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Special points of interest:




*    Sleep????  I have Heard about it!

*    Time Mythology!

*    Time for Tips & Tips for Time!!!

*    In Closing






SLEEP???? I have heard about it!

   Over a million people don’t get a good night’s sleep regularly!! Another 33 million people have occasional sleepless nights.

   Sleep deprivation impairs memory, reaction time, and alertness.  Tired people are less productive at work, less patient, and less interactive in relationships.  

   Research shows that sleep deprivation causes problems similar to drinking too much alcohol.  Results can be disastrous.  Sleepy drivers cause at least 100,000 traffic accidents per year.  

   Adults need 8 hours of sleep and teens need just over 9 hours.  However, the average person only gets 7 and a half-hours.  The following tips can help you achieve restful sleep.  You don’t have to use every tip on the list, but use what works for you in any combination.

1.  Stick to a schedule, and don’t sleep late on weekends:  If you sleep late on weekends, you’ll have Sunday Night Insomnia.  Instead, go to bed and get up at about the same time every day.  You don’t need to rely on an alarm clock when you get enough sleep.
2.  Don’t eat or drink a lot before bedtime:  Eat a light dinner about 2 hours before sleeping.  If you drink too much before sleeping, you’ll wake up during the night for trips to the bathroom.

  *Spicy food = heartburn.   

  *Try to avoid midnight snacks.  If you get the munchies, eat something that triggers Serotonin, a body chemical which makes you sleepy.  Carbohydrates (bread/cereal) or foods containing amino acid L-Tryptophan (milk, tuna, or turkey) will do the trick.

  *Avoid alcohol near bedtime.  It may cause you to snore or wake up repeatedly.

3.  Avoid caffeine and nicotine:  They are stimulants that keep you awake.  Smokers may experience withdrawal symptoms at night and they have a harder time both falling asleep and waking.

4.  Exercise:  If you’re trying to sleep better, the best time to exercise is in the afternoon.  Physical activity enhances the deep, refreshing stage of sleep.

5.  Make your bed:  A good bed is subjective and different for each person.  Just make sure it is comfortable.  If you share your bed, make sure there is room for two.  Use your bed only for sleep and sex.  Go to bed when you are tired and turn out the lights.  If you don’t fall asleep, soon, get up and do something else.  The stress will only prevent sleep.  Go back to bed when you’re tired.

6.  Soak and sack out:  Taking a hot shower or bath before bed helps bring on sleep because it relaxes tense muscles.

7.  Don’t rely on sleeping pills:  They can react with other medications.  Never mix alcohol with sleeping pills.  If you feel dizzy or sleepy during the day, quit taking the pills and talk to a doctor.

8.  Keep it quiet:  Silence is more conducive to sleep.  Turn off the radio and TV.  Use a fan or some other source of constant, soothing, background noise to mask sounds you cannot control.  Also heavy curtains and keeping the room cool may help.

TIME MYTHOLOGY!

   Each of us has the same amount of time in each day, week, month, and year.  How we perceive time, and how we prioritize tasks and spend our time, can differ greatly among us.  

   Below are typical TIME-MYTHS (myth=beliefs that are accepted without being challenged), that create ineffective time management.  Try to formulate a REALITY-STATEMENT (reality=a real thing, situation or fact) with each TIME-MYTH.  This will hopefully put things in perspective and help you manage your time more effectively.

  * “If I only had 2 more hours in each day, I’d be able to get it done.”

  * “I’m waiting until I have more time.”

  * “I never have time for the things I I want to do.”

  * “Time management is boring; it doesn’t work for me.”

  * “My time is not my own, and there’s nothing I can do about it.”

  * “I’m afraid I’ll get too organized, and will lose my creativity.”

  * “I need someone else to motivate me or I won’t get it done.”

  * “People keep interrupting me, so I can’t get anything done.”

  * “They have so much more time than I do!”

  * “There are not enough hours in the day.”

	If you have Ideas or Questions you want to learn about, Contact us at our offices by Telephone.


Time for Tips & Tips for Time!!
   There are links between sleeping well and time management.  Now that we have discussed sleep and some beliefs about our time, let’s see what we can do to help manage our days!

1.  Be realistic with how much you can actually accomplish in a given amount of time.  2.  Realize that all tasks are not equally important and set priorities on a daily, weekly, and/or monthly basis.  3.  Fine-tune you ability to say “NO” to additional responsibilities that infringe on your personal or work time.  4.  Be aware of your peak energy periods and plan to do activities, which require a high level of concentration and performance, during those times.  5.  Ask yourself “What’s the best use of my time right now?” and focus on that task.  6.  Remember that striving for perfection takes time and usually isn’t necessary.  7.  Complete tasks well enough to get results you really need.     8.  Realize that many tasks and responsibilities can be delegated to others; be sure to communicate your expectations clearly.         9.  Make basic decisions quickly to save energy for the more important and difficult decisions.  10.  Approach overwhelming responsibilities with a positive attitude, and learn to break large tasks into small, achievable ones.  11.  Make use of “waiting” time, by having small, uncomplicated tasks to do...or simply plan to enjoy this time and relax.  12.  Request uninterruptible time whenever needed to achieve goals.  Take control of your environment at home and work to establish a conducive place for task involvement and completion.  13.  Always remind yourself of the benefits from a job well done.  14.  Set goals and reward yourself when you’ve accomplished them.

   Now, take a moment to write down one goal, which needs attention...

In Closing… 

If we take time to sit and think about our lives for a moment, we begin to see that each of us have numerous responsibilities and that it is really easy to forget about taking care of ourselves.  Take some time and think about your sleep habits and how you get through each day!  Your important and worth it!! 

