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    This book is dedicated to everyone who works. May you find greater happiness and a richer life through your efforts. May the entire world benefit from your gifts.—JB


    For Judy and Matthew McKay, whose unceasing belief, support, and kindness have guided me on this rewarding journey and who have helped shine a mindful light into every corner of my life.—WM
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    introduction


    Is it possible that work—perhaps even your work—in whatever shape or location it occurs, could somehow nurture a deeper sense of connection with others and a greater sense of awe and appreciation for the mystery of being alive?


    Could your working life be more satisfying?


    Would you like to work more effectively? Would you like to function with more ease and less stress? Would you like to develop more enjoyable relationships with those you work with?


    How might any of these things happen?


    In our previous two books, Five Good Minutes: 100 Morning Practices to Help You Stay Calm and Focused All Day Long and Five Good Minutes in the Evening: 100 Mindful Practices to Help You Unwind from the Day and Make the Most of Your Night, we suggested that even the busiest person can take “five good minutes” to do a deliberate practice that can help shift their experience of life in a significant and even profound way.


    The five-good-minutes concept is simple: take the time, for just five minutes (of course you can do longer!) to be present mindfully, to set a clear intention for yourself, and to act wholeheartedly, without attachment to any outcome, as you explore a focused practice or activity.


    By practicing, in a friendly and curious way, the skills of mindful presence, clear intention, and wholehearted action, you open the possibility that exciting and enriching new experiences might arise in one of the most familiar places of your life—your work or professional world!


    The 100 practices in this book are all focused on life as it happens while you work. They offer the possibility of recovering your heart and soul through the working life, as well as enriching the experiences of mind and body, all while performing with increasing effectiveness.


    The practices are designed to be easy and practical—specific and concrete—also inviting and fun. You can do any of them right away, on the job. Some are more lighthearted, while others invite a more reflective experience. You may even find some to be uplifting and inspiring, offering a new vision of your working life (and your larger journey through life) that perhaps you had not appreciated before.


    Meeting Your Life, Here,in the Present Moment


    The foundation of your five good minutes is learning to establish presence through mindfulness. Mindfulness happens as you pay attention (to your breath, your body, or just about anything that is happening in or around you) on purpose, in a friendly and nonjudging way.


    Life, whether you are working, playing, or resting, happens only in the present moment. The skills of mindfulness that you will develop through the practices in this book can help you inhabit the present moment (and thus your life) more consciously and joyfully.


    In the “Foundation” section of this book, you will find clear and easy-to-follow instructions for developing your skills at being mindful. Feel free to refer back to these instructions whenever you need to as you explore the various practices. As you gain more and more experience with the practices, you will discover the naturalness and ease of being present, for example, simply by breathing mindfully, listening mindfully to sounds, or attending mindfully to the sensations of your body.


    Don’t Believe Everything You Think


    Done mindfully and wholeheartedly, each of the 100 practices in this book offers you the possibility of experiencing some familiar aspect of your daily life at work in a different way. These fresh ways of experiencing yourself and your working life can provide you with insight and new understandings, increase ease, reduce stress, and even make how you approach your work healthier and safer.


    It is all too easy to become distracted as we work.


    Easy to fall into old habits of inattention and distraction. Easy to make up stories that aren’t true.


    Easy to be hijacked by unpleasant feelings like worry, anger, or even physical discomfort or pain.


    Easy to be pulled out of ourselves and out of the present moment by the momentum of busyness or the feeling of being disconnected and isolated.


    In such times of worry and hurry, of isolation and distraction, one’s ability to work effectively suffers, as does the ability to work in an emotionally intelligent way. And, beset by such distractions, one may even work in ways that are physically harmful or dangerous.


    This book, like our previous two, is dedicated to helping you become the best person you can be and to assist you in opening to the most rewarding life you can have.


    And there is a larger perspective.


    As authors, we believe that as each individual finds more joy and ease and more peace and understanding in their own life, many others benefit as well.


    In that sense of interconnectedness, we invite you to consider the possibility that there could be benefits far beyond your immediate experience whenever you do even one of these practices. Discovering something new about your interrelatedness to others can be an additional benefit arising from your practice.


    But you don’t need to worry about that now; just try some practices and see for yourself. And remember, what you think you know before doing a practice might not be so true afterwards! You are encouraged to be open to hidden surprises in the practices.


    The focus in this book is explicitly on your working life and ways to operate and live there while being as present and connected, and as happy and healthy, as possible.


    You will find the practices in this book grouped into four major sections, each focusing on a particular aspect of working life. The sections are:


    
      	doing your work more effectively


      	reducing stress at work


      	working more intelligently & compassionately with others


      	travel, deadlines, frustrations, & other opportunities

    


    Each section contains practices and exercises you can do in just five minutes, based on being present, setting your intention, and acting wholeheartedly. Each practice has the power to shift your perspective and to invoke change in your life.


    So, this book is for you, or perhaps someone you love who works, if you think that:


    
      	working more effectively and efficiently is important


      	enjoying more ease and reducing stress at work sounds ­appealing


      	relationships with people at work could be more joyful and kinder


      	everyday frustrations, deadlines, and upsets could be handled better


      	a richer appreciation of life’s awe and mystery might be found in the activities of daily work

    


    We have great confidence in the power of these practices and in your ability to enrich your life through presence, intention, and wholehearted action.


    Now, all that remains is for you to dive in—discover what is possible—and enjoy!

  


  
    part 1

    the foundation


    What Is Your Relationship to Your Work (and Life)?


    What is work life like for you? Today? Right now?


    Would you like more happiness and success in your job? Would you like to feel more interested and excited there?


    Are you interested in the possibility that your work could be a passageway to a different view of yourself and others and a fresh way of approaching life? This view, or understanding, includes curiosity and appreciation for the mysterious and awe inspiring and attention to heart and soul, as well as mind and body.


    By “heart” we mean a greater openness and sense of connection to others and to experience.


    By “soul” we mean a deeper appreciation for and understanding of something greater than our ego-centered ways of living.


    The key to enriching your work experience and to making new and intriguing discoveries within it lies very likely in paying attention to three dimensions of your experience as you work.


    These are the dimensions: how you are relating to yourself—psychologically, emotionally, and physically; how you are relating to those around you—what stories do you tell yourself about you and them and your relationships with them; and how you are relating to the actual work you are doing—what stories do you tell yourself about the work, its value, and the quality you create?


    Who This Book Is For


    This book is for anyone who works at any job, including nonpaid work and volunteers. It is for anyone who wants more—satisfaction, joy, peace, effectiveness, or reward—from that work.


    This book and the practices it contains are intended to be enjoyable, challenging, supportive, and to contain the possibility of powerful transformation.


    But to gain maximum benefit from the practices offered here, you will have to do some work. You will need some resolve, a bit of curiosity, and the willingness to try something new and different. Most of all, you will be invited to consider and to explore the possibility that you are more than you may have realized: more alive, more kind and generous, more brave and steadfast, even more powerful and effective than you may have imagined.


    This is a book that depends upon learning by doing. The 100 different practices are to be experienced, not just read. It is in those experiences that you will find all the benefits that are possible. By actually doing (not just reading about) the practices based on skills of being present, setting intention, and acting wholeheartedly, you will open the doorway to possibilities and understandings about yourself and work that exist now only as potentials.


    The practices in this book are easier than you might think, and what’s more, they are fun and interesting!


    All you need is some curiosity and the willingness to “try on” any of the practices that call to you. Take them seriously enough to “work” them, perhaps several times. Then, see if you experience any effects following from your practice. See for yourself. Do only the ones that actually make a positive difference for you.


    This is a practical book. It offers you specific activities and tools crafted for use on the job. The practices hold the possibility of changing how you experience, perceive, and cope with everything from what you do to how you do it to whom you do it with. You will find new choices and more responses available, and your relationship to yourself and your life, especially your work life, can change in very interesting and even unexpected ways.


    However, this book is not a magic potion. It probably won’t get you a pay raise (at least not immediately), and you shouldn’t count on it to change someone else’s behavior. It will not put new paint on your walls or dim that loud noise outside or change any one of countless other conditions now present.


    What can happen, if you start to work with these practices, is that you can begin to change. You could find yourself becoming more relaxed, more attentive, more receptive, more curious, more lighthearted, less critical, less anxious, or less driven. As that happens, who knows what other things may change?


    What Are “Five Good Minutes”?


    The five-good-minutes concept is simple. Take a minute to establish mindfulness, take some time to set a clear intention, and then spend your remaining time doing a focused activity wholeheartedly from your conscious base in the present moment.


    Five Good MinutesBeing present, setting intention, acting wholeheartedly.


    Doing your five good minutes means deliberately stopping and stepping out of the momentum and habitual energy (the familiar and often unconscious ways of thinking, feeling, and inhabiting your body) pushing you through this moment of your life. It means paying attention, waking up a bit more, and directing attention and activity in a fresh way.


    The wholehearted activity you undertake can be literally anything. The practices here focus on work situations, on managing stress, on relationships, and even on special situations like travel or deadlines.


    How Might Five Good Minutes Help You?


    Being present is about paying attention and being more mindful. Mindfulness is about nonjudging and kind awareness. Intention and wholeheartedness are about focus and engagement.


    Besides holding the potential for enriching heart and soul, practicing the art and skills of mindfulness, intention, and engagement can have a significant impact in some very practical ways toward working more safely, working smarter, and working with greater interest and enthusiasm.


    Working More Safely


    When people work without mindfulness, without proper attention focused on the present moment, they are at greater risk for hurting themselves.


    This risk for injury exists, of course, in “risky” activities—heavy lifting, awkward movements, and improper methods of physical ­exertion, as well as work in dangerous environments or with toxic materials.


    What often goes unrecognized—even in jobs that seem relatively safe—are conditions of excessive repetitive movements, working too long without a break, and general inattention to the signals of body and mind that rest and relaxation are needed.


    Finally (and perhaps most importantly), increased risk of injury seems related to a lack of self-awareness about feelings, thoughts, and your inner life. It can be said that it isn’t the stress but how you handle it that counts. By learning to attend to and manage your levels of stress while knowing what feelings and thoughts are present, coloring your experience and behavior in the present moment, you will empower yourself to work from a foundation of maximum safety.


    In this book, you will find practices intended to sharpen your attention skills, help you relax mind and body, and tune in more easily to the events of your inner and outer experience throughout the work day. Being more attentive, present, and more at ease as you work can help you support health and safety throughout your day.


    Working with Emotional Intelligence


    In his best-selling books, Emotional Intelligence (1995) and Working with Emotional Intelligence (1998), author Daniel Goleman points out how the most effective people in many walks of life express intelligence in a different way.


    What Goleman means by this is that truly effective people are skillful about recognizing and managing their emotions, getting along with others, and working in teams. He reports a tremendous positive response to his work from the business community.


    Building on earlier research, Goleman identifies five domains of emotional intelligence: self-awareness, managing one’s own emotions, capacity to motivate oneself, ability to recognize accurately others’ emotions, and ability to handle relationships skillfully.


    Because of the common practices of 24/7 accountability, seventy- and eighty-hour workweeks, rapid technical innovations, increased rates of change, global competition, and waves of organizational downsizing, learning to work in an emotionally intelligent way is now more crucial than ever.


    You will find practices in this book that help you grow more aware of your inner life, including feelings and thoughts. You will find practices to help you make space for upset, cope more effectively, and bring more friendly attention to your experience as it unfolds. And there are practices to help you hear others more accurately, respond to them more thoughtfully, and relate to them more skillfully.


    Working with More Joy and Less Stress


    Could attention to your inner life and learning to direct attention and awareness explicitly have a positive impact on your sense of joy and ease? Could such skills of attention and presence—of mindfulness—be beneficial in any external situation, including one’s work site? Could regular practice of meditation as an attention and awareness activity affect the physical function of brain and body? There is some evidence to suggest that the answer to these questions is “yes.”


    Mindfulness-based stress reduction (MBSR) is the name of an approach to managing stress and promoting health that is now about twenty-five years old. MBSR was started by Jon Kabat-Zinn and his colleagues at the University of Massachusetts Medical Center in Worcester, Massachusetts. The medical literature now contains many reports of individuals, including those with cancer, fibromyalgia, panic attacks, and mild or moderate depression, who reported benefits from learning to practice mindfulness meditation in the interest of health and stress reduction.


    In one intriguing study published in 2003 in the medical journal Psychosomatic Medicine, Richard Davidson, Jon Kabat-Zinn, and their colleagues taught a group of small-business employees the skills of mindfulness-based stress reduction in a class over a period of several weeks. They compared the group who meditated with a control group that did not learn or practice mindfulness skills.


    The investigators found that there were significant increases in activity in the left frontal region of the brain in the group that meditated compared to the group of nonmeditators. Previous studies have shown that such increases in left-sided frontal brain activation correlate with self-reports of increased positive feelings and reduced anxiety.


    In addition, the group that meditated demonstrated a stronger immune response to flu vaccine compared to the nonmeditators.


    It appears, in this group at least, that the activity of meditation actually promoted significant and measurable physiological changes in brain and body, changes associated with positive feelings and a healthier immune system.


    You will find practices in this book to instruct you in strengthening your innate capacity to be mindful. You may even develop a personal meditation practice with the support of some of the practices. As you learn to “breathe mindfully for about a minute” (or for as long as you like!), you give yourself a chance to gain the health ­benefits now being reported in medical literature for those who ­practice meditation.


    Your Keys to Five Good Minutes: Presence, Intention, and Wholeheartedness:


    Five good minutes means inhabiting the present moment with awareness, setting clear intentions, and acting wholeheartedly.


    Mindfulness: Your Doorway to the Present Moment


    “Breathe mindfully for about a minute.” “Listen mindfully for about a minute.” “Tune in mindfully to your body sensations for about a minute.”


    You will see these suggestions and others related to mindfulness as you work with the practices in this book. What does it mean to be “mindful”?


    Mindfulness is a word for an awareness that all human beings are capable of. This awareness is often likened to a mirror: it reflects whatever comes before it accurately and completely. In other words, you and all other human beings have the capacity for accurate reflection of any experience, including your own inner life of thoughts, feelings, and sensations. Mindfulness is not about having more thoughts, but instead is an ability to know when thoughts are happening. It is not thinking at all, but is a simple awareness that recognizes and contains thinking.


    Attention is key to being mindful. When you are asked to breathe mindfully for about a minute or to listen mindfully, what you do is pay attention on purpose to the breath sensations or to the sounds in and around you. In fact, being mindful is really about paying attention in a particular way to things you may never have paid attention to before (and to things you have, only in a different way).


    The way you pay attention is very important.


    Being mindful means paying attention without judging or seeking to change anything about what is happening. Just paying attention. No agenda, no prejudice.


    And embedded in this way of attending are the energies of kindness and compassion. This means that as you practice being mindful, you allow a feeling of friendliness and welcome to support your attention. You practice meeting any experience in a warm and friendly way.


    If all of this talk about attention and mindfulness sounds curious, abstract, or difficult, don’t worry. It’s easier than you might think.


    How Being Mindful Might Help You Be Present


    You may ask, why would paying attention mindfully be a key to being more present in the moment? Recall for a moment a time when you were not present. Some call it “going on automatic pilot.” You realize at some later time that you have actually missed some important event or experience because your attention—your “mind”—was elsewhere.


    Another common situation is that people become stuck in a busy mind. They want to relax, but their mind keeps spinning thoughts and stories in an obsessive, out-of-control way.


    Well, what happens when you go on automatic pilot or become hijacked by a racing mind is that you have probably become absorbed in your thoughts, feelings, and reactions to what is happening. You may have even developed an identity based on the thoughts and stories you tell yourself, something like, “I am such an anxious person.” Or, “I am a person who gets bored easily.” “I am (this)…” “I am (that)…” “I am (whatever)…”


    As this absorption and identification strengthens, ghosts from the past and worries about the future populate and impact the present moment. You can become confused, lost, even at war, right here in the present moment. Very distracted. Probably unhappy.


    By learning to establish mindfulness, you give yourself an escape hatch from the habitual energies of identification and the struggle with whatever is upsetting you at the present moment. You give yourself a more spacious and open place from which to relate to any experience, here, in this moment.


    The present moment is where we live and where our lives happen. It is the only place change and transformation can happen. When you are on automatic pilot or hijacked or distracted by upset or worry, your effectiveness and availability for living are diminished.


    So, by learning how to bring sensitive attention, receptive awareness, and a kind and open heart here to the present moment, you can actually break the habitual energy of identifiying with past and future and change your relationship to what is happening inside and outside your skin.


    This is why the first minute of your five good minutes is to establish mindfulness.


    While you can pay attention and become mindful of literally anything, it is very useful to have a method or practice of mindfulness that you can call on whenever you need it. In this book, we offer mindfulness of breathing and mindful listening as two such anchors for your mindfulness practice. Brief, easy-to-follow instructions for each of these practices follow. Feel free to refer back to these instructions whenever you wish.


    Instructions for Mindful Breathing


    Whenever you wish to practice mindful breathing, acknowledge to yourself that that is what you are about to do. Say something to yourself like, “Now I am practicing mindful breathing.” Remember, you can practice in any posture: sitting, walking, lying down, or standing.


    As you begin, recall that being mindful means opening and receiving experience and not trying to change it. Mindfulness means holding the attitude of kindness and not practicing ill will toward anything arising in your awareness. Without judging it or trying to change anything about it, just let the experience you focus upon (in this case the breath sensations) come to you and stay as long as it wants.


    When there is pain or frustration, doubt or worry, meet it with compassion, softness, and kindness instead of rejecting or judging it or yourself in any way.


    
      	If it helps, softly close your eyes as you begin your meditation.


      	Now, gently bring your attention to the sensations of the breath, the in-breath and the out-breath, as they arise, change, and fade in your body. Let your attention be soft yet focused at the place in your body where it is easiest for you to feel the direct sensation of the breath as it moves. This could be the tip of your nose, your mouth, your chest, your abdomen, or a combination of these. It can be helpful to narrow your focus to a small point once you’ve found the general location for feeling your breath.


      	As best you can, just relax and sharpen your attention on the point where you feel the breath. Begin to notice the details and nuances of each in-breath, each out-breath, and the space between breaths. Just relax and let the sensations come to you. Let each sensation stay as long as it needs to. Kindly welcome and allow it to just be. No need to control or change it in any way.


      	It may help to remember that your body knows how to breathe. Let it do what it knows while you pay attention and relax into the constant flow of changing breath ­sensations.


      	When your attention moves or your mind wanders, try to remember that you haven’t done anything wrong. You have not made a mistake. This is just the movement of the untrained mind. Notice where your attention has gone, and gently bring it back to the sensations of this breath. You will probably have to bring your attention back from somewhere else many, many times. That’s okay. You are training your attention to stay longer in one place each time you bring it back.


      	Instead of becoming caught up in a sense of struggle over attention moving back and forth from breath sensations to other experiences, it can be helpful to simply “let the breath back in” when you realize your attention is not on the breath. There really isn’t much you have to do to redirect attention—just relax and open to the sensations of the breath, letting them come back “in” and back to you.


      	When thoughts, sounds, or other sensations happen, you don’t have to fight them. You don’t have to follow them, either. Just let them be. Let them go.


      	Continue practicing with gentle and steady attention focused on the direct sensations of your breath. Kindly and gently let the breath sensations back in whenever something else draws your attention. As you practice, let go of all other burdens. Set them down for the time of this meditation. Rest in the ease arising as you softly hang your attention on the flow of breath sensations and any other experiences that may float in and out. Rest in any sense of silence or stillness that you feel.


      	Let the meditation support you. There is nowhere else to be, nothing else to do, no one to become for the time of this meditation.


      	When you are ready to end your meditation period, shift your focus from the breath sensations, open your eyes, and move gently.

    


    Instructions for Mindful Listening


    
      	For listening mindfully, follow the same instructions as for mindful breathing, only let the sounds in and around you be the focus of your attention instead of the breath sensations.


      	No need to control the sounds, no need to choose one over another. Just let all the sounds come to you and wash over and through you like waves.


      	Bring an ever more sensitive, accepting, and kind attention to the sounds and to the spaces between the sounds. Notice the soft sounds and the loud ones, the pleasant ones and the unpleasant ones. Let them all be just as they are. Try to welcome each one. Coming to you in its own way and at its own speed. Leaving in its own time.


      	When your attention moves to something else besides sounds, remember that you have not done anything wrong. You haven’t made any mistake. Just as you did with mindful breathing, just relax and let the sounds back in. Let them back in as many times as you need to, always with kindness and patience for them and for yourself.


      	As you practice, you may begin to notice a sense of inner stillness and silence that contains and surrounds all the sounds. If this happens, let yourself abide and rest there more and more. Let the sounds and all experience flow through that stillness and silence.


      	As you continue to practice and as mindfulness grows sharper, you may begin to notice the very beginning of some sounds, how they change, and the precise moment of the ending of the sound. You may begin to notice how there is space before and after the sound. Play with being surprised and even more curious about the interplay of sound and silence as you become more and more mindful.


      	Practice for as long as you like.


      	When you are ready to end your practice, kindly shift your focus from the sounds and the silence, and move gently.

    


    Setting Intention: Making Sure You Are Going in the Right Direction


    Your second “good minute” of the five good minutes invites you to set a clear intention.


    For example, “May this practice help me feel more relaxed and less stressed.”


    By making a simple statement like this to yourself at the beginning of an activity, you help to focus your energy and engage more fully in what you’re doing.


    Setting an intention is a way of pointing yourself in a direction. It is a way of targeting an important value, quality, or goal.


    Setting intention can be done skillfully or unskillfully. For instance, it is probably not so skillful or effective to be rigid or greedily attached to an outcome when you set your intention. It’s more important to be realistic and kind with yourself and with life as you follow in the direction your intention is pointing at.


    For example, if your intention is to feel more relaxed and less stressed, don’t get caught up in demanding 100-percent relaxation in just five minutes. Don’t fall into judging and doubting, which can make you feel more stressed!


    And it’s probably not skillful to make your intention, no matter how uplifting, something else on your “to do” list—something else you must achieve at all costs!


    An intention is more like a friendly guide. Used skillfully, it can show you a new landscape and lead to new discoveries.


    It helps if you acknowledge from the beginning that important changes take time. Now your intention (to be more relaxed, for example) can be thought of as a direction you are choosing to move in. Whatever practice you’re using to become more relaxed is a way you have for stepping onto the path and moving in the direction you have chosen.


    Your intention is a clear and explicit statement of a value, quality, or goal that is important to you in your life. By stating your intention, you have opened the door for a profound shift in the direction of your goal.


    Acting Wholeheartedly: The Key to Getting the Most from Any Practice


    To act wholeheartedly means to do something with all of your attention and energy. Total commitment. No doubts. No holding back.


    The last piece of your five good minutes is to do your practice wholeheartedly. Specifically, this means doing whatever your practice directs completely. Whether the instructions call for laughing out loud or shaking your body or paying attention to your inner life or the words of another, do it with as much commitment as you possibly can!


    You may find that you have to practice and experiment with being wholehearted. For a variety of reasons much of our activity in life is not done with complete attention or real commitment. So, as you begin to work with the practices in this book, give yourself some room to grow and to explore the landscape of each practice. And, to support being wholehearted, please remember the ­following:


    You don’t have to do all the practices.


    You don’t have to like all the practices.


    You don’t have to do them in any specific order.


    Relax and enjoy them! The practices are on your side. They are here for you!


    To get the most out of your five good minutes, it’s probably best for you to browse through the different practices and begin with the ones that resonate with you, the ones that seem especially appealing or are just right for a specific situation happening right now in your life.


    As you become more comfortable with particular practices and the principles of five good minutes, you will see how different ones fit into the diverse corners and changing situations of your life.


    As you do your practices, you will probably notice that it is easier to be wholehearted if you let go of any attachment to outcome. In fact, the more you let go of trying to change, the more you maximize your chances for change and growth! This paradox is true of most (if not all) of the practices in this book. In the realm of change, growth, and transformation, the more you reach for something, the farther away it gets. The more you relax and open, the more possibilities can emerge. So let go of trying to change anything or to make anything special happen. Just dive in and enjoy what happens as you actually experience your practice.


    In Conclusion


    Whatever you call your work, you would probably agree that when it goes well, it’s a joy. When work isn’t going well, it is many things but not joyful!


    What if the joy could be greater?


    What if the difficult times could be met differently?


    What if you could discover a fresh and richer sense of connection and affection for living as your life’s journey proceeds through your workplace?


    The intention of this book is to offer every working person friendly new options, new choices, and new possibilities in their work that may, in turn, inform and enrich their own unique and precious journey through life.


    It is our deepest hope that you will find more joy, greater ease, improved health and safety, and richer rewards as you explore Five Good Minutes at Work.

  




End of sample




    To search for additional titles please go to 

    
    http://search.overdrive.com.   
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