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Legal & Disclaimer


The information contained in this book is not designed
to replace or take the place of any form of medicine or professional medical
advice. The information in this book has been provided for educational and
entertainment purposes only.


 


The information contained in this book has been
compiled from sources deemed reliable, and it is accurate to the best of the
Author's knowledge; however, the Author cannot guarantee its accuracy and
validity and cannot be held liable for any errors or omissions. Changes are
periodically made to this book. You must consult your doctor or get
professional medical advice before using any of the suggested remedies, techniques,
or information in this book.


 


Upon using the information contained in this book, you
agree to hold harmless the Author from and against any damages, costs, and
expenses, including any legal fees potentially resulting from the application
of any of the information provided by this guide. This disclaimer applies to
any damages or injury caused by the use and application, whether directly or
indirectly, of any advice or information presented, whether for breach of
contract, tort, negligence, personal injury, criminal intent, or under any
other cause of action.


 


You agree to accept all risks of using the information
presented inside this book. You need to consult a professional medical
practitioner in order to ensure you are both able and healthy enough to
participate in this program.
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Introduction


 


Tame
your mind, understand your thoughts, assert control over them, and declutter
your mind to make friends with the only person that really matters — You!


 


FOCUS. CLARITY. BALANCE.


 


I want to thank you and congratulate you for
downloading the book, “Declutter Your Mind: Twelve Secret
Steps to Clear Mental Clutter for a Lifetime of Bliss and Peace.” 


 


The aim of
this book is to provide you with an actionable and distinct step-by step guide on
clearing mental clutter to achieve a peaceful mind. I discovered these 12
amazing tricks after continuous research and personal trial and error seeking
relief from the muddled-headed life I hated that was filled with the following
problems: 


 



 	Forgetting
     important dates.

 	Leaving
     the water running or the stove on.

 	Stumbling
     over words, unable to make a point.

 	Worrying
     about cancer that has not been diagnosed yet.




 


My mental
clutter was a result of years of unnecessary worry, guilt and rumination over
past mistakes and emotional baggage from broken relationships.


 


Also, my
thoughts were constantly crippled by the barrage of advertisements, social
media input and hyper-connectivity brought upon by smartphones and portable
devices. 


I was distracted,
mentally exhausted, overwhelmed and stressed out. 


 


What I am
going to share with you here are some steps that worked well for me in my quest
to achieve a calmer and more peaceful mind, and I am confident they will be
beneficial to you as well. 
















The list below is what you can expect in “Declutter
Your Mind:  Twelve Secret Steps to Clear Mental Clutter for a Lifetime of Bliss
and Peace.”


 



 	Useful
     and easy tips to declutter your mind that go beyond just keeping your
     physical space neat and clean.

 	Unlock
     the secrets of 3 important aspects of your life (Habits/Heart/Lifestyle)
     that are keys to a calmer mind.

 	Discover
     how this guide will help to change your everyday life and help you become
     more effective at work and home.

 	Learn
     simple solutions that can even help you to save money and time.




 


Keep
reading to find out how I am living a calmer and more serene life!


 


Your mind
is the most powerful asset you have. You can be at rock bottom with absolutely
nothing, and still be in possession of an asset with unlimited monetary value. 


 


By controlling
your mind, you own your thoughts and ultimately you own your life. 


 


I have
been told over and over, “Michelle, these are amazing tricks and you are indeed
happier and calmer than before. Why don’t you share what you have learned?”


 


Well, I
listened and I have. 


 


Here it
is—the 12 amazing steps that will change your life!











[bookmark: _TOC1229]Part
1:  Habits 


Everything that you are and ever will be
is determined by your habits. Habits become routines, and routines get you
through life on autopilot. Test this theory by thinking about your commute to
work this morning. 


 


What do you remember about that
journey? 


Can you name the color of the vehicle
that stopped in front of you at the traffic lights? 


 


Probably not, because your mind likely
wandered off to think about something else. 


Thus, as the first step to successfully decluttering
our minds, we need to look deep into our habits and see how we can change them
to achieve a clearer and saner mind. 


 







Secret #1:  Be smart 


Be a
smarter shopper at shopping malls. Buy less.


 


The reason
behind this is simple. Every problem you have with clutter is not based in the
things you have, but in the thinking and energy consumed behind the things you
have.


 


Let me
illustrate. Imagine walking into your house and catching a glimpse of
everything inside. In seconds, you will be thinking:


 



 	The new
     refrigerator needs to be repaired. 

 	There is a
     blouse that needs to be washed and mended

 	The
     children’s toys need to be rearranged.

 	And the
     list goes on. 




 


The more
physical items you have, the more work and attention is diverted, as each item silently
drains your energy. You form a relationship like this with so many objects that
you cannot create an empty space for clear thinking. Your mind becomes jammed
with thoughts associated with every item.


 


Life
experiences are what you should be filling your head with. Not the emotions
conjured up from owning and worrying about so many items. So, to counter the
clutter of physical items, we need to address the root cause—our shopping habits!


 


Consumers are spoiled for choices these
days, and advertisers use all kinds of gimmicks to encourage shopping sprees. If
the stores don’t get you with Black Friday, opportunity knocks on Cyber Monday.
You can’t wage an effective fight with the economy while you’re battling with yourself.
Smarten up to the mind-hacks that retailers are using to their advantage and
stop caving in to temptation. 


 


4 Steps
for Smarter Shopping


 


Step One:
 Color awareness


Walk into any shopping mall and chances
are you will notice that many of the signage is in red. Red is the color of
choice because it triggers action. It makes you alert. You see a sale sign in
red and your brain tells you to take action, to buy. You have to grab it before
the price goes back up. 


 


So, be conscious of colors when shopping.
Question yourself on whether you are being influenced by the color before
purchasing any items. Buying on impulse will frequently result in buyer’s
remorse.


 


Step Two: 
Be specific with your list


It is now
common knowledge for smart shoppers that you should make a list before you go
shopping. What is not common knowledge is how specific that list needs to be in
order to be most effective. 


 


If you go to
the store even for milk, you are bombarded with options. Some vary in fat
percentages, are fat free, fortified with vitamins, contain no lactose, or are
completely different like rice milk. 


 


Get specific
with your lists so you don’t have to make decisions on the spot at the store.
Then, with your detailed list, go into the store and go straight to the listed
items while you imagine they are the only items in the store. Ignore the rest
and avoid the temptation to browse.


 


Step Three:
 Look—don’t touch


The instant
something catches your eye, resist the urge to pick it up. When you do, your
mind takes ownership of it. Guess what happens at that stage? Impulse buy! 


 


Retailers go
to great lengths to get a product into your hands because it hacks your mind to
want it even more. Apple stores understands the effect of touch on your
psychology and has cleverly designed their store to allow customers to touch as
many products and to tempt customers to purchase them. Zappos uses this
technique with their easy returns policy because they know the importance of product
in hand. Warby Parker uses the same technique with their Try On program for
spectacles. Five days, five pairs of glasses, free trial. They know when you
feel them in your hands and see their glasses on your face, you’re going to
keep at least one pair.


 


No touching
– no commitment!


 


Step Four:
 Plug your earphones in


The music
played in stores is always calm and soothing, and during the festive season, they
play the classics, because that is the music that recalls old memories. These
are triggers that instantly make you feel more comfortable so you let your
guard down, and even buy items to reinforce the nostalgia you feel. Plug your
earphones into your smart phone and influence your mind in the way that you
choose.  If and when you do buy something new, make a cardinal rule that you must
toss something out. Or two things. You know that junk drawer – turn it into a
compartment.[bookmark: _TOC1264]


 


 







Secret #2:  The 21st Century Diet


Limit
your intake of information, media and your use of social media.


I’ll be honest and say that
I’ve never had much interest in watching television. However, I used to be on
my laptop far more than anyone else. 


With my laptop alone, I consume a lot of
media. I would start my day by reading the online news. Granted, I didn’t read
every single post but it didn’t take me long for one eye-catching online
advertisement to lead me to Tweets, Flickr streams, RSS Feeds and Facebook status
updates.


Soon, a million subtle opinions, biases and
judgments would start creeping into my mind and embed themselves into my
thought structure. And later on—unbeknownst to me—my mind would start recalling
all these thoughts that were never originally mine, but were now, simply
because I’d seen it on Facebook.


 


This new
diet you need to be on is an information reduction plan. Consuming a colossal
amount of information is flooding your mind and interfering with your ability
to control your attention. Without that attention, you lack focus. When that
happens, you need to take action and refocus. Less information is the solution
to this Infomania! 


 


3 Steps
for a Media Fast


 


Step One:
 Start small 


You do not
need 1 week or 30 days to successfully implement a fast. Simply start by
unplugging for half a day. If you usually spend 3 hours watching TV or surfing
the internet, just limit your time to 1 hour. Notice how you feel and repeat
the process the next day. You can gradually cut down the time as you progress. If
you aren’t able to do this because you feel compelled to constantly check your
email, phone or social media, expand the interval gradually until you can go an
hour without checking, then work up to two hours, and so on.  


 


Step Two:
 Be goal orientated 


Whatever
information you’re consuming, be it online, TV, radio, newspaper, etc., ask yourself
if each is really relevant to your goals. You may be in the habit of listening
to the radio on your drive home from work, but what would it mean if you
switched from the radio to a podcast by a motivational speaker instead? This would
energize your mind, inspiring you to get more done when you got home. If the
information you are consuming doesn’t benefit your life in a tangible way,
switch to something that does. 


 


Unsubscribe
from any old blogs, social networks, websites and ads that are not directly contributing
to your quality of life and general well-being. What did you miss the least? 


One day, try
using only one aspect of your media consumption, make an intentional choice
between social media, radio, internet, or print media. Try it another day, then
another, rotating your choices. Before long you won’t even miss it—so delete
your accounts, cancel the magazine subscriptions and cherish that extra time
you have gained. 


Be sure to only pay attention to the opinions or
information from well-regarded sources with legitimate credentials and track records.
Decide what information is relevant to you and disregard everything else.


 


Step
Three:  Be creative 


Use the extra time gained from your “media fast” to do something
useful. Remember the phrase, “Idle hands are the devils tools?” The same goes
for the Internet and other media sources that have become an addiction. You
need to find something positive to fill the void with, otherwise you’ll go
right back to it. Give some thought to the following ideas or think up some of
your own.



 	Go for a bike ride

 	Watch a movie

 	Spend time with your children




 







Secret #3:  Break Off
Engagement with Auto


Be
conscious and mindful of your actions to achieve a serenity of mind.


 


How many
times have you forgotten you had a cup of coffee sitting beside you? Or picked
up your mug to take a sip only to discover that it’s empty, but you can’t
remember drinking it? 


 


No? 


Try this…


 


What did you
have for breakfast yesterday morning? 


 


Hold on to
that thought and now describe three things about that meal.



 	The
     texture

 	The aroma

 	The flavor




 


Did you
manage that? 


 


Chances are
you will not be able to recall how you felt before serving breakfast,
how you felt eating it, and how it made you feel afterwards. 


This is because
you’re not mindful of the things you do, because they are ingrained into your
routine. Going through life in such a routine way on auto-pilot is no more than
going through the motions of life without really experiencing it. 


 


How to Experience
Life for the First Time


 


Step One:
 Sit yourself down


Sit
somewhere that makes you feel the most comfortable. Somewhere familiar. Perhaps
at the kitchen table, or your favorite place in the sitting room. Maybe even
lie down on your bed for a few minutes. 


 


Step Two:
Listen to everything


Intentional
listening is only using one of your five senses. Most of the noise of
everyday living passes by unnoticed, because it’s familiar. Intentionally
listen to all the sounds you hear. Experience the gentle humming sound of
electric currents flowing through your walls. Don’t be scared. Hear the creaking
of the floorboards. The sound of water, whether it be rain hitting your
windows, or drains flushing water away, or even the drip of a leaky faucet. The
more sounds that you hear, the more you’ll begin to question what other sounds you’ve
been missing because you’ve become so accustomed to them.


 


Step Three:
 Magnify that effect by five


You’ve become
so accustomed to going through the motions of life that your five senses have
become so ingrained in the routine that you barely notice anything.


 


Such as how
things… 



 	Sound

 	Look

 	Feel

 	Smell

 	Taste




 


All of this adds
up to you missing out on a lot that life has to offer. And it is all because
you have fallen into a rut and are experiencing your life on autopilot.


That will
begin to change when you practice the steps above. Once you take the time to be
conscious, mindful and aware of what you are doing, and intentionally
experience your surroundings, you will slowly start to feel more connected to
the things you do, and have a better appreciation for life and be more at ease
with yourself.


 







Secret #4:  The Fallacy of
Getting More Things Done in Less Time.


Abandon
multitasking. Embrace unitasking. 


 


“Multitasking is merely the
opportunity to screw up more than one thing at a time.”


-       
Steve Uzzell


 


The fallacy of the human race is
accepting the myth that we can get more done in less time. You can’t. You can
have it all. Just not right now. There’s an old saying that comes to mind here.
“He who chases two rabbits, catches none.” The same philosophy applies
to everything in life. 


 


You cannot do two things at once. As much
you may think you’re a great multitasker—you are not. Research estimates that only
2% of the entire population is effective as super-taskers. The rest of us are
falling short and driving ourselves mad trying to get more done in less time.
Your brain is not really wired to do more than one thing at a time. What it
does do is switch back and forth. To get more done, you need to unitask. 


 


Doing one
thing at a time requires prioritization and focus. 


It’s not
that multitasking is a bad thing. It has a time and a place. Reading the
newspaper in the rest room; there’s no danger. Texting while driving, well
that’s a recipe for disaster, and that is why there are laws against it. 


Accept the
fact you cannot multitask. You can only focus on a single task. 


 


How to Unitask
in a Multitasking Centric World


 


Step One:
 Do a brain dump


Grab a pen and
write down everything that pops into your mind. I mean everything—no matter how
silly—because if it’s on your mind, it will distract you when you try to focus
on a task. 


 


Step Two:
 Prioritize


Get a blank
sheet of paper and make two columns. One column will be for things you can do
something about, the other for things you just need to accept. Now, take your
brain dump list and rewrite each item in the appropriate column. Do you have a
gift you need to get next month? It doesn’t matter now. What does matter is
what you are going to do to be able to pay for that gift, like getting work
done. Getting a job. Getting a side gig. Organizing stuff you can sell. 


List the
stuff you can actually do something about and separate it from those that you
can’t do anything about. 


 


Step Three:
 Apply the Pareto Principle


If you don’t
know, the Pareto principle is an 80/20 rule. Whatever you put onto your list,
80% of it is irrelevant. If you have ten things on your list, only two things
matter. Prioritize the most important thing first, get it done, and then do the
second. The other eight things, you can tackle at your leisure.


 


Step Four:
 Focus on your most important stuff early


With your
priorities set, it’s now time to focus on what you can get done. Early is the
best time, because throughout the day, our attention is continually pulled in
all directions. Surf the web, we’re enticed by ads, notifications, pop ups,
etc. Make a dinner, you’re trying listen to the news at the same time. 


 


You can try
to block distractions as much as you like, but it boils down to willpower.



Having the
willpower to stay focused has its limitations. Think of willpower as a battery.
The more you use it, the more you deplete it, until it finally gives up and you
lose the will to ignore it. 


 


By applying
the Pareto principle, you’ll only have a few things that matter on your list
and will have made a decision on the few that are most important. From there,
pick the one that matters most and do it first thing in the morning. Get up
early to do it. 


 


If you read
the biographies of any successful person, you’ll notice that they are all early
risers. A common habit of highly successful person is rising three hours before
they leave for work. Imagine what you can do in three hours when you have a
plan identifying what to do, and a routine in place to get things done every
morning. 


 


If you leave
for work at 8 am, get yourself up at 5 am. You’ll be surprised what you get
done. By the end of the day, your willpower won’t matter because you’ll be
tackling the 80% of stuff that’s not as important. 


 


Step Five:
 Self-Discipline


Every day,
get into the habit of listing tasks. Prioritize in order of importance, apply
the Pareto principle and start getting things done. 


 


You don’t
need to live a disciplined life in order to get things done. You only need
enough self-discipline to stick to it long enough until it becomes habit, which
then becomes routine.











Part 2:  Mind Heart
Connection 


I discovered that when your
mind is cluttered, it is a battle to stay present. Some memory clutter pulls
you back into the past and some has you thinking of the future. Neither type of
clutter is keeping you in the present. 


I learned that being present
means being at one with yourself. A state of mind that can only exist when you
control your own thinking. Your thoughts do not control your life. 


And how do
we do that? Simply by searching our hearts. Our heart is in a constant two-way
dialogue with our mind. When we nourish and refresh our hearts, our hearts can
send positive signals to our minds to live in the present moment and not be
excessively worried about the future, or regretful of the past.


 


The solution
is not to suppress or deny our negative emotions, but instead to heal and
transform our hearts and those emotions before they have a chance to manifest
into a jumble of thoughts that crowd our minds.


 







Secret #5:  Honesty is the
best policy


Be
honest. Keep your promises and act with integrity.


 


“Frugality
creates honesty and honesty creates a clear mind”


 


A clear and
fresh mind comes from a clean and honest heart. If we are honest in the way we conduct
ourselves, our minds will be like a clear mirror for all to see. To me, this is
one of the most overlooked but impactful aspects on the road to a calm and peaceful
mind. 


 


Not
convinced? Think of a time you have told a lie and had to tell another lie to
cover up the first one. Telling lies, even a white lie, only adds to the workload
and burden on your mind, since one lie often leads to another. Add to that, the
need to remember all these lies, large and small, so that you will not be
caught. 


Not following up on promises
you made? 


When we do not keep our
promises to others, we are not only communicating that we do not value them,
but we are also disrespecting ourselves. Ultimately, feelings of guilt, shame
and anxiety will creep in and cloud our mind.[bookmark: top] Being dishonest, untruthful,
insincere or unreliable will create a lot of mind battles and create an
internal unrest.


So, the simplest way to
tackle a clouded mind is to be honest in what you say and what you do.


How to be Honest


 


Step One: Mean What You Say


Mean what you say and say what you
mean. For example, if you are really frustrated, tell the truth instead of
saying you are okay. This can help you acknowledge your true feelings and offload
some of the strain on your mind. 


 


Step Two: Keep Promises


Think carefully before you make a
promise and do not make promises you cannot keep. If you are unsure whether you
can keep a promise, let the other party know upfront and be clear on what you
can deliver. Stop overcommitting and elevate a promise to a level of complete
commitment.


 


Step Three: Be Honest with Your
Life and Situations


Spend within your limits and do not
try to keep up with the Jones’ or anybody else. It is better to be poor and
have a peaceful mind than to look like a mega star but be riddled with
financial troubles. 


 







Secret #6:  Recognize FoMo


Banish
Fear of Missing Out.


 


FoMo is a Fear of Missing out. In June of
2015 it was added to the Oxford English Dictionary and is defined as: “Anxiety
that an exciting or interesting event may currently be happening elsewhere,
often aroused by posts seen on a social media website.” 


 


What didn’t make it into the dictionary
was the JoMo expression, published by NYC author and entrepreneur Anil Dash,
referring to it as the Joy of Missing out. 


 


As with all mainstream media, its sole
intention is to feed anxiety. Rarely do you see good news, because our species
adapts better to negativity. 


 


Beating yourself up over what your
friends may be doing in comparison to what you are doing will get you nowhere.
Sure, your friends may be experiencing the concert of a lifetime, but are they
mindful of the atmosphere? Are they able to engage their five senses and be
present in that moment? 


 


Most of them
won’t, so they’ll experience it once. When you get into the habit of being
aware of your presence, mindfulness, and the real experiences that are born
every day, it doesn’t matter what big events you miss, because you are
experiencing life. You can watch the videos that are uploaded online and
imagine the sensation in the crowds, the vibration of the drums, and the energy
in the room. It’s all possible through mindfulness, which lets you live in the
present and actually experience life at its fullest. 


 


Events
happen every day in every corner of the world. Some you want to attend and
others you’ll be glad you missed. There will always be things happening and you
cannot attend them all.


 


Just
recognize that FoMo is related to your attitude. Either you dwell on missing
out, or you celebrate by living life in the moment, in full awareness of
your presence. Live for the experience and not just to exist. 


 


How to
banish FoMo


 


Step One:
Stop Comparing and be Appreciative


Yes, your
friend’s Facebook pages maybe awash with awesome vacation pictures, and you may
find yourself feeling envious about it. Stop yourself and start appreciating
what you have in life. A warm bath, a good home-cooked meal or a clean bed
linen are small but great things you can be grateful for. 


 


Step Two:
Be Willing Not To Have It All


Needs are
limited. Desires are endless. Accept that we cannot fulfill every desire we
have. Learn to prioritize truly important things and focus on them. Prioritizing
certain activities enables us to let go of others. 


 


 







Secret #7:  Tame Yourself  


Give
your emotions a new identity.


 


You’re
unhappy with your life just now because you’re either focusing too much on past
experiences, or are living in fear filled with anxieties about the future and worrying
about things that may never happen. 


 



 	Thoughts
     shape beliefs

 	Beliefs
     shape your life

 	Your life
     is a culmination of thoughts from past experiences

 	Past
     experiences shape your attitude to your future




 


When You Change
Your Attitude, You Change Your Future. 


 


Step One:
 Live in the now


Better
decision making happens when you live your life in the present. You aren’t overly
influenced by the past, and you act on the opportunities that present
themselves to shape your future. 


Decisions
made without fear, regrets or worries open a world of possibilities. 


 


Step Two:
 Create your vision


Everything
you have in life must serve a purpose. You can close your eyes and visualize
anything you want, but you need to be real. You shouldn’t focus on having
everything, or even a lot. Focus on having enough.


Let go of
your expectations. Forget about fears, worries, friends and foes. Let go of
emotions by grounding your thoughts on the present. Surround yourself with
experiences that matter to you—not objects filled with emotional attachments—experiences
that fill your mind with a burning desire. 


 


Step Three:
 Attitude Adjustment


Acknowledge
every thought that passes through your mind. There are thousands of them every
day of which 80% are habitual and form your attitude. In order to change your
attitude, you need to focus on changing your habitual thought patterns. That’s
the difficult and challenging part, but it is doable. 


 


Instead of
feeling angry, ask yourself why you feel that way. Reframe the thought
wording from angry to batty, as in this is driving me batty, which is a
much less powerful word. Take the negative power words, such as mad,
infuriated, raging, fuming, blood-boiling—and tone the thoughts down. Head to thesaurus.com
and describe in one word how you feel. Feeling infuriated? Type it in the
search bar. You’ll see rile on the list. “I feel riled,” is much mellower than “I
feel infuriated.” 


 


Step Four:
 Don’t over think things, or just don’t think at all


Get into the
habit of making decisions. When you find yourself over-thinking and excessively
analyzing potential outcomes, stop yourself. Visualize the stop sign at the
intersection in your mind to give yourself a visual cue to stop thinking. 


 


Call on deep
breathing, and soothe your mind so you aren’t wrestling with your thoughts to
the point of self-defeat. This will drain your energy before you even start a
task. Stop in that moment and address how you feel in one word. Ask yourself
why you feel that way. Does it really matter that you’ve a bill due to be paid
in two weeks? Yes, probably, but is it going to change the direction of your
life? Probably not. 


 


Bring
yourself into the here and now, and decide what you can actually do now. Not, “what
if” you don’t get this, that or the next thing done. Stay in the present, don’t
dwell in the past, and try not to predict what’s in the cards for the future,
because life doesn’t deal you anything. You get back what you put out. 


 


Step Five:
Write down your feelings


Acknowledge
your thoughts and question why you feel that way, then write down the emotion
you feel—especially when you have a negative thought. Whatever that emotion,
tone it down using a thesaurus as described in step 3. The more in touch you
are with your thoughts and emotions, the better you assert control over your
attitude. That will help you reframe a negative attitude into one of opportunity
which will help your progression towards a positive mental attitude. 


 


Know
thyself. 


 


 







Secret #8: Your New Most Powerful Word 


Master
the art of saying no!


 


Everything that
is cluttering the world around you is a direct result of you permitting it to
happen, simply by saying yes.  


 


Step One:
 Think before you agree


The next
time you feel tempted to say yes to anyone, stop and respond instead with, “let
me think about it and get back to you tomorrow.” Always sleep on it and be
selfish. Is it going to be of benefit to you and further your goals? If not,
don’t agree. If yes, then do it because you must stay on top of your priorities.


 


Step Two:
 Say no when it collides with your morals


This comes
back around to knowing yourself. Your skills, your values, your beliefs and
your goals. Everything you agree to should serve your life with purpose. There
are plenty of ways to serve others while maintaining your priorities and goals without
the inherent chaos brought by making commitments that are inconsistent with who
you are and who you want to be.  


 


Step Three:
 Keep all doors open by saying no with grace


Be firm when
you say no. No ifs, buts, or maybes. Half certainties open the door for further
responses. Be honest. “I’m afraid I’m not able to assist. Thank-you for
asking.” If you really are not interested, do not add “at this time” or
you’ll be asked again.


This
response is gentle but firm and doesn’t invite a second request. 


 







 


Secret #9: Fear Not.


Do not
be afraid to ask for help.


 


“The only
thing we have to fear is...fear itself” — Franklin D. Roosevelt


 


Fear is defeating...crippling.
The fear of looking stupid prevents you from being smart. The smartest people
in the world do something extraordinary. They recognize their true limitations,
work within them and seek help, advice and support when they need it. 


 


Do you know
your limits? 


 


A
foolproof three-step process to ask for help and come out way ahead


 


Step
One:  Ask specific questions


Don’t be
general with the question you ask. Get specific and down to the nitty gritty.
Explain your circumstances, the goal you’re trying to accomplish and the obstacles
you’ve hit causing you to get stuck. 


 


Step
Two:  Ask the right person


There’s no
point asking the janitor about legislation issues. Direct your questions to
those who you feel have more real knowledge than you.  


 


Ask those
whose opinion you value on the subject you’re struggling with. When you do,
you’re also giving him or her a vote of confidence as well. 


 


People
instinctively love that validation, and that’s why most are more than accommodating
when it comes to lending support and advice. 


 


Step
Three:  Be grateful for any advice you receive


Never forget
gratitude. You may not get the answer you want, or get a completely different
perspective that means you doing a lot more work, but always say thank-you.
Never take the attitude of thanks but no thanks, so sorry I asked. Every
door will eventually close on you and every person to experience that attitude
will get defensive when you turn to them for advice. Sometimes the most
important advice is the hardest to hear. Always say thank you with a smile.


 


 







Secret #10:  The Only
Friend You Will Ever Have


Journal
your way to a clear mind.


 


In this
lifetime, you have but one friend you can always count on and that is yourself.
Before you make friends with anyone else, you must make friends with yourself. 


 


Get to know
yourself by creating a two-way dialogue with yourself. Use a journal as
your medium to enlighten your journey to self-discovery. A journal is the only
friend that will ever know your deepest and most intimate desires—that is what allows
you to get to know yourself.


 


This will
guide you through life. It will begin as a habit and become a routine. Eventually
this can become a cherished ritual. Your journal gives you direction throughout
your life. 


 


Getting
Started


 


Step One:
 Find the time


Everyone has
different stages of alertness and we also respond differently to writing. For
some, writing helps them set the tone for the day by journaling in the morning,
whereas others find it relaxing, and therefore choose to do it at night. Or,
you could find you love the escape during your lunch break where you can
immerse yourself with your thoughts and break free from the hustle and bustle
of your day. Find the best time that works for you. 


 


Step Two:
 Make it a part of your habit loop


Cue the
trigger to start writing and get to it. When you’re done, reward yourself for
it. A cue could be leaving a pen and journal on your night stand, or the
kitchen table, or just having that special pen that you only use for journaling
and you leave that on a peaceful spot by the back window. Set something up to
trigger a cue to start writing and follow through to do it. 


 


Step Three:
 Variety is the spice of life


Aim to be
creating a journal entry daily, but always something different from the day
before. If you wrote about work on Monday, write about walking Tuesday, or your
best picks from the web you’ve discovered during the week, or by writing the
names of new connections you’ve made when networking. 


 


Step Four:
 End with questions


It’s easier
to start your next journal entry when you have a question to answer. Wonder how
work will be tomorrow? What was the most interesting conversation today? What five
things were noticed today? 


 


When you
begin to write questions down at the end of a journal entry, it forces your
mind to focus on that during the following day. It puts that question into your
subconscious and causes you to be more aware of your surroundings, yourself and
the people you communicate with throughout the day. 


 



 	Make your
     journal interactive

 	Make it a
     habit

 	Make
     friends with it





 	Never
     leave it




 


Your journal
is the only true friend you have that will never leave you. You may part for a
spell or two, but one day, you will begin reading through it again. The instant
you begin to read through your journal entries, you begin the journey of self-discovery
again—from where you left off. 


 


You and
your mind will always keep growing. 


 


 







Secret #11:  The Most
Important 3 Numbers to Remember 


Breathe.


 


Have you
ever had those times when you feel over excited, extremely anxious or flat out
raging? 


Anytime you
need to calm down fast or even just to restore your focus in a flash, these
three numbers will help you do it. 


 


4, 7 and 8—in
that order. 


 


It’s a breathing
technique or sequence for a better word. 


 


Give it a
try:


 


Step One:
 The posture


Sit up straight,
relax your muscles, and get yourself comfortable.


 


Step Two:
 Tongue and groove


Put your
tongue to your gum just above your front two teeth.


 


Step Three:
 Diaphragm breathing


Breathe from
your diaphragm (not your chest) and inhale deeply through your nose for four
seconds.


 


Step Four:
And hold


Hold that
breath for seven seconds. 


 


Step Five:
And out


Keeping your
tongue at the tips of your two front teeth, open your mouth to form an O shape
and exhale steadily for eight seconds. You will hear a sort of whooshing
sound. Aim to keep that sound steady for the eight seconds. 


 


Step Six:
And again from step three


Do steps
three through five again for four cycles.


 


Feel calmer?
If not, try it again and this time focus on breathing from your diaphragm,
because when it doesn’t work, it’s generally because you’re still shallow-breathing
instead of deep-breathing.


 


 







Secret #12:  Fresh Aroma


Use
aromatherapy.


 


Here’s a new
hobby you would do well to learn. Aromatherapy. It works miracles for the mind.



 


Five in
particular are excellent: 


 



 	Basil

 	Roman
     Chamomile

 	Rosewood

 	Geranium

 	Bergamot




 


Using Aromatherapy


 


Step One:
 Pick a scent you’ve never smelled before


This is important
because scents are powerful memory invokers. That’s why Yankee Candle does so
well with their festive scents. 


The first
time you smell this new smell, you want it to be so mind blowing that you
recall that experience each time you smell the same scent again. So for first
time use, pick a scent completely new to you. 


 


Step Two:
 Create the first time experience


Book
yourself a spa day if you need to. Otherwise, clear an evening out just for you
to soak in the bathtub by candlelight, or if you’ve got a planned vacation
coming up, associate the smell with the beach or another happy place. 


 


Step Three:
 Get your kit


You need one
of the essential oils from the list above, and then a blank inhaler stick. Do
not be tempted into smelling the oils in the store first, otherwise, the future
use won’t be so powerful. 


 


Step Four:
 Prepare your inhaler


If possible,
ask a friend to prepare your inhaler stick by soaking the cotton in however
many drops it takes and then making sure the cap is tight. If you’re preparing
it yourself, block your smell either by holding your nose, or use a lot of
Vicks vapor rub under your nose. Anything to prevent you from experiencing the
scent before the time is right. 


 











Conclusion:  To New Beginnings


The clutter
starts by surrounding your world, and that then clouds your judgment. You
become immersed in the material attachments of the items surrounding you. The
air freshener in the car smells great for a couple of days, and then you barely
notice it. So you buy a new one and toss the old one.


 


The first
step to a clutter free mind begins with the same attitude you have with the air
freshener in the car. When you buy something new, something else needs to go to
make room for it. 


 


In terms of
controlling what you think, remember that all thoughts are either positive or
negative. You cannot have both. Make a deliberate decision to choose positivity
over negativity. 


 


When your
thoughts are racing at the speed of light, bringing overwhelming feelings with
it, remember the 4-7-8 sequence to practice deep breathing for an instant calm.



Condition
your mind to associate the smell of an essential oil of your choice with a calm
experience. Then when you need to calm your mind fast, you can call on two
things. 


 



 	Your
     essential oil inhaler stick

 	Your deep
     breathing exercise




 


One or the
other should get you into a state of calm quickly, but doing both doubles the
chance you’ll be able to ground yourself. 


 


When you do,
acknowledge the thoughts you had, and describe how you felt in one word. Use a
thesaurus to find a mellower word to describe that feeling. Write it down. Get
into the habit of journaling and you’ll become more self-aware. 


 


Being aware
is the first leg of your journey to self-discovery. 


 


The more you
learn about yourself, the deeper friendship you’ll have with your mind. You
will begin to understand how your mind works. 


Your mind is
only a culmination of thousands of thoughts, all of which shape your attitude.
To keep your mind free from clutter, acknowledge the thoughts that pass through
it.



 	Change
     your habits

 	Change
     your attitude

 	Change
     your life




 


Here’s to
your new journey to discover and make a true friend—yourself. Only by
understanding how your own mind works, and working to influence your thoughts,
will you be able to tame a cluttered and racing mind into one of serenity and
calm. 


 


[bookmark: _TOC1439]-- [bookmark: _TOC1799]Michelle Evans


 





images/00001.jpeg
Declutter
Your Mind

*
L ' -~ . *

Twelve Secret Steps
to Clear Mental Clutter
Jor a Lifetime

Of Peace and Bliss

MICHELLE EVANS

FOCUS. CLARITY. BALANCE





