to turn it off and once you are out of bed you are up and ready to get that cup of coffee that’s waiting for you in the kitchen!



Go Outdoors



Once you grab your morning cup of coffee step out onto your deck and enjoy the outdoors. Morning is a great time to take a moment to allow yourself to connect with the world around you and what better place to do that than on your own porch or deck? Allow the cool air of the morning to wake you up as you soak in your surroundings and prepare for a day at work.



Mix Up Your Early Morning Routine



With all of these tips for getting a jump start on your day the routine of it all can often seem boring and because of that we can find ourselves skipping steps or ignoring our “boring” routine altogether. The best way to ensure that you don’t fall into a rut with your morning routine is to throw in some variety and mix it up a little. If, for example, you always brew coffee in the morning, take a moment to run to the coffee shop instead and pick up a specialty blend coffee once a week. Adding this variety gives you something to look forward to as well as simply switches things up to keep you on your toes.






 
 
 
Chapter Two: Starting Your Day with a Good Routine






Routine is one of the most important parts of getting off to a good start in the morning and now that we have helped you to get out of bed, let’s take a look at some tips and tricks to help you establish a routine to help you to start your day!



In this chapter, you will learn about the following:



	
Exercise


	
Eat Well


	
Meditate


	
Spend Some You Time With Yourself


	
Beat the Traffic





Exercise



Exercise is best when completed in the morning when we have the most energy, and it makes the perfect way to wake up. Whether you have workout equipment at home or whether you utilize a gym, try to fit your workout in the morning and you will get a great and healthy jump start to your day! Don’t have workout equipment at home and don’t have a gym membership? Try walking, jogging or running around your neighborhood or a local park, the pace you set will get your heart beating and your blood pumping and it’s the perfect way to ramp up for the day ahead of you.



Eat Well



What you eat also plays a role in how awake you feel in the morning and the later morning. We will talk in depth about how your diet can affect just how jump started your day is, but first let us talk a little about how your food impacts your morning. If, for example, you start your morning by eating Pop Tarts – a high sugar, high carb junk food, you are going to burn through that very quickly and experience the well-known sugar crash quite early in your workday. If, instead, you eat a whole grain toast with eggs then you are going to be consuming much less sugar and more fuel for your body. So you can see how important it is to eat for fuel rather than eating just to eat.



Meditate



Meditation is a great activity to do in the morning if you believe that meditation is right for you. Meditating gives you time to reflect upon your day ahead of you and to let go of stressors from yesterday so that you can jump start your day with a fresh mind.



Spend Some Time with Yourself



If meditation isn’t for you, it is still important to spend some time with yourself first thing in the morning. You can do this by simply sitting on your deck with a cup of coffee or by watching your favorite morning program on television, as long as you are giving yourself some “me” time. Me time is important to jump start your day, particularly when your day ahead is filled with everyone else making demands on your attention. A little time to yourself can set you up for a successful day by clearing your mind and simply making you realize how blessed your life currently is. Conversely, a little me time can also give you time to work through problems you have so that you can begin your day with less baggage; setting yourself up for success.



Beat the Traffic



Getting up early to jump start your day not only gives you time to spend time alone and have that extra cup of coffee, but it also gives you time to ensure that you can leave earlier for work. Leaving earlier will help you to skip morning traffic and consequently it will also help you to reduce early morning frustration. No one likes to walk into the office in a bad temper because of traffic so do yourself a favor, move that alarm clock away from the bed and give yourself time to head into work early!






 
 
 
Chapter Three: Getting Your Day Started






With organization at home under your belt, it’s about time that we take a look at organizing your office mornings as well! The majority of us wander into work in the morning and tend to feel lost for a good portion of time. Fortunately, we have some great tips and tricks to help you to get your office day started on a good foot!



In this chapter, you will learn about:



	
Make Lists


	
Prepare For Tomorrow Today


	
Use a Calendar


	
Check in With Your Colleagues


	
Check Your Email





Make Lists



Making lists is the perfect way to get a jump start on your day because it helps you to organize yourself. Staying organized is the key to success and having a list of to do’s throughout the day is the ultimate method of organization. Keep a list of to do’s for home and work life and you will get a jump start on both segments of your life whether you keep these lists as one or break them into two is up to you!



Prepare for Tomorrow Today



Preparing for tomorrow today is a great way to get a jump on your day for the following day because it helps you to set up what has to be done tomorrow so that you don’t forget any key matters. Most people choose to prepare their to-do list for tomorrow in the afternoon or night before; however, you can also begin making your list in the early morning at work so that you can build on to it throughout the day!



Use a Calendar



Calendars and appointment books are a perfect way to get a jump start on your day because they ensure that you don’t forget any significant appointments or assignments throughout the day. Even with the best intentions we can all become a little absent-minded (particularly if we run late in the mornings or have a very busy day at work) but appointment books and calendars help us to remember when our memories fail us. Getting a portable organizer with a daily section for appointments, as well as notes, is the perfect way to keep track of daily to do’s in this way.



Check in With Your Colleagues



Each morning after walking into work it is important to check in with your work colleagues to get a jump start on your day. Checking in with colleagues will not only put you in the loop about goings-on around the office, but it will also help you to connect with your colleagues.



Check Your Email



Every morning when you walk into work you should check your email after checking in with your colleagues. Email will not only keep you in touch with what has happened while you have been out of the office, but it can also serve to be a major distraction which is why you should check your email first thing in the morning before you get started with work for the day.






 
 
 
Chapter Four: Organization is Key






We have already talked about the importance of organizing your morning from the moment that you get out of bed but did you know just how important it is to organize your work life as well? Fortunately in this chapter we will be covering just that!



In this chapter, you will learn about:



	
Organize Your Workspace


	
Make and Keep a Schedule


	
Take Note of Important Conversations


	
Schedule Time for Interruptions


	
Spend 30 Minutes Every Morning Planning Your Day





Organize Your Workspace



If you have a habit of being quite messy, then it is best to begin your workday with a quick cleanup of your workspace. A clean workspace not only helps to make it easy to find things but it also results in less frustration throughout your day as you don’t have to weed through piles of paperwork to find what you are looking for. You will find that keeping your workspace clean is much easier if you invest in a few organizational tools for your desktop.



Make and Keep a Schedule



One of the best ways to ensure that your day goes as planned and to get tasks done that need to be done is to keep a schedule. A schedule can easily be kept by utilizing the organizer that we mentioned above. Ensure to book clients in time slots and leave time slots in between to complete other tasks so that you have your day planned out before it even begins. This practice helps to make sure that you don’t forget appointments but it is also a great tool to ensure that you take time out in the day to force yourself to take a break so that you aren’t working straight through the day. Working straight through the day has been proven by researchers to greatly reduce productivity so always make sure to schedule breaks, lunches and even workout time when possible!



Take Note of Important Conversations



Important conversations happen on a regular basis at work; however, we often find that when we need to reference those conversations we just can’t remember what has been said. This is why it’s crucial to take note of all important conversations as well as what was said and by whom so that they can be referenced in the future. Why is this important to get your day jump-started? Because if you sit down to write an email to a client and can’t remember what was said then your entire day will be wasted as you try to track down the original members of the conversation to rehash what was said!



Schedule Time for Interruptions



Despite wanting to keep a rigid schedule, most of us end up with interruptions throughout the day which can lead to lost productivity. The best way to avoid this is to schedule time for these interruptions throughout the day. For example, as you write in your calendar for the day try to schedule five to ten minutes to every hour to account for interruptions from important phone calls, impromptu conversations and other such matters that cannot be avoided.



Spend 30 Minutes Every Morning Planning Your Day



We have talked a lot about planning including planning your day out the night before so that when you get into the office you will be ready to hit the ground running. Unfortunately, things change overnight which is why we suggest that you schedule 30 minutes each morning to plan out your day and ensure that the schedule that you wrote out the night before is still valid. Try to plan out your day after you tackle your morning emails and conversations so that you can account for anything that has happened overnight.






 
Chapter Five: Accomplishing Goals






An important part of jump starting your day and being successful is to accomplish goals early in the day, and that is precisely what we will be covering in this chapter. Whether you have a big meeting or thousands of emails to wade through, these tips will help you to get your goals accomplished.



In this chapter, you will learn about:



	
Accomplish Something Big Early in the Day


	
Use a Time Tracking Software


	
Use a Do Not Disturb Sign


	
Don’t Answer the Phone When You Are Working


	
Shut Down Social Networking Sites and Email During the Day





Accomplish Something Big Early in the Day



A great way to stay motivated at work and to really jump start your day is to accomplish something big early in the day. A great example of this is a client that needs a contract completing – if possible, get something this big done first thing to give yourself the energy and motivation to keep going throughout that midmorning slump!



Use a Time Tracking Software



Time tracking software isn’t for everyone, but for many people it is a great way to keep track of time and ensure that work gets done when it should. There is a variety of different time tracking software options available for desktop computers as well as mobile devices. These software options work by allowing you to schedule time slots for specific work tasks and then ringing a bell or a buzzer when the time to complete those tasks is up. At that point, you either have the option to move on to the next task or to continue with the current task and extend your day. There is also the option to push tasks to a later date by pausing them although we don’t recommend this as the pushed task will only eat into tomorrow’s working time. Keep in mind, however that we can’t always accomplish everything on our calendar so if you have to push things off then that is okay on occasion.



Use a Do Not Disturb Sign



You might think that a do not disturb sign belongs in a hotel, but it can also come in very useful in an office environment as well. Hanging a do not disturb sign on your door is the perfect way to keep unwanted interruptions out of your workspace when you are trying to get things done!



Don’t Answer the Phone When You Are Working



The telephone can serve to be a considerable distraction when you are trying to get work completed throughout the day. If you have a secretary to handle your phone calls for you then you may not have to worry about the unneeded interruption, however, if you answer your own phone then the constant disturbance can become more than annoying. The best way to deal with this is to turn off your phone or switch it to vibrate during certain times of day so that you can sit down and focus on your work rather than cater to distractions. Just don’t forget to turn your phone back on again after you have finished the task at hand!



Shut Down Social Networking Sites and Email during the Day



Just as the telephone can serve as a daily distraction, so too can email and social networking sites. Despite our best intentions, many of us find ourselves constantly distracted by incoming emails or taking a look at the latest goings on social networking websites. These sites can (and do) easily distract us from our task at hand and suck us in for hours leaving us far behind our own schedules and certainly not helping to jump start our day! We recommend that if you have to check these things, schedule a time period during each day to do so rather than checking them randomly and constantly through the day.



 






 
Chapter Six: Eat The Right Foods






Did you know that the foods that you eat throughout the day play a significant role in how able you are to jump start your day? Food to nourish your day is just as important as being organized and being able to jump out of bed! Fortunately, that is exactly what we will be covering in this chapter – foods to feed your mind and keep you going throughout the day!



In this chapter, you will learn about:



	
Oatmeal


	
Bananas


	
Almond Butter


	
Coffee


	
Blueberries





Oatmeal



Oatmeal not only lowers your cholesterol, but they are a great way to get your day started because of the amount of fiber that they contain. Foods that are high in fiber help us to feel fuller for a longer period of time. Sprinkle your oatmeal with honey or fruit and you’ve got a delicious breakfast that doesn’t leave you with the sugar crash that comes from sweet cereals or breakfast treats!



Bananas



If you are on the run in the morning after sleeping late, grab a banana to go. Bananas are rich in potassium and lower high blood pressure which is the ideal morning health effect particularly if you can’t afford that stressful meeting or contract negotiation that your boss planned for your first daily task.



Almond Butter



If you are looking to start your day with protein but can’t bring yourself to face the fatty oil of breakfast meat, almond butter could have what you are looking for. Almond butter is high in protein and doesn’t contain the saturated fats found in other butter options. Add a spoon of this delicious treat to a banana for a great high protein, high potassium snack.



Coffee



You will likely be thankful to know that coffee is on the list of great foods to jump start your day! While the caffeine in black coffee certainly keeps you awake in the morning research has also shown that it can reduce the risk of developing cancer and diabetes! What a great way to get your day started and cater to your health! Just make sure that you don’t add cream and sugar in mass quantities to your morning cup of Joe because this negates all of those great positive side effects.



Blueberries



As a superfood, there is no reason why you should not eat them every morning for breakfast! Blueberries have been shown to improve memory as well as metabolism, and they are packed with natural antioxidants. Antioxidants are not only great for your skin, but they have also been proven to prevent many aging type diseases like Alzheimer’s!






 
 
 
Best Practices & Common Mistakes






When it comes to jump starting your day we have already provided you with plenty of great tips and tricks to keep you going for a while, but there are still plenty more! Let’s take a look at some of the better do’s and don’ts to add on to your daily jump start a list of things to do!



 
Do’s




Divide Your Day In To Manageable Chunks



Even when you have multiple big projects to get done throughout the day, it is important to schedule your day in chunks that are manageable. If this means breaking bigger tasks into smaller chunks, then do it!



Do Most of Your Heavy Tasks in the Early Morning



Research shows that we are most alert in the morning hours which is why it is recommended that you tackle the bigger tasks first thing in the morning. Plus, getting the big tasks over and done with means that you don’t have to dread them throughout the rest of your day.



Do Take Small Breaks throughout the Day



Taking small breaks throughout your day will not only help to keep up your motivation, but it is also good for your body to get up and get moving. Researchers suggest that one ten minute break every hour should be taken at a minimum. This break will help to prevent backaches and boredom.



 
Don’ts




Don’t Start Your Day with Angry Calls and Emails



If you know you have angry emails or phone calls to do during the day, don’t start your day off with them! Sure, we told you to get your big tasks done first thing in the morning, but if one of those big tasks is an angry correspondence, leave it until later or you will ruin the mood of your entire day.



Don’t Forget the Music!



Looking for a way to really wake up and do it in a good mood? Grab your favorite tunes and get them playing first thing in the morning! Make sure it’s a song that will get your feet moving, and you’ll be ready to get moving!



Don’t Forget Your Vitamins and Supplements!



If you find yourself feeling out of it in the morning try adding B12 to your morning routine. This vitamin, in particular, will help to increase your energy while also producing red blood cells which help to improve your iron levels as well.






 
 
 
Conclusion






When it comes to jump starting your day things can get a bit tricky, namely because few things rub us the wrong way like getting up in the morning and getting started. It is our hope however, that through reading “Jump Start Your Day: Everyday Mini Habits That Will Change Your Life For the Better” you have found some great tips to help you find new motivation each morning as you set out to tackle the day both at home and in the office.
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Power of Mini Habits



Life-Changing and Highly Effective Habits that Will Transform Your Life









Introduction






Do you want to make changes in your life? No matter how happy and settled you are in your life there will almost certainly be things that you feel could be improved, your health or fitness levels for example or your relationship with certain people.



Change can, however, be daunting. Your life is the way it is because you have got used to living it that way. Upsetting the status quo and making large changes takes time, effort and willpower. The larger the change the more of these things you will need.



This is where the power of mini habits becomes self-evident. A mini habit is just that a habit that you get into that is so small as to be barely noticeable. You will have all sorts of mini habits already, perhaps you always floss before you brush or alternatively brush before you floss (it doesn’t matter which way round you do it, what matters is that you do it out of habit).



You can also use mini habits to effect change in your life by deciding to make small, incremental changes that take little energy and will power to undertake but which will set you on the right path to larger and more permanent change. Take the example of toothbrushing above. You might floss and brush but do you use mouthwash? Just adding the use of mouthwash every day will help improve your oral health while being an easy change that you can make with very little effort on your part.



This is just one small example but in reality mini habits can be a powerful tool to effect change in just about any area of your life. This book will show you how to use small changes to big effect and set you on the road to a healthier, happier life, family and work.










 
Chapter One: What are Mini Habits and Why Do They Work






In this chapter, you will learn:



	
The Theory Behind Mini Habits


	
How to make them work for you






The Theory Behind Mini Habits




Sometimes it is easy to get stuck in a rut. You become comfortable in a set way of life and then one day you look back and realize that you are eating badly, not exercising enough and zoning out in front of rubbish on the television.



By the time that you realize that your behavior has become a problem and you want to change it the sheer volume of change needed can be more than your mind can handle. If you try to make too much change in one go you are almost certain to fail.



This is where the mini habit is so powerful as it allows you to make changes in manageable increments ‘baby steps’, if you will. It takes at least 21 days to form a new habit, once your mini habit has become ingrained you can move on to the next and before you know it you have made the changes you wanted to.



What are Mini Habits



Mini habits are very small changes, so tiny in fact that they are easy to incorporate into your day to day life without much difficulty. If you try to make a change that is too large and too much of a change from your normal habit then it is likely that your willpower will fail and you will find yourself reverting back to the very habits you want to change. By making changes one small step at a time you allow the habits to become ingrained and part of your daily existence without taxing your willpower too much. For example, if you think you kitchen is too messy decide to wipe the water drops from your sink every time you use it. This small change takes only a few seconds each time you use the sink but it will leave it gleaming.



After a while you will clean the sink without thinking and you will probably end up doing some other work while you are at it (putting the cups away in the cupboard for example). Once you get to that stage you have formed a new habit and you can start to add in another mini habit. Before you know it you will be wiping your sink, tidying away plates and cups, cleaning your cooker after each use and your kitchen will be neat and tidy.



How to Make Mini Habits Work for You



When deciding to set mini habits remember the smaller the better – it has to be something that is easy to achieve so that you complete it every day. If you want to exercise more set yourself a goal of doing five sit-ups every day. Everyone can do five sit-ups a day, it takes less than a minute. Once you are doing them, however, you will probably move on to do more. If you set the goal higher you might not complete it and, if you fail to do so one day you are more likely to give yourself an excuse not to complete the goal the following day.



What you can do, however, is set yourself a number of mini habits in different parts of your life, say one mini habit goal for personal fitness, one for professional achievement and one to improve your family life.



You may have heard the saying, bad things come in threes, that is because once something bad happens to you, you start to look for more bad things and see negativity in ordinary life where you would not have noticed it before. The same habit works with good things, success breeds success so as time goes by and you complete more and more goals that you have set yourself you are going to be motivated to succeed in even more areas of your life.




Mini Habits as a Way of Life




The true power of mini habits is that in and of themselves they are completely and easily achievable. There is nothing daunting about a mini change and you are not faced with a complete overthrow of everything that you are comfortable with. It is not dissimilar to the saying that a journey of 1,000 miles starts with a single step. You may be making a small change that seems pointless in and of itself but as you start to combine mini habits and add new ones you can look back and see the progress you have made in a month, six months, a year. You will be surprised at how much change you can make with your baby steps.






 
Chapter Two: Mini Habits and Mindfulness






In this chapter, you will learn:



	
Why mindfulness is good for you


	
How to combine mini habits and mindfulness


	
Setting yourself up for success






Mindfulness and Why it is Good for You




Mindfulness is a great way to help you focus on what you want to achieve and then to fulfill your goals.



Mindfulness is the new buzz word you have probably heard it spoken on the radio and seen articles in the papers, online and in magazines but the information out there very rarely tells you what mindfulness actually is or how to practice it.



These days the pace of life has become almost out of control, we check our email as soon as we get up and just before we go to sleep, we are accessible to work every waking moment and are expected to do things immediately. We get no time to just be and mindfulness is designed to allow you to take a mental break. If you are honest with yourself when was the last time you truly concentrated on one single thing. Making breakfast? Did you truly think only about making breakfast or were you also worrying that the kids had everything they needed for school, what the traffic would be like, whether your car needs a new exhaust and any number of other common worries.



In essence mindfulness is the practice of living in and savoring the here and now. It is giving yourself the permission to uni task instead of multitasking and to really concentrate on what you are doing, why you are doing it and what you are getting from doing it. So next time you make breakfast think only about breakfast, the sound of the cornflakes pouring into the bowl, the smell of the orange juice, the crunch of the toast.



When you start to practice mindfulness in various aspects of your life you will find that it helps to accept the way things are and truly appreciate what is good and what, perhaps, you might want to change. When practicing mindfulness you need to take the time to really concentrate on the task at hand and engage all your senses. One of your mini habits might be to practice mindfulness once a day – perhaps when having your morning coffee. This short break could help you feel more in control and happier in your life but will not take up so much time as to be unachievable.




Combining Mindfulness and Mini Habits




You can use mindfulness in many ways. As mentioned above you might decide that setting aside time to practice it should be one of your mini habits. Alternatively or additionally you can use mindfulness as a tool to help you decide what mini habits you want to set. Take the time throughout the day to be mindful of certain situations, savor each activity and analyze what you like doing and what you don’t. What results work for you and what makes you unhappy. If you love your morning shower but find the look of the soap scum on the soap dish mars the experience you can set a mini habit to clean the soap dish every day. Your morning shower just got much better!



Using mindfulness to isolate and identify what you want to change in your life allows you to see what mini habits you should consider setting as targets for yourself.




Setting Yourself up for Success




Once you know what mini habits you want to encourage you need to make sure that you start to practice them and then stick with it to ensure that the action becomes a habit.



It is also true that saying something out loud and making a promise to yourself makes it a more concrete goal that you are more likely to stick with. With that in mind you should aim to promise yourself that you will work at your new habit using a three step system:



Decide It



Decide what mini habit you are going to start to do.



Say It



Look at yourself in the mirror and say your new mini habit out loud eg ‘
 I will floss every night’.
  Once you have done this write your habit down and put the note somewhere you will see it every day, this will help encourage you to complete the following step.



Do It



Now you have to put your money where your mouth is, you have decided on your new mini habit, you have promised yourself that you will do it so now you do it, each and every day. Before you know it your new mini habit will be just that – a habit and rather than fighting to establish it you will find it hard to break it, congratulations! Once you get to that stage you can set yourself another habit and repeat the process over again.






 
Chapter Three: Mini Habits for Career Success






In this chapter, you will learn:



	
The importance of habit in the workplace


	
How mini changes can morph into maxi success






Habits at Work




Even if you have the type of job like a fireman or a filmmaker that changes and is different from day to day there are still aspects of your job that will remain the same day by day. The truck will still need gas, the oxygen tanks will need to be stored properly and topped up, the cameras need to be prepared for the shoot etc. Inevitably you will form habits around routine tasks. These habits soon build and combine until you have a reputation for doing your job in a certain way.



Sometimes (often even) these habits are beneficial because they help you perform well and do your job as efficiently as possible. If, however, these habits stop you from accepting new developments in your field and moving with the times then they will hold you back; just because something has always been done in a particular way it does not mean that it is necessarily the best way and you should be open to change even if it seems daunting.



A good example of this is a change in IT systems at work. Because these systems are expensive they are often required to last a long time and therefore workers become very comfortable with the interface, shortcuts and even the look and feel of a particular program. Times move on, however, and sometimes new developments or bug fixes require alterations to the IT platform or even a wholesale change. This can be distressing, it can even, in the short term, make people less productive and slower at their work. Embracing the new is, however necessary. While everyone may complain a little at the start the workers who are still moaning after a little while or who stubbornly refuse to work with the new system will start to look out of date and obsolete.



The challenge, therefore, with regard to habit in the workplace is to identify the habits that you have and then see which ones benefit you and which ones are holding you back. Keep and work on the beneficial habits and work out how to change the problematic ones. This will help you keep your competitive edge at work.




How Mini Habits Morph Into Maxi Success




You can start to make mini changes in your work habits at any time, just follow the steps in the previous chapters to identify what areas you need to work on and set yourself small goals. Perhaps the best time to start this is, however, after annual review.



The reason this time of year is a particularly good one to make changes is because you will have had the opportunity to discuss your performance with your supervisors. You therefore have an objective (or at least a less personally subjective) view of where your strengths lie and what you need to work on. This review will also have given you a steer on what your employers’ priorities for you and your department are. You may, for example, have been told that you need to publish more work in trade journals, improve your sales figures or that you need to bring more clients into the business. Whatever targets are raised in the review would be good ones to concentrate on over the weeks and months ahead.



So how does this work in practice? The key point to remember is to take baby steps. Do not set yourself overly ambitious targets but rather concentrate on something that you can do. If you have been told that you need to bring more clients into the business you don’t have to set a target of a new client a week, in almost any field that would probably be impossible and certainly unsustainable at the very least. Concentrate instead on what activities have the best conversion to client ratios and make sure that you put yourself in the frame for them. You might, for example, set a target to attend one networking event a week and write one ‘nice to have met you’ email to a person you met at such an event every working day until the next event. Before you know it you will have the majority of networking events marked in your diary and be on the invite and mailing list for all of them. You will have a burgeoning contact list and the daily email so much part of your routine that you do not even notice it. It will not be long until the results will start pouring in.



Alternatively you may have been steered towards being more up to date with developments in your field. You may be on the mailing list for trade journals but be honest, do you actually read them or do they sit in your inbox for a few days before you delete them without reading. You don’t have to commit to reading the journals cover to cover, instead promise yourself that you will read one article a day. An article takes a few minutes, no more, and is easily doable. If you have internet on your cell you can even read an article while queuing for your morning coffee. As you become used to reading your daily article you will probably notice that you have more time than you thought and, as you are logged on to the site any way you will start to read more and more of the articles. A few months down the line and you will be au fait with all the latest developments in your area, all without any strenuous effort on your part.



Whether you set your own areas for improvement or you allow yourself to be steered by the needs of your supervisors and employers once you start to use mini habits as a tool to help you maximize your potential at work the sky is the limit. Your small efforts will start to snowball and you will be viewed as someone who is both flexible and dedicated.






 
Chapter Four: Mini Habits for Health






In this chapter, you will learn:



	
How to use mini habits to eat well


	
How mini habits can help you exercise






Eating Well




Whether or not you are carrying a little extra weight the chances are that you are not eating as well as you should. Take the time to look at your diet; are there enough fruit and vegetables? Do you eat the right sort of protein with a balanced diet or do you exist on too much red meat and carbs?



Diet



It can be very daunting to change your diet. If you are living on pizza and burgers you will find it almost impossible to switch to grilled meat and salads overnight. This is where mini habits can help.



Take the time to really look at your diet and keep a food diary for a week. This will help you analyze your diet. Look through the diary and decide to change one thing; you might decide to swap waffles (heavy on the sugar and carbs but no good for long term energy) for porridge (filling and will give you the energy to last ‘til lunch time) every morning. Alternatively you might decide to swap a burger meal for marinated, grilled chicken once a week. The key is to keep the change small. The more you change in one go the more likely you are to slip away from good habits and into bad. Small changes are easy to maintain and, as you start to notice the benefits and they become habit you can build on them successfully.



One thing to be aware of is that you are almost certainly not drinking enough water – very few people do. You need to have at least 8 large glasses a day to stay properly hydrated. It can be quite daunting to drink this amount, particularly when you are not used to it but this is another area where mini habits can be helpful. Swap one of your regular drinks (say your mid-morning coffee) for a long tall glass of cool water and you are on the road to proper hydration. One glass of water is easy to drink and you can start to build from there.



In the Kitchen



Mini habits can be useful not just to help you change your eating habits but in supporting you in making those changes. You may have heard about advance meal prep in the past. This is, essentially, the practice of preparing as much as possible of your meals in advance. Think about it – when you have had a long day at work nobody wants to take the time to chop vegetables to make up a salad – it is so much easier to order take out or zap a ready meal in the microwave.



Meal prep helps make it easy to make healthy choices, you chop as many of your ingredients as possible on one evening a week and then for the rest of the time all you need to do is throw them together. Think about going into a deli – they don’t slice your sandwich ingredients fresh, they are already prepared and just need to be put straight in the sandwich. You can do this at home too. This works not just for salad vegetables but for almost everything – you can slice your cheese in advance (just layer it in greaseproof paper and store in a shallow plastic container), you can even mince your garlic and chop onions for adding flavor to hearty stews. With this in mind you can use mini habits to start you on the road to meal prep. Think about the item you use most during the week – it could be carrots or cucumbers and set up a mini habit to prepare them once a week to last you the rest of the working week. You will probably find that, if you are at the counter chopping one vegetable you will be happy to spend a bit more time and do a few more. Suddenly your working evenings will become easier as you have all the ingredients to hand.



In the Shops



You can use mini habits to help use your weekly shop to support your healthy eating. If you have a habit of always buying unhealthy food then you will almost certainly be eating unhealthy food. Start to change this by making small changes, walk past the cookie aisle without putting any in for example while putting in an extra bag of apples.




Mini Habits and Exercise




Do you exercise enough? Perhaps you do but perhaps, like many people, you wish that you were fitter.



Well done for deciding that you want to do more exercise but to be brutally honest if you were to go out today and run 3 miles without building up to it you will probably hurt your leg muscles, find it very challenging and probably not do it again. If you use mini habits to help you start to exercise then you can build up to a proper program in a slow, sustainable manner.



If you have a dog, for example, you could promise yourself to walk him around the block every evening. A short walk with a canine companion is an easy thing to do and, as you get fitter you will start to be able to walk further in the time you have available to you. Even better, because you will be letting your furry friend down if you do not go on the walk you will feel obligated to do it. Not everyone has a dog, however, but you can still start a habit of a short evening walk, perhaps with your friends, wife or kids if you want company.



If walking is not your thing you could start a habit of doing five sit ups every morning, five sit-ups are easy, anyone can do them. With a goal this small you will achieve it every morning and probably, while you are down on the floor, add in a few more for good measure.



You get the idea – as with all other areas of your life you use mini habits to make small changes that build up to give a big effect. Can you walk out the door and run a marathon right now? Almost certainly not but what you can do is walk out that door and come back in again and go a little further every day. Before you know it that marathon dream has become a living reality.






 
Chapter Five: Mini Habits for Relationships






In this chapter, you will learn:



	
How to use mini habits to improve your relationships


	
How use mini habits for the whole family






Mini Habits for Relationships




We all live a life that is driven by relationships; relationships with colleagues, with our lovers, with our family. Relationships can be beneficial or turbulent, supportive or destructive but they are vital to the running of our lives.



The trouble with relationships, however, is that they need work sometimes it is possible to take them for granted and that is when things can start to go sour. Mini Habits can help you get your relationships back on track.



Professional relationships



Your relationships with your boss and co-workers impact directly on how you are perceived at work. It is therefore vitally important that you are able to manage negative relationships so that they do not cause problems and ensure that positive relationships remain positive.



When you next go into work take the time to analyze the relationships that you have with everyone in the workplace. Make a list of the key people with whom you interact and decide whether the relationship is positive or negative. If is positive you just need to decide to maintain it in this manner and work hard at it. If the relationship is negative you will need to look deeper. Why is it negative? What can you do about it? Try and find one small thing that you can do to improve matters and start to practice this mini habit. Remember that you will not (and should not aim to) turn this relationship around within a few days but just by resolving to do one small thing you will be able to start to make things better. The other person will, almost certainly, notice that you are making an effort and things will start to improve.



Relationships with Your Partner or Spouse



Your partner or spouse is (or should be) your biggest support and the love of your life. When you first got together you almost certainly spoke about your hopes and dreams and lived life as a true couple. If you are still like this years into the marriage, congratulations and resolve to keep it up.



For most people, however, a few years (and kids) down the line and the pressures of daily life take over and you will probably find that you have time for everyone but each other. You don’t talk, are too tired to be intimate on a regular basis and generally live together but not ‘Together’. All couples go through periods like this but if they last too long the shine wears off and at least one partner starts to feel taken for granted.



If you recognize these symptoms sit down and think about what you can do to make things better. As with so many other examples in this book, the smaller the better. Change does not have to be big to be effective, perhaps all you need to do is resolve to make the time to ask your significant other how their day was every time you come home. Just the very process of opening the doors of communication will start to improve matters and you can begin to build on your relationship once more.




Mini Habits for the Whole Family




By now you will have learned that mini habits are incredibly powerful things and that small changes can have huge effects on almost any area of your life. You can extend the power of mini habits even further, however, and start to use them as a family.



Just as you yourself have habits so do your family. You may have video night on a Saturday, always go to see grandma on a Sunday or take a walk together every evening before bed. While some of these habits are good there will, almost certainly be family habits that you have fallen into that are, perhaps, not so good. Do you eat your meals together at the table or on your knees in front of the TV? Do you talk about your day together and share experiences or do you live in your own worlds?



Sit down as a family and take the time to talk about what you enjoy about family life and what is not working. If you, as a team, do come up with things that could be improved think about what type of mini habit you can set as a family in order to improve things. As with all other mini habit changes the habits themselves do not have to be large, the more achievable the better.



With these mini habit changes you will start to see your family dynamic improve both quickly and easily.






 
Best Practices & Common Mistakes






Here we have summarized, in a short list, the key do’s and don’ts of mini habits.




Do’s




Take the time to analyze what you want to change



If you want to change your life using mini habits you have to know and understand exactly what it is that you want to change –otherwise you will be targeting the wrong habits.



Take small steps



When you are making changes through mini habits the changes are just that, mini. Remember to set yourself small, easily achievable goals.



Promise yourself you will complete your new mini habit



It sounds crazy but if you look in the mirror and promise yourself out loud that you are going to do something then you are much more likely to do it than if you just decide but don’t say anything out loud.




Don’ts




Don’t set your goals too large



The whole point of mini habits (and the reason they are successful) is that they are small changes that are easy to make.



Give up when you stumble



It takes some time (at least 21 days) to allow a new habit to become ingrained. Along the way something might come up that makes it impossible for you to complete your mini habit task on one day. Don’t beat yourself up about it but equally don’t use it as an excuse not to perform that habit the next day. Pick yourself up and carry on as normal.



Forget to involve your family



Mini habits are a powerful force for change. If you are trying to change your life you should let your friends and loved ones know so that they can support you in that change. You could even involve them in some of your new mini habits.






 
Conclusion






Change is daunting and habit is comfortable so there is nothing harder than changing a habit. Some people never even try so congratulations for buying this book and looking at how such change might be possible.



You might not be able to change everything you want to about yourself and your life in one go but you can change small things and you can start to change them right now – today! This is precisely why mini habits are such a powerful tool. If you start to tackle one aspect of the change you wish you could make the next step will be easier, and the one after that easier still. You can start to feel good about the fact that you are making important changes in your life and doing something to tackle the problems that you face.



Think about something as tricky as enjoying a little bit too much alcohol. Perhaps you enjoy a few beers now and then but perhaps those few beers have become a bit much, they are expensive, add to your waistline and make you feel rotten the next day. If you cut back on just 1 beer a week that is equivalent to 52 fewer bottles over the year. If you want to save money think, for example about a small change with a big impact, swap your morning coffee from the coffee shop with one you make at home. Say that is $3 a cup that is equivalent to $15 a working week or $67 a month. Quite some saving and an easy win.



The whole point of mini habits is that they are easy to start and to keep on going. They also often act as gateways to encourage you to do more. Say you have promised yourself to read one article in a trade journal every week. Once you have the journal open you might as well read another…. And so on.



So what are you waiting for, make a mini change today for a maxi effect next year - good luck!






Bonus: Your FREE Gift
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As a token of our appreciation, please take advantage of the
 FREE Gift
 - a lifetime
 VIP Membership
 at our book club.
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or open it in your browser:
 http://bit.ly/vipbooks



As a VIP member, you will get an instant
 FREE
 access to exclusive new releases and bestselling books.




Learn more
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