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Introduction

“Busy, but good.” It’s often our go-to answer to that “How was your 
weekend?” question posed on Monday mornings. 

Is busy what you want to be? Or would you rather be able to reply with 
words like “productive” and “fulfilling”? If you want to feel like you’re 
getting the most out of life, it’s time to stop glorifying being busy, and 
begin moving toward what you want. 

A quick Google search reveals that the opposite of busy is lazy, idle, 
unemployed, and unengaged. You’re probably not aiming for the 
opposite of busy. How do you find that sweet spot between endless 
activities and doing nothing all day? Especially with all that you have on 
your plate? 

Time management is one of the biggest challenges people struggle 
with today. There are only 24 hours in the day, and no matter what you 
do or how hard you try, this fact will never change. The National Sleep 
Foundation recommends 7 to 8 hours of sleep each night for adults, 
leaving 16 or so hours to get everything else done. What other life could 
there be, but a busy life?  
 
How about taking a look at these two concepts:  

A FULL LIFE: Full is different than busy. Full means you’re getting to do 
all the things you choose to prioritize without all the unnecessary steps.
 
A PRESENT LIFE: A present life is a balance of good friends, great 
mentors, new challenges, ideas, adventures, and hobbies. It’s a life 
where you spend time with people who help you challenge yourself and 
from whom you get support, enthusiasm, and ideas.
 
The multi-tasking of a busy life means you’re rarely present or available 
for these concepts. When we watch our children in a school play, we are 
simultaneously posting pictures on Facebook and checking work email. 
Couples on a first date are often looking at their phones rather than at 
each other. Eye contact and intentional listening seems to be a thing of 
the past. 

How do you learn to reclaim your FULL and PRESENT life, so you know 
what you’re doing, why you’re doing it–and you feel balanced and 
purposeful throughout your day-to-day life?
 
That is the question that this e-book will aim to help you answer.
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TIME MANAGEMENT TIP

1. Schedule daily 
self-care

5-Minute yoga 
sequence

1. Easy Pose with Alternate Nostril 
Breathing

When we glorify being busy, we sometimes give 
ourselves permission to stop making time for self-care. 
We no longer have time for haircuts, exercise, to eat a
well-balanced diet, or to rest and play. When we short-
change our self-care, it’s like wearing a sign that says “I 
don’t matter” for all the world to see.

Even when you’re short on time, it’s critical to maintain 
a sense of stability through healthy routines. As you 
design your wellness routine, keep in mind that
you should carve out time for:

 •    Restful sleep (7-8 hours is recommended)
 •   Exercise
 •   Meditation
 •   Creative time or play
 •   Eating a balanced diet

Even if you only have 15 minutes a day, you can 
squeeze in some form of exercise and meditation. 

Here are some ideas:

This practice is particularly efficient because it targets 
full range of motion of the spine, shoulders, and hips, 
while using your attention to your breath to balance
your equilibrium—all in just five minutes!

 • Begin by sitting in a comfortable cross-legged 
position while you begin one minute of Nadi 
Shodhana, or Alternate Nostril Breathing. This breath 
practice quickly and effectively calms your nervous 
system and reduces stress. 

Traditionally, it is practiced with the Vishnu Mudra 
(the first two fingers are curled in, with your thumb, 
ring, and pinky finger extended) to alternate the 
closing of each nostril. 

 • Start by exhaling everything out through both 
nostrils, then inhale just through the right side and 
exhale through the left. 

 • Then inhale through the left and exhale through 
the right. An easy way to remember when to switch 
nostrils is by only switching when you are full of 
breath at the top of your inhalation. 

 • Practice this breathing in a slow and steady pattern 
for one minute.
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3. Downward-Facing Dog Pose2. Flowing Cow and Cat Poses

A partial inversion, this pose is very rejuvenating 
for the mind. Physically, it will open up your chest, 
shoulders, and back, and strengthen and lengthen the 
backs of your legs. 

 • Exhale and lift your knees away from the floor and 
push your hips back. 

 • Press your heels into the floor and your fingers 
actively into the floor, straightening your arms  
and legs. 

 • Keep your head between your arms. 

 • Take five slow and mindful breaths to bring great 
harmony to your entire system.

 • Come to your hands and knees while pressing firmly 
into your fingertips. 

 • As you move through about five rounds of Cat 
and Cow, focus on the way your pelvis rocks back 
and forth. This action helps to loosen the muscles 
and supporting structures around the low back, 
which will help your posture and gait as you move 
throughout your day. 

 • Inhale as your belly drops and your shoulders draw 
back, then exhale as you round your spine and push 
your hands away from the floor.
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5. Active Lunge Twist4. Low Lunge Pose with Eagle Arms

 • From your low lunge, lift your back knee off the 
ground into a more active lunge position. 

 • Keep your left hand down and reach your right hand 
up to the sky. Try bending your top arm a little bit so 
you can feel your shoulder blade slide onto the back 
of your body, and then curl back as you twist. 

 • Take three breaths, and release your hands back 
down to the floor. 

 • Step back to Downward-Facing Dog Pose and 
repeat on the other side. 
 

 • After you take the Lunge Twist on the second side, 
step your back foot forward to a Forward Bend.

This two-part lunge sequence will open your hips and 
shoulders, while simultaneously backbending and 
twisting the spine. 

 • From Downward Facing Dog, start by stepping  
your right foot forward and lowering down to the 
back knee. 

 • Come upright and take Eagle Arms, with the right 
arm under left. 

 • Lift your elbows and press them away from your 
chest to open the upper back. 

 • Take three or four deep breaths and then release 
your arms, bring your hands back down to the floor. 

 • Bring your left foot forward, lowering your back 
knee to the floor. Repeat the lunge sequence steps 
on your second side.
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7. Garland Pose Variations6. Forward Bend with Bind

 • From your Forward Fold, simply widen your feet 
slightly and turn your toes out to a 45-degree angle. 

 • Sit down into a squat with your heels grounded. If 
your heels lift up as you squat down, widen your feet 
and bring your hands to your thighs. 

 • Take a breath or two here, preparing to open your 
chest and side-body before moving into the next 
variation of Garland Pose. 

 • Place one hand down, with the arm pressing the 
thigh open as you reach the other arm skyward. 
 

 • Take a few breaths as your reach, and then  
switch sides.

When you finish, bring your hands together in prayer 
position, and smile! You just did something beneficial 
for yourself, and likely everyone you encounter from
this point forward in your day. In just five minutes, you 
have contributed to a healthy habit that can quickly 
shift your body, mind, and attitude.

 • With your feet hip-width apart, allow your knees  
to bend so you can decompress and lengthen  
your spine. 

 • Let your head be heavy and reach your hands behind 
your back, clasping them together without locking 
your elbows. 

 • Squeeze your palms together and take them away 
from your sacrum toward the ceiling or the front of 
your mat. 

 • If your shoulders are too tight to clasp the hands 
together, try holding a strap or towel between your 
hands to increase your mobility. 

 • Take a few breaths here and then release your  
hands down.
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8 Tips to squeeze 
meditation into your 
busy day

During your lunch break

Schedule it

Take one minute, five times a day

Get up, then sit back down

Right after work

We can all relate to not having enough time in life, but 
the crazy thing is, we actually find we have more time 
when we meditate because we’re more productive. No 
matter how packed your day is with to-dos, you can 
find five minutes to meditate. We use fairly arbitrary 
time references throughout these tips, so feel free to 
substitute “20 minutes” for “30 minutes” if you can 
swing it. Or substitute “10 minutes” with “five minutes” 
if that’s all you have. Even one or two minutes of 
meditation each day could make a world of difference in 
your emotional state and mindset.

If you begin to pair your meditation with lunch, pretty 
soon, you’ll think of meditation when you eat lunch, and 
it will become a habit for you. Find a quiet nook in or 
around the office and carve out a slice of your lunchtime 
to sit in stillness to make it part of your routine.

Schedule a five-minute break on your calendar. If you 
work in front of the computer, you can put it on your 
Outlook calendar so you’ll be prompted. If you work at an 
office, tell your coworkers about it so they can support 
your silence.

Still don’t think you have five minutes? I bet you have one. 
If you sit for one minute (you can even set a timer so you 
don’t lose track of time) and focus on your breath: deep 
inhales and slow exhales, you will calm your mind and 
create a more peaceful state. Try to schedule one-minute 
windows throughout your day. Here are some ideas on 
where to find a minute: 

 •   Right when you wake up
 •   Right when you get to work before diving into the day
 •   Between meetings
 •   After lunch
 •   Right before you finish work
 •   Before dinner
 •   Before bed

You may already wake up earlier than you want to. But 
if you get up just five or 10 minutes earlier—and sit to 
meditate as soon as you wake up—you’ll bring your
peaceful state into the entire day. Deepak Chopra says 
the best time to meditate is as soon as you get up and 
after you take care of your bodily functions—don’t
think about it—just get up and sit down to meditate. 
Once you feel good about it and it’s a part of your 
routine, you can increase the time. The important part 
is doing it as soon as you wake up. If you check your 
email or tend to something else before your meditation, 
there’s a good chance your five minutes will be gone.

Got a commute? If you take time to meditate before 
you hop in the car, your commute home will be a more 
pleasant experience. Or if you work from home, you can 
plan your meditation as soon as you log off for the day. 
It’ll ease the transition between work and home life.
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Just do itWhen stress is triggered

Focus on your breath, mid-activity

If you find yourself indecisive on whether or not to 
meditate on a given day, don’t think about it. Just sit 
down and close your eyes. Even if it’s only for a
minute, it will be enough.
 
Meditation is one answer to feeling overwhelmed 
about time. It slows down the mind and heart rate, 
relieves those feelings of urgency, and increases your 
capacity to resist distractions. In this digital age, we all 
face thousands of distractions every day, impeding our 
ability to focus on our top priorities. Meditation helps to 
combat this and makes us more productive.

As soon as you notice stress begin to rise, or the feeling 
that you are running out of time, close your eyes and 
take a few deep breaths. That quiet moment will slow 
down your thoughts, settle your state, and allow you to 
focus on action items instead of the thought that you 
have too much to do.

If you’re still convinced that you’re too busy to sit down 
and meditate—try this trick. Next time you are alone 
on a train, doing dishes, cleaning your house, waiting 
in line, or even in the shower, tune into your internal 
space by focusing on your breath. If you have control of 
the music, turn it down or off. Tune everything else out 
so you can fully listen to your breath while tackling a
methodical task from your to-do list.
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TIME MANAGEMENT TIP

2. Prioritize, 
prioritize, 
prioritize

Data dump

Order of priority

Rush! – What needs to get done today

Considering that your kids, your family, your boss, 
your coworkers, and your loved ones expect you to be 
available all the time, it is more important than ever
to manage your time and learn some foundational 
concepts to prioritize and get things done.
 
A large part of the struggle is that many people tend to 
look at the big picture of everything that needs to get 
done, which can instantly lead to feeling overwhelmed. 
It’s easy to get spun out thinking about all the 
responsibilities, social commitments, work deadlines, 
and “someday” projects that are piling up in
the corners of your mind.
 
Learn how to prioritize and break things down into 
workable chunks; this will help you better manage your 
responsibilities and goals. Follow these steps to
take back control of your schedule.

First, start by doing a “data dump” on a blank sheet 
of paper or in a Word document. Write down every 
possible thing you can think of that you need to 
complete. Jot down everything from your workout 
to errands, meetings, appointments, and bigger 
commitments and projects like paying your taxes,
cleaning out the garage, or pruning the hedges. The 
idea is to get everything down on paper so it’s all right 
there in front of you for analysis.

Next, categorize things in order of importance. Work 
with columns in a spreadsheet or some sort of wall 
chart if you have the space. Determine what category 
titles best support your lifestyle, and then begin to 
organize your list in order of importance. You may 
find it helpful to sort your initial data dump using 
colored highlighters that correlate with the different 
categories. Again, you can categorize your list in 
whatever way is best for you. Here’s a sample:

This column is for red-hot, high-priority things that 
absolutely need to be done today. These are non-
negotiables. Some examples might be: 

 • Meditation

 • Workout

 • Pay quarterly taxes

 • Dentist appointment

 • Business meeting

 • Pick up the kids

 • Healthy meal prep
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Priority – What needs to get done in 
the next three days

When I Get to It – What can get done 
in the next three to 12 months

Important – What can wait a week  
or two

This column is assigned to tasks that are high priority, 
but don’t have to be done right this minute. These are 
things that can get handled tomorrow or the next
day. Some examples may be: 

 • Backing up your computer

 • Mowing the lawn

 • Paying the bills

 • Doing laundry

 • Mapping out slides for a presentation you’re giving 
next week

Here, you can list anything that you eventually need to 
tackle, like: 

 • Taking a photography class

 • Organizing your closet

 • Writing your first book

 • Cleaning out the garage
 
Of course, types of to-do lists and projects will vary for 
each individual, but hopefully this will give you a good 
starting point.

This column is for things that are important, but can 
wait just a little longer. Examples may be: 

 • Pruning the hedges

 • Sending a thank you note

 • Washing the car

 • Reaching a certain chapter in your book

 • Planning next year’s family reunion
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Chunking and 
sequencing

Once you’ve gotten your categories laid out and have 
assigned tasks, projects, and deadlines accordingly, it’s 
time to consider how you can chunk and sequence your 
to-do list. For example, time-chunk the things you can
accomplish in one segment, like running errands, doing 
household chores, and making business calls. 

As you do this, consider whether it makes sense to put 
things in a linear, sequential order based on what needs 
to be done next. Just as yoga classes follow a specific 
sequence that has each pose building on the previous 
one, you can complete action items that will make the 
next thing easier to accomplish. Try staging all your 
clothing and toiletries before you begin the process of 
packing for a vacation or organizing all your receipts 
before entering them into your tax spreadsheet. 
 
For larger projects that have multiple facets, you can 
use this same chunking and sequencing technique to 
break down each of the components in order of
importance. Taking bigger projects one step at a time 
can make them feel less daunting. 

For example, if your goal is to organize the garage, your 
first phase may be to clear the clutter. You might want 
to begin with making piles for trash, giveaway,
undecided, and items you are keeping. Schedule 
curbside pickup for bulky item removal, and then load 
the car and take giveaways to a charitable organization.
Once you’ve gotten the clutter cleared and you can see 
the floor, begin to systematically organize the items 
you’ve chosen to keep.
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Planning, scheduling, 
and setting reminders

Be flexible

Start with the end in mind

Schedule buffer space

Now that you’ve gotten your projects charted and your 
tasks sequenced, it’s time to start scheduling your time 
appropriately so that you can get things done. Try using 
an electronic calendar on your computer, tablet, or 
smartphone. This will enable you to plan and schedule 
things in a visual manner, and you can set reminder 
alerts to help keep you on track.

Life happens, and you may need to move things around. 
That’s to be expected and it’s totally okay. Do your best 
to refrain from getting down on yourself or freaking out 
about how your perfectly-designed calendar just got 
thrown out of whack.
 
Everything’s going to be okay at the end of the day. You 
may just need to readjust a bit. Learn to flow with the 
unexpected and allow for flexibility in your mind and in 
your day. This will ultimately work to your advantage. 

Be open to playing with different ways of managing your 
time until you find your groove. At first, you’re going 
to learn a lot about a flow that works for you, so use 
the beginning as an experiment. Also, keep in mind that 
different times of the year bring different activities, so 
you may find that your summer and winter routines are 
completely different. Again, flexibility is your friend. 

Lastly, it’s important to have a level of acceptance that 
you’re not always going to get everything done in one 
day. No one can. Meet yourself where you are, and be 
okay with that.

With anything that is a big project—or requires 
multiple phases—set your final deadline and then work 
backward from there. For example, if you know you
have a deadline to submit a first draft outline of your 
book by June 30, you may want to put in your planner 
to have your last chapter completed by May 30, your
second to last chapter completed by April 30, and so 
on. This is the planning and scheduling phase.

Things will inevitably come up and, oftentimes, the things 
you need to do may take longer than the amount of time 
you initially allocated. Try to schedule at least 60 minutes 
between meetings or appointments to leave space for 
things that run late, unexpected traffic, or the dog that 
threw up on the carpet as you were preparing to run out 
the door.
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TIME MANAGEMENT TIP

3. Find your 
presence

Now that you have your priorities in order, it’s time to 
learn how to stop multitasking, remove distractions, 
and focus on one thing at a time.

Tackling one task or activity at a time has become a rare 
practice, much to the detriment of exhausted people 
everywhere. Most of us are hustling from the moment 
our feet touch the floor in the morning until we drop 
onto the sofa or into our bed at night. It’s a pervasive 
problem with no end in sight; people seem to constantly 
bring up how swamped they are.

In some ways, multi-tasking might seem like a worthwhile 
skill set to develop. There seems to be an underlying 
belief that if we get more done in less time, it means 
we’re smarter, more competent, and more successful.

The problem with this approach is that, while we 
may get more done, the quality of our presence is 
diminished. Over time, the quality of our work wanes 
and our lives suffer.

“Multi-tasking is one of the things we become worse at, 
the more we practice it,” Deepak Chopra has said.

Life isn’t going to slow down. The only way to regain 
some balance is to recognize when we’re spiraling out of 
control and make a conscious effort to slow life down.

If you aren’t aware that you’re spiraling out of control, 
you won’t be able to interrupt that pattern. Once you’ve 
become aware, you have a responsibility to make changes 
to your lifestyle. If you don’t take responsibility for the 
choices that you’re making each day, the exhaustion that 
accompanies an oversaturated and frenzied lifestyle 
will eventually take its toll on your physical health, 
relationships, and mental and emotional well-being.
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5 Steps to Taking Back 
Control

When you feel stress creeping in from constant multi-
tasking, follow this practice to help you become more 
present.

1. If you usually do more than one task at a time, ask 
yourself why you do that. Take a moment to ask the 
question. It’s the first step to understanding why you 
feel pressured to accomplish so many tasks in such a 
short period of time.

2. Next, start multi-tasking like you normally would. 
Pick any task, such as sending an email or text message 
while folding laundry, and putting away groceries. Cook 
dinner and watch television at the same time. If you’re at 
work, file paperwork and send emails while you’re on a 
business call. Then, take a few minutes to journal about 
how you feel and how well you performed your tasks.

3. Now, do the same tasks again, only this time 
concentrate on one task at a time, and bring it all the 
way through to completion. Cook mindfully and enjoy 
your meal at the table without any distraction. Give 
your full attention to your business call, including the 
agenda and the people on the other end. Again, write 
down how you feel and how well you performed
your tasks. 

4. Later, sit on a cushion or chair and recall how you 
felt while multi-tasking. Try to recreate mentally and 
emotionally how you felt as you frantically tried to 
do multiple tasks at once. Stay connected with your 
feelings for a few minutes. Then recall how you felt when 
you devoted your total attention to a single task and 
completed it; stay with this feeling for a few minutes.

5. If you felt better focusing on one task at a time, 
continue to approach every job, project, and chore in 
this way. Being present in each moment will also help 
prevent mistakes and accidents, and provides a more 
relaxed, measured approach to life. 
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Once you’ve done this exercise, take a good look at 
everything you have going on in your life—hopefully 
you have a prioritized list from Time Management Tip
2—and give yourself permission to focus on one task at 
a time. 
 
When you begin a new task, practice being fully 
present. You may notice that, over time, your work will 
be more precise, you will perform with more vitality,
and you will feel more relaxed, centered, and balanced 
in your life. AND you will actually save time by focusing 
and being present. 

Busy people feel there’s no time to change the world. 
If you slow down, you can see how simple it is to make 
a difference through a smile, a meaningful interaction, 
or a heartfelt thank you. The story of the man throwing 
starfish into the ocean really speaks to this:

A young man is walking along the ocean and sees a 
beach on which thousands and thousands of starfish 
have washed ashore. Further along he sees an old 
man, walking slowly and stooping often, picking 
up one starfish after another and tossing each one 
gently into the ocean. “Why are you throwing starfish 
into the ocean?” the young man asks. “Because the 
sun is up and the tide is going out and if I don’t throw 
them further in they will die.” “But, old man, don’t 
you realize there are miles and miles of beach and 
starfish all along it! You can’t possibly save them 
all, you can’t even save one-tenth of them. In fact, 
even if you work all day, your efforts won’t make any 
difference at all.” The old man listened calmly and 
then bent down to pick up another starfish and threw 
it into the sea. “It made a difference to that one.”

Changing your habit of “busy” will take some time and 
commitment. Once you’ve made the switch, your life 
will be fuller and more satisfying. 

 • You’ll be able to complete your high-priority tasks 
instead of getting distracted by lower priorities. 

 • You’ll feel more balance and presence in 
accomplishing your to-do list, instead of constantly 
feeling slammed. 

 • You’ll be able to answer the question “How are you?” 
with something more interesting and joyful than 
simply “Busy.”
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