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To you, the reader.
 I trust our paths have crossed for a purpose.



INTRODUCTION

How Busy Are You?

I think it is important that the question of managing time be addressed in a realistic manner. The reality is that everyone feels pressed for time and it is not going to change as we become more technologically advanced and everything we do can be done in an instant by allegedly “working smarter, not harder.” I want to know, how do I find more time without cutting my standard of living?

—MONA, 32

Do you find yourself rushing from one activity to the next, from the time you wake up in the morning until you go to sleep at night? Has your to-do list grown from just a list in your day planner to scraps of paper and Post-its scattered all over your office and home? Is your social life disappearing because you don’t have time for friends and fun? And do you feel that lately life has become the proverbial rat race—where you are constantly moving forward at an ever-more-frantic pace, yet experiencing very little of the joys and rewards life has to offer?

If you are like most people, you’re probably running nearly all the time. I’ve been there, as have many of my clients over the years. No doubt you’d like for your schedule to be different, or have even found yourself thinking, “I really need to make a change.” When “busyness” becomes all-consuming, many of us know deep down that something’s got to give—but we’re too busy to figure out how or what that change should be!

I believe that your path has crossed mine and that you’ve picked up this book for a reason: so that you can finally take control of your schedule, create room to breathe, and make time for the people and activities that matter most. The problem with being too busy is that you lose your sense of self. In the race to get it all done, you give up the experience of being fully engaged in anything. The joys of life, such as a meaningful conversation or a healthy, home-cooked meal, become hassles or impediments to getting other things done. The commitments you love, like your work or favorite hobbies, can become burdensome because they only add to your heavy load. Fortunately, change doesn’t have to be difficult. It must, however, be intentional.

Close your eyes for a moment and imagine your life filled with what brings you happiness, peace, and success—at a pace that feels good and with a level of activity that gives you energy rather than saps it. Your life can be different—just 28 days from now. It begins with your decision to change. I will help you delve deep…so you can notice the fears that ultimately crowd your schedule with things you don’t really want or need to do. I will help you get real about what you can actually accomplish in a day. And I will walk with you every step of the way.

Busyness was my way of life for years, and I was afraid to make a change—afraid that not being busy would mean my career would suffer, and hence my income would suffer, too; afraid that if I wasn’t busy, then something must be wrong; and afraid to say “no” to people when their requests left me feeling overloaded with another “to-do.” It wasn’t until my busy lifestyle became a burden that I realized how out of balance my life was. Love and friendships take nurturing. Good health, a body you love, and time for rest and relaxation require intentional actions. All of this takes time, yes, but there is enough time in the day to do what you were created to do. They key is identifying what’s essential at this stage of your journey. For the next 28 days, I will guide you step-by-step toward understanding how you’ve become so busy and taking the actions that will empower you to free your time, reclaim your schedule, and reconnect with what matters most.

To be clear, this book is not about time management. It’s not about getting organized. It is about you. It is about helping you get clear about what has driven you to overload your schedule and create the kind of lifestyle that allows you enough space to be your best self, experience the best in your relationships, and reach your potential in your work. Of course, whenever we set out to make a change, there is often that little internal voice that begins chiming in with doubts and pessimism. “You don’t really think you can take control of your schedule in just 28 days, do you? You want success and time to rest, have fun, and spend quality time with your spouse, significant other, family, and friends? Get real!” Refuse to let that voice dissuade you. Getting real is exactly what you are doing. The way you’ve been living isn’t working for you—that’s the reality. And now is the time to do something about it.

As life moves faster, we are compelled to do more. As a result, our lives aren’t just overloaded, but lived in overdrive. It is an epidemic that, for many of us, is spiraling out of control. There’s little time to live in the present because we’re always focused on what needs to be done next. So we’re here physically, but mentally we’re ten minutes or even ten days into the future. Isn’t it draining to wake up daily and spend each day hurrying through a flurry of back-to-back activities, then fall into bed exhausted so that you can wake up and do it all over again? It’s time to take back your schedule and your life. I’ve written How Did I Get So Busy? to help you do just that.

Most people look for the quick fix, but this book is an invitation to begin what I call a self-care lifestyle. That is, one in which your everyday life reflects who you truly are, engages you in the relationships and activities that you truly love, and gives you the opportunity to relax, reflect, and replenish your energy. If you prefer the simple fixes, you’ll find some terrific high-impact ideas here that will help you lighten your load. But I hope that instead, you will accept my invitation and make lasting adjustments to adapt to a new way of living.

Many of the shifts I will encourage you to make are ones you’ve probably been longing to make for some time. Your journey through these pages will be a practical, but also a soul-nourishing, one. It is not enough to talk about what you need to do differently; you must also take a deeper look at who you really are and the motivating forces and fears that drive you. Without assessing our internal battles, it is impossible to make a permanent change. My goal is not only to help you become less busy, but also more fruitful, well rounded, and productive. My hope is that when you have finished this 28-day program, you will be inspired to adopt these changes as an ongoing way of life.

Before you begin taking steps to tame your overloaded lifestyle, let’s find out just how busy you actually are.

How Busy Are You?

Go through the following list and check all of the statements below that are true for you; then give yourself one point for each statement checked:


[image: image]          I feel as though I am constantly trying to catch up at work.

[image: image]          I feel as though I am constantly trying to catch up with personal responsibilities.

[image: image]          My life feels out of balance.

[image: image]          My breathing right now is shallow.

[image: image]          I am regularly late to appointments and scheduled activities.

[image: image]          There’s rarely a break in my schedule.

[image: image]          My shoulders are not relaxed right now.

[image: image]          I eat lunch at my desk at least once per week.

[image: image]          I sometimes work straight through lunch.

[image: image]          I have not had a vacation longer than seven days in the last year.

[image: image]          A seven-day vacation? I’ve never even had one of those.

[image: image]          I have not gotten together with friends for fun and conversation in over a month.

[image: image]          Keeping up with household chores is a struggle because of time constraints.

[image: image]          I am dissatisfied with the amount of quality time I am able to spend with my spouse or significant other.

[image: image]          I am dissatisfied with the amount of quality time I am able to spend with my child.

[image: image]          I don’t take time to exercise.

[image: image]          I resent the things I do for family or friends because I have little or no time for myself.

[image: image]          The fuel light in my car has come on at some point in the last two months because I have not had time to fill it up.

[image: image]          My mail is piled up because I haven’t had time to open or sort it.

[image: image]          I have missed paying a bill on time in the last three months because I was too busy to notice the due date had passed.

[image: image]          I sometimes run out of socks, jeans, or other clothing items because I haven’t had time to do the laundry.

[image: image]          I don’t have time to write thank-you notes.

[image: image]          My to-do list rarely gets completely checked off for the day.

[image: image]          I work late more than once per week.

[image: image]          At least once per week, I skip meals because I am too busy.

Reality Check: How Busy Are You?

1–5 Points • Busy

Your schedule is challenging at times, but you are managing to get by. A few small changes will make a big difference toward helping you to take complete control of your time.

         

6–10 Points • Too Busy

Either life is becoming increasingly too busy for you, or you’ve been managing to get by but are starting to lose control. By taking action over these next 28 days, you can finally take charge of your schedule and decrease the stress that has been building.

         

11–16 Points • Too Busy and Frustrated

Life has been hectic for a while and if you don’t slow down soon and become more intentional about where and how you focus your time, you will soon burn out. It is essential that you begin to take steps now so you can get your life back.

         

17–25 Points • Out of Control

I understand. I’ve been there. And it’s possible for you to transform how you live so that your schedule is aligned with what’s most important to you. It may require some big changes, but remember that change is about making choices. I will invite you to make those choices as we journey through these pages together.



Sometimes it takes a reality check like this one to help you see how busy you are. If busyness has overtaken you, there are signs that will tell you so—and I am glad to know you are listening.

Before writing this book, I surveyed more than 300 adults about the effects of busyness on their lives. Some are married (60 percent) while others are single (40 percent). Many are parents (61 percent). The respondents have a variety of occupations—teacher, lawyer, administrative assistant, professional athlete, doctor, social worker, bus driver, web designer, consultant, corporate manager, stay-at-home mom, retiree, and sales associate, to name a few. Of these, 92 percent are between 25 and 54 years old, and 94 percent have at least some college education; 36 percent hold bachelor’s degrees and 27 percent hold graduate degrees. You’ll see their comments on the busyness of their lives throughout the pages of this book at the start of each chapter. I believe you’ll see some of your own story reflected in their stories. Take a look at some of their eye-opening responses:


• More than 58 percent have not had a seven-day vacation in the last year.

• 15 percent have never had a vacation lasting at least seven days.

• 30 percent called in to the office to check voice mail on their last vacation.

• Of the parents surveyed, 70 percent feel they do not spend enough time with their children.

• Of those married or in a romantic relationship, 80 percent are not satisfied with the consistency and quality of time spent with their spouse or significant other.

• 54 percent get together with friends less than once a month.

• 55 percent have not had a friend over to their home in over two months.

• 39 percent feel that the most stressful aspect of their schedule is work demands.

• 38 percent say that the most stressful aspect of their schedule is keeping up with household chores.

• 80 percent say their schedule is somewhat or entirely overcommitted.

• 72 percent say that most of the time they feel they are trying to catch up with work and personal responsibilities.

• 76 percent say they feel busier now than they did five years ago.


The majority of those I surveyed and interviewed are simply not satisfied with the pace of their lives. How about you? Can you relate to some of the above statistics? It seems that many people find themselves racing through life, attempting to check off a series of never-ending to-do lists. In the process, too many neglect to carve out time for themselves and feel guilty about the lack of time they have for the important people in their lives. The speed at which we live and the expectations about how much we can each personally accomplish in a day have increased dramatically in recent years. No doubt you too have felt the pressure of these expectations.

The root of the busyness epidemic lies partly in the fact that many of us—whether we admit it or not—view our busyness as a badge of honor. “How are you doing?” we are asked, and we instinctively reply, “Oh, I’m so busy.” If we are busy, we feel that we are accomplishing things, we are making an impact, we are living life to the hilt. But the truth is that busyness itself does not guarantee results. In fact, existing in perpetual overdrive often makes it harder to do anything well at all.

Myth vs. Reality

Let’s take a look at some of the common myths about busyness—and where our whirlwind of activity falls short.

BUSY VS. FRUITFUL (OR PRODUCTIVE)

Let’s clarify the difference between being busy and being productive. The words are often used interchangeably. But they do not have the same meaning. Being productive means effectively accomplishing that which matters most. A productive salesperson, for example, would be the one who generates significant revenue in an abbreviated period of time. A busy salesperson is active, but may or may not be producing the right results.

SUCCESSFUL VS. FULFILLED

Another distinction that is important to make is the one between being successful and being fulfilled. By society’s standards, a person is successful when they reap financial gain, status, prominence, or popularity. Being fulfilled is a joyful inner knowing that you are living, working, and loving in a way that satisfies you emotionally and spiritually as well.

OVERFLOWING WITH OPPORTUNITY VS. OVERRUN WITH ACTIVITY

Overflowing with opportunity is about having myriad chances to do what you love and engaging in activities that are an expression of who and what is really important to you. Overrun with activity is about having too much to do, including stuff that you don’t want to do, doesn’t fulfill your purpose, takes you farther away from who you truly are, or doesn’t empower you to serve or contribute in a way that is meaningful to you.

When you are overrun with activity, it usually means you are ready to overhaul some major areas of your life. You are ready for a life makeover because the life you are living is not a full expression of your values and who you are.

Time for a “Busyness” Diet

The news reports say that we are now a nation of overweight, undernourished people. According to the CDC’s National Center for Health Statistics, 66 percent of adults over the age of twenty are overweight—32 percent are obese. Of course, those reports are referring to our eating habits. But as a life coach, I’ve noticed that eating isn’t the only thing plaguing us in excess. It’s an excess of obligations and commitments—and when it comes to everyday activities, we pile it on. Our schedules are bulging at the seams. The same phenomenon that has resulted in Americans being more overweight than ever has also resulted in our schedules being more demanding than ever. Over time, as portion sizes in restaurants have increased, so have our expectations of what we can reasonably accomplish in a day. Consider the similarities.





	
Problem: Overweight Body
	
Problem: Overloaded Schedule


	
WARNING SIGNS
	
WARNING SIGNS


	
Too much food
	
Too much activity


	
Too much fattening food
	
Too much work


	
Eating late at night
	
Working late at night


	
Not enough fruits and vegetables
	
Not enough rest and relaxation


	
Too much sugar
	
Too many options vying for your time


	
Little or no exercise
	
Little or no exercise


	
Couch potato
	
Automatic pilot—keeps doing what s/he’s always done, even if it no longer serves a purpose


	
Won’t say “no” to junk food
	
Won’t say “no” to anyone’s requests


	
BOTTOM LINE
	
BOTTOM LINE


	
Refusing to change your lifestyle can lead to serious health and personal problems.
	
Refusing to change your lifestyle can lead to serious health and personal problems.







This book is a kind of busyness “diet”—a lifestyle shift away from living a life that is overloaded and overdriven to living in a way that is managed intentionally. It is what I call a self-care lifestyle. That is, an everyday life in which you live your purpose, have time for the people you love, activities you enjoy, a job that inspires, and most especially time for you. It nurtures and supports a balance of personal and professional success. Some will tell you that it is not possible to have both—you must have one or the other. Many will insist that you must be daydreaming if you think you can be ambitious and successful and relaxed all at the same time—don’t believe them! I’m not asking you to give up your goals, but to make sure your goals serve a greater purpose, in the right timing and with healthy motives—and that you don’t allow what isn’t really important to get in the way. Even in the midst of being busy, you can also be at peace about your schedule, and full of energy, passion, and joy.




Throughout the book, we will delve into what I call the Ten Commandments of Self-Care. If you learn to keep them sacred, your life of busyness and overwork will become one of self-care, less stress, and, ultimately, more productivity.

THE TEN COMMANDMENTS OF SELF-CARE

1. Use all of your vacation time every year.

2. Commit your time off solely to nonwork-related activities.

3. Take your rest seriously.

4. Have fun at least once a week.

5. Eat regularly, preferably sitting down.

6. Exercise regularly, preferably standing up.

7. Be fruitful and productive, not busy.

8. Use technology to gain time, not consume it.

9. Connect heart-to-heart with the people who matter.

10. Be led by the Spirit.



What Is Self-Care?

When I began to study life coaching, I embraced the concept and importance of self-care right away. I was ready to focus on nourishing my spirit and doing things that were not about doing more, but were about just “being.” It finally dawned on me that if I didn’t take extremely good care of me, it would be nearly impossible to care for the people and things that matter most in my life. For our purposes in this book, self-care is the act of maintaining, nourishing, and protecting your mind, body, and spirit for the purpose of maximizing your effectiveness, happiness, and productivity in life. Self-care is not selfish. It is a smart way to live—not overtaxing yourself, doing things that make you feel good about yourself, and continually replenishing your energy to do the work you are meant to be doing. Whether that work is professional, voluntary, or in your own home, self-care empowers you to consistently do it with excellence.

In my first book, Rich Minds, Rich Rewards, I made up a word—pamperize. It means prioritize your pampering! Self-care and pampering are often used interchangeably, but pampering is just one aspect of self-care. Self-care also empowers you to nurture and strengthen your relationships, improve your performance at work, dramatically decrease your stress, effectively manage your time, and live the kind of life you have dreamed of. I am not talking about material dreams—although they can be manifested through a consistent self-care regimen—but a fulfilled, joyful life that overwhelms you with gratitude.

Most of us have much to accomplish on a day-to-day basis. I am not here to make you feel guilty about that—or to tell you to quit your job (although that might be the right answer for you) or take a year off to fulfill a dream (another possibility). The reality of an active life is that some aspects are not going to change anytime soon—but that doesn’t mean there isn’t a better way for you to manage them. The problem is not so much about what you do, but how you go about doing it, the pace at which you do it—and, most important, the truly important things that get left out in the process.

This four-week journey will help you have more of what matters to you—and less of what holds little significance. On this journey I’ll share insightful and practical strategies as well as personal stories gleaned from my work coaching professionals and business owners toward more fulfilling, less stressful lives.

The plan in these pages is easy to follow, and over the next four weeks I will coach and support you as you begin making this important lifestyle change. Each day of your 28-day journey, I will challenge you to incorporate these ingredients that nourish your mind, body, and spirit while sifting out those that are currently draining your energy and drowning out those that nurture you. At the end of each “day” or chapter, you will find three specific tools to keep you moving forward on your path:

MY CHALLENGE TO YOU TODAY

This will be a step to take or a decision that I will ask you to make. These challenges are simple, bite-size steps so that you will not be overwhelmed. I know you have plenty to do already, so the challenges are designed to stretch you, but without becoming another to-do on your list. I know it can be tempting when you are reading a book such as this one to skip ahead and not actually do the exercises. But I encourage you to avoid breezing through each chapter. Do the work and I promise it will transform your life! Everything I have written here comes from my personal experience as well as the experiences of countless clients and people just like you, who were tired of being tired and ready for powerful change.

FIVE-MINUTE JOURNAL

Your “five-minute journal” is a tool I recommend you use while reading the book. Each day I will provide you with questions to ponder, and ask you to explore your answers on paper. This self-discovery process will help you uncover crucial answers to important questions in your life. It will help you decide the next steps to take or better understand what the obstacles might be to moving forward and how you can overcome them. If you’ve never journaled before or feel at all uneasy with the idea, just remember there is no wrong way to do it. Just begin writing the first thing that comes to mind as you answer the questions and let it flow from there. Don’t worry about making mistakes; it’s the ideas that count rather than the grammar! You will be surprised by the thoughts and feelings that come to the surface and likely amazed at the shifts that can come simply from asking yourself the right questions, then answering them openly and honestly.

ONE-MINUTE MEDITATION

This 28-day journey is about personal growth in the context of spiritual growth, and prayer or meditation can help ground you in a way that nothing else can. It calms you, centers you, and helps you reflect on your life without outside pressure. It is about tuning out what everyone else thinks and tuning in to the divine messages that are available to you when you are quiet enough to listen. You were created for a purpose, and there is enough time in every day for you to accomplish the things that were meant for you to accomplish without becoming overwhelmed or burned out. If there’s too much to handle, asking for wisdom about what to change can be an enormous comfort and help. Each day I will give you a statement or a thought to meditate on that will help you conquer the challenge you’ve been given for that day. The meditation will be a positive affirmation or truth to internalize. To meditate, simply find a quiet spot that feels peaceful. Read the meditation thought for that day, then close your eyes, breathe deeply, and relax. Then focus on the thought.

Since your time is such a precious commodity, you need to meditate for only one minute, though you can certainly meditate longer if you want to. Again, this book is not about giving you more to-do’s! It is about helping you discover the life that you were meant to live. Your spiritual well-being is an element of your life that can give you the strength and clarity to take control of the external temptation to do more by focusing inward to create a schedule that fully reflects your heart’s desires.


I’m looking forward to supporting and coaching you on your journey over the next 28 days. At the back of the book, you’ll find additional space to jot down any extra thoughts and ideas that come to mind. Are you ready to get started? Let’s begin!



DAY 1 

There Is a Better Way

By the time I get home, cook dinner, check homework, and do a load of clothes, it’s time to get ready for the next day. There’s no time for anything else. If there’s a better way, please tell me what it is!

—SUZANNE, 37

Since you are reading this book, you likely recognize that your current lifestyle of busyness and overwork is taking its toll. You’re ready for a break, but unsure of when you can actually have one. Your schedule may sometimes feel like a cycle that never stops repeating itself—Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, Sunday, Monday, Tuesday, Wednesday, Thursday, Friday…Or perhaps, like I once was, you are in a bit of denial. You don’t think there is a real problem. As soon as you get through this next crunch period, you insist, all will be well. But when the “crunch period” ends, for some reason, you are still as busy as ever. All is not well! You are exhausted and it’s time for a change. For years, when people would mention how busy they thought I was, I would insist that it wasn’t that bad. I had time for myself. They just didn’t understand, I reasoned. But the truth is that I was defensive. And whenever you are defensive about the casual comments people make, there is probably an underlying issue that needs to be addressed.

Let’s start by defining what I mean by busy. Being busy is different from hurrying, being productive, hardworking, or rushed—although a busy person may be all of those things. Webster’s Dictionary describes the word “busy” as follows:



	
Dictionary Definition
	
Reality


	
1. Actively or fully engaged or occupied; “busy with her work” “a busy man” “too busy to eat lunch” “the line is busy.”
	
As in, you are too occupied to have space for anything else in your life.


	
2. Overcrowded or cluttered with detail; “a busy painting” “a fussy design.”
	
As in, a life that is too cluttered, crowded, and complicated for you to have clarity and calm.


	
3. Intrusive in a meddling or offensive manner; “an interfering old woman” “bustling about self-importantly making an officious nuisance of himself” “busy about other people’s business.”
	
As in, fighting unnecessary battles, concerning oneself with things that are not central to your purpose, and allowing others to drain your energy.


	
4. Crowded with or characterized by much activity; “a very busy week” “a busy life” “a busy street” “a busy seaport.”
	
As in, simply having a great deal on your plate.


	
5. (Of facilities such as telephones or lavatories) Unavailable for use by anyone else or indicating unavailability; “her line is busy” “the lavatory is in use” “kept getting a busy signal.”
	
As in, unavailable to the people who matter most or the opportunities you should take advantage of.




So, in many ways, being busy is characterized by being unavailable for anything else, being fully occupied so that there is no room for anything other than that in which you are already engaged. A life that is too busy is overcrowded and overloaded. In an effort to keep up, we often get through our days in overdrive.

“But that’s just the way my life is,” you protest, “and I don’t see how I can live it any differently. All my friends and coworkers are the same way. How can I really be too busy if it’s normal?” Yes, it’s normal, but that doesn’t mean we shouldn’t change it! If you’re not sure if you are really too busy, just check for some of the telltale signs. How many of these describe you?


• Your breathing is shallow.

• You never seem to be able to get anywhere on time.

• You forget things easily.

• You use your vacations, weekends, or holidays to “catch up.”

• Friends or family members complain that you don’t have time for them.

• You no longer have the energy to do the things you love to do because they just feel like more items on your to-do list.

• You feel scattered or unable to concentrate.

• You regularly make mistakes, lose things, and waste money because you are in a hurry.


Sometimes it can feel as though you are stuck in a rut of over-activity. But you are not stuck. Your life can look very different in just a few short weeks. It’s all about the choices you make and the steps you are willing to take forward day by day. It is a joy for me to get to walk alongside you on these pages as you make your shift. Like you, I’ve had my struggles with overload and overdrive. And I know firsthand that it is possible to be productive without living a cluttered, crowded life. In fact, it’s not just possible. I believe it will happen for you.

My Story

Just as I began to write this book about busyness, my already full life became suddenly fuller. My husband and I found a house in a seaside community that we love—so we bought it, sold our house, and moved—all in less than forty days. We had not been planning to move; the circumstances just unfolded and we followed the desires of our hearts. Then two days before the move, a routine physical led to a life-threatening discovery in my family: Doctors informed my father that he had a previously undetected and rare birth defect that, by all accounts, should have taken his life as a child. Miraculously, he was still alive, but he would need corrective open-heart surgery right away to fix it. He stayed with us in the new house during his recovery. Meanwhile, speaking and coaching requests were suddenly more abundant than ever, and I found myself preparing for a speaking schedule that would take me to twelve cities in seven weeks. My biggest concern was for my father—a mix of gratitude and fear. Although my father and all of us around him felt grateful to have discovered this potentially fatal problem so that it could be corrected, and confident that he would make it through, I was still nervous about the prospect of my father going through such a serious surgery. Combined with the move and upcoming schedule, it was a whirlwind of activity. Coincidentally, I had scheduled that entire month to be off—something I’d planned for nearly a year. Although I didn’t spend the month with the free time I’d hoped for, the clear schedule gave me the margin I needed to handle a special move to a place we love and the time I needed to be there for my father. It felt so good to have the time to focus on the people and things that really mattered during that time.

I wish I could say that my struggle with busyness was only due to outside pressure, but truth be told, it seems I was wired that way from the time I was a child. As long as I could remember, it seemed my life had been overloaded and in overdrive. I was the kid who took many more classes than she needed to graduate from high school, participated in a sport every season, and juggled student council and at least three other extracurricular activities simultaneously. My parents never pushed me to do it; I was driven on my own, maybe to a fault
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