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5
 IntroductionMental performance is fast becoming
 the key not only to personal andprofessional success but also to the quality oflife. An active, powerful memory is the bedrockof our whole mental performance. ImprovingYour Memory takes you on a journey of self-discovery, showing how your memory works,how to develop its full potential, and how to useit effectively in daily life. The memory-trainingtechniques reveal the level to which you cantake your performance, and the applicationsgive you an insight into how you can usememory skills in all areas of life. Self-assessment exercises enable you to evaluateyour performance. Enhancing your memory’scapabilities will boost your confidence, expandyour creativity, and improve your performancein day-to-day life, at work, study, and play.
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 Understanding Memory
 What Is Memory?Memory defines us as individuals. Each
 of us has unique and irreplaceablememories from a very early age. Memoryalso enables us to manage our daily lives.Only when memory starts to fail us do werealize how central it is to our identity.
 MEMORY ANDINDIVIDUALITYYour memory, to a large extent,makes you who you are. It is not simply a database ofinformation: your memoriesinfluence your outlook on lifeand consequently your responseto events. New experiences areshaped by your memory. Yourreaction to an event is based on previous experiences ofsomething the same or similar.
 Memory is a human faculty that is shrouded in mystery.Understanding how it works will both inspire you and
 enhance your ability to use it to its full potential.
 UnderstandingMemory
 � Anticipating the future
 When you look forward to something with pleasure—for example, a vacation at the beach—you may do so because you have happy memories of similar occasions in the past.
 ● Make good use of your
 memory to get more out
 of life. Our basic quality of
 life is rooted in memory.
 FOCUS POINTS
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REMEMBERING AS A CHILDExactly when memory starts is a matter ofconjecture, but babies are known to recognizevoices they heard while they were in the womb,and are said to recognize pieces of music thatwere played repeatedly before they were born. In their first months, babies begin to recognizethe people most often with them, and theirsurroundings. From the age of one, they developlanguage skills: while much of this learning is by repetition, toddlers quickly learn to devise their own words or to change existing ones. For example, he or she may say “breaked” instead of “broken,” applying a rule memorized subconsciously.
 WHY MEMORIES DIFFEROne person’s recollection of an event is likely to differ widely from another person’s memory of the same event. This is because, unlike aphotographic image, a memory is not imprintedprecisely on the mind. A memory is made up of pieces of information taken in and processedby the brain in a way that is unique to eachindividual. Your recollection of an event willalways be in the context supplied by the othermemories and information that are already stored in your brain.
 What Is Memory?
 7
 “A great and beautifulinvention is memory,always useful both forlearning and for life.”Dialexeis, 400 BC
 � Learning language skills
 Memory plays a crucial role in languagedevelopment. Infants learn by imitationand practice, storing words in theirmemory long before they begin to use them in speech.
 In second year, starts to
 learn words by repetition
 Newborn recognizes voicesheard in the womb
 In the first year, begins to understand
 familiar words
 From third year, begins to
 form own words
 ● Realize your memory’s
 true potential by training
 it to perform quickly
 and efficiently.
 ● Make positive memories
 for babies by ensuring
 their environment is
 rich and stimulating.
 FOCUS POINTS
 First year
 Newborn
 Second year Third year
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WHY MEMORY FAILSMemory can fail temporarily because of stress or tiredness, both of which affect concentration.Amnesia—partial or complete failure on a long-term basis—may be caused by psychologicaltrauma or by damage to the brain resulting from a blow to the head or conditions such as atumor, stroke, or swelling of the brain. Amnesiamay manifest itself as a difficulty rememberingongoing events, events prior to an incident, orevents from childhood. Usually the memoryslowly or suddenly comes back, although thememory of the trauma may remain incomplete.
 8
 Understanding Memory
 MEMORY AND AGINGMemory performance does not deteriorate withage. The blood flow to and oxygen consumptionin the brain—two factors that determine itsperformance—are exactly the same in a healthy70-year-old and a healthy 20-year-old. Theirmemories perform equally well. The only area in which overall performance differs is speed oflearning. When the older person is given a pieceof new information to learn, he or she takeslonger than the younger person to absorb it.
 Reads newinformation
 Learns morequickly than70-year-old
 Remembersas well as the20-year-old
 ● Stay mentally active, and
 even in old age you will
 be capable of performing
 astonishing mental feats.
 FOCUS POINT
 20-year-old 70-year-old
 � Learning at any age
 While speed of learning may decline withage, retention and recall of informationremain as good as ever.
 As they get older, many people put the worseningperformance of their memorydown to losing brain cells.However, while we do losebrain cells as we age, it is notat the rate that most peoplebelieve. In fact, a 70-year-oldperson still has about 97percent of the number ofbrain cells that he or she had at the age of 25.
 Fact File
 Reads newinformation
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What Is Memory?
 9
 MEMORY AND IQA person’s IQ is often believed to be fixed, butimproving memory skills can increase it. IQ testsexamine many areas that are highly developed in people who use memory-training techniques.Three such areas are the power of association—which is a key principle of memory training;spatial awareness—which is enhanced by imagecreation; and numbers—the recall of numbers is easily improved with memory techniques.
 IQ TESTSTests to assess a person’s IQ (intelligence quotient) were first brought into use in the 19th century. They measure your performance incertain mental abilities, and the results are taken as an indication of how you would perform inunmeasured areas. The tests have caused muchcontroversy about whether IQ is a matter ofgenetics or environment. However, it has beenshown that education and environment can affectyour score. Memory-training techniques willcertainly improve your IQ—by broadening yourvocabulary, for example. Another way to increaseyour score is to practice doing the test: each timeyou do an IQ test, you learn from the questionsasked, so your memory builds up a bank ofexperience that it can call upon in the future.
 “We are what we repeatedly do.Excellence, then, is notan act, but a habit.”Aristotle
 Combining �crucial skills
 Try to develop all themain areas of mentalperformance. Blendingthem has a synergisticeffect—using them all at once is more effectivethan the sum of using them individually.
 Association
 Numbers
 • Memory can operate at an advanced age as well as,if not better than, in youth.
 • Memory can be temporarilydamaged by stress, tiredness,or psychological trauma.
 • An individual’s IQ can beraised by improving memory,because the tests examineareas that can be developed by memory skills.
 At a Glance
 Rubik’s Cube
 A key part of IQ tests measures spatial awareness—our ability to lookat things three-dimensionally. Restoringa scrambled Rubik’s Cube to its originalconfiguration can enhance this skill.
 Spatialawareness
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 Understanding Memory
 How Memory WorksThe brain is a highly complex
 human faculty, much of it not yet fully understood. What we do know is thatthe strength of the connections between thebrain’s cells, or neurons, is crucial to the performance of the memory.
 STRUCTURE OF THE BRAINThe brain weighs approximately 3 lb (1.3 kg) and has the texture of a hard-boiled egg. Thelower part, or cerebellum, controls movement; the midbrain, including the thalamus andhypothalamus, relays sensory information and regulates body systems; and the higher region of the brain, or cerebrum, controlscomplex functions, including memory. Neurons are the basic unit of thenervous system, conducting impulsesaround the body. In the brain, theyare responsible for, among otherthings, creating and storingmemories. The cerebral cortex—the ridged and folded outer layerof the cerebrum—has the largestconcentration of neurons.
 Cerebrum
 Cerebellum controls balance
 ● Harness the power
 of your brain—it has
 phenomenal potential,
 and there is no limit
 to its capability.
 ● Learn how to use all
 the areas of your brain—
 they work together to
 form nature’s most
 amazing computer.
 FOCUS POINTS
 The human brain �The upper and largest part of
 the brain, the cerebrum, processes complex information. Its different areas
 have specific functions. Your memory usesseveral parts of the brain, which can be
 developed by memory-training techniques.
 Analyzes dataabout sound
 Deals withthought processes
 Analyzes dataabout sensations
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How Memory Works
 11
 HOW BRAIN CELLS WORKThe brain has 10 billion cells, or neurons. Each neuron consists of a cell body with radiating branches. These branches consist of one axon and up to 10,000 other projections,called dendrites. The connections between axons and dendrites, which are actually gaps, are known as synapses.Neurotransmitters are chemicals that convey nerve signals across these junctions.
 Your brain is like a vasttelephone exchange, shuttlingmessages between its billionsof cells. Imagine that everyonein the world is talking on thetelephone at the same time,and that each person isspeaking to 10,000 otherpeople.This is the connectivitypower of the neurons in thebrain. Some scientists claim thatthe number of connections isgreater than the number ofatoms in the universe.
 Fact File CREATING MEMORY TRACESThe electrochemical system of passing signalsaround the brain allows us to create memories at incredible speed. Each memory has a uniquepattern, called a trace, which is formed fromconnections between neurons. The strength of the trace determines the strength of the memory.You can use memory-training techniques to create more connections and thus strengthen the trace. Signals are constantly passed betweenthe synapses in the brain, forming a virtuallyinfinite network of links. It is the complexity and limitless variety of this network that make the human brain and the memory so powerful.
 Dendrite receivesimpulses andconducts them to the cell body
 � Structure of a brain cell
 These three brain cells are shown insimplified form. Each has a centralnucleus and many branches, each ofwhich has numerous connection points.
 Neuroncell body
 Axon carriesimpulses fromcell body to other cells
 Nucleus
 Synapse
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 Understanding Memory
 RECEIVING SENSORYINFORMATION Sensory memory consists of pieces of informationreceived from our senses—a smell, sound, sight,touch, or taste. Information from each sense issent to different parts of the brain. Each piece of information is stored for a maximum of one-tenth of a second, until the next piece is received.When the pieces of sensory information arrive inquick succession, the brain registers a continuoussensation. Sensory information is examined andfiltered, and is converted to a memory only if it is of particular significance.
 EXPLAINING DEJA VUDeja vu is a phenomenon that may give us a clueabout how memory works (and what happenswhen it goes wrong). The term means “already seen”in French, and describes an overwhelming sense offamiliarity with a situation that a person has never,to their knowledge, experienced before. As manyas 70 percent of people report having experienceddeja vu. It has been ascribed to a mismatching ofsignals in the brain, which causes it to mistake thepresent for the past. Some psychoanalysts believedeja vu is related to a past-life experience; othersattribute it to fantasy or wish fulfillment.
 Experiencing deja vu
 With deja vu, a location can seem asfamiliar as a place visited on vacation,but that sense of familiarity—unlikephotographs—fades in seconds.
 Momentous events can instantlycreate long-term memories. Forexample, many people vividlyremember where they werewhen they heard the news ofJohn F. Kennedy’s assassination,Princess Diana’s death, or theattack on the World TradeCenter on September 11, 2001.
 Fact File REMEMBERING IN THE SHORT TERMShort-term memory is also known as the working memory. It holds information forbetween ten and 20 seconds and usually retainsno more than about seven pieces of information at once. When you are reading a sentence, yourshort-term memory stores the beginning of thesentence while you are reading the rest of it, so that you can comprehend the whole.
 � Evoking the past
 A single smell—a particular perfume, for instance—is often enough to trigger aflood of memories decades after an event.
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How Memory Works
 13
 MAKING MEMORY LONG-TERM How well you recall things depends on thestrength of the trace created in your brain at the time of learning. If something lodged in the short-term memory is very powerful—forexample, the birth of a child—it can instantlybecome an unforgettable, long-term memory. You can train your brain to encode information so it creates a strong trace and is then easily and
 quickly recalled at any time. An experiencethat is repeated and associated with
 other memories can become a long-term memory.
 � Storing things away
 You can move a new piece ofinformation into your long-termmemory by rehearsing it, or bylinking it with other thingsalready in the memory.
 Held for 10–20 seconds
 ● Note how the memory
 uses signals received from
 the five senses to make
 judgments and decisions.
 ● Learn how to commit
 information from the
 working memory to the
 long-term memory.
 FOCUS POINTS
 Learning a new skill �Once a skill such as juggling
 has been lodged in the long-term memory, it can berecalled at any future time.
 ForgottenPractices new skill
 New information
 Short-termmemory
 Long-termmemory
 Repeated,associated with other memories
 REMEMBERING IN THE LONG TERMInformation that has been well consolidated isstored in the long-term memory. If you are toimprove learning, it is your long-term memorythat you must develop. There are two main typesof long-term memory—implicit and explicit.Implicit memory is concerned with learning newskills, such as riding a bike or swimming: oncelearned, these skills are rarely forgotten. Explicitmemory is concerned with recollecting data andfacts learned throughout your life to date.
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 Understanding Memory
 Embarking on memory training withouthaving an objective is like going on a
 journey without a destination. Identify theareas in your life where you would benefitfrom a more powerful memory. Focusing onthem will give you the incentive to learn.
 � Creating a positive cycle
 Using your memory makes it stronger;once you have confidence in yourmemory, you use it more.
 Why Improve Your Memory?
 � Learning through practice
 Practicing memory-training techniqueswill improve your performance, as withany other skill—such as piano playing.
 BOOSTING CONFIDENCEA lack of confidence in your memory paralyzes it and locks information inside it.
 With training, you will become confident inyour ability to recall information quickly andaccurately. The improvement is self-generating: the more you use your memory in the correctway, the better it performs; the better memoryperforms, the more you use it. You will thennotice not only your confidence but also yoursocial skills improving, as you find yourselfaccurately and easily remembering people’s names and the details of their lives.
 Usememory
 Strengthenmemory
 Perform better
 REALIZING YOUR MEMORY’S POTENTIAL Your memory can be trained, just like any otherhuman faculty. With the correct techniques, youcan teach your memory to do anything you choose.You can improve it by training and practice inexactly the same way as you do when you learn to play a musical instrument or to speak a foreignlanguage. Memory-training techniques work—
 simply because they develop the naturalability of your brain.
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PERFORMING MOREEFFICIENTLY AT WORKImproving your memory increases your efficiencyat work. For example, you will spend less timelooking up facts and checking appointments.Having complete and accurate information atyour fingertips speeds up problem-solving anddecision-making, and remembering the names of colleagues, clients, and customers makes forbetter working and customer relationships.
 Why Improve Your Memory?
 15
 IMPROVING STUDY SKILLSMemory training cannot help you to understandnew information better, but it will enable you tostore it and recall it correctly. This improves yourchances of recalling information quickly andaccurately in an exam. So you will actually enjoytesting your skills in the exam, as well as studyingfor it, rather than finding it tedious and painful—and you will be rewarded with a better result.
 Employee practicesmemory skills, masters
 new program—and alsoimproves personal skills
 Employee fails tomaster new skill, and is
 moved off the team
 Manager tellsemployee she isletting her teamdown by notlearning a newcomputer program
 Manager notices overall improvement
 and promotes employee to team leader
 � Keeping up to date at work
 A manager points out to an employee her need to master a new technique. Her success or failure depends on herwillingness to improve her memory.
 • Confidence in your memorywill improve your social skills.
 • Exam performance can beimproved by memory training.
 • Remembering the namesand details of colleagues helpsto build rapport.
 At a Glance
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 Understanding Memory
 Assessing Your Memory
 What is your attitude to your memory?Respond to the following statements by
 marking the answers closest to your experience.Be as honest as you can: if your answer is“Never,” mark Option 1; if it is “Always,” markOption 4; and so on. Add up your scores, andrefer to the analysis to see how you feel.
 1 I do not believe
 memory can be trained.
 2 I feel my memory is
 getting worse as I age.
 3 My short-term
 memory lets me down.
 4 My long-term
 memory is erratic.
 5 I have difficulty
 recalling names.
 6 My memory fails
 me in exams.
 7 I find learning
 dull and boring.
 8 I have no confidence
 in my memory.
 9 My diet is left
 to chance.
 How Do You Respond?
 1 2 3 4 1 2 3 410 I do little or
 no physical exercise.
 11 My lifestyle is
 stressful.
 12 My sleep
 quality varies.
 13 I have a
 negative outlook.
 14 I believe I have
 no imagination.
 15 I have no motivation
 to improve myself.
 16 I fail to
 meet targets.
 17 I find it hard
 to concentrate.
 18 I make no special
 effort to memorize.
 Options
 Never
 Occasionally
 Frequently
 Always
 1
 2
 3
 4
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 17
 You have a healthy attitude, and
 your memory performs very well. Build
 on that and it will be even more effective.
 Your attitude and performance
 are good overall. But you could do better
 if you improved your skills.
 Your attitude to your memory
 and the factors that affect it is poor.Take
 the necessary steps to improve your
 performance in all areas of life.
 Analysis
 When you have added up your scores, look at the analysis below to see how you
 feel about your attitude to your memory and its performance.Then note the areas
 where you perform best or worst, and work particularly on your weak areas.
 26 I rely on a calculator
 for arithmetic.
 27 When making a
 speech, I use notes.
 28 Learning a foreign
 language is daunting.
 29 I leave it to chance
 that I will recall facts.
 30 Mental exercises
 are pointless.
 31 I am skeptical about
 memory techniques.
 32 I do not believe I can
 improve my memory.
 19 I am lacking in
 confidence.
 20 I feel I am not in
 control of my life.
 21 I find some words
 hard to remember.
 22 I get to the store and
 forget what I came for.
 23 Remembering times
 and dates is difficult.
 24 I have trouble
 memorizing new PINs.
 25 I use a paper or
 electronic organizer.
 My weakest areas are:
 My strongest areas are:
 32–64
 65–95
 96–128
 1 2 3 4 1 2 3 4
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 Developing Your Memory Potential
 Supporting Your MemoryThe memory does not work in isolation,
 but as a part of the brain and the body as a whole. It follows that, if you are tomaximize your memory’s potential, you mustadopt a range of simple support measures to keep your body in good working order.
 LAYING THE FOUNDATIONSMost people assume that their memories willwork at all times, under all conditions, withunerring accuracy, and at great speed. In reality,this laissez-faire attitude results in inconsistentmemory performance. Like other parts of yourbody, your memory needs to be nurtured on aconstant and long-term basis if it is to perform at its full potential. The first step to building asolid foundation for memory-training techniquesis simply to appreciate how important it is tomake a conscious effort to keep your mind in good working order.
 Developing YourMemory PotentialTo develop the power of your memory, you must focus
 on overall physical well-being and on the mental attitudes that will contribute to its success.
 � Keeping fit in mind and body
 For peak performance, your memory—like your body—requires an approach that puts high value on a healthy andinvigorating lifestyle.
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EATING WELLThe power of food as a booster for good memoryperformance should not be underestimated. Itis vital that neurotransmitters, which controlyour ability to pass information betweennerve cells, are maintained well. Because thebrain is susceptible to oxidation, antioxidantsare important. These include foods that arerich in vitamin C, vitamin E, carotenoids, andselenium. Other brain boosters are fatty acids,especially Omega-3 fatty acids; B vitamins; andcertain minerals. To maximize your intake ofthese nutrients, eat as much fresh food as you can and cook it as little as possible. Ginkgo biloba,taken as a supplement, is believed to improve theflow of blood to the brain.
 Supporting Your Memory
 19
 Nutrient
 Natural Brain and Memory Enhancers
 Source
 Antioxidants:vitamin C, vitamin E,selenium, carotenoids
 Citrus fruits, broccoli, peppers, carrots, sweet potato, kale,spinach, seafood, grains, brazil nuts, soybeans, vegetable oils
 Omega-3 fatty acidsOily fish (sardines, salmon, mackerel, tuna, herring,anchovies), olive oil
 B vitamins:B1, B3, B6, B12
 Poultry, fish, milk, cereal, nuts, wholegrains, beans,leafy green vegetables
 Minerals:boron, magnesium,zinc
 Apples, pears, beans, peas, whole wheat, nuts,dark turkey meat, shellfish
 Ginkgo biloba Herbal extract, widely available as a supplement
 � Sustaining the brain
 Oily fish, including salmon, and broccoli,rich in antioxidants, are some of the foodsimportant for mental performance.
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 Developing Your Memory Potential
 REDUCING THE STRESS FACTORTraining your memory will improve both your efficiency and your capability, but it is still important not to have too much to copewith. Avoid trying to juggle too many tasks atonce. Learn time-management techniques so you can maintain order in your life and feel incontrol. If you naturally tend to take on toomuch, learn to say no to people. Use stress-reduction techniques, such as simple relaxationexercises or meditation, to alleviate the pressureon you at home and work. Make sure you have a little time just for yourself every day, when youretreat from the world and do something youenjoy. Plan to spend dedicated, relaxed time with your family and friends every day, andmake sure that you take regular vacations.
 � Taking time out
 Your memory will not perform at its bestif you are stressed or have too much onyour mind. Take time out each day tounwind physically and mentally.
 Meditates for a fewminutes each day
 Practicesrelaxation
 exercises
 EXERCISING YOURBODY AND MINDYour physical health plays animportant role in your mentalperformance. Your brain uses 20 percent of your oxygenintake, although it makes uponly three percent of your total bodyweight. Improvedblood flow as a result of acardiovascular training providesessential oxygen and so has adirect impact on your brain’sperformance. Exercise should be done at moderate intensity—that is, you should never bemore than slightly out of breath.Aim for a minimum of 20minutes, three times a week.
 � Exercising for a healthy mind
 Exercise increases blood flow around the body, thus raising theamount of oxygen available. This allows the brain to functionbetter. Exercise should be pleasurable, so choose something youenjoy—and notice how it makes you feel more alert.
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 BEING AWARE OF BIORHYTHMSEveryone has a biorhythm, a fluctuation in their system that leads to performance peaks and troughs. This rhythm affects your memory:many people find their memory is at its best inthe early morning and mid-evening. Becauseenergy levels are linked to temperature, you cancheck your biorhythm, and hence your memoryperformance, by monitoring your temperature—high temperature levels usually reflect high energy levels. Make three-hourly temperaturechecks throughout the day and plot the results on a chart. Do this for a week and note whenyour optimum time usually occurs.
 SLEEPING WELLSleep is vital for good health in general, and lack of sleep cancontribute to mental confusion.It is also believed that sleepplays an important role in theconsolidation of memory. Thesame areas that are involved in learning new tasks in ourwaking hours continue toprocess information while weare asleep. So sleep allows ourbrains to store new informationin the memory for future use. It follows that sleeping well isimportant for good memory.
 Sleeps well
 Takes vacations
 Makes timefor herself
 Maintains an orderly life
 Relaxes with friendsand family
 � Give your brain a quick boost by jogging in place for a few minutes.
 � Do stretching exercises. Apart from helping you to keep joints supple, this will motivate you to exercise regularly.
 � When you practice breathing exercises forrelaxation, concentrate on making each breathin and each breath out deeper, longer, andslower than the last one.
 Useful Exercises
 ● Take regular exercise
 in order to increase your
 attention level, which
 will in itself boost your
 memory function.
 ● Take steps to ensure you
 regularly get a good night’s
 sleep—without it, it is
 difficult to concentrate
 or learn new tasks.
 FOCUS POINTS
 � Creating a good regimen
 A way of life that promotes general health and well-being is a way of life that will also keep your memory in goodshape. In addition to eating well andexercising regularly, eliminate stress and make time for relaxation.
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 Developing Your Memory Potential
 Thinking ConstructivelyBefore you start work on your memory
 skills, first consider how positive youare when faced with a challenge. Then focus on your own particular way ofthinking. A positive mental attitude can make all the difference.
 HAVING A POSITIVE OUTLOOKYour attitude to life determines your quality oflife. If you have a negative approach, you vieweverything as an obstacle, and think of excuses tostay where you are. If you have a positive attitude,you view everything as a challenge to be relishedand will enjoy the end result, whatever it is. Youwill face challenges as you practice memory-improving techniques, but a positive mentalattitude ensures that you do not fall at the first
 hurdle. So do not blame yourbad memory for everything, anddiscard any misconceptions youmay have that areas of memorythat already perform well cannotbe developed. This allows youto feel positive about yourmemory and more likely to relyon it, so improving it further.
 ● Persevere with your
 efforts—if one technique
 does not appeal, just move
 on to a different one.
 FOCUS POINT
 “Minds are likeparachutes; they workbetter when open.”Thomas Dewar
 Improve your memory
 Believe you canimprove memory
 Feel positive aboutmemory training
 � Thinking the best of yourself
 A positive outlook on life will give you the faith that you can develop yourmemory to its full potential.
 � Developing your potential
 Like training for a sport, memory trainingmay at first have setbacks, but with apositive approach, you will win through.
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Thinking Constructively
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 THINKING CREATIVELYOne key step to realizing your memory’s potentialis recognizing that by nature our brains work withimages. You have a virtually infinite capacity forcreating images: you can imagine anything youwant—even things you have never seen, if theyare described in detail. By associating somethingwith a strong image of an item you already know,you dramatically improve the memory’s ability to learn, retain, and recall it. Also fundamental tomemory training is the brain’s natural propensityto organize information in patterns. Look forpatterns and, if order is not paramount, reorganizethe information. For example, when you have alist, look for words beginning with the same letter.See if things fit into categories: perhaps five thingsare items of stationery and four are householdobjects. Are any of the things the same color? By breaking a large group of things into severalsmaller ones, you make it easier to assimilate.
 The words you say to yourselfare crucial to your feelinggood and achieving success.To put yourself in a positiveframe of mind, repeat thefollowing statements to yourself:
 “My memory can performfantastic feats.”“Today I am going to have
 a wonderful day.”“I can achieve anything I want to, as long as I put
 my mind to it.”“I will view any obstacles aschallenges to be overcome.”
 Self-TalkTHINKING ABOUT THINKINGThinking is something that most people doautomatically, without contemplating exactly how they are going about it. This usually meansthat individuals think in one particular way mostof the time. Your thinking patterns mold yourthoughts, perceptions, attitudes, and, ultimately,your actions and behavior. When people talkabout opening up the mind, they tend to meanthinking about something in a different way from usual. No one style of thinking is better than another, but to maximize your memorypotential you need to learn to think in ways that mirror those in which the brain functionsnaturally. The recommended memory-trainingtechniques follow this principle—and all thinking skills can be easily learned.
 Make a list
 Go shopping!
 Reorganizing a List
 Sort by color
 Sort by type
 Sort by initial letter
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DEFINING YOUR GOALSMART is a well-known acronym for settingobjectives. Be Specific about what you are tryingto do. Say, for example, you are studying German;your goal might be learning a total of 2,000words. This a very specific goal. Measure yourperformance as you go along: group the wordsand test yourself often. Make sure your goal isalways Achievable, and alter it if it turns out to be too easy or too difficult: there is no point insetting yourself up to fail. Your goal must also beRelevant: increasing your vocabulary will improveyour use of the language. Finally, set a Time bywhich you will have learned your 2,000 words.
 24
 Developing Your Memory Potential
 Devising an Action PlanSetting goals not only motivates you into
 action, it also focuses your mind, andmaximizes your energy to achieve the levelof performance you set yourself. In addition,goal-setting minimizes time wastage, andprevents inconsistency of results.
 TIMETABLING YOUR GOALSGoals can be small or big, short-term or long-term. Break bigger goals down into mini-goals.For example, if your overall goal is learning 2,000 German words in five months, you couldbreak it down by setting a goal of 400 words amonth, 100 words a week, and 14 words a day.Your target might be to learn those 14 words and review the previous ones in an hour. This is a relevant and achievable goal, set within a time-restricted framework. Keep a log of how you areachieving your goals, and recalibrate if need be.
 Focuses themind by
 setting anend time
 � Setting the target
 Clear parameters act as a spur toachieving objectives. Fix a time—or set an alarm—for completing each goal.
 � Write your goals on awhiteboard in the sparebedroom or garage, as well as in your planner.
 � Stick pictures of yourholiday destination by yourwritten goals as an incentiveto learn the language.
 � Practice setting goals withothers, so you can help each other achieve them.
 Useful Exercises
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 GETTING STARTEDMemory-training techniques, no matter how potentiallysuccessful, are of no use at all unless you put them intoaction. An action plan is adedicated way to help you getthe most out of the trainingtechniques. It will stop youfrom procrastinating. Becauseyou can see clearly the actionsthat you need to take, you willbe more likely to do them. Youwill enjoy the many benefitsthat improved learning brings. Your mind will be focused on developing and improvingyourself. And the pleasure ofmaking big strides forward will benefit your whole life.
 Devising an Action Plan
 Key Goal
 SpecificBe specific about the type of goal you are setting.
 MeasurableChoose a goal that you can measure.
 AchievableAlter your goal if necessary so it remains achievable.
 RelevantMake sure your goal is something you can identify with.
 TimeSet a fixed period of time withinwhich to complete your goal.
 The SMART Formula
 Separate, short-termgoals make up biggerlong-term goal
 Start time and finishtime for each task
 clearly defined
 Specific goal,limited in scope,set for each day
 Goal of improvingmemory broken downinto mini-goals
 Monday 7 pm–8 pm Learn how brain and April 7 memory works
 Saturday 3 pm–4 pm Read up on memory-April 12 training techniques
 Wednesday 8 pm–9 pm Choose one technique April 16 and try it out
 � Writing out an action plan
 Write your goals down, with times, andreview them daily. This pushes the brainsubconsciously to make them a reality.
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MAINTAINING SELF-BELIEFConfidence in your memory comes from practiceand application of the trainingtechniques, and also fromknowing that the techniques areall extremely well founded. Theyare used by millions of people worldwide in their day-to-day lives. There is no mystiqueto the process: memory record holders andworld champions use exactly the sametechniques as you will use.
 26
 Developing Your Memory Potential
 ✓ Do be adventurous and try adapting the techniques for yourself. Anythingcan be memorized.
 ✓ Do make notes on how you approacheach memorizing task. At a later dateyou can refer back to them and learnfrom that experience.
 ✓ Do share your experiences withothers. It will encourage them to improve their memory, too.
 ✗ Avoid trying to do too much at once.Pick out one specific task to focus on, and learn from that.
 ✗ Avoid using the techniques atinappropriate times. Use them at homebefore applying them to your work.
 ✗ Avoid long, irregular practice sessions.Practice little and often—15 minutes a day is more effective than two long sessions per week.
 Things to Do Things to Avoid
 Making Techniques Work for You
 The key to being able to do somethingwell is to have confidence in your
 ability to do it. Mastering memorytechniques will boost your self-confidence.Belief in yourself can be the differencebetween success and failure.
 “ It is not enough to have a good mind.The main thing is to use it well.” Descartes
 � Becoming adept
 Mastering the techniques that are practiced by memory
 world champions will giveyou the confidence to
 apply them wheneveryou need to memorize
 anything—forexample, when
 playing cards.
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ADAPTING THE TEMPLATESThe techniques are only the first stage in theprocess of improving your memory. The key to success is learning to apply the varioustechniques to your own circumstances andexperiences. Think of them as a mental toolbox:as you develop your skills, you will pick the mostsuitable one for your needs. Your ability to adaptthe techniques will increase as you practice thegeneric exercises. It is like learning to drive: oneperson may want to drive a cab, another a racecar,but both have to pass their driving test beforeadapting their skills to their specific requirements.
 PROGRAMMINGPRACTICE TIMELearning to improve yourmemory through training is the same as learning any otherskill, physical or mental: youneed plenty of practice if thetechniques are going to worksuccessfully. A steady butcontinuous program of personal development will help you improve. Find thingsto memorize, such as a list of names, and practice doing so, perhaps when out walking,or sitting on a bus or train.
 Making Techniques Work for You
 27
 � Following a program
 Plan and stick to a program for practicing memory techniques. Make use of the time you spend traveling on publictransportation, for example—tune out distractions, and practicememorizing a list of names, perhaps, or a telephone number.
 ● Practice memory skills
 in the same way as any
 other endeavor—with
 application and dedication.
 ● Modify the techniques
 to suit your own personal
 needs.You can use them
 however you choose, as
 long as they help recall.
 FOCUS POINTS
 Use the techniques
 Practicethe techniques
 Learn the techniques
 � Developing your skills
 Start by learning the techniques, thenpractice them thoroughly. Only then canyou use them to their full potential.
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 Training Your Memory
 Introducing the PrinciplesMemory-training techniques make the
 most of the way the memory worksnaturally. The techniques covered here offer different ways of ordering information.You can use them alone or in combination,according to what is being learned.
 ORGANIZING INFORMATIONFor maximum efficiency and minimum loss ofinformation, it is vital to organize the informationyou receive. Breaking down or arranging theinformation into a simple pattern is an easy first step toward organizing it. Put simply, if your brain takes an active part in processing the information in some way, it is more likely to remember it accurately. Ways to encourageyour brain to engage actively with informationinclude concentrating harder and using yourvisual and other senses to reorganize the data into a more memorable format.
 The way to improve your memory is to learn specific techniques. Build on this foundation, and you will be able to take your memory performance to any level you choose.
 Training Your Memory
 � Making visual patterns
 Look at these two sets of dots. There are16 dots in each set. The dots on the leftare randomly ordered, while those on theright are arranged as four rows of four.By rearranging the dots into a logicalpattern, you make it much easier for the brain to deal with them.
 ● Develop a solid bedrock
 of memory-training
 techniques—all future
 skills will be built on this.
 FOCUS POINT
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IMPROVING CONCENTRATIONConcentration is an essential habit to developwhen you are using any memory technique.Compare your recollection of a television showyou watched while doing something else at thesame time with your recall of a show on whichyou concentrated fully. In the first case, it is likelyto be less accurate and detailed than in the second.Teach yourself to concentrate more by imaginingthat you will be asked questions later. Try this out:listen to the radio and then answer questions setby a friend. This process of reviewing informationafter initial learning is alsovital to improving memory.
 Introducing the Principles
 29
 Radio turned off
 Concentratessolely on book
 USING YOUR SENSESSight and hearing are the senses most used inlearning. Develop your seeing and hearing so thatthey become more acute. Artists “see” 30 percentmore than the average person because they areused to looking at things in more detail and froma different perspective. To improve your senses,make a conscious effort to notice detail. Spendone day observing the color of people’s eyes, for example, and the next what type of nose or ears they have. Listen carefully to their voices—do they have an accent or a favorite phrase?
 • Organization is as essentialto your memory as it is to running an office.
 • Organization in itselfincreases memory retention.
 •We all have the ability to concentrate well.
 •Your senses can be trainedto notice more detail.
 • A multisensory approach to learning is effective inimproving memory.
 At a Glance
 � Being focused
 Complete concentration isnecessary for total recall.When you are reading and want to memorize the material, you cannot, for example, listen to the radio as well.
 ● To heighten all your
 senses, imagine what
 something smells, tastes,
 and feels like, as well as
 how it sounds and looks.
 FOCUS POINT
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USING LOCATIONSThink about how you sometimes mentally retraceyour steps when you have lost something and aretrying to remember where you last had it. This issomething your brain does naturally, and is thekey to an important memory-training technique.The “journey” technique uses a route through aseries of familiar locations, such as rooms in yourhouse or office, and places into each location amental image of one of the pieces of information.This allows you to recall in a particular order.
 30
 Training Your Memory
 CREATING IMAGESThe foundation on which allmemory-skills training is based is creating mental images from the information that you arelearning. The most memorableimages are the ones that arecompletely out of the ordinary.Use Image Creation Principlesto embellish the image, makingit unique and unforgettable. As your eye for detail improves,you will find it becomes easierto make your images vivid.
 � Creating wacky images
 Here, “beach ball” is made morememorable by turning it into somethingthat has movement, fantasy, and humor.
 Make it weird
 See it tall,wide, deep
 Introduce anelement of fantasy
 Image Creation Principles
 Make it move
 Make it huge
 Make it colorful
 Exaggerate all or part of it
 Add something that makes you laugh
 Add bright color to monotone
 images
 Make it humorous
 Make it 3D
 Animate aninanimate object
 ● Help your brain by
 linking new information to
 something already familiar.
 ● When you create an
 image, apply as many
 of the Image Creation
 Principles as possible.
 FOCUS POINTS
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Introducing the Principles
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 STORING INFORMATIONOrganization is the key to successfulmanagement of information in many areas of life. Libraries are a good example: without a sorting and encoding system to organize thebooks, a library could not function at all. Mostoffices have an efficient filing system wherebyany information that may be needed at a laterdate is put in a folder, which is placed in a filing cabinet. Memory techniques do the samefor your mind whenever you receive new piecesof information. They create a framework—patterns, for instance, or locations—into whichyou place information for future recollection.This will give your memory the chance toprocess and store information in the way that will facilitate the most efficient recall.
 USINGASSOCIATIONSYour brain loves to form linksbetween pieces of information,building up a repertoire ofassociations. When your brainreceives new information, itsearches in your long-termmemory for something the same or similar so that it can“understand” what it is. Thishappens in an instant and is not a conscious process.Creating associations is veryhelpful in improving memory.By actively creating a personallink for your brain to hook onto, you give your memorysomething to work with,helping it to retrieve it later.
 � Practicing association skills
 Play association games—perhaps on car journeys: ask yourcompanions what is the first thing they think of when you givethem a word. This speeds up the process of making associations,a technique that helps to improve memory.
 � Filing information
 Just like a filing cabinet, your memoryworks most efficiently when informationis sorted and stored in a logical way.
 Places papersneeded for
 future referenceinto folders
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 Training Your Memory
 Remembering NamesMany people struggle to remember
 names. They try all kinds of memoryaids, with varying degrees of success, butusing a technique that is specifically forlearning names eliminates the need foranything else and gives you total confidence.
 USING THE ASSOCIATION TECHNIQUEWhen you remember someone’s name afterhaving met them only once, you make them feel special. In a business situation, when you are working with clients or customers, it is an advantage to be able to call them by their name. In the first crucial minutes of meeting someone new, using their
 name can help create a rapport between you. There is a simple way to improve your
 memory for names: the key is to tap into yourimagination. The technique for rememberingnames long-term is known as the AssociationTechnique. It involves two steps: creating an image and attaching it to a person.
 ● Remember that every
 piece of information in our
 memory is in some way
 connected to another piece.
 FOCUS POINT
 Looks atphotographs of a
 family wedding andis reminded of a
 childhood vacation
 � Pick out names from the newspaper each day or find a book of babies’ names. Practicecreating images for each one.
 � Begin by applying the name techniques toindividuals you already know, then proceed to new people.
 � Explain the techniques to other people. Apartfrom helping you consolidate them, this is fun,and a great icebreaker in a social situation.
 Useful Exercises
 � Bringing back memories
 Memory works by association, so aphotograph of one event often bringsanother occasion to mind. The sameprinciple of association can be used to memorize and recall names.
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 CREATING AN IMAGE FROM A PERSON’S NAMEWhen you first hear a person’s name, immediatelycreate an image in association with it. Learn tolisten to and use the associations that come intoyour brain first—these are the ones your memorywill find easiest to recall. For example, the nameJulie might prompt an image of jewelry becausethe words sound similar, while Bill might makeyou think of a dollar bill. The surname Boothmight bring up the picture of a telephone booth,or Singh might make you think of a microphoneused for singing. Observe the person’s face to fixit in your mind, looking for distinctive features.
 ATTACHING THE IMAGE After you have met the person, use the ImageCreation Principles to elaborate the image youhave created for the name, then attach it to theperson. For Julie, your image was jewelry—youmight see her wearing a mass of jewels. Make the
 image stronger by imagining themshining brightly, hurting youreyes. Hear the chink of her goldchains as she walks. When you
 meet the person again, seeingtheir face prompts you torecall the image and thattriggers their name.
 • Being able to remembernames helps you professionallyas well as socially.
 •The first thing that comesinto your head is often themost memorable association.
 •When you first meetsomeone, it helps if you noticesomething distinctive.
 • The Association Techniquecan be used together withImage Creation Principles.
 At a Glance
 Notices unusualshirt and uses
 this as his image
 Attach image Create imageListen to name
 � Using association
 Train yourself to let an image come intoyour head when you first hear someone’sname. Then create a link in your mindbetween the image and the person whosename you are memorizing.
 � Looking for a link
 When you first meet someone,notice anything distinctive—forexample, a colorful shirt—andlink it to their name.
 Mentally exaggeratesthe shirt to make it
 more memorable
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 Training Your Memory
 USING THE SLUG TECHNIQUEA second system to help memorize names isknown by the acronym SLUG. The letters standfor Slow down the introduction, Listen to thename, Use the name, Go over the name. Whenyou are first introduced to someone (this is whenthe new name is most easily lost) there is usuallyvery little time to implement the AssociationTechnique effectively. The SLUG Technique is a simple, four-stage process that gives you achance to capture the name and recall it in the short term—when most people forget it.
 Slowing the introduction �The more time you take over an
 introduction, the more likely you are tocatch the other person’s name in the first
 place and then to remember it.
 Use the name
 Slow down the introduction
 Use name threetimes duringconversation
 Concentrate hard when name
 is first given
 Have a briefconversation
 Repetition of name cements
 it in memory
 Name may not be used again after
 introduction
 Improves chances of remembering
 name
 Listen to the name
 Go over the nameReview name at end of day and again next day
 Recall is lost if not reviewed within
 48 hours
 Listenscarefullyto name
 Uses name in greeting
 Using the SLUG Technique
 Action to Take Reason for Action
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 LISTENING, USING, AND REVIEWINGIf you do not listen to the other person’s name in the first place, you may find there is no chance of picking it up later on. So make a point of concentrating at the moment theirname is given to you, and consciously take it in. Next, it is vital that you actually use the new name. If possible, use it three times duringyour first meeting—immediately after you areintroduced, during your conversation, and when you say goodbye. Even if it is just a briefintroduction, you can still acknowledge theperson by name. Finally, it is crucial that youremind yourself of the name shortly after you part company, and then again the next day—nearly 80 percent of new information is forgottenwithin a day or two if it is not reviewed.
 COMBINING TECHNIQUESBoth the Association Technique and the SLUG Technique work very well on their own for memorizing names. However, to strengthenthe chances of remembering a name when youmeet someone new, you can also use bothtechniques together. Apply the SLUG Techniquewhile you are being introduced to the otherperson and then, either during or after theconversation, use the Association Technique tolink the name to the person. In this way, both the person and their name are stored in yourmemory and can easily be recalled when you next meet them or need to use their name.
 Remembering Names
 NAME: Li ISSUE: EmbarrassmentOBJECTIVE: Toremember names
 Li finds she recognizes
 people, but cannot recall
 names. She decides to try
 out memory techniques.
 When she is introduced to Joe,
 she looks him in the face and
 notices a distinguishing feature.
 She uses his name several
 times. After they part, she
 exaggerates that distinctive
 feature in her mind, and links
 it with the name Joe. Later, and
 the next day, she repeats his
 name. When she meets Joe a
 year later, she is pleased to find
 she remembers his name easily.
 Case Study
 “Forgive your enemies, but neverforget their names.” John F. Kennedy
 ● Ask a question when
 you first meet someone,
 perhaps about the journey.
 This creates rapport—and
 slows the introduction.
 ● Shortly after you have
 met someone new, make a
 conscious effort to find an
 image to which you can
 attach their name.
 FOCUS POINTS
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 Training Your Memory
 Remembering Words and Letters
 To remember a group of names orwords—as in a list—or a string
 of letters, use one of two straightforwardtechniques. Acronyms create a trigger forthe memory, while the Phonetic LetterTechnique applies images to letters.
 MAKING ACRONYMSAcronyms are an age-old methodof remembering lists. To createan acronym, take the initial letterof each item and arrange them to make a word. For example,the five Great Lakes are Huron,Michigan, Superior, Ontario, and Erie. Reorder them asHuron, Ontario, Michigan, Erie,Superior, and the initial letterscreate the acronym HOMES.
 USING EXTENDED ACRONYMSExtended acronyms take the initial letters of wordsand use them as the initial letters of words in asentence. They are useful when you need to recallitems in a certain order. For example, a popularacronym for the colors of the rainbow in correctorder (Red, Orange, Yellow, Green, Blue, Indigo,Violet) is “Richard Of York Gave Battle In Vain.”
 ● Try to make acronyms as
 a first step in memorizing
 lists—most lists can be
 rearranged to create one.
 FOCUS POINT
 � Making lists manageable
 Use more than one acronym if you have a particularly long list to remember. Break the list down into groups—by color, for example—then create an acronym for each group.
 � Getting the order right
 To memorize the points of the compass—North, East, South, West—in clockwiseorder, you might use the acronymNaughty Elephants Squirt Water.
 Look for patterns in your list
 Sort into shorter lists
 Create acronym for each list
 Sort by color?
 Sort by type?
 Sort by shape?
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PERSONALIZING THE IMAGESThe next step is to create images to go with eachword. For example, for K–Kilo, your image mightbe weighing scales (in kilograms), for W–Whiskey,a bottle of whiskey. It is vital to create your ownimages—images that you will find easy to recall.Recall the image, and that will bring back the
 word, which will bring back the letter.To remember a string of letters, makeup a story using your images in theappropriate order.
 USING THE PHONETIC LETTER TECHNIQUESingle or multiple letters crop up in many places, from passwords to car license plates. Most patterns of letters do not lendthemselves to images, so they need to beconverted into something that the memory canhook on to. The Phonetic Letter Technique usesthe phonetic alphabet, an international system for English-speaking countries that allocates aword to each letter. That word can be used tocreate an image. The following is the list of words.
 Remembering Words and Letters
 37
 � Remembering passwords
 Letters are difficult to remember, but you can use images—which your memoryfinds easier to recall—in their place. Thisis an ideal technique for rememberingyour computer password, for example.
 A Alpha B Bravo C CharlieD DeltaE EchoF FoxtrotG GolfH HotelI India
 J JulietK KiloL LimaM MikeN NovemberO OscarP PapaQ QuebecR Romeo
 S SierraT TangoU UniformV VictorW WhiskeyX X-rayY YankeeZ Zulu
 � Making the alphabet memorable
 Write down all the letters and words of thephonetic alphabet. Next to each word write ordraw an image that you associate with it.
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 The Journey Technique is a highlyversatile and phenomenally powerful
 method of learning lists. It enables you toremember large amounts of information,from a week’s planner entries to importanthistorical dates for an exam.
 UNDERSTANDING THETECHNIQUE This technique is perhaps the oldest knownmemory aid. It works on the principle of mentallyputting information you need to memorize into a familiar location. This gives you somewhere to go to retrieve it when it is needed. Since thetechnique also employs images and association, it employs all the brain’s natural memory tools to maximum effect.
 Remembering Lists
 Insert your objects into your journey
 Design a journey in afamiliar location
 Make a list of things to remember
 ● Master the Journey
 Technique and you will be
 able to memorize a very
 long list of objects quickly
 and easily.
 ● Once you have chosen
 your journey, write the
 details down to fix it in
 your memory.
 FOCUS POINTS
 � Making connections
 This age-old technique enables you tomemorize a list by making a mental linkbetween the items on the list and placesthat your brain already knows.
 ANCIENT GREECE AND ROMEThe history of memory skills goes back as far as thedays of the ancient Greeks. The word “mnemonic,”meaning memory aid, is derived from the name of the Greek goddess of memory, Mnemosyne.Simonides of Ceos, born in the sixth century BC, is regarded as the pioneer of the art of memorytraining. He devised the “loci technique” of placingpieces of information in locations in order to make it easier to remember them. The Romans continuedto develop this technique—the Room Technique was their adaptation of the same system.
 Father of the oral tradition
 Homer’s Odyssey and Iliad wererecited from memory and were passeddown the generations orally.
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 DESIGNING YOUR JOURNEY Assemble the list of items that you are going to learn—for example, six things you need to take on vacation with you: sunscreen, money, sun hat, swimsuit, book, sunglasses. Choose aplace you know well, such as your home orworkplace, and start to design a journey within it. So that you remember it easily, the route must follow a logical path from start to finish.The number of stages in your journey mustmatch the number of items you have tolearn. The vacation list has six items, so the journey needs six stages. Get a pen and paper and practice creating a journey. Once you have decided on a route, place one object intoeach stage of the journey.
 Stage One Hall
 Stage Two Living room
 Stage Three Dining room
 Stage Four Kitchen
 Stage Five Bedroom
 Stage Six Bathroom
 Sunscreen
 Money
 Sun hat
 Swimsuit
 Book
 Sunglasses
 Remembering Lists
 � Placing the objects in their locations
 Decide on the locations for each stage of your journey—in this case, six rooms in a house. Then allocate one object to each room. For example, you might visualize the sunscreenin the entrance hall, money in the living room, and so on.
 � Plotting the path
 It is important to make your journey a logical one, in a familiar setting—forexample, starting in the entrance hall of a house and working through one roominto the adjoining one.
 Route throughhouse
 1
 2
 3
 4
 5
 6
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 Stage One
 You step into the hall, and the floor is covered insunscreen.You slip on it, fall over, and see yourclothes all covered in sunscreen.The empty bottle is laughing at you from the corner.
 Stage Two
 You enter the living room and see it is full of banknotes floating in the air.You hear rustling as theyflutter into your face.You cannot see your way across the room, the air is so full of them.
 Stage Three
 Hall
 Living room
 Dining room
 Sunscreen
 Money
 Sun hat
 You go through to the dining room, and the table is covered in sun hats. Some of them are dancing on top of the table. Others are jumping around to a rhythm, as though playing the drums.
 Stage Four
 Kitchen Swimsuit
 In the kitchen you see swimsuits making themselves ameal. One is looking in the oven, others are choppingvegetables, stirring saucepans, doing the dishes.Theswimsuits are chattering to each other as they work.
 Stage Room Object Scenario
 ENVISAGING THE OBJECTS IN THEIR LOCATIONS Once you have inserted each item on the list into its allocated location on your journey, thenext step is to use Image Creation Principles todream up a ridiculous scenario for each of therooms. The more wacky the scene, the better the chances of remembering it. The objects onyour vacation list do not have a particular order and could have been placed anywhere in thehouse. Although order is unimportant here, it can sometimes be very important—for example, when you are learning the points to be made in a speech. The chart shows four of the objects onyour vacation list, with four imaginary scenarios, in four of the rooms on our sample journey.
 � Embellishing the scene
 If your list of things to remember includessunglasses, for example, you might dreamup a scenario in which a kitten sits on thebedroom floor balancing a large, garishlycolored pair of sunglasses on its nose.
 Imagining the Scene
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 Remembering Lists
 ● The Journey Technique
 has an almost infinite
 number of applications.
 The only limit is your
 imagination.
 ● Always choose locations
 for your journeys that are
 very familiar to you.
 FOCUS POINTS MEMORIZING A NEW LISTIf you are learning a list of information that you are going to need to recall only once or twice,the journey that you create for it can be recycled.Let a month or so elapse after you are finishedwith it, and then use that journey for a new list. If you are learning a list that you want to keeplong-term, however, you will need to think of a new journey especially for that one project.Creating new journeys is not as arduous as itsounds: like any other mental skill, the more you do it, the easier it becomes.
 REVIEWING YOUR PROGRESSOnce you have inserted the images into theirlocations, go through the journey in your mindwithout looking at what you have written. Have a bit of fun, and go through it backwards. Onceyou feel happy with it, test yourself by writing the list again on a separate piece of paper. How did you do the second time? You will probablyhave improved dramatically, both in the numberof items you recalled and in the speed withwhich you recalled them. Your confidence will be greater because you are more sure about the items. The guesswork is now gone—youknow that the information you have learned is accurate and complete.
 ✓ Do trust in the power of your brain.
 ✓ Do create your journey quickly.
 ✓ Do develop new journeys in new places,such as museums, hotels, or offices.
 ✓ Do expand the technique—once youare proficient—by putting more thanone object in each stage.
 ✗ Avoid spending time creating the “perfect” journey.
 ✗ Avoid using abstract images at first.
 ✗ Avoid making your journey toocomplex until you are confident.
 ✗ Avoid spending too much timeembellishing your images.
 Things to Do Things to Avoid
 � Testing yourself
 Rehearse your journeyuntil you think you
 know it. Write your listout as you recall it and
 then compare it withthe original list.
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LEARNING THE NUMBER RHYME SYSTEMThe Number Rhyme System works particularlywell for auditory thinkers—people who naturallythink in terms of sounds and can explain ideasverbally. The first step is to change the numbers 1 to 9 into images that rhyme with the number.One suggested list is given below, but you willremember images more efficiently if you think up your own rhyming words.
 0 – Hero 5 – Beehive 1 – Nun 6 – Sticks2 – Shoe 7 – Raven3 – Tree 8 – Gate4 – Door 9 – Wine
 42
 Training Your Memory
 Remembering NumbersStrings of numbers, from credit card PINs
 to telephone numbers, are a part ofdaily life for all of us. The techniques formemorizing numbers are simple to learn—and improving your ability with numbersdevelops all aspects of mental performance.
 TRYING DIFFERENT SYSTEMSThere are two main systems for helping youmemorize numbers: the Number Rhyme andNumber Shape System. They are fun and easy to use. Both work on the principle of connectingnumbers to images, which you then use to createa story. Try out both systems and see which worksbetter for you. Once you have decided which youprefer, stay with it. Avoid using both methods atthe same time or alternating between systems.
 � Working with numbers
 The abacus is an age-old tool for workingwith numbers, but your most useful tool is your memory. Train it, and you willimprove all aspects of your numeracy.
 One of the most remarkablemen in the field of memoryskills was a Russian calledShereshevsky, known as S. Hehad synesthesia, a condition inwhich the senses are blended.His compulsive multisensoryapproach to learning meant hehad a virtually perfect memory.A Russian psychologist,A. R. Luria, tested him in the1920s and 1930s. Howeverlong the series of numbers orwords he gave him, S was ableto memorize them perfectly,sometimes even 15 years later.
 Fact File
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 REMEMBERING A SINGLE-DIGIT NUMBERThe next step is to attach the image to the pieceof information. There are two different methods:one for single digits, one for multiple digits. Toillustrate the single-digit method, imagine a friendhas recently moved and you need to memorize hisnew house number. For example, if the number is 3, to remember this, you might imagine him up a tree—the image chosen here for number 3.Embellish the image by imagining him swingingfrom branch to branch, eating nuts and berries.To emphasize that it is a house number, youmight imagine him building a house in the tree.
 REMEMBERING A MULTIPLE-DIGIT NUMBERThe method for memorizing multiple-digitnumbers requires you to link the images for each of the numbers by creating a short story. It is vital, of course, to get the images in the correct order. Imagine yourburglar alarm code is 4583. You would think up a storyinvolving a door (image for 4),bees in a hive (5), a gate (8), anda tree (3). To help you associatethe image with your burglaralarm, you could envisage a burglar with a mask overhis face watching the scene.
 � Memorizing long numbers
 To memorize a telephone number, forexample, invent a story using the rhymingwords you are using for each digit.
 ● Train yourself, and there
 is no limit to how many
 digits you can recall—most
 untrained people cannot
 recall more than seven.
 ● Learn and apply just
 ten images and you have
 mastered the Number
 Rhyme System—its power
 lies in its simplicity.
 FOCUS POINTS
 Converts imagesback to digits of
 the phone number
 How well do think you
 remember series of numbers?
 Tick any of these statements
 that describe you accurately.
 • I find it difficult to recall statistics accurately.
 • I can remember only ahandful of historical dates.
 • I frequently forget my PIN.
 • I do not attempt to learn phone numbers.
 • I cannot memorize morethan seven digits at once.
 Analysis The more items you
 have checked, the more you
 need to adopt memory-
 training techniques to improve
 your skills. Learn the memory
 techniques and practice them.
 Assessing Your Memory Skills
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LEARNING THE NUMBER SHAPE SYSTEMPeople who are visual thinkers usually find the Number Shape System appropriate. Visualthinkers see pictures in their heads and noticehow objects look. The Number Shape Systemworks in a way similar to the Number RhymeSystem, but the images you create look similar in shape to the digits, instead of rhyming with them. Here is one suggested list of images.
 0 – Baseball 5 – Fishhook1 – Walking stick 6 – Elephant’s trunk2 – Swan 7 – Saxophone3 – Handcuffs 8 – Pair of earrings4 – Boat sail 9 – Balloon
 Think about how each image looks like thenumber, and if you do not find any of themappropriate, choose an image of your own.
 44
 Training Your Memory
 ATTACHING SHAPESTO NUMBERSNow you must attach yourimage to the number you arelearning. Take the image of eachnumber and link it with theothers in a story, in the correctorder. For example, you mightbe meeting someone off FlightNumber 267 at the airport.Using the suggested images, youmight imagine a swan (2) withan elephant’s trunk (6) playingthe saxophone (7). To help yourmemory link the number with aflight, you might make this takeplace in a plane’s cockpit.
 � Using your own images
 An imaginary scenario involving visualimages based on the shape of the tendigits is easier for your brain to memorizethan a series of numbers—for example,the code for an alarm system.
 Alarmsystemkeypad
 � Memorizing a multiple-digit number
 Even a short number can be hard to retain with confidence when you are confronted with dozens of other, similar numberssimultaneously—for example, on a flight indicator board at anairport. Use your preferred Number System.

Page 47
						
						

Remembering Numbers
 45
 MEMORIZING LONG NUMBERSMany of the numbers you use on a daily basishave more than four digits. The number systemscan be further developed to accommodate this by combining your chosen Number System withthe Journey Technique. Break down numberswith more than four digits into smaller numbers,then place them in a mini-journey. Break numberswith more than eight digits into at least threesections. Telephone numbers are usually thelongest numbers you have to deal with. Imaginethat your new doctor’s number is (414) 555-1678. Using your chosen Number System, createthree stories, one for each part of the number, andplace them at the clinic. The journey could be theparking lot, waiting room, and examination room.Your journey must use the images chronologically,so that you recall them in the correct order.
 1 2 3 4 5 6 7 81 2 3 4 5 6 7
 1 2 3 4 5 61 2 3 4 5
 5 6 7 85 6 7
 4 5 63 4 5
 1 2 3 41 2 3 4
 1 2 31 2
 Five-digit number Six-digit number
 Seven-digit number Eight-digit number
 � Breaking numbers down
 It is much easier to memorize small groups of numbers, so split a five-digit number into a three-digit and a two-digit number; a six-digit number into two three-digit numbers; a seven-digitnumber into a four-digit number and a three-digit number; and an eight-digit number into two four-digit numbers.
 Break number downinto smaller units
 Place the stories into your journey
 Memorizing LongNumbers
 Think of a journey with thesame number of stages
 Create a story for each unit
 Apply Shape or Rhyme System to each unit
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 Using Mind MapsMind Mapping is a method of expressing
 information using color, images, andkey words in a structure that radiates froma central core. Its myriad uses include groupbrainstorming, problem-solving, studying forexams, note-taking, and decision-making.
 IMPROVING RECALL WITH MIND MAPS Mind Mapping increases recall significantlyduring and after the learning process simplybecause use of color and images together gives the memory more information to hook into thanblack words printed in linear fashion. The use of key words reduces the amount of information by up to 90 percent, thereby minimizing theamount you are required to remember. The key words trigger other information in the brain. The radiant structure of a Mind Map accuratelyreflects the structure of the brain and the way wethink and learn. The pattern it creates as one largepicture allows for excellent memory recall. Whatis more, making a Mind Map is easy and fun.
 ● Master Mind Mapping
 and you acquire a learning
 instrument that is used by
 over 100 million people.
 FOCUS POINT
 � Following nature’s patterns
 The treelike branches of a Mind Mapmirror the natural structure of the brain’s neurons.
 Beginning to Mind Map �At the hub of a Mind Map is one word
 or image—for example, a house,representing home. The main branchesshow the principal areas into which the
 subject is broken down. Planning contentfocuses the mind on the subject, allows
 you to think creatively, and helps recall.
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 47
 STRUCTURING A MIND MAPThe strength of a Mind Map is in its structure: it gives a snapshot view of the information, andthe links and relationships between topics andgroups of topics are visually evident. A Mind Map begins with a central image and developswith branches emanating from it. Each branchrepresents one area to be explored within the main topic. Each main branch has smaller branchesradiating from it, and sub-branches may be added,covering further subtopics within that area.
 DRAWING YOUR MIND MAPAllowing plenty of space, start in the middle of the page and work outward. Draw thick linesfor the main branches, each in a different color.Use single key words (rather than a sentence) to represent information, and highlight the maintopics by using capital letters. Some people preferto use pictorial images. Draw lines radiating fromeach main topic for smaller subjects. Add anydetailing you like—perhaps pictures, or anoutline for certain words.
 The concept of Mind Mappingwas first developed in Londonin the 1970s by Tony Buzan.Mind Maps have since provedhighly popular with people ofall ages as an effective methodof taking notes, a creative wayto generate new ideas, and a technique for improvingmemory and concentration.
 Fact File
 ● Develop your own
 Mind Mapping style, always
 choosing your own words
 and/or images and colors.
 FOCUS POINT
 Filling in the detail �Using one color for each of the main
 branches and its smaller branches helpsyou think in a organized way.
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 Applying Memory Techniques
 STORING PINS AND PASSWORDSIf you can, make a PIN memorable, perhaps byusing a familiar date, such as a relative’s birthday. Ifyou use a password and PIN together, use a wordand number already related in your memory—forexample, a friend’s road and zip code. Alternatively,use the images from your Number System, andanother that relates to the password. For a string of letters use the Phonetic Letter Technique. In allcases, make up a story that links the images andwhat you need to access—for example, an ATM.
 There are two stages to mastering memory techniques: learning them and applying them. Familiarize yourself with
 the range of practical situations in which they can be applied.
 Applying MemoryTechniques
 Improving Memory Day to Day
 The ability to memorize accuratelypieces of information that you need
 on a regular basis is a valuable one. Havingsuch crucial information at your fingertipsnot only increases your confidence andefficiency, it also saves time.
 ● Use the examples of
 applications given here to
 spark ideas for your own
 particular requirements.
 FOCUS POINT
 � Using PINs
 A PIN is oneexample of anumber you cannotafford to forget.
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MEMORIZING DAY-TO-DAY JOBSA mental notebook is useful for memorizing your tasks for the day. To plan ahead four or fivedays, use the Journey Technique and design fouror five journeys. Using Image Creation Principles,make a mental image for each task, and insert itinto the journey for that day. So if you have topick up dry-cleaning, for example, you mightimagine the clothes dancing around, accompaniedby music and singing. If you have to do a task at a particular time, use your preferred NumberSystem to add a number image. Start filling inyour notebook two or three days ahead to fix it in your memory. If a new task arises, add it to theend of your journey. It is vital to review the tasksregularly—go through the journey in your headthree times a day to ensure nothing is left out.
 49
 Type of Information Recommended Memory Technique
 Anniversaries, birthdays, PINs Number Rhyme or Number Shape System
 Passwords Image Creation Principles
 String of random letters Phonetic Letter Technique
 REMEMBERING DATESTo remember a date that crops upregularly, use your preferred NumberSystem. For example, to rememberApril 19, use the images for the fourdigits 0419. To add a year, makingsix digits, such as 041966, use thetechnique for long numbers, splittingit into two three-digit numbers.
 Improving Memory Day to Day
 Creating a Mental Notebook
 Go over the journey in yourmind several times a day
 As new tasks arise, add them to the end of the journey
 Put images for tasks into each journey
 Choosing an Appropriate Technique
 � Memorizingspecial dates
 The Number Systemsmake it easy to recallan anniversary orbirthday. Link theimage for the datewith an image for theperson whose birthdayor anniversary it is.
 Create different journeys for each day

Page 52
						
						

50
 Applying Memory Techniques
 KEEPING A MENTAL PLANNER Most people rely totally on a written orcomputerized planner for organizing their time ona monthly basis. Neither system is infallible, andyou will find it very useful and time-efficient tohave your planner with you, in your head, at alltimes. Learning your planner enables you to makeimmediate decisions when making appointmentsor other arrangements. The basis for a mentalplanner is the Journey Technique. Setting it uptakes a little time initially, but once your system is in place, it is relatively simple to keep updated.
 NAME: EnglimISSUE: Missingappointments OBJECTIVE: Toimprove timemanagement
 Englim has missed
 several appointments
 in the last three months at
 work, and has become known
 among his colleagues and
 clients as a bad timekeeper. He
 frequently forgets his PDA, and
 when he does have it with him,
 he does not use it as often as
 he should. He is good at his
 job in other respects, and
 wants to change this aspect
 of his working life. Englim
 decides to create a mental
 planner into which he
 can slot in the dates and
 times of his appointments. He
 implements the technique, and
 now all the dates he needs to
 remember are literally “inside
 his head,” instead of being
 detached in his PDA. He
 checks his mental planner first
 thing every morning while he
 is having his breakfast. Englim
 knows his time management
 has improved, and clients and
 colleagues have remarked on
 the change in his performance.
 � Practice designing journeys with your family—it introduces them indirectly to memory skills.
 � Put a calendar on the fridge door and look atthe date when you get your breakfast. Gothrough what you have memorized for that day.
 � Experiment with different journeys for yourplanner—then drop the ones that do not workwell enough and use them for something else.
 Useful Exercises
 Transfers dates fromcalendar to mental planner
 � Setting up a mental planner
 Once you realize the benefits of having a mental diary with youwherever you are—and how it improves your efficiency—youwill appreciate its advantages over, for example, wall calendars.
 Case Study
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EXPANDING THE TECHNIQUEIf you find it easy to work with three journeys,you can increase the size of your planner andcreate more journeys, perhaps enough for sixmonths or even for the whole year. You can keepthe same imaginary routes year after year. Starteach month with a significant image that denotesthat month. If you are more comfortable usingjust three months at a time, you can write downdates that are more than three months ahead andinsert them into a journey later.
 51
 CREATING YOUR PLANNERFor a three-month planner, you need to create three journeys (one for each month), withone stage for each day of the month. To make iteasier to find individual days within each journey,make definite breaks at stage 10 and stage 20. Use the three journeys in rotation. For each entryin the planner, create an image and insert it at thecorrect stage. So, for a dentist appointment on the 18th, for instance, your image might be adentist drilling holes in his chair. Insert the imageat the 18th stage. If you need to add a time, addthe appropriate image from your Number System.
 Avoids double-bookingappointments
 Updatesdiaryeasily
 Knowswhat she is
 doing onany day
 Memorizesthree monthsahead
 ● Remember that it is
 important to learn the
 journeys really well before
 using them as a planner.
 ● Keep a constant eye
 open for places in which
 to create new journeys.
 FOCUS POINTS
 Improving Memory Day to Day
 � Using a mental planner
 People who have set up a mental plannerare efficient and reliable because they are able to check on appointments at anytime, in any place. They can instantly callup any particular day or week to checkentries or add in any new ones.
 Affirmations are important in mastering any skill, in thatyour positive self-talk promptspositive thoughts, which leadto positive actions. Use theseaffirmations whenever you arememorizing your planner.
 “I can memorize as much or aslittle of my planner as I want.”“I do not have to rely on
 memory aids to help me run my daily life.”“Memorizing my planner will
 improve my time-keeping andmake me more efficient.”“Memorizing my planner
 improves all my mental skills.”
 Self-Talk
 Always hasplanner with her
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 Applying Memory Techniques
 Speaking in PublicPublic speaking is a daunting prospect
 for many people. Learning how tomemorize the key points of your speech or presentation—or even your part in aplay—will enable you to deliver it to youraudience in a natural and engaging manner.
 “ It usually takesmore than three weeksto prepare a goodimpromptu speech.”Mark Twain
 ● Notice how speaking
 from memory allows you
 to concentrate on your
 delivery and body language
 as well as your words.
 FOCUS POINT
 � Mind Mapping your speech
 Drawing this kind of map is a creativeway to plan a speech, first identifying themain points and then adding in the detail.
 PLANNING WHAT YOU WANT TO SAYOne of the best ways to write a speech orpresentation is to Mind Map it. First write downthe key words, and then add in all the relatedpoints that you wish to make. Using this methodrather than writing out your speech word forword will make your delivery more natural.However, if you prefer to write your speech out in full, or at least in a more linear fashion,ensure you give it headings so that you can pickout key words.
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 MEMORIZING A SPEECHTo memorize your speech or presentation, use the Journey Technique. This will also help you to time your delivery. For example, if you areplanning to give a 20-minute speech withoutnotes, find 20 key words and make a 20-stagejourney. Take each of your key words, create animage for it, and insert one at each stage. If youwish to add extra details, such as statistics, usethe images from your preferred Number Systemand add them the relevant stage. Practice thespeech to make sure you are on target for thetiming. Your speech will differ slightly each timeyou give it, which ensures that it sounds fresh.
 LEARNING LINES AND QUOTATIONSIf you need to learn lines for a play, or torecite a poem or quotation, you can learnkey words in a set order, as you would fora speech. However, since you must beword-perfect, you need to take this astage further. Rehearse your lines usingthe Journey Technique to give you themain points and keep you on track.Then, to fix the finer points of the linesin your mind, you have to learn the wordsby repetition. If there are any areas youfind hard to memorize, make sure youcreate images to help you remember them.
 � Making a presentation or speech
 The Journey Technique breaks your speech orpresentation into stages. You can make one for eachkey point, or one for each minute you plan to speak.
 Put images into eachstage of journey
 Create image for each key word
 Choose key words
 � Learning by heart
 Actors can use the Journey Technique to memorizekey words in the correct order. These trigger the restof the lines, which are learned by heart.
 � Preparing your speech
 The key to a good speech is preparation.Rehearse it several times, perhaps in frontof a mirror, until your delivery is natural.
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 Improving SkillsYou can apply memory-training
 techniques to a wide range of skills thatyou use in day-to-day life, from absorbinginformation to playing sports and games, and learning a language. What is more, the learning experience is fun.
 IMPROVING YOUR READINGReading is something we all do—for work, forpleasure, or for study. Most of us, however, do not read as efficiently or effectively as we could,with the result that we do not retain in ourmemory as much of the material as we wouldlike. One way to speed up your reading and make the material more memorable is to convertthe book or article into a Mind Map. You willneed to do this from the start, reading analytically,questioning the order and the hierarchy of theinformation. Organize the information in yourmind, and then add it into your Mind Map.
 ● Whenever you set out to
 learn a new skill, consider
 how memory techniques
 might help you master it.
 FOCUS POINT
 ✓ Do try new things—chess, a foreignlanguage, or a new sport. See how youcan apply memory-training techniques.
 ✓ Do tell others what you are doing.Youwill feel good if you help someone elsewith their memory skills.
 ✓ Do have fun while learning. Enjoymentis the key to successful learning.
 ✗ Avoid doing too much at once. Use the techniques little and often at first.
 ✗ Avoid putting yourself under pressurewith the techniques.Try them out athome on a personal level.
 ✗ Avoid learning for learning's sake.Apply the techniques to things that mean something to you.
 Things to Do Things to Avoid
 � Reading analytically
 Processing information as you read it will stronglyimprove your chances of understanding and thenrecalling it at a later date.
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 LEARNING A SPORTIncreasingly, time and attention are being devotedto the mental, as much as the physical, aspect ofsporting performance. Memory skills are a greatway to accelerate your learning, because they help you to develop good habits from the outset.When you are learning a new technique, such as a tennis stroke or golf swing, divide the technicalaspects into key points. Create a simple, vividimage for each of these points. For example, ifyou need to keep your head still through yourtennis serve, imagine that you are wearing a neckbrace so your head is immobile. Create a journey(perhaps at your gym) in which to store the keypoints in order. When you start to play your game,the images for each point go through your mind.
 � Applying imagination
 When you practice new techniques on the golf course, for example, the imagesyou applied when you learned them willcome into your head—perhaps a splintkeeping your arm straight as you tee off
 Recall of new reading materialis a huge problem for manypeople, simply because mostprinted matter—newspapers,business reports, and journals,as well as many books—consists mainly of black typeon a white background.Thebest way to learn andremember anything is tofollow the brain’s natural wayof working, which is to use thefull spectrum of colors andinnumerable different images.
 Fact FileMEMORIZING FACTS AND FIGURESBeing able to recall facts and figures improvesyour general knowledge—and is invaluable if you want to enter quizzes or competitions. Usethe Association Technique to create an image out of each piece of information, then link themtogether. For example, if you want to rememberthat Michael Douglas won an Oscar in 1987, you would create an image for the number 1987and attach it to Michael Douglas holding theOscar statue. The important thing is to create animage that is memorable for you and thereforehelps you to recall the associated information.
 “ Imagination is more importantthan knowledge. Imaginationencircles the world.” Albert Einstein
 Has mentalimage of an arm keptstraight in splint
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IMPROVING CARD SKILLSBeing able to memorize cards gives you anadvantage in games, especially when you need to remember what has already been played. Useyour Number System to create images for numbersone to 10. Picture cards have their own image, asdoes each suit. For each card make a compositeimage of the two components—so the three ofclubs might be handcuffs swinging a golf club. Tomemorize the order of the pack, create a 52-stagejourney, placing cards in the order they come out.
 PLAYING CHESSChess is a technical and strategic game. Openingand closing moves can be learned and applied,and previous games can be remembered asprecedents for future games. To begin learningchess moves, you must first learn standard chessnotation. Use the Journey Technique, the PhoneticLetter Technique, and your preferred NumberSystem to learn these moves. Create a mentalimage for each move, design a journey, and insertthe images into their respective stages. You mayneed a 50-stage journey for a full opening. To memorize whether amove is black or white, mentally color yourimages black or white.
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 Uses Journey Techniqueto memorize moves
 Colors imagesblack or white
 ● Memorizing cards is a
 wonderful social skill—
 especially for party tricks.
 ● Have confidence that
 your ability at cards will
 improve greatly—if you
 practice the techniques.
 FOCUS POINTS
 Starting out �At the highest level,skill and inspirationplay a great part in
 chess, but the novicecan make big
 improvements bylearning set moves.
 Useful Exercises
 � Aim to learn one standardchess move each week for a month. Learn four morethe next month, and so on.
 � Keep your mind alert byplaying fast-moving cardgames such as “War.”
 � Keep running through your52 card images until youhave achieved instant recall.
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 � Building up vocabulary
 Memory-training techniques can be usedsuccessfully to build a wide vocabulary—essential if you are to have the confidenceto join in conversations in a foreignlanguage, whether it be in a social or a business situation.
 LEARNING A LANGUAGEThe method for learning vocabulary is foundedon the same basis as the Association Techniqueused for remembering names. You can use this technique for words in any language; theimportant thing is to listen to the word and thencreate an association for it. Create an image fromthe sound of the foreign word, then attach thatimage to the word in your own language. Forexample, the German for newspaper is die Zeitung.To remember this, you might imagine someoneyou know named Simon (Si) with his tonguehanging out, reading a newspaper. To strengthenthe image, visualize this scene at a newsstand.
 Feminine Masculine
 Adding color
 You might chooseblue for masculine
 words, red forfeminine. Then,
 if the word “dog” ismasculine, color
 it blue; if the word“door” is feminine,
 color it red.
 GETTING TO GRIPS WITH GENDERSome languages have more than one gender.There may be two genders—masculine andfeminine; or three—masculine, feminine, andneuter. Gender is always crucial and has to belearned along with the vocabulary. The way to dothis is to add a further dimension to your mentalimage of each word by coloring it according to its gender. You can choose your own colors formasculine, feminine, and neuter (if necessary), but you must stick to using the same ones all the time. As you learn each new word, mentallyapply the relevant color to the image.
 “The individual'swhole experience isbuilt upon the plan of his language.”Henri Delacroix
 • A combination of memory-training techniques can helpbeginners at chess.
 •A playing card can bememorized by making an imagethat combines suit and number.
 •The order of a complete packof cards can be memorized byusing the Journey Technique.
 • Foreign-language vocabularycan be quickly and easily builtup through association.
 At a Glance
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 Applying Memory Techniques
 Succeeding in Exams
 USING MEMORY AIDSThere are different ways of approaching your studying to increase your recall of theinformation. Thirty percent of people are auditorylearners—they prefer to use their hearing ratherthan reading ability. If you prefer to learn bylistening, record some information on a tape or a minidisc. Play it back to yourself at differenttimes of day—perhaps on a car journey or in bed, just before you go to sleep. Anothertechnique is to use flash cards. Write questions on one side and answers on the other. You can
 give your cards to someone else to helpyou study, and you can use them to
 change the order in which you learninformation; this will help your
 recall in an exam, when questionscan be asked in any order.
 ● Make studying for
 exams fun by using your
 own images instead of dry,
 hard-to-learn information.
 FOCUS POINTMemory plays an important role inacademic performance. An improved
 memory not only enhances your chances ofdoing well in exams, it gets your brain intogood habits—the more effectively you learn,the more efficiently your memory works.
 Recallsinformationquickly andaccurately
 � Studying for an exam
 Vary the techniques you use for studying.That way you keep up your interest—andgo into the exam confident of full recall.
 ✓ Do get used to the techniques by usinga small amount of information at first.
 ✓ Do share the techniques with othersstudying the same subject as you.
 ✓ Do see how a technique can be used ina slightly different way for each subject.
 ✗ Avoid forcing your learning. If it feelslike a serious chore, take a break.
 ✗ Avoid using just one type of learningtool—use them all.
 ✗ Avoid learning something of no interestto you, or you will have no motivation.
 Things to Do Things to Avoid
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 MEMORIZING LARGE AMOUNTS OF INFORMATIONThe key to learning copious quantities ofinformation is to reduce it down to manageableamounts. Mind Mapping doesthis by using key words. It alsoprovides a way of organizing the information in a logical andcomprehensive manner so thatlinks and related information are apparent. You need to recallonly the key words of yourMind Map—they will thenautomatically lead your mind on to relevant areas.
 MEMORIZING SETS OF FACTSFor a set of facts, such as a series of historicalevents, or the structure of a flower in biology, youcan use the Journey Technique. If you were to useit to learn the nine planets in the solar system, forexample, you would start by creating an image foreach planet. So Mercury might be a thermometer,Earth might be an earth digger, and so on. Create a nine-stage journey, one stage for each planet. The location for your journey should be related to the subject matter, and should preferably besomewhere familiar—although, in this case, itmight be aboard an imaginary spaceship. Thenext stage is to insert the images into the journey.You can then add any further information youwant to learn at each stage, perhaps about theatmosphere, surface, or temperature of each planet.
 In many cases, when you areassimilating a large amount of information, you need tomemorize only one word outof ten original words—yourbrain will be able to piece therest together. Using MindMapping enables you to reducea mass of information by up to90 percent and yet maintain anexcellent understanding of the subject matter.
 Fact File
 “Learning withoutthought is labor lost;thought withoutlearning is perilous.”Confucius
 � Making information manageable
 Mind Mapping is the best way to cope with large amounts ofinformation. You might draw your Mind Map like a tree, writing key points on the main branches and then adding information of secondary importance on smaller branches, and so on.
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MAKING A PLANA written plan ensures that you consolidate your learning by recalling information at regular intervals. This is especially important for studying, but is essential for any information that you wish to retain long-term. The best timeto review information is one hour after the initiallearning. You should then review it a day after the initial learning, then a week, then a month,then three months, and finally every six monthsafterward. Mark these dates in your planner andmake them part of your personal action plan.
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 Applying Memory Techniques
 Maintaining Retention and Recall
 Up to 80 percent of all informationlearned is lost within 24 hours.
 Reviewing information is crucial to highretention and good recall. If you do this at the correct times, you reduce the totalnumber of reviews required.
 REVIEWING INFORMATIONTo maximize learning you must review the newinformation before the level of recall drops toofar. In the first 24 hours, the brain is playingwith the new information, connecting it withexisting information. This means it is relativelyeasy to recall during that period. Once thisprocess is finished, the level of recall quicklydrops. To prevent this from happening, youmust review information regularly. This ensuresthat the brain continues to access the newinformation, assessing it and recalling it in detail.
 • Most new information is lostwithin one day if you do not goover it an hour after learning it.
 • Only by reviewing at regularintervals will you maintainlong-term recall.
 • As you become proficient at memorizing and recalling,you will feel confident enoughto set new targets.
 At a Glance
 � Reviewing
 Put reminders in your planner on theappropriate dates forreviewing informationyou need to memorizelong-term.
 ● Review new information
 regularly—once or twice
 is not enough to commit
 it to long-term memory.
 FOCUS POINT
 Checks plan on PDA
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SETTING NEW GOALSMaintaining high recall builds your confidence in your memory, which in turn encourages you to continue your learning path. As memorytechniques become a part of your life, you can use quiet times to review information ormemorize new information. This will become a habit rather than a chore. As you devotemore time to memorizing and recalling, you will want take on new challenges.When you set these higher goals, you can update your personal action plan.
 Maintaining Retention and Recall
 61
 Updating your action plan �As you become more efficient at memorizing,
 you will find yourself ready to set new targets.Review your action plan accordingly.
 THE PATTERN OF RECALLThe graph shows your learning patternand the best times to review newinformation. The first curved line showsrecall immediately after learning. It startsat 80 percent and rises because the brainis associating the new information withdata it already has. However, without areview, recall then drops quickly to about
 20 percent. So, a review is necessary beforerecall drops below 80 percent, i.e., afterone hour. The second line shows recallafter the first review, a day later. Recallstays at about 40 percent unless it isreviewed again, a week later. Withreviews at one, three, and six months, it stays at about 80 percent.
 Writes new goal into action plan
 1 hour 1 day 1 week 1 month 3 months
 Re
 call
 %
 Frequency of reviews
 100
 80
 60
 40
 20
 0
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REUSING LISTS Some lists can be used again and again, year after year. A good example is a vacation list, onwhich you write down all the things you need to take with you. This can save time and anxietyin the often frantic hours before you set off, and can prevent irritation when you get to yourdestination only to find you forgot to pack theinsect repellent. Keep lists you are going to reusein a safe place. For example, you might keep yourvacation list in a notebook, along with the namesand addresses that you need when you come towrite your postcards. Any type of list, memorizedor written, can lose its value if you do not keep itup to date. Reviewing lists of things on a regularbasis, adding or deleting items as necessary,ensures that you continue to make use of the list.
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 Applying Memory Techniques
 WRITING LISTSLists are part of everyday life for many people.They can be used simply to make sure you do not forget some important item, or to help youorganize work or leisure activities for the day, week,or month ahead. Apart from helping you feel incontrol of your life, the process of writing a list initself aids your memory. Often writing somethingdown is enough to commit it to memory.
 Using Memory AidsThere are times when information
 cannot easily be committed to memory,and times when it has to be shared withothers. Then memory aids come into theirown. They are especially useful when usedin conjunction with memory techniques.
 � Keeping long-term lists
 A permanent list of things you need topack for a vacation is a time-efficient wayof making sure you remember everything.
 If you find yourself worryingthat you have too much to doand might forget somethingimportant, try wording somestatements like these andrepeating them to yourselfregularly to keep things on the right track.
 “I have plenty of resources that I can rely on to remind
 me of appointments.”“I can enlist the help of my family to keep us organized.”“Putting some order into my
 life will help me feel in control.”
 Self-Talk
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RECORDING THINGS ON PAPERA household address book is an excellent way of keeping andmaintaining crucial information,when other members of thehousehold need to access it.Planners and personal organizerscan combine the functions of anaddress book and a notebook,as well being a good way ofkeeping track of birthdays,anniversaries, meetings, anddentist appointments.
 Using Memory Aids
 63
 ORGANIZING INFORMATION An essential way of keeping on top of things at home is an efficient filing system. If this is used in conjunctionwith your planner or personal organizer, it can act as areminder for things like quarterly bills or car servicing. A logical structure in your filing system is essential,perhaps alphabetically, by date, or by theme. Some peopleuse separate boxes for household bills, the car, and so on.If you have a “Pending” file, look through it regularly.
 Making use of memory aidsLiving without memory aids
 Forgets appointments and birthdays
 Structures filing logically
 Keeps address book up to date
 Checks “things to do”list regularly
 Has no system forkeeping contact details
 Feels disorganized and overwhelmed
 � Maintaining order
 Well-organized people are—and feel—consistently incontrol of their lives. They are efficient, get jobs done on time, and alwaysremember important dates and appointments.
 � Storing vitalinformation
 A well-maintainedpersonal organizercan put structure into your life.
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KEEPING RECORDSIt is very easy to forget precisely what is said inmeetings. Sometimes minutes are taken, but if no official record is being kept, make your ownnotes. Write clearly, so you can read your noteslater. Some people find a small taperecorder or dictaphone is useful,but you should ask permissionbefore you use it.
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 Applying Memory Techniques
 SHARING INFORMATIONWhen more than one person needs access to information, it is usually best to have it written down in some form. In the office, a wall-mounted, wipe-clean board is an invaluableway of reminding your team of schedules andtasks. As well as tracking progress, the board actsas a focus and helps to build team rapport. In thehome, notes stuck on the fridge or a bulletinboard help to keep families organized. A familycalendar, on which all members of the family writetheir social engagements or extracurricularactivities, makes it an easy matter toarrange time together as a family. It also teaches younger members to take responsibility for their lives.
 Keeping informed �A communal calendar keeps
 everyone up to date withindividual commitments aswell as such occasions as a
 family outing.
 ● Encourage children to
 use a bulletin board to
 keep adults informed of
 their plans and activities.
 FOCUS POINT
 Taking notes �It is always useful to takenotes at a meeting, both asa record of what was said and as
 a reminder of things to be done.
 Takes day offwith family
 Keeps space in calendar for outings
 ● Make a habit of using
 a daybook at work to
 record telephone calls and
 make a note of what you
 have done each day.
 ● Set up a label template
 on your home computer
 with addresses of people
 to whom you send cards
 on special occasions.
 FOCUS POINTS
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USING ELECTRONICORGANIZERSMost of us have computers at work or at home. These can be excellent ways of storing lists, calendars, and other memory aids. Handheldmachines, often called PDAs (Personal DigitalAssistants) can replace all the functions of paper-based systems, and have the advantage thatyou can work on them while traveling or awayfrom the office or home, moving or copying theinformation from one machine to another. It iswise to keep copies of your files on your desktopcomputer, in case your PDA breaks or is stolen.
 Using Memory Aids
 65
 MAKING USE OF DIGITAL REMINDERSComputer software for keeping names andaddresses, meeting reminders, and much else iswidely available, and may even be included freein some operating systems. You can set up manyof the programs so that they alert you to futureappointments. The electronic, on-screenequivalents of paper “stickies” are useful. Theyhave the advantage of not coming unstuck, withthe loss of your precious lists and reminders.
 � Using electronic aids
 Laptop computers and handheld devicescan transform the way we organize ourlives. For example, you can check up on meetings and appointments at workand plan the week ahead from thecomfort of your armchair.
 • A large noticeboard is usefulfor keeping a project team upto date with progress.
 •A daybook kept at work isinvaluable for future reference.
 • Computers can be set up to alert you to forthcomingappointments.
 • Names, addresses, andphone numbers can usefully be stored on your computer.
 At a Glance
 � Look at the family calendar or planner overbreakfast every morning to remind everyone of what they are doing that day.
 � Make a Mind Map whenever you are planningwith others, whether for a meeting at work or a family vacation. It will help all those involvedplan better and remember the details longer.
 � Keep paper and pencil by your bed and, beforeyou go to sleep each night, write a list of thingsto do the next day.You will fall asleep feelingyou have things under control.
 Useful Exercises
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USING MENTAL ARITHMETICTrain yourself to do simple arithmetic in your head whenever the opportunity arises. You could add up the cost of the items in yourgrocery cart before you get to the checkout, forexample, or you could try dividing a restaurantcheck between several people in your head. Youcan always confirm the results on a calculator, but as your mind becomes more efficient atsimple arithmetic, you will learn to rely on itrather than the calculator. This keeps your short-term memory agile and your brain exercised.
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 Applying Memory Techniques
 Keeping Your Memory Active
 Exercising your brain and keeping yourmemory active increases the strength
 of your memory as you get older. You willfind you are able to do things in later lifeyou might never have considered, such aslearning a language or a musical instrument.
 DOING CROSSWORDS AND WORD GAMESExercises that keep your memory and brain active are those that require some mental effort. Crosswords and word games are excellent,because they push you to recall words that youmight not use regularly. This encourages you to use them more often, so making you morearticulate. You can also stretch yourself mentallyby buying a book or a newspaper in a familiarforeign language. Reading it will make you thinkhard about any words you do not understand.
 � Play word games with yourchildren. It will help stretchthem in a fun way whilekeeping you on your toes.
 � Learn to play a musicalinstrument.This uses manyparts of the brain—and isalso rewarding.
 � Practice mental arithmeticwhen you are stuck in trafficor waiting for a bus.
 Useful Exercises
 � Maintaining mental agility
 Make use of a daily newspaper to stretchyour brain—get in the habit of doing the crossword, or try translating somepassages into another language.
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KEEPING YOUR INTERESTS ALIVEApply the memory skills you are developing tothings that interest you. If you are learning to playchess, for example, join your local club. If you arelearning how to memorize cards, join a bridgeclub and try applying the techniques to yourgame. Expand the range of material you arelearning by keeping up to date with developingtechnologies.The Internet, in particular, can openup a whole new world of information. Constantlearning keeps your memory active, drip-feedingit new information to assimilate. Reading is a keypart of this process, so read as often as you can.Vary the type of books and journals you read, and cover as wide a range of material as possible.You are always more likely to recall informationthat interests you than information that you finddull and boring, but every now and again try toread something in a new area to increase thescope of your memory and interests.
 Keeping Your Memory Active
 67
 NAME: RichardISSUE: Losing mental agility OBJECTIVE: To keep mind active
 Richard is concerned
 that he is slowing down
 mentally. He has no interests
 outside his job, and colleagues
 find he has little conversation.
 He hears about the importance
 of keeping the brain active and
 takes action. He begins by
 buying a daily newspaper. He
 finds articles that interest him,
 and every evening uses the
 Internet to research the topic
 further. He does the crossword
 at lunchtime. He buys a book
 on one of the subjects that he
 has become interested in, and
 finds that reading stimulates
 and stretches his mind. Richard
 has now joined a reading
 group. He reads a new book
 every month, and is broadening
 his range of interests.
 Case Study
 � Using the Internet
 The Internet is a wonderful resource. It is an invaluable research tool for people of all ages, and there is no end to theinformation available on innumerabletopics. Many people find using emailenables them to share interests withfriends all over the world.
 Uses Internet to research
 a topic
 Emails interestingwebsite to friend
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 Applying Memory Techniques
 Assessing Your Memory
 Now that you have read this book, respond to the following statements by marking the
 answers that are closest to your experience. Be ashonest as you can: if your answer is “Never,” markOption 1; if it is “Always,” mark Option 4; and soon. Add up your scores, and refer to the analysisto see how you feel about your memory now.
 1 I believe anyone can
 improve their memory.
 2 I know I can develop
 my memory’s potential.
 3 I believe memory need
 not worsen with age.
 4 I know I can develop my
 short-term memory.
 5 I know I can improve
 my long-term memory.
 6 I am capable of learning
 and recalling names.
 7 Studying can be fun
 and effective.
 8 I eat a balanced and
 healthy diet.
 9 I follow a regular
 exercise program.
 How Do You Respond?
 1 2 3 4 1 2 3 410 My sleep
 quality is good.
 11 I trust
 my memory.
 12 My outlook on
 life is positive.
 13 I believe I can be as
 creative as I wish.
 14 Goal-setting is part
 of my daily routine.
 15 My concentration
 is good.
 16 I keep my life
 well-ordered.
 17 I have a multisensory
 approach to learning.
 18 I remember words
 without difficulty.
 Options
 Never
 Occasionally
 Frequently
 Always
 1
 2
 3
 4
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Assessing Your Memory
 69
 You are having difficulty
 adjusting your approach to memory skills
 and, to develop your memory’s potential,
 you need to work hard on the techniques.
 Your attitude and your memory’s
 performance are good. But there is still
 work to be done on your skills.
 Congratulations! Your memory
 performance is very good indeed. All you
 need to do is keep practicing your skills.
 Analysis
 When you have added up your scores, look at the analysis below. Note the areas
 where you perform well and areas where you still need to improve. Compare scores
 with those on your initial assessment on pages 16–17 to see how far you have come.
 26 I enjoy learning
 new skills.
 27 I feel confident I can
 learn a new language.
 28 I review information
 to improve recall.
 29 I learn with
 friends and family.
 30 I do mentally
 stimulating exercises.
 31 I am confident about
 memory techniques.
 32 I am excited about the
 power of my memory.
 19 I look for patterns
 in information.
 20 I memorize lists
 accurately.
 21 I draw
 Mind Maps.
 22 I can memorize
 a series of digits.
 23 Remembering times
 and dates is easy.
 24 I do mental
 arithmetic with ease.
 25 I speak in public
 without notes.
 My weakest areas are:
 My strongest areas are:
 32–64
 65–95
 96–128
 1 2 3 4 1 2 3 4
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 IImage Creation Principles, 30
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 implicit memory, 13individuality, memory and, 6information:
 associations, 31Journey Technique, 30, 38–41Mind Mapping, 46–47organizing, 28, 30–31reading skills, 54retention and recall, 60–61sharing, 64storing, 31studying for exams, 59
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 Llanguage skills, 7, 56, 57learning:
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 42–43Romans, 38
 Room Technique, 38Rubik’s Cube, 9
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 improving, 54–55learning new, 13
 sleep, 21SLUG technique, remembering
 names, 34–35SMART formula, setting goals,
 24–25spatial awareness, 9speeches, 52–53sports, 55stress, 20study skills, 15, 58–59synapses, 11
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 vitamins, 19vocabulary, learning languages, 57
 Wwords:
 learning languages, 57passwords, 48remembering, 36–37word games, 66
 work, efficiency at, 15working memory, 12writing lists, 62written plans, retention
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