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5 Simple Steps Boost Your Productivity
& Reclaim Your Personal Time
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If you are an entrepreneuer or solopreneur you know “The Buck Stops Here”. It’s up to
you whether you succeed or fail. In order to be at your best, it is crucial that YOU take
care of YOURSELF! This is about where Mind/Body impacts your business success!
Entrepreneurs are creative overachievers, with a BIG purpose and passion to help others.
But if you have TOO much work, too little time, too much to learn, too many decisions, it
can overwhelm you causing paralyzing stress. Add perfectionism to the mix, and you
have major procrastination.

Thinking, Doing, Being and Having Too Much
Work pressure can cause STRESS that affects your bottom line (in BOTH literal ways!) If
you are unable to be your best, you won’t be able to run your business efficiently and
effectively, and energetically, and that adds up to lost revenue.
You’ve heard a lot about how bad stress can be, but few people understand the changes it
actually makes in your physiology.
Stress can affect your thoughts, emotions and physical
health! It makes it hard for you to concentrate, recall
information or to think “straight”. If you do your work
behind your computer screen all day, you are stressing
your muscles AND your eyes! If you don’t give
yourself a break away from the computer, your stress
level rises, making it hard for you to sleep at night as
well. And without restorative sleep, your weight can
be affected as well! (that’s the other bottom line I was referring to!)
Stress is actually caused when you have an internal disagreement between your thoughts
and your feelings. It’s as if your mind is saying yes, but your heart is telling you NO! Then
your body gives you a symptom of this disagreement. And that generally doesn’t feel too
good!
That symptom starts as something mild: tension in your neck, perhaps a headache, or a
stomachache. But when you ignore your body’s message, the symptoms will get worse,
UNTIL you HAVE TO pay attention.
People oftentimes get sick when you’ve been overworking. Have you ever noticed that
you get ill when you can least afford it? That’s because you’ve probably been over-doing it
at work, and you’ve ignored the internal dialog between your head saying: I HAVE to
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work, and your heart saying: I need a break! So, your body GIVES you a break. If you
ignore your body’s symptoms for too long, it may result in “burnout”!
Now, I’m not saying that getting sick is a deliberate choice you are making – but that’s
how our three-part system works! So, if you start paying attention to the signals your body
is giving you, and compare what you think to your emotions, you can stop a lot of pain
and possible illness in the future by getting them into alignment!

Symptoms of Entrepreneurial Stress:
The longer you ignore uneasy feelings, the stronger the message your body will send you,
until you HAVE to pay attention! You may feel:
•
•
•
•
•
•
•
•
•
•

Anxious, short tempered, sad or moody
Worry, focusing on negative possibilities
Stomach aches, head aches
Disturbed sleep
Loss of energy
Difficulty in concentrating, remembering important details
Procrastination, feeling stuck and unsure what to do next
Like you are having a Panic attack: heart pounding, paralyzing fear, shallow
breathing
Loss of confidence
Burnout: Finally not caring what happens with your business, and just
wanting to be left alone
Th e ma j or i t y of h e a r t a t t a ck s
a re on Monday mor ning at 9am!

Sitting at the computer for hours at a time, skipping meals, fast food meals on the run,
multi-tasking, not getting enough sleep; all adds up to neglecting your body, and puts you
in danger of BURN-OUT! Whereas you may think you are being efficient with getting a lot
done, the truth is, your work is not fun, and your body is suffering. When you are in the
flow, your work comes easier, it can be done in less time (increased productivity), and you
are not a tense mess!
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9 Things You Do That Sabotage Your Business
•
•
•
•
•
•
•
•
•
•

Multitasking
Not taking breaks- Pushing through: forcing yourself to do something that
doesn’t “feel right”
Not eating relaxing meals – eating junk food
No exercise
Over scheduling – trying to get TOO much done
Perfectionistic Standards and negative self-talk
Ignoring your feelings, and physical symptoms
Going it alone – no coach or support
Not communicating/expressing your needs
5 Simple Steps Boost Your Productivity & Reclaim Your Personal Time

Secret #1: FOCUS – STOP Multitasking
Multitasking has become a disease in our modern world. It has actually affected the
structure of our brains, and made concentration a difficult task for many people. Many
people insist that they can be more effective at multi-tasking, getting more done in less
time, but the research shows the opposite.
Concentration, focused and mindful attention is a SKILL that has to be re-learned and
practiced by people who frequently multitask. Habitual multi-tasking actually changes the
structure of your brain!
Have too much on your mind is stressful and makes your work inefficient. Starting a
project, and then leaving it to do something else takes time off both sides of the work. You
have to shift your mind out of something, and put effort into thinking about and restarting
your other projects. You lose continuity, creativity and flow of ideas that only come when
you are concentrating, intent and focused on one thing at a time.
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FOCUS:
•
•
•
•
•

Fix your attention – to align your sight to a focal point
Objective – the goal of your actions
Concentrate – intensify your efforts to fulfill the mission
Unambiguous – no uncertainty or doubt as to the desired outcome
Strategy – The plan to accomplish the mission
(borrowed & amended from PRAGMATIC WISDOM OF WES JOHNSON)

The next time you FOCUS on a task, think of this acronym.
It will help to improve your accuracy in accomplishing your goals.

The way to turn off multitasking is by breaking some very ingrained behaviors. Turn off the
alert on your computer that signals when you have email, or set an alert for you to check
it every 3 hours. It may take considerable effort if you work on your computer, or check
your phone for email constantly. Make an intention to do ONE THING at a time, and do it
well. Your brain can only focus well on one activity at a time; and although you may think
you are accomplishing more, you are actually doing each activity less well than if you had
focused on it exclusively.
Just think about what it’s like when you are talking on the phone and driving. Can you
remember the song on the radio, what streets you went down? Your brain works by
shifting back and forth between the things that you are doing, and simply is unable to
process both completely. There have been so many traffic accidents caused by people
who were talking on the phone while driving, that many states have outlawed the
practice.
If you want to improve your ability to concentrate and focus, you will have to exercise
your thinking muscles! Meditation, and especially HeartMath cardiocontemplation can
help change the patterns that multitasking has established. It takes time to change the
pattern, but you will be richly rewarded with increased ability to concentrate and see
improvements in your memory, and decision-making!
A b o u t P r o c ras tin ation
For entrepreneurs and solopreneurs, procrastination can be due to that kind of head/heart
disagreement. Did you ever notice that when you are really happy and excited (feelings)
and have no doubts (mind), you get to work immediately. The work just flows, and is fun.
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You don’t have to struggle to get your ideas into action. Time seems to disappear. There’s
hardly an effort that’s needed.
Procrastination is about being unsure. When it’s hard to get started on your work, or to
have a calm feeling while working, it can be the result not being in alignment with your
head and your heart. Yes, this is literal. If you think you “should” or “have to” in your
head, but your feelings are truly and actually “But, I don’t want to” (come on, be honest!),
it’s going to be hard work to get yourself started and keep up consistent action to complete
any project.
Yes, you can push through the procrastination, as the Nike expression says: Just Do It. But
I am telling you that it won’t be your best work if it’s not flowing out of your easily!
Being mindful and realizing that you are procrastinating gives you the opportunity to
check in with your heart and your head to figure out WHY there is a disagreement. Later
on in this report, you’ll learn about “tapping”. This is a perfect opportunity to use this
“power tool” to get to the heart of the matter, and resolve the disagreement. When you do,
your work will flow, and you will no longer be stuck and procrastinating!
P e r f ec t i o n is m – on e o f th e ca uses of Procra stin ation
Perfectionism is not a positive attribute. It sets standards that are unattainable, and almost
assures that you fill fail. This lowers your self-confidence, and makes you more likely to
procrastinate, because you know you won’t be able to accomplish your task at a level you
set for yourself.
No one is perfect, and improvement is made by starting at a beginning and earning
improvement through trial and error. There is even a wonderful quote that I remind myself
frequently:
I f y ou ’v e b een doin g someth in g th e same w ay
from th e b egin n in g, it’s prob ab ly th e w ron g w ay !
(just think about it!)

Secret #2 -Food For Thought
So what can you do to make sure that your brain is fed properly to be able to do this
mental “heavy lifting”? It’s important to eat, not skip meals and to eat the right foods.
www.Heartfelt-Stress-Relief.com
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Don ’ t b eli ev e Th e BI G F A T L i e! !

You r b rain is made u p of 2 5 % C h ol e s te r ol . Pl a n ts
con tain NO Ch olesterol. Neu rosu rgeon , Dr. Jack
Kru se s ay s: “Much like an insulator of an
electrical w ire fu n ction s in y ou r h ou se,
ch olesterol is a n i n s u l a tor th a t s a v es th e n eu r on
tremen dou s en ergy . Th e cov eri n g redu ces en ergy
los s. W ith redu ced choleste rol, th e neur ons
en ergy expen ditu re rises q u ickly .”

Brain function is i mpr ov e d b y u s i n g cocon u t oi l
a nd O mega-3 F a tty a ci ds. A n d y es, su ga rs pow er
th e b rai n , despi te all th e n egati v e press ab ou t
th em!

Now you know the importance of proper feeding for your optimum brain functioning.

Your Amazing Brain!
You may not have realized it, but your BRAIN uses the most calories (energy) of any part
of your body to do the Five Higher Functions of thinking:
•
•
•
•
•

Understanding - learning
Deciding – this can be about prioritizing, and goal setting
Recalling – we call that memory
Memorizing – learning and storing facts
Inhibiting (keeping other thoughts and things from intruding and distracting you)
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When you don’t have sufficient energy to do these higher levels of thought, your work will
go slower, take longer to finish it; and it will be more problematic, and not as enjoyable.
Furthermore, when it’s hard to accomplish your mental tasks, they pile up. It can be
frustrating and worrisome, which leads to stress! And all you need is a little stress, and
your limbic system (the old brain) is aroused. That stress reduces even more of the
resources and your ability to use your prefrontal cortex (your higher thinking levels).
In fact, your brain can get easily overwhelmed by thinking, activities and tasks that you
are performing that are not on “autopilot” (such as driving a car, tying your shoes laces,
chatting with a friend). Now, prepared to be amazed with this information. In fact, I bet
you’re even going to try it out for yourself to see if it’s true: If you were walking up a hill
and answering complicated questions, it would take too much brain energy to keep your
body moving at the same time! You’d have to stop one or the other activity.

Doing high level thinking can exhaust you after an hour. Mental
energy reduces the maximum force you can expend in your
physical body by as much as 50%!

Thinking or trying to solve problems takes even more energy. Part of the reason for that is
that you are imagining, rather than recalling a solution. That means it’s harder to prioritize
and set goals than even recalling past solutions.
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Secret #3 -HOW TO Best Structure Your Day To Use
Your Optimum Brain Power

1. As you read above, your brain is an ENERGY Hog! So, make sure you have good fats,
protein, and fruit for breakfast (with Caveman Coffee, My Energy Boosting Latte Coffee
recipe – an additional bonus at the end of this report) to keep you going.
2. Think of conscious thinking as a precious resource to conserve! That means, you want
to do your brain’s “heavy lifting” activities when your energy level is peak. Don’t do
things that deplete your brain’s energy, such as reading email, going on Social Media,
making friendly phone calls in the morning. Start with your 5 most brain intensive jobs for
the first 1 - 2 hours in the morning. Then take a break.
3. Structure your week to start with hard and creative work on Monday morning. The
break from work over the weekend gives you rest and restorative energy to best tackle the
hardest work at this time in the week.
4. Chunk the rest of your day into blocks of time. Chunks of activities shouldn’t be longer
than 2 hours. After 2 hours your brain will need a break, or you will get stale and
depleted.
5. Body work at the break of each block.
After each block, it’s a great opportunity to get out of your chair, and do some easy,
but important body work. Stretch, go outside and take some good deep belly
breaths. If it’s too cold or bad weather, or you can’t get to the outside, at least get to
a window with a good view. Extend your line of vision, so that your eyes are now
focused on something at the horizon – or the sky. After far vision, for at least 1
minute, keep your head straight ahead, and look all the way left, then right; up, and
then down. Do this twice slowly.
• Make sure that you breathe in and out ONLY through your nose. Make your
exhalation almost 2x as long as your inhalation. That engages your relaxation
response.
• If possible, reach and stretch your arms straight up, and decompress your spine.
• Pull your shoulders up, and then down. Try to keep them down and back after
you’re done.
• If you can bend comfortably from the waist, lean over slowly, and then rise up
again (don’t do this if you have a bad back, without at least bending your knees).
• Stand up with your arms raised at 45% (see the photo below). This actually is body
language that shows happiness! And by changing your body language, along with
adding a smile, changes your hormonal releases! No Kidding!
• Think about something that went well, feel some gratitude and appreciation.
10
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And finally, drink a glass of water. Now you’re ready to go back.
If you just learned something really important, you might even consider taking a 15
minute “cat-nap”. Believe it or not, taking a short nap sets what you’ve learned into
your memory!

Your next chunk (block) of time after intensive thinking, should be something that’s NOT
heavy lifting with your brain. Your next intensive thought work should be scheduled for
after eating a good lunch, making sure you’re getting protein and healthy fats!

Take a break for better productivity

If you overdo the “heavy lifting” with your brain, it will kick in the “Law of Diminishing
Returns”. It works like this: If your travel speed in your car is about 90 mph to get to a
destination 300 miles away, you will have to stop for gas and fill up, which will take extra
time and cost you more money. But if you go a steady pace of 55 you can probably make
it to your destination without stopping, and saving the money on gas! And you might even
end up getting there sooner than if you had gone 90mph! It’s your choice!
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Secret #4 - Take a Break and Sleep to Recharge
Your Batteries

You may find this amazing, but research shows that we “set our memories” into long-term
storage in our brains when we take a nap, or sleep after learning something. What does
this mean in terms of ACTION? It means that you cannot expect
that you will be able to do your best and most creative work if you
do it without a substantial break away from it! Rest and time away
from work is extremely important. The time away recharges your
mental batteries.
I have found that many of my most creative thoughts come when
I’m hiking, sitting on the beach or having fun! Then I quickly write
a note, or make a voice memo in my phone, so I won’t forget it. I
thank God, Source or the Universe (you pick your own), or just
feel thankful, and then go back to relaxing. Don’t forget to be
grateful- and when you get back to work, look at the idea immediately. These “flashes”
are oftentimes things that must be done right away- or you’ll find someone else has
implemented the same idea before you!
The thing to remember is that most stress is imagined. What’s stressful for another person
may not even bother you, and visa versa.
F or exa mpl e – I l ov e doi n g pu b l i c s pe a ki n g , a n d
w i l l a l w a y s gra b a mi croph on e w h en ev er gi v en th e
opportu n i ty (i f y ou n eed a spea ker, con ta ct me! ).
Bu t f or ot h e r , h a v i n g t o s pe a k i n f r on t of a n
a udi ence is ab s olu tely hor rify ing. I t’ s a s tr ess or
for th em, an d a deligh t for me!
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Consider the things that you are allowing to bother you. How could you view them, so
they don’t push your buttons? Often times, your reaction to stress has a worse effect than
the actual stressor!

Secret #5 - Power of Your Words: Use Positive
Affirmations to Replace Negative Self Talk
The words you use are describing your inner beliefs that are in your subconscious mind.
The term “Freudian Slip”, named after the famous psychologist, brought attention to how
your words come out and expose your subconscious mind. But most people rarely listen
to themselves, and your words and expressions are habitual.
But when you change the words and expressions you habitually use, it works as a
feedback loop, and can change your beliefs, and emotions! The way to change any
behavior starts with awareness. Listen to the words you speak as an observer would hear
them, and pay attention to what you are actually saying about yourself. It can be helpful to
speak into a recorder, and just talk without censoring yourself. Realize that only YOU will
listen to this; and then you may get some real insights. (“In – sights = seeing into yourself!)
Replacing negative self talk with positive affirmations tied to positive body language can
turn your life around. In the beginning many people say, I don’t believe what I’m saying. I
feel silly. Sometimes you have to fake it before you make it. Pretend, or “act as if”, and
soon the affirmations will become easier. Continue to change your behavior and actions
by wearing clothes that make you feel good about yourself; colors that make you feel
happy, get your hair done in a way that you feel attractive. Replace negative talk with
positive affirmations said in the present.
Smiling is an imperative part of doing an affirmation positively. There is a facial feedback
loop created by using the smiling muscles in your face that initiates changes your
physiology and hormone release. This is one of the most recent areas of research that is
teaching us that our body language can change our mood, and thoughts. And when your
thoughts and emotions and physical body are in alignment, that’s how you get into
FLOW. It’s all connected.
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EFT- Energy Psychology Power Tools! - BONUS!
I discovered EFT, Emotional Freedom Technique , or Meridian Tapping
and have been amazed how it works. It’s also called “tapping” because
that’s what you do. This is a self-administed tool that takes the power or
energy away from negative emotions that are keeping you stuck, and
unhappy.
This works a lot better than self-talk and telling yourself, “you shouldn’t
let this bother you”. Tapping actually makes you feel better, sometimes
immediately!
There are specific energy meridians that run through your body. These
are some of the same places that are used in Chinese Acupuncture. With
tapping on these specific points, you don’t need the needles and instead tap on these
points on your face and body while deliberately experiencing the “feelings” that are
bothering you, or even causing you physical pain. You will talk out-loud about your
feelings as you tap.
While tapping, you may find spontaneous thoughts arising that will lead you to
understand the underlying causes of your problem. While tapping, and going through this
process, you will find your pain and problem is lessening. For some people one session
can make a profound difference; for others it may take a number of sessions (that can be
over a period of hours), or days; in extreme situations it may take longer. But the bottom
line is IT WORKS for most people.
Tapping is an excellent tool to jettison fear that is keeping you stuck. While tapping, you
will find that the worries you have become less intense. You can tap right in the moment,
and it WILL help you!
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Summing Up
Entrepreneurs always have so much to do, and so many responsibilities that can get them
stuck. But with good self-care and balance, you’ll find that you can be productive,
creative and enjoy your business. And that combination will help you SUCCEED with
your important business and be able to help more people!
Remember:
You can ’t giv e aw ay w h at y ou don ’t already h av e -

You Can Do It! And I can help-
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