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HEALTHY RELATIONSHIPS
Minding Your Professional Ps and Qs
While fashion and trends come and go, good
manners are always in style. Knowing how to
conduct yourself in certain situations is critical to
success, especially in the workplace. When cubical
courtesies are ignored, frustration and negativity
is bred and team morale and productivity
decrease. Practicing good workplace etiquette is
a simple step toward a successful environment.
BACK TO THE BASICS

It’s not rocket science when it comes to
professional courtesy. Simple manners and
childhood playground rules are really all it
takes. Practice kindness and respect by laying a
stable foundation of “please” and “thank you.” Be
punctual. Arrive on time, or even early, to begin
your work day. During meetings and conferences,
practice being fully present. When possible,
silence or turn off electronic devices. Better yet,
place your phone in your pocket or desk drawer
to communicate how much you value the other
individual.
SHARED SPACES

Tight quarters and shared spaces can be a tricky
workplace situation to navigate. It’s not just about
respecting each other’s property or keeping your
volume level appropriate. All our senses are at
play in the workplace. Keep the following items in
mind to avoid an etiquette faux pas:

• Lunch hour - Even though tuna fish might be
your favorite munchie, your coworkers would
appreciate not smelling it the rest of the day.
Eat your meals in a lunchroom or cafeteria to
avoid unpleasant odors wafting through the
office.
• Noise control - Pen-tapping, gum chewing,
or sighing are easy habits to pick up. Who
hasn’t clicked their fingernails while typing or
unknowingly hummed their favorite song or
annoying jingle? Do your best to be aware of
noises which might be distracting (or irritating)
your coworkers.
• Sniff, sniff - Many people are sensitive to
strongly-scented products. Choose perfume,
cologne, lotions, or candles that are mild to
avoid giving your cubicle mates a sneeze-fit.
• Keep it tidy - A workplace is a reflection of the
quality of your performance. Keep your area
clean by washing your coffee mug, throwing
garbage away, and organizing papers and files.
• Feeling icky? - When you’re feeling under the
weather, sharing isn’t always caring. Stay home,
if possible, to avoid passing germs around the
office. Attend important meetings via phone or
video chat. If you absolutely must go into the
office, keep hand sanitizer and tissues nearby.

STAYING FIT
Protecting your Joints
Chances are you know someone (animals included) who has had
arthritis pain. A joint disorder often associated with the elderly,
arthritis is no respecter of age. Young people can also suffer. Joints,
appropriately named, join two bones together. Some are rigid, as
in your skull, while others are flexible, like around your knees or
shoulders.
JOINT MAINTENANCE

Keep your joints in tiptop shape with some simple changes to
your diet and exercise routine. Eating a healthy, colorful diet rich
in vitamin C, fiber, and calcium is key for bone and joint strength.
Good nutrition also helps avoid weight gain. Each pound adds up to
four times the pressure on your knees, so even losing just a few can
make a huge difference. Of course, what would a healthy routine
be without some exercise? Keep your joints limber by alternating
between sitting and standing. Aim to change positions every 30
minutes to avoid stiff joints.

PREVENTATIVE PURCHASES

For some items, you really do get what you pay for. Consider
investing in these quality purchases to help preserve or improve
your joints’ health.
• Footwear - A good pair of comfy shoes will help you go the
distance. Wear functional and comfortable shoes to protect your
feet, knees, hips, and back.
• Appliances and gadgets - Something as small as an electric can
opener saves your hands from squeezing and twisting. Simple
gadgets and stools can save you from unnecessary bending and
stretching.
• Food and products - Healthy snacks, such as cherries or walnuts
are helpful to maintain good joints. Ask your medical professional
if a good, whole foods supplement would be a beneficial addition
to your diet.
• Braces - No, not the orthodontic kind. A physical therapist or
medical supply store are knowledgeable resources to guide you
when purchasing a joint brace. Heating pads and ice packs are
also useful tools.
• Zzzzzz’s - Perhaps one of the greatest sleep aids is a quality
mattress. The most expensive one doesn’t necessarily mean it’s
a perfect fit for you. Do your research. Ask around for others’
mattress-buying experiences. Try to purchase one with an
exchange or return policy in case it’s not the best fit for your body.
With a little TLC, your body will stay as healthy and strong as
possible. Take care of your joints today, and they’ll take care of you.

THINKING WELL
Brain Work-outs
Wanting to slim down? Looking to stay in shape? Exercise is one
activity everyone knows they should be doing to stay healthy. Yet,
we often don’t hear enough about how to keep our brains healthy.
Our brains, just like our muscles, can weaken when not used. This
is called atrophy. Failing to keep our minds sharp and active can be
harmful to our brain health. Read on for more tips on giving your
brain that “rock hard six-pack.”
BRAIN SCIENCE

Experts also encourage brain exercises that incorporate multiple
senses. Remember the five senses from grade school? Sight, sound,
smell, taste, and touch. Activating several of your senses stimulates
the brain in multiple areas. Here’s a few suggestions to get you
started.
• Mental recall - Muscle memory or memory muscle? Well,
both actually. Up your mental stimulation by making lists and
memorizing them. Test how much you remember an hour later.
Even boring, old grocery lists can be turned into a game of
memory recall.

Though research isn’t entirely conclusive, experts encourage “brain
workouts” to boost your overall health. Why? The data’s compelling
enough to infer that when you process information differently, • Math whiz - Ditch the calculator and go old-school. Figure out
math problems in your head. Double-bonus: take a walk while
it improves the strength and frequency of synapse connections
mentally reviewing your multiplication facts.
in your brain. An active mind could even delay or diminish an
Alzheimer’s onset.
• Tasty workout - Learn how to cook some new foods and give
your brain a culinary buzz. Because cooking utilizes smell, touch,
PLAYING MIND GAMES (THE GOOD ONES)
taste, and sight, various parts of the brain benefit.
Having a consistent, enjoyable workout routine is as important for
your mind as it is for your physical body. Crossword puzzles, reading, • New hobbies - Hand-eye coordination increases dramatically
with any activity involving fine-motor skills. Think knitting,
writing, group conversations, and games like Sudoku or Scrabble
drawing, painting, and puzzles. Consider a new hobby and boost
are great brain workouts. Stimulate good brain activity with real-life
your brain health.
tasks as well. Even simple switch-ups like brushing your teeth with
the opposite hand or driving a new route home increases synapse
connections. Maintaining social activity is also critical to good brain
health. Ideas such as visiting a museum with a friend or teaching a
child to play chess are small ways to reduce stress and stay sociallyengaged.

PEAK PERFORMANCE
Caffeine
What’s a morning routine without a hot cup
of Joe? Or perhaps some hot tea or a cold
soda is more your speed. Regardless, many
of us just don’t feel ourselves without a cup
of caffeine to get us going. While the FDA
concludes caffeine in moderate amounts
isn’t harmful, there are plenty of ways
caffeine can negatively impact our lives.
THE BACK-STORY OF CAFFEINE

Over 60 plant species contain the alkaloid
we know as caffeine. Cocoa beans, kola nuts,
tea leaves, and coffee beans are the most
common plants containing caffeine. Besides
serving as an additive in many beverages,
caffeine can also be found in a number of
over-the-counter medicines. Analgesics,
diet-aids, and cold and flu remedies often
contain caffeine components.
CAFFEINE RISKS

While moderate caffeine use (roughly three
cups of coffee per day) won’t negatively
impact your heart health, some people are
more sensitive to its effects. Body size,
genetics, age, medication, and other health
issues all influence how your body reacts
to caffeine. Pregnant women or Individuals
with a history of heart disease or high blood

pressure should talk with their medical
professional about caffeine use. You’re also
wise to avoid caffeine when the following
pertain:
• Buyer Beware - According to the FDA,
consumers should steer clear of highlyconcentrated caffeine sold as dietary
supplements. These are often sold as
bulk powdered units or liquid.
• Alcohol - It’s best to avoid mixing alcohol
with caffeine, as it masks alcohol’s effects
on the body. Individuals may feel more
alert and drink more than they intended,
heightening the risk of alcohol-induced
damages.

However, it’s time to start cutting back
on caffeine if you’re experiencing the
following symptoms: migraines, insomnia,
nervousness,
quickened
heartbeat,
stomach upset, or muscle tremors.
Interestingly, many of caffeine’s withdrawal
effects are similar to those experienced with
excessive use. Mild to severe withdrawal
effects include: headaches, drowsiness,
irritability, and flu-like symptoms can often
occur. The caffeine bottom-line: drink up,
moderately.

• Sleep-deprivation - Many people turn
to caffeine when they feel overly sleepy.
However, caffeine tricks your mind,
making you more alert without providing
the restorative sleep your body needs.
Too much caffeine can be both toxic and
train your body to avoid natural sleeping
rhythms.
CAFFEINE CUT-BACK

For some of us, the thought of giving
up our morning coffee or afternoon
pick-me-up might seem unreasonable.

SOUND FINANCES
Donations
Giving just feels good, right? Some of us think of volunteering our
time or donating a few bucks at holidays. Yet when it comes to
giving, any time is the best time. Any amount is helpful. Whether
you donate time, money, goods, or services, giving is valuable to
both you and your community.
THE PERKS OF DONATING

It might seem unusual, or even wrong, to think about receiving
a monetary kick-back from our donations. Yet, Uncle Sam’s got
specific guidelines in place for how to make your donations count,
whether as an individual or as a business. To be deductible, the IRS
states that all charitable contributions must be given to qualified
organizations. A simple check on the www.irs.gov website can
verify if your charitable contribution qualifies. Donations made to
individuals are never deductible.
Charitable donations must be itemized to count as deductions.
This is done using Form 1040, Schedule A on your tax paperwork.
There are many software programs and online tools to help you
navigate through the process. When in doubt, ask a professional
tax preparer or certified public accountant.
DONATING DO’S & DON’TS

• Homework - Do your due diligence and research the charity of
your choice. Verify the donation venue is an actual and reputable

charity. The Attorney General and Better Business Bureau
would have these records.
• Clean out- Be sure to remove license plates when donating a
boat or vehicle. Also, be mindful to transfer all registration and
title information.
• Paper trail - If you’d like to deduct your charitable contribution,
you must keep a record of all cash, check, or other monetary
gifts. Other donated items may also be deducted with
proper documentation. Keep receipts or digital records of all
transactions.
• Bank records or written receipts from the organization are
necessary. These statements must contain the qualifying
organization’s name and the donation’s date and amount.
• For items other than money, tax-payers may claim the fair
market value of donations.
• Expert advice - At times, a professional appraisal is needed
for items such as jewelry, art, stocks, real estate, and furniture.
Having an outside perspective is helpful for times we attach
emotional and financial value to items.
Giving is a beautiful way to help our fellow man. Pay it forward
today and enjoy the added incentive from your friends at the IRS.

COACH APPROACH
Cleaning House
If the thought of purging your basement or hall closet makes you
break into a cold sweat, you’re not alone. Minimizing our lifestyles
can be challenging and emotional. Yet the rewards of a more
stream-lined space (and mind) are worthwhile.
THE UPSIDE OF DOWNSIZING

While tiny homes and minimalism might be the current fad,
organization is always appropriate. Periodic reviews of our lifestyle
and goals can help determine if we really need “all the things.” We
often assign disproportionate meaning to our belongings at the
expense of what matters most: our family, health, time, passions,
and others. If your “stuff” is adding more stress to your life, it might
be time to re-organize or get rid of the excess.
TO PITCH OR NOT TO PITCH

While you don’t need to sell everything and “go tiny,” it is helpful to
scale back. Purging, for many of us, can seem like an overwhelming
task. Consider these minimizing strategies to cut the clutter in your
life.
• Less papers and paperless - Recycle, shred, trash, or savewhich is it? Many people mistakenly save unnecessary paperwork
like outdated tax returns, old hospital bills, or paystubs. For most
situations, the IRS recommends keeping important paperwork for
only three years. Go ahead and recycle that electric bill from 2013.
Better yet, go digital and save some trees in the process.
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• Lifestyle check-up - Take an honest look at your schedule. Do
you need multiples of every shade of everything? Probably not. Ask
yourself if this item both fits and fits in with your desired lifestyle.
A few staple pieces in your wardrobe or a versatile set of dishes
might be all you really need. Invest in one quality item opposed to
several cheaper ones.
• Decisions, decisions - Can’t decide? Consider placing items
you’re unsure of in an “in-between” box for a set amount of time
(think one month or so, not eternally!). If you haven’t used or
needed the item in that time-frame, release it.
• Embrace the pain - Parting with our beloved stuff is not for the
faint of heart. While some things are worth keeping, other items
might serve a better purpose elsewhere. Lean into the emotions
and give yourself permission to grieve or fear the loss. Letting go
isn’t always easy, but when it comes to “things”, less really is more.

