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ESTATE PLANNING: GET ORGANIZED Now

Estate planning isn't just about legal issues -- w 1. 1
there are practical ones as well. After you die,

many of the tasks and decisions your loved ones Estate @
will have to handle usually aren't covered by basic
estate planning documents. You can save them
some headache by making your wishes known on
such issues as:

« Who should be notified of your death?

« Do you want a funeral or a memorial ceremony? If so, what
type? Who should attend? Do you want people to send flowers, or would you prefer donations to
charity?

« Did you prepare a will or living trust? Where did you keep them?

« Do you own a life insurance policy, pension, annuity, or retirement account? Where are the
documents stored?

« Do you have bank accounts? Do you have a safe deposit box? Where are the records?

« Do you own stocks, bonds, or money in mutual funds? Where are the records?

« Do you own real estate? Where are the deeds?

Most of us carry this information around in our heads and never discuss it with our family members in
a comprehensive way. Our loved ones must do their best to sort it all out later.

Avoid Unnecessary Losses

Costly or painful losses can result from a failure to organize your affairs. Stocks, bonds, bank
accounts, real estate, and insurance policy benefits may go unclaimed and be turned over to the state
government. This happens surprisingly often. Each year, millions of dollars go into state treasuries
because the rightful property owners couldn't be found.

On a more personal level, relatives or friends may not be promptly informed of a death, and valuable
pieces of family history may not be passed down to future generations.

Fortunately, losses like these can be avoided with a little bit of planning, sorting, and organizing.
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Organize Your Information

Making things easier for your family is not difficult, but it may AWP in the News!

be time-consuming. It's best to break the task into \lliance Work Partners Receives
manageable sections and take it one step at a time. Start by lccreditation from the
thinking about some broad categories of information: American Association of

+ funeral plans (arrangements and whom to notify) Suicidology
< insurance policies

« wills, living trusts, deeds, and other important documents
« pensions and retirement accounts

Crisis Call Center Meets Rigorous
Service Delivery Standards
Alliance Work Partners (AWP) is one

« bank, money market, and mutual fund accounts of the nation’s first EAPs (employee

- stocks and bonds assistance programs) to receive

- items in safes, safe deposit boxes, and other locked or accreditation from the American
hidden places, and Association of Suicidology (AAS),

- family history, including the location of photographs, demonstrating competence in

heirlooms, and other irreplaceable items. providing outstanding assessment,
referral and intervention for clients

presenting with increased risk of

Then think about organizing this information in a way that will S v N

help your family handle your affairs after your death. You can

. . . behaviors.
structure the information any way you like -- even some
scribbled notes left in an accessible location are better than Read More:
nothing -- but if you have the time and energy for it, consider http://www.prweb.com/releases/201

a more thorough approach. 6/01/prweb13190866.htm

To organize your wishes, plans, and important personal
information, you can turn to self-help products. However you choose to organize your affairs, what's
most important is that you create a clear, easily accessible system that will light the way for your
family and friends.

When you've got everything in order, be sure to store your information in a safe place. You might
consider keeping everything in a fireproof metal box, file cabinet, or home safe. Also, be sure to
discuss your new records with those closest to you. Your careful work won't help them unless they
know where to find important papers when the time comes.
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MAKE THE SUPERMARKET A HEALTH-FOOD STORE

» g If you think the only place to buy healthy food is a health food store,
] think again.
1B

4= In response to consumer demand, most supermarkets now carry
s | products previously found only at health food stores. But many
shoppers are unaware of these products because they're often
displayed alongside similar items that are high in fat and food

‘A additives.

"If you take a close look, you'll find a wealth of natural foods available in every food category, and
significant amounts in your market's cereal, soup, salad dressing, cookie and cracker sections," says
Lisa Messinger, author of "Turn Your Supermarket Into a Health Food Store."
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"Until a few years ago, supermarkets segregated so-called diet and health foods to a single aisle.
More recently, health or natural food items have been mainstreamed throughout the stores," Ms.
Messinger says. "The trick, of course, is to learn to tell the truly healthy foods from the overhyped
ones."

Becoming an educated consumer

An increasing number of Americans are shopping for healthy foods. "As important as regular exercise
is to good health, we're also aware that we still need to get a grip on what we eat," Ms. Messinger
says. Study after study has shown a good diet reduces the risk of cancer, heart disease and a host of
other preventable health problems.

These guidelines can help you choose healthier foods at the supermarket:

« As often as possible, choose fresh, raw fruits and vegetables. Wash them well before serving. Try
for 5 to 13 servings of vegetables and fruit daily. The next best choice is fresh frozen fruits and
vegetables. These are convenient and available year round rather than just seasonally.

« Processed or canned fruits and vegetables often contain added sugar, artificial colors and excess
sodium.

« In general, the shorter the ingredient list, the healthier the food. A whole-grain, all-natural bread
can contain as few as five ingredients. A brand-name wheat bread containing preservatives,
additives and artificial ingredients can have as many as 18 ingredients.

« Choose products with ingredients you recognize as "real" foods (corn, wheat) instead of chemical
compounds you can't pronounce.

« Keep in mind ingredients you may wish to avoid -- such as caffeine, sodium, refined sugar and
high-fructose corn syrup -- and watch for them on food labels.

« Be aware of label hype. Just because a product label has a big, bold "fat-free" banner doesn't
mean it's healthy -- it may be high in sodium and sugar. The only way to find out is to read the fine
print.

« Read the nutritional information on the label. Quickly scan the (per serving) calorie, fat, cholesterol
and sodium totals. Products that contain 30 percent or fewer calories from fat will have 3 grams of
fat or less per 100 calories.

"Just by looking at ingredient listings, you'll find lots of products that are whole or natural foods," Ms.
Messinger says. "You may also find lots of foods that are good replacements because, even though
they may have sugar or some other additive, they are not filled with artificial ingredients or
preservatives like other foods in the category."

Krames Staywell

Visit your EAP Blog today

Highlighting news, resources, conversations and features
for our valued customers. Be sure to visit often to see what’s new.

Optimized for all devices including: desktops, laptops, tablets, smart phones and more.

https://www.awpnow.com/main/blog/
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SPRING FORWARD WITH 10 SLEEP TIPS

Daylight Savings Time is right around the corner. Most of us
move our clocks forward one hour at 2 a.m. Sunday, March 13.

When we spring forward to daylight saving time, we lose an hour
of sleep. Most of us feel the effect for a few days afterward.

Use these 10 sleep tips to help you spring forward easily
and sleep better all year long.

1. Gradually Transition Into the Time Change

To minimize the impact of the switch to daylight saving time, make gradual adjustments. Go to bed
and put your children to bed 15 minutes early, starting several days before the change. Make an extra
effort to be well-rested the week before the time change.

2. Give Yourself a Sleep Break After the Time Change

If you feel sleepy after the change to daylight saving time, take a short nap in the afternoon -- not too
close to bedtime. Avoid sleeping in an hour longer in the mornings. Your internal clock will adjust on
its own in several days.

3. Know How Much Sleep You Need

Not everyone needs the same amount of sleep to be well-rested, and sleep requirements can change
with age. To find your ideal number of hours, sleep without an alarm on weekends and see when you
wake up naturally.

4. Keep Reqular Sleep Hours

Go to bed and wake up at the same time each day. This helps your body regulate its sleep pattern
and get the most out of the hours you sleep. If possible, wake up at the same time on the weekends,
too, which makes Monday mornings easier to bear. You can also see how a nap affects your sleep
quality. For some, napping can make nighttime sleeping harder; but for others, a short nap (20
minutes) can be revitalizing, without ruining their night's sleep.

5. Get Some Exercise During the Day

Even moderate exercise, such as walking, can help you sleep better. Aim for at least 30 minutes of
moderate exercise, three times a week or more. If you often don't sleep well, try not to exercise too
close to bedtime.

6. Avoid Stimulating Substances

Alcohol and caffeine (found in coffee, tea, chocolate, and some pain relievers) can interfere with
sleep. If you have trouble sleeping, avoid alcohol and caffeine for 4 to 6 hours before bedtime.
Smokers should also avoid tobacco, another stimulant, too close to bedtime.
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7. Eat Lightly at Night

Indigestion from spicy or fatty food or having too Visit Your EAP Website Today ... ’ Y
much food in your stomach can cause insomnia. ’
For a better night's sleep, eat light, simple foods awpnow.com

several hours before bed. Optimized for all devices including: deskiops, laptops,

/(1/)/('/.\’, .\’///({/'//)//u//(cs' and more.

If you get hungry, have a snack of easy-to-digest
food such as carbohydrates or dairy. Also, avoid I 5 s caElE dha EvEr 1o seeess ihE el nE
too much liquid before bed so that you don't have

to wake up to go to the toilet resources provided by your EAP, Alliance

Work Partners.

8. Relax Before Bed

Stress and overstimulation can make it hard to fall View the webinar recording from the
asleep. Try to avoid intense television programs or previous month

movies before bed. Relax with a soothing, warm
bath and curl up with a book instead.

Register for our Monthly Webinar Series

/7
0.0
/7
0.0
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Find newsletters, tip sheets and our new blog
View the EAP Orientation Video
Access your online EAP benefits
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Worry boosts production of the stress hormone
cortisol, which makes you more alert.

If anxiety keeps you awake, write out your schedule
for the following day before going to bed, including

3

S

And much much more...

We'll be adding features, content and

possib|e solutions to Cha”enges you may face. ]-I{f(',)l'lll(/ff()ll I’(,)Ilf]-llf’()‘f be sure to visit (,{f.ff’ll lo see
what'’s new.

If you're worried about hitting a deadline the next

day, go to bed early and wake up early to work. Contact your Account Manager for log-in instructions

Don’t work late into the night. Your mind needs the AM@alliancewp.com

rest. You may even need less time to finish your 1-888-327-4636

work.

9. Create a Sleep-Friendly Environment
Try sleep shades, earplugs, a white-noise machine, or all three.

Temperature helps, too: 60-75 degrees is considered the most comfortable. Also, you need a
comfortable mattress.

If you have restless or snoring pets, keep them out of your room, along with all electronics, including
your television, computer, DVD player, and stereo. Save your bedroom for sleep, sex, and relaxing.

10. Get Up if You Can't Sleep

We've all had those nights when we can't fall asleep or we wake up and can't get our minds to shut
down. Avoid watching the clock, which can create more anxiety. If you've been awake more than 20
minutes, get up, go to another room, and do something relaxing to help you get drowsy. Keep the
lights low, have some warm milk, read a book, or write about whatever may be on your mind until
your eyelids get heavy.

source: http://www.webmd.com/
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ARE YOU A GooD DECISION MAKER

Decisions, decisions, decisions. It seems like every time we q NCocar {\
turn around, we have to make more decisions. The question » CIDI0
is, "Are you a good decision maker?" If you aren't (or don't MA‘\‘ N T

think you are), there is no need to worry. Decision-making is
a skill that can be learned by anyone. Although some people
may find this particular skill easier than others, everyone
applies a similar process.

There are two basic kinds of decisions: those that are arrived at using a specific process and those
that just happen. Although both kinds of decisions contain opportunities and learning experiences,
there are definite advantages to using a specific process to make a decision. The most obvious
advantage is the reduced level of stress you will experience.

Wise decisions are made using a definite process. They are based on the values and perceptions of
the decision-maker and include carefully-considered alternatives and options along with periodic
reassessments of the decision and its effects. Wise decisions may or may not follow societal norms
and expectations, but they are right for the decider based on what he/she knows at that point in time
about his/her options as well as him/herself.

Ten Steps to Wise Decision-Making

This process can be applied to any situation where you need to make an important decision. If you
follow these ten basic steps, you will find yourself making wiser decisions in your professional as well
as your personal life.

1. Define, as specifically as possible, what the decision is that needs to be made. Is this really your
decision or someone else's? Do you really need to make a decision? (If you do not have at least
two options, there is no decision to be made.) When does the decision need to be made? Why is
this decision important to you? Who will be affected by this decision? What values does this
decision involve for you?

2. Write down as many alternatives as you can think of. Brainstorm as many different alternatives as
you can imagine. Let your imagination run free and try not to censure anything; this is not the time
to be judgmental. Just be sure to write everything down.

3. Think where you could find more information about possible alternatives. If you only come up with
a few alternatives, you may want to get more information. Additional information generally leads to
more alternatives. Places where you can look for the information you need include friends, family,
clergy, co-workers, state and federal agencies, professional organizations, online services,
newspapers, magazines, books, and so on.

4. Check out your alternatives. Once you have a list of alternatives, use the same sources of
information to find out more about the specifics of each option. You will find that the more
information you gather, the more ideas will pop into your head. Be sure to write these down and
check them out too.
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5. Sort through all of your alternatives. Now that you have your list of alternatives, it is time to begin
evaluating them to see which one works for you. First, write down the values that would come into
play for each alternative. Second, look for the alternatives which would allow you to use the
greatest number of your values. Third, cross the alternatives off the list which do not fit into your
personal value framework.

6. Visualize the outcomes of each alternative. For each remaining alternative on your list, picture
what the outcome of that alternative will look like. Here, too, it helps if you write out your
impressions.

7. Do a reality check. Which of your remaining alternatives are most likely to happen? Cross off
those alternatives that most likely will not happen to you.

8. Which alternative fits you? Review your remaining alternatives and decide which ones feel most
comfortable to you. These are your wise decisions. If you are very happy about a decision, but are
not as comfortable with its possible outcome, this is a clue that this is not a wise decision for you.
On the other hand, you may dislike an alternative, but be very excited about the possible outcome.
This decision would probably not be wise for you either. If you feel you can live with both the
alternative as well as the possible outcome, this is the wise decision you should follow.

9. Get started! Once you have made your decision, get moving on it. Worrying or second-guessing
yourself will only cause grief. You have done your very best for the present; you always have the
option of changing your mind in the future. Remember, no decision is set in stone.

10.How is it going? Be sure to review your decision at specified points along the road. Are the
outcomes what you expected? Are you happy with the outcomes? Do you want to let the decision
stand or would you like to make some adjustments? If the decision did not come out the way you
planned, go through the complete decision-making process again. In the process, answer the
following questions: Did | not have enough information? What values actually came into play?
Were they my values or someone else's? Remember, you can always change your mind!

Common Decision-Making Mistakes

As much as we would like to believe that we do not have any prejudices or biases, the fact is that
everyone does. The more aware you are of yours, the better off you will be. The main reason
everyone has their own way of viewing the world is because our brains simply cannot take in
everything, at least not on a conscious level.

Have you ever tried to learn ten new things all at once? If you have, you know that it is very easy to
become overwhelmed and end up learning very little at all. That is because of the way the brain
works. Our brains screen and categorize information so that we can understand the world around us
without being overwhelmed by it. We get into trouble when we fail to realize that many of the
perceptions we hold are based on what society (i.e., parents, teachers, the church, all institutions,
etc.) teach us, not what we actually know to be true.

Below is a list of the most common decision-making mistakes. By learning about these pitfalls now,
you will be able to avoid them in the future.

« Relying too much on expert information. Oftentimes, people have a tendency to place too much
emphasis on what experts say. Remember, experts are only human and have their own set of
biases and prejudices just like the rest of us. By seeking information from a lot of different
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sources, you will get much better information than if you focused all of your energy on only one
source.

« Overestimating the value of information received from others. People have a tendency to
overestimate the value of certain individuals in our society and underestimate the value of others.
For instance, experts, authority figures, parents, high status groups, people who seem to have it
all together, and people we respect have a way of swaying our opinion based simply on the fact
that we believe they know more than we do. When you find yourself doing this, ask yourself: Do
they know as much about this problem as | do? Are their values the same as mine? Have they
had any personal experiences with a problem like mine? In other words, keep their opinions in
perspective.

« Underestimating the value of information received from others. Whether we realize it or not, we
also have a tendency to discount information we receive from individuals such as children, low
status groups, women (yes, believe it!), the elderly, homemakers, blue-collar workers, artists, etc.
This is unfortunate since many times these groups can paint a good picture of the other side of
your problem. In other words, these groups may use entirely different values and perceptions in
their answers to your questions. The result is a larger perspective of what the issues really are.
Just make a note that if you find yourself discounting the information you receive from anyone,
make sure you ask yourself why.

« Only hearing what you want to hear or seeing what you want to see. Try this exercise. Ask a friend
to look around them and make note of everything that is green. Now, have them close their eyes.
Once their eyes are closed, ask them to tell you what around them is red. AlImost everyone you
ask will not be able to tell you what was red because they were focusing on what was green. Our
perceptions work the same way. If we have expectations or biases that we are not aware of, we
tend to see what we want to see. Likewise, if someone tries to tell us something we do not want to
hear, we simply do not hear them. This is a common mistake that many people make. The key is
to be aware of your own prejudices and expectations while at the same time staying open to
everything that comes your way.

« Not listening to your feelings or gut reactions. Have you ever made a decision only to have it be
followed by a major stomach ache or headache? This is your body talking to you. Our brains are
constantly taking in more information than we can consciously process. All of this extra
information gets buried in our subconscious. Although we may not be able to retrieve this
information, our body stores it for us until it is needed. In moments when we need to make a
decision, our bodies provide clues to the answer through feelings or gut reactions. Unfortunately,
our society teaches us to ignore these feelings, but by tuning into your intuition, you will find that
you will make much better decisions in the long run.
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Here for you as life happens ...

We know it is not always easy to juggle everything and realize simple tips
can help provide a different approach. Your EAP is here to help with family,
work, health, and legal issues, and, the EAP is provided at no cost and is
100% confidential.

To access your EAP services
1-800-343-3822 | www.awpnow.com
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