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Achieving a Healthy 
Balance in a Busy Life – 
Ten Minutes at a Time 

by Joe Sweeney

 Perhaps your business is thriving, your family 
and friends provide you the love and support you 
need, and you recently treated yourself 
to a fabulous Caribbean cruise. Your life 
is good. But if you suffer from frequent 
back pain, high blood pressure, shortness 
of breath, insomnia or chronic fatigue, 
your life may be out of balance. 

To improve your health, you only 
need to do one of three things: change 
your lifestyle, change your lifestyle, or 
change your lifestyle. Unfortunately, 
many people fail to make the time for 
healthy living. In fact, time is the main 
reason many people do not exercise 
regularly, eat well or manage their stress. 

Yet — small investments in time can make a big 
difference. For instance, while some fitness experts 
recommend at least 30 minutes of exercise on most 

days, three 10-minute sessions are nearly as good. 
To help you balance your busy career with some 
healthy habits, I offer you these time-saving strate-
gies. Each healthy suggestion takes 10 minutes or 
less to implement. 

Take a 10-minute time-out daily. 
Sit tall in a chair, close your eyes and breathe 

deeply. Release tension from a specific area of your 
body, simply by focusing on the area as you slowly 
exhale. Work progressively from head to toe. Just 

10 minutes of deep breathing will calm 
your nerves, clear your head and prepare 
you to deal with the upcoming stressors 
of the day. 

Spend 10 minutes in the produce 
section of your supermarket. 

Buy a variety of colorful fruits 
and vegetables. While you enjoy 
your crunchy, nutritious snacks, you 
will be less likely to eat the high-
calorie, nutritionally-challenged foods. 

Make healthier restaurant choices.
Order more baked, broiled, steamed and fresh  

items from the menu. Choose less fried, basted, 
creamed and breaded selections. Order salad 

dressing on the side. Do the same with pasta 
sauce. Request the skin be removed from chicken 
before cooking. 

Schedule your exercise. 
Specify your intended activity, the duration 

and when you plan to do it. Use a red pen and 
you will definitely remember your healthy ap-
pointments. 

Develop a Ten-Minute Anywhere Workout. 
My personal workout features push ups 

on my knees (with straight body from head to 
knees), abdominal exercises, back strengtheners, 
and more. I perform two sets of 15-20 repetitions 
of each strength exercise, I do six strength and 10 
stretch exercises. I usually complete the strength 
exercises in nine minutes. I end my workout with 
stretching, and my total commitment is only 
about 14 minutes. My workout elevates my heart 
rate, tones muscles, strengthens bones, lengthens 
tight muscles, relaxes my body and energizes my 
mind. I do my Ten-Minute Anywhere Workout 
every other day, whether I am at home or on the 
road. It’s simple, quick and because it’s so brief, I 
rarely miss a workout. 

Work your heart and leg muscles with walking. 
Use a treadmill in the hotel gym or take a walk 
outside. Ask the concierge about safe walking 
routes. While you walk, rehearse your presenta-
tion for 10 minutes. These days, you can talk to 
yourself and no one will notice, but if you are still 
self-conscious, dangle a wire from your ear and 
people will think you are talking on a phone. After 
you walk through your speech, pick up the pace 
for another 10 minutes and enjoy an energizing, 
heart-pumping stride. 

Here’s your assignment if you wish to accept it. 
Incorporate one or more of the above suggestions 
into your life for 30 days. Since it takes around 
21 days to form a new habit, 30 days will do the 
trick. During and at the end of 30 days, observe 
how you feel: your energy level, your mood, and 
how your clothes fit. 

At the end of 30 days, you should feel notice-
ably better. Appreciate your improved state of 
well-being and it might motivate you to continue 
along a healthy path, perhaps adding a few more 
healthy habits along the way. 

*Consult a doctor before starting an exercise program.

©2005 All rights reserved. Joe Sweeney is a speaker, 
personal fitness trainer and the author of “I Know I Should 
Exercise, But. 7 Steps to Removing Your But From  
Exercise”. Contact Joe at joe@joesweeney.com. 

by Patricia Haddock

These days, businesses are doing more with 
less, and to succeed, you need to develop work 
habits that allow you to work smarter. The follow-
ing strategies can help you increase effectiveness, 
manage time more efficiently, and create more 
balance in your life. 

1. Concentrate. Concentration is like a laser; 
it can help you cut through distractions and be 
more productive. Two productivity principles 
are at work here. 

Energy flows where attention 
goes. When you concentrate on a 
task, you focus your attention on 
it and that, in turn, focuses your 
energy. You get more done, faster, 
and more efficiently. 

The power is in the present 
moment. We cannot change the 
past, and we can only imagine the 
future, but we can take action in 
the present. NOW is the moment 
of power. Concentration keeps you 
in the now where you can act. 

2. Honor your personal time clock.  
Are you a lark — a morning person who jumps 
out of bed at 4AM, raring to go? By 8AM you’re 
going strong; come noon, you’re in your stride. 
But by 4PM, you’re wilting and by 9PM, you’re 
in bed. Maybe you’re an owl — a night person 
who can’t function before 10AM who hits your 
stride at 2PM? By 8PM you’re ready for another 
four hours of activity. By midnight, you’re in 
bed.

If you’re a lark, schedule presentations and 
make important decisions in the early morning 
while you’re in your prime. 

If you’re an owl, schedule important activities 
in the afternoon or early evening. 

3. Motivate yourself and others to take 
action. People are either motivated toward 
a goal or away from the consequences of not 
acting. Most of us have an “away from” style 
when it comes to paying taxes. We pay the IRS 
to avoid the consequences of not paying. When 
you understand motivational styles, you can 
communicate goals and performance require-
ments so that people respond in the way you 
want them to. 

4. Know when to act. Ask these three ques-
tions about every activity: 

Does this activity have value? If your answer is 
“No,” don’t do it. If your answer is “Yes,” to whom 
does it have value and how important is this person 
in your life? The more important the person, the 
more value the activity has. For example, atten-
dance at your son’s soccer finals is a high-value 
activity. A report required by a key customer has 
value; how much value depends on how important 
the report is to your customer and how important 
the customer is to your business. If the activity has 
value, ask the next question. 

Does the activity have a deadline? If not, but 
it has value, schedule the activity so 
that gets done. If it has a deadline, 
ask the next question. 

Is the activity urgent — does 
it have a deadline that is less than 
one week away? If the deadline is 
less than one week away, do it now. 
If the deadline is more than a week 
away, schedule it now so that it is 
completed by the deadline. 

5. Work smarter everyday. 
Incorporate one of the following 

productivity habits into your behavior each day. 
•	 Qualify meetings before you agree to attend. 

Find out if you really need to go. 
•	 Question assumptions. Always ask, “Is this 

necessary?” “Is there a faster/easier/better/
more efficient way of doing this?” 

•	 Lighten up. Laughter releases chemicals that 
lift spirits and enhance creativity. Look for 
humor in every situation and laugh often. 

•	 Make requests and give instructions as spe-
cifically as possible. Ask others to repeat what 
they think you said and immediately correct 
any miscommunication. 

•	 Set realistic time frames for yourself and 
others. Remember, tasks expand — but rarely 
contract — to fill the time allotted. 

•	 Avoid ambiguous language. Listen to your 
words. The more precise your word choices, 
the clearer your communication and the less 
need for repetition. 
 

© 1997. Patricia Haddock. All rights reserved. 
Author, speaker and consultant Patricia Haddock helps 

people develop more productive work habits that contrib-
ute to their own and their company’s success. This article 
is adapted from her program, “Taking Care of Business: 
Fundamentals of Productive Work Habits.” Call Pat at 
1-888-863-3919 to book this program. 

Delegating your financial affairs to a 

Trusted Advisor helps you to focus on the 

really important things in life.  Focusing 

on your Physical Health, Mental Health, 

Inner Health, Relationship Health and 

Career Health can really add value to the 

quality of your life.  We hope you enjoy 

the articles in this newsletter.

Dance like no 
one is watching. 

Sing like no 
one is listening. 
Love like you’ve 
never been hurt 
and live like it’s 

heaven on Earth. 

— Mark Twain 
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