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Last updated on 10 July 2020 Life wasted in time between. Time between when your alarm first rings and when you finally decide to get out of bed. Time between when you sit on your desk and when the productive work begins. The time between making decisions and doing something about it. Slowly, take your day
away from all the used moments in between. Finally, time washers, laziness and procrastination are better than you. The solution is to reclaim these lost middle moments by creating rituals. Every culture on earth uses rituals to transmit information and encode behaviors that are considered important. Personal
ceremonies can help you build a better pattern for handling everything from how you wake up to how you work. Unfortunately, when most people see rituals, they see meaningless superstitions. Indeed, many rituals are based on a primitive understanding of the world. But by building personal rituals, you can encode
behaviors that you feel are important and cut off wasted middle moments. Programming your algorithms is another way of viewing ceremonies by seeing them as computer algorithms. The algorithm is a set of instructions that are repeated to get results. Some algorithms are very efficient, sorting or searching millions of
pieces of data in seconds. Other algorithms are bulky and awkward, which takes hours to do the same. By forming rituals, you are building algorithms for your behavior. Take the delayed and painful pattern of waking up, discussing whether to sleep in the next two minutes, hitting the snooze button, repeating until almost
late for work. It can re-plan to get out of bed immediately, without discussing your decision. How to form a ritual I set up personal rituals for myself to touch email, wake up every morning, write articles, and read books. Far from inflexible to me, this ceremony gives me a useful default pattern that works best 99% of the
time. Whenever my current ritual won't work, I'm always free to stop using it. Forming a ritual is not very difficult, and the same principles apply to changing habits: write down the sequence of your behavior. I suggest starting with a simple ritual of only 3-4 step max. Wait until you've established a ritual before you try to
add new steps. Committed to following your ritual for thirty days. This step will take the idea and make it to your nervous system as a condition habit. Tell me a clear trigger. When does your ceremony start? A ceremony is easy to wake up—the sound of your alarm clock will work. As for what makes you club, read a book
or reply to an email—you have to decide. Tweak the pattern. Your algorithm probably won't be quite efficient for the first time. Making a few tweaks after the first 30-day trial can make your ritual more useful. Ways to use a ritual based on the above ideas, here are some ways you can implement your rituals: 1. Waking up
set up a morning ritual for when you wake up and multi-dimensional You will do so immediately afterwards. To combat grogginess after waking up immediately, my solution is to do a few pushups right after getting out of bed. After that, I sneak in ninety minutes of reading before preparing for morning classes. 2. How often
do you use the web to reply to email, look at Google Reader or check Facebook every day? By taking all my daily internet needs and compressing them into one, highly efficient ritual, I was able to cut 75% of my web time without losing any connection. 3- How much time can you read a book? If your library is not as large
as you want, you may want to consider the ceremony you use to read. Programming a few steps to trigger yourself to read instead of watching TV or during a break in your day can chew through dozens of books each year. 4. Friendship can also help in communication. Launch a ritual starting a conversation when you
have the opportunity to meet people. 5. Working is one of the hardest obstacles when overcoming procrastination is building a concentrated flow. Making those steps into a ritual can allow you to quickly start working or continue working after interruption. 6. Going to the gym if exercise is a fight, encoding a ritual can
remove a lot of difficulty. Set up a quick ritual to go to exercise right after work or when you wake up. 7. Exercise even in your workouts, you can have ceremonies. The time interval between runs or reps with a certain number of egos can remove speculation. Forming a ritual of performing specific exercises in a specific
order can save time. 8. Sleep forms a sedative ritual in the last 30-60 minutes of your day before going to bed. This will help you slow yourself down and fall asleep much easier. Especially if it plans to get full of loud energy in the morning, it will help if you remove insomnia. 8. Weekly reviews are a big part of the GTD
system. By making a simple ritual checklist for my weekly reviews, I can get the most out of the sport in less time. In essence, I have comprehensive reviews where I wrote my thoughts weekly and progressed as a whole. Now, I'm narrowing my focus toward specific programs, ideas and measurements. The final thoughts
we all want to be productive. But when, there is a time when procrastination and laziness sometimes get better than us. If you face such problems, don't be afraid to use these rituals to help conquer them. MORE POINTS TO CAPTURING WASTERS TIME AND PROCRASTINATION PHOTO CREDITS: RODOLFO
BARRETO VIA UNSPLASH.COM ENVELOPES HAVE BEEN AROUND SINCE THE 1840S AND REMAIN A MAJOR ITEM FOR BUSINESS CORRESPONDENCE. Envelopes come in different styles as well as sizes rather than user needs. Business people can usually choose the envelopes they need easily because
they come in several standard sizes. Envelopes used by businesses and organizations usually fall into one of two categories: envelopes used for regular business And hawala envelopes. The size of business correspondence began to be the smallest, designated small business or 6 1/4, which measured 3.5 in-6 inches.
The largest standard size envelope is #14, which is 5 by 11.5 inches. This #10 widely used for business correspondence and measures 4 1/8-by-9.5 inches. Remittance envelopes are usually used to bill customers and provide pre-addressed envelopes to return payments. The smallest remittance envelope, designated
as 6 1/4, has dimensions of 3.5 by 6 inches. The largest remittance envelope commonly used #9 3 7.8 in-8 7.8 inches. Free envelope format is a great alternative to going out and buying envelopes. They can be perfect for wedding invitations, Christmas cards, greeting cards, anniversary cards, and everything in
between. It's actually very easy to get your envelopes and once you've made a few, you can whip up the pile very quickly. You'll find all the popular envelope size announcements the size of the envelope A2, A6, A7, A8, A9, A10 that are most used for cards of any kind. You'll need printers, glue or tapes and paper to
create your envelopes. Use white printer paper to make standard white envelopes. You can also use the white craftsman for a tighter envelope suitable for the greeting card. Scrapbook articles and pattern or color can also be used to create a unique look. Be sure to follow the print directions for each template so you get
the correct size. I always like to check the size twice after I print it you can do it by getting a ruler and making sure the measurements are what it's supposed to be. Before you print your envelope, you need to specify what size you need for what you want. There are standard envelopes sometimes cards come in irregular
shapes and you need to figure out the best envelope size for it. Measure your envelope and then take a look at the table below. It will include the size of the envelope as well as its maximum size inside. Envelope Dimensions Type Envelope Suggested Enclosure Dimensions A2 4 3/8 X 5 3/4 4 1/4 X 5 1/2 A6 4 3/4 X 6
1/2 4 5/8 X 6 1/4 A7 5 1/4 X 7 1/4 5 X 7 A8 5 1/2 X 8 1/8 5 1/4 X 7 3/4 A 9 5 3/4 X 8 3/4 5 1/2 X 8 1/2 A10 6 X 9 1/2 5 3/4 X 9 1/4 #10 4 1/8 x 9 1/2 3 7/8 x 9 1/4 When in doubt, go with a bigger size or create a custom envelope with a single sheet of paper that you can trim down to size before folding. A2 is probably the
most common envelope size for cards. If you have your cards, this envelope size is great because it fits 4 cards or 2 folding cards that are cut from 8 1/2 x 11 pieces of paper. Mel Stampz has a free A2 envelope template for both the opening sides and the top opening envelope. You can print them with or without score
lines. Jam Paper also has a free A2 envelope template that can be downloaded in your favorite word with one click It has already started in the right places to help you. The A6 envelope is another commonly used size that is often used for weddings and party invitations. There is an A6 envelope format in Neenah Paper.
Here's another A6 envelope format that even has instructions for cutting and assembling envelopes. The A7 envelope is keeping a card that is 5 x 7 which can include invitations for weddings, birthdays, or any other event. There are also greeting cards, such as Christmas cards, which will sometimes fit in the A7
envelope. Artesi Bryde has an A7 envelope template that includes photos of how to put the envelope together, and the Paper Mill store has a free PDF from an A7 envelope format that includes instructions as well. You can also use an A8 envelope to keep the greeting card. The greeting card is 5 1/4 x 7 3/4 full inside the
A8 envelope. The A9 envelope is often used for household cards because a folding card or two flat cards made from a piece of 5 1/2 x 8 1/2, make it suitable for this envelope. An A10 envelope has an enclosure that is 5 3/4 x 9 1/4. This is a large envelope for a large card or small enough that no extra mailing is required.
#10 easily to keep a piece of letter paper that is folded into the third size. This envelope is used everywhere from mass mail to everyday correspondence. Here's a free #10 template from BlockbusterPrint. There is another free #10 clear hub template that even shows you where the mailing address and address goes
back. If you have made your envelopes using a template or you have purchased envelopes you may decide that you'd print them directly before sending them. It's actually easier than it looks. Here's a guide on how to get in Microsoft Word as well. .
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