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Introduction 

In order to create conscious organization of your world, you’ve got to know where you’re 

starting from and what you truly value - in your business, in your social circles, at home, 

and on time.  Take a few moments to perform one of the (6) six pranayama exercises from 

module 5 to reinvigorate and balance your mind-body.  Then, reflect and journal on the 

following: 
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What are your values?  Who and what instilled those values in you? 

Values are single-words or phrases, that are your personal expression and prioritizing of 

the basic needs of all humans.  They are not something that “gets done” like a task or goal. 

They represent the most essential things you deem as basic for all humans (and 

non-humans, too!).  Example: Connection, Honesty, Freedom… 

 

 

What do you love doing?  Why? 
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Who do you enjoy spending time with?  Why?  

 

 

 

What are your goals for this week?  For the Spring?  For the remainder of 2019? 
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Setting limits & Having realistic expectations 

 

Setting limits is not an arbitrary process.  We create them as a result of our experience 

with the nature of the activity at hand.  Where to begin?  Each individual’s life is different, 

so you’ll need to do what works best for you, but take a few moments to think about the 

areas of your life that are feeling a bit….crowded.    Some good places to start simplifying: 

 

Email 

🔲  Set a specific time of day to check emails.  For example, at 10am and 4pm.   

🔲  Limit email responses to 5 sentences 

🔲  No email in the morning. I personally go a step further, and have stopped reading email 

until my Top Action Item(s) have been completed for the day. 

🔲 Remove notifications on your computer/phone.  Limit the distraction (and temptation) 

to check emails outside of designated time. 

🔲 Reduce your subscriptions to blogs, mailing lists, and essential eNews by 40%   

🔲 Create folders in your inbox for automated funnelling.  One for emails from trusted 

sources, that need regular but quick responses (bills, work, family). Another for your 

newly-reduced subscription list, to read when you have more leisure time.  One folder for 

active projects.    By creating different inboxes, with similar types of activities/thinking, 

you manage your energy more efficiently and respond more quickly and easily.   
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The projects you commit to  

 

Does having a lot of irons in the fire stimulate you?    Yes     or      No  (circle one) 
 

Do you sometimes forget where you are in your projects?    Yes    or    No  (circle one) 
 

Is your life controlled to a large degree by the needs of others?  Yes  or   No (circle one) 
 

If you answered yes to two of the questions above, your helpful and hectic life could use a 

little boundary-setting.  Are the projects you’re working on now reflective of your stated 

values or goals from page three?  If not, practice writing your polite “no’s” using each of the 

types discussed in the webinar: 

 

 🔲  The Simple No: 

__________________________________________________________

________________________________________________________ 

 🔲   The Reflective No 

__________________________________________________________

________________________________________________________ 

 🔲   The Raincheck No 

__________________________________________________________

________________________________________________________ 

 🔲   The Broken Record No 

__________________________________________________________

________________________________________________________ 

 🔲   Oh, Hell No 

__________________________________________________________

________________________________________________________ 
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Practice saying each of these No’s in the mirror.  Which of these No’s feel most 

comfortable?  Which ones feel uncomfortable?  Why?  What did you notice about your 

body language in the mirror? 

 

 

 

For those projects you say yes to, get organized.  Get started. 

 

Mind Mapping 
Mind Mapping is a creative approach for many free wheeling types that want a fun and 

non-threatening way to approach complex projects.  This visual thinking tool can be 

applied to all cognitive functions, especially memory, learning, creativity and analysis. Mind 

Mapping is a process that involves a distinct combination of imagery, colour and 

visual-spatial arrangement. The technique maps out your thoughts using keywords that 

trigger associations in the brain to spark further ideas. Mind Maps can be drawn by hand or 

using software such as iMindMap.  

 

Step #1: Draw a central circle and write the central topic of your project in it. Then draw 

lines out from the circle, like rays on a sun, labeling each one with a main idea or 

responsibility.  There can be little as two or three, but can include as many as are  
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necessary.  This is about creative flow.  From each of those, draw a new line branching into 

the specific tasks to complete. 

 

STEP #2: Continue expanding your diagram, identifying other important tasks and points 

to remember.  Lines should be just long enough to label.  You can label these main ideas to 

indicate the order in which they need to be done. 

 

 

STEP #3: Don’t listen to the inner critic about how your mind map should look.  Just do it. 

Go ahead and doodle, add emojies, your favorite colors, phrases, or sparkly glitter.  Let your 

unicorn flag fly. 

 

Now that you have an overview of your project, you can address each area individually and 

while keeping the desired outcome in mind, make decisions based on: 

 

What has the biggest impact? 

What has the most long-term impact? 
 

🔲  Create a Mindmap for each of your goals identified on page three. 

🔲  Share your Mindmap(s) with the CMSB Facebook Group 
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The number of things on your desk/shelves 

 

Shaucha (Sanskrit: शौच, also spelled  Saucha, Śauca) literally means purity, cleanliness and 

clearness. It refers to purity of mind, speech and body and is one of the niyamas of yoga. 

By keeping an your household and work spaces clear of clutter, you better manage your 

energy.   

 

🔲  Purchase storage containers, hooks, pegboards, clipboards.  Whatever you need to 

organize a clean, clear designated task space.   

🔲  Comb through your shelves at home and donate old books or unsentimental 

Tchotchke’s to GoodWill or your local library. 

🔲  Consider hiring a housekeeper for a few hours a week to help with regular 

housekeeping chores 

🔲 Subscribe to electronic billing to cut down on mail 

 

 

 

3-Part Assertion Technique 
 

“When we fail to set boundaries and hold people 

accountable, we feel used and mistreated. This is why we 

sometimes attack who they are, which is far more hurtful 

than addressing a behavior or a choice.”  

 
― Brené Brown, The Gifts of Imperfection: Let Go of Who You Think 

You're Supposed to Be and Embrace Who You Are 
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Think of a time when you felt you failed to set a boundary with someone.  Or of an instance 

where you need to set a boundary with someone.  How did it make you feel?  Where do you 

feel that in your physical body?   

 

 

 

 

Part #1:  Write a one or two sentence statement describing the offending behavior, using 

non-judgemental language, avoiding absolutes and character assassinations. 

 

__________________________________________________________

________________________________________________________ 

 

➕ 
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Part #2:  Disclose how the offending behavior made you feel using only 1-2 adjectives.   

 

__________________________________________________________

________________________________________________________ 

 

➕ 

 

Part #3: Clarify the effect of the offending behavior, which must be tangible and negative. 

Again, keep it brief.  1-2 sentences. 

 

__________________________________________________________

________________________________________________________ 

 

➕ 

 

Closing:  Make a specific request to what behavior/action you’d like to see instead. 

 

__________________________________________________________

________________________________________________________ 

 

＝ 
An effective assertion with little risk of damaging the relationship, while increasing 

feelings of respect and trust.  Practice your newly crafted assertion statement in the 

mirror.  Experiment with inflection, body language, volume.  How does it make you feel? 
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  One of the most import shifts in my mind-set with regard to 

time management was to think less about trying to create more 

time and more about creating more energy.  We’ve all got the 

same 24 hours in a day, but often we get hung up on deciding 

which approach to tasking is the best and forget what’s going to 

be the most simple.  Pick the simple.   

 

If you think of your typical week as Monday thru mid-Thursday, 

you’re part of a funny tendency to think the work/life balance 

requires a heavy doses work (with little personal time) 

Mon-Thurs and huge chunks of personal time (with little work) 

on the weekends.  I recommend taking the whole week into account when assessing your 

life.  Allow some of the energy of lazy Sundays every day. 

 

Don’t fall into the strict 9-5 schedule of office work if there is room for telecommuting or 

changing your hours to include more even distribution of personal or family time. I find if 

you are a valuable (and valued) employee, your boss will likely work with you to find some 

common ground.  It’s how I took a month off from Harvard Vanguard Medical Services in 

my 20’s to reassess if med school was really for me.  It’s how I got my Berklee boss to let me 

leave early on Wednesdays for two years so I could keep up in Massage School (thanks, 

Rob!).   

 

I knew my value to the company (thanks to a strong work ethic).  I knew what my personal 

values were (including self-improvement), and applied my powers of persuasion and 

assertion techniques to open up the dialogue.  Plus, I was willing to walk away if the answer 

was ‘no’.  I had reached a point in both times of my career, where the pain of staying in the 

same grew greater than the need for change.  So in my mind, there really was no choice.  I 

knew what I needed and wasn’t afraid to ask for it... 

 

For example, Carolyn is a chief operating officer for a large media company.  She lives in 

Jersey and has an hour plus commute by train into NYC for work.  This left little quality  
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family time with her daughters during the week, with difficulty getting home by dinner 

time, rushed bathtimes, and hurried bed-time readings.  It wasn’t until she released the 

story in her mind that a “good mother” was home in time for dinner, and worked with her 

boss to adjust her schedule.  Now she works and takes a later train home, knowing she can 

come in later in the morning and enjoy breakfast and quality family with her daughters 

throughout the week, without having to “bank it” for the weekends. 

 

Another strategy I use personally is identifying my Top Action Item(s) each morning as part 

of my daily routine.  My Top Action Item(s) are the 1-3 things I need to accomplish that 

given day in order to feel accomplished and that opportunities were not squandered.  TAI’s 

are the most critical points of interest for me address that day.   

 

It’s simply a way to prioritize my time and attention, while giving me permission to drop 

the rest...   

 

It’s a way of limiting the number of decisions I make in a given day and avoiding decision 

fatigue... 

 

It’s a way of feeling fantastic at the end of the day, knowing the critical stuff got done. 

 

TAI’s get done before the email is read.  TAI’s get done before the phone call is answered. 

TAI’s get addressed first and foremost, freeing up mental space and energy for creative 

flow later in the day.  My former TAI’s include: 

 

🔲  Renew professional insurance policy 

🔲  Buy plane ticket for Xmas 

🔲  Clean the bathtub  

 

I accomplish 90% of what I want in any given day and feel pretty relaxed while doing it.  A 

big part of that is establishing a daily routine, which you’ve already started to do with your 

evenings/bedtime and mealtimes.  We’ll discuss more specific daily routines in our Sensory 

Care Management module, but for now, get started with these tools and techniques better 

managing your time, attention, and energy.   
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Additional Reading 
 

Absolutely organize your family : simple solutions to control clutter, schedules and spaces. 

Lillard, Debbie (2010). 

 

Change Your Schedule, Change Your Life. Dr. Suhas Kshirsagar & Michelle D. Seaton. (2018) 

 

I Know How She Does It: How Successful Women Make the Most of Their Time.. 

Vanderakam, Laura. New York (2015). 

 

Organization hacks : over 350 simple solutions to organize your home in no time! Higgins, 

Carrie. (2017) 

 

The Organized Mind: Thinking Straight in the Age of Information Overload. Levitin, Daniel. 

New York (2014) 

 

Overcoming Distractions: Thriving with Adult ADD/ADHD. Greenwood, David A. New York, 

(2016) 

 

18 Minutes: Find Your focus, Master Distraction, and Get the Right Things Done. Bregman, 

Peter. New York (2011). 

 

The Power of Less: the fine art of limiting yourself to the essential...in business and in life. 

Babauta, Leo. New York (2009). 

 

People Skills: How to assert yourself, listen to others, and resolve conflict. Bolton, PhD, 

Robert. New York (1986). 

 

When. The Scientific Secrets of Perfect Timing. Pink, Daniel H. New York (2018) 
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