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Introduction

​Victor Hugo is one of France’s best-known writers, and he’s also one of the greatest. He produced several classics, such as The Hunchback of Notre Dame
 and Les Misérables
. His accomplishments were so great that his portrait has been placed on a French banknote. With honors like these, you would expect that he was incredibly productive and motivated all the time and never procrastinated a day in his life. You’re not the only one to think that, but you couldn’t be more wrong.

​The man we know today as a great French novelist was an incredible procrastinator, and sometimes he suffered for it. For example, in late 1829 he and his publisher came to an agreement: he would write The Hunchback of Notre Dame
. However, he spent the next year doing everything possible to avoid actually sitting down and writing: he found other projects, he hosted guests, and he partied his time away.

​Soon his publisher ran out of patience, and to get him going they assigned him a deadline: February of 1831. This gave Hugo less than six months to finish his book. Despite this, he spent some more time procrastinating before he figured out how to stop himself. He took off all of his clothes and had his servants hide them for hours at a time so that he wouldn’t be able to leave the house. Trapped indoors with nothing else to do, Hugo finally wrote the book. He stayed in his study and wrote so much so quickly that the book was published two weeks ahead of schedule
.

It may sound crazy, but he’s not the only writer who had to find extreme ways to beat their procrastination. Moby Dick
 is currently considered one of the most incredible works of fiction ever, but Herman Melville was only able to finish it by having his wife chain him to his desk. Frank Lloyd Wright is another example of a procrastinator. He was a famous American architect, and he was hired by a wealthy Pittsburgh businessman in 1934. The businessman, Edgar Kaufman Sr, wanted a house built in rural Pennsylvania. In November, Wright met his employer there to look at the site, and the architect assured the businessman that he had already drawn up plans for a beautiful house. In reality, Wright had done absolutely nothing.

When Kaufman announced a surprise visit to see the design on a September Sunday in 1935, Wright was surprised. It took his employer two hours to drive to his house from Pittsburgh, and in that time Wright managed to both finish his breakfast (much to the concern of his onlooking apprentices) and design Fallingwater. In 1966 the house was listed as a National Historical Landmark, and the Smithsonian Institution says it is one of the 28 places people should see before they die. Clearly, procrastination is not a new problem. In fact, it has been plaguing the human race for thousands of years.

​Even in Ancient Greece, an orator named Demosthenes was known for shaving half of his head when he had work to do. This forced him to stay inside to avoid ridicule, and this was when he practiced his speeches - pretty similar to what Hugo did when he hid his clothing. Despite the fact that procrastination has obviously been a big issue for a while, it can be conquered. Better yet, there 
are ways to do it without shaving your head or chaining yourself to your desk.

​Procrastination has been a source of frustration for a long time. It can prevent people from reaching their goals. It can cause anxiety, stress, and an unhappy combination of guilt and self-loathing. It prevents people from reaching their maximum potential. However, it is possible to overcome it, and that’s what you’ll learn about here. As you read, you’ll find a collection of methods and techniques that will help you overcome procrastination and finally get things done. Let’s get started and start achieving your goals.

The Basics of Procrastination

​Many people believe that they work better under deadline pressure, or maybe they think that it’s easier to complete a task later. We’ve all used a version of these excuses at some point in our lives. Procrastination is simply defined as the act of putting off important tasks and doing the less important or more entertaining ones first.

When you procrastinate a task you push it closer to the deadline, but it doesn’t only happen with difficult chores. Sometimes the task you’re putting off isn’t stressful, but you just feel like the time isn’t right yet. People postpone college, doing dishes, having kids, getting married - it’s possible with literally anything. Despite the wide range of activities that can be procrastinated, they can all be classified by the following behavioral criteria. Procrastination is:


	Counterproductive


	Needless

	Delaying



​However, just because you decide to hold off on something doesn’t mean you’re procrastinating. Procrastination only occurs when there is no good reason to avoid the task, and we all do it to some degree. However, some people reach the level of chronic procrastination, which is when it begins to interfere with your normal activities.

​Chronic procrastination is the quick path to failure. It makes tasks seem more difficult than they are, it makes them harder to complete, and ultimately it can impact your success in life. Why would you ever want that for yourself? When asked why they procrastinate, chronic procrastinators said it was more of a lifestyle and a way to justify their inability to get tasks done quickly. According to research, 20% of American adults are chronic procrastinators - that’s more than the diagnosed cases of chronic depression.

​We started earlier that everybody procrastinates, but not everybody does it to the point of being a chronic procrastinator. Maybe you procrastinate and file your income taxes late, or hit snooze on your morning alarm even though you know you’re going to be rushed and hectic once you do get up. Generally, people do not realize that their normal procrastination has become chronic procrastination until it is too late. Chronic procrastination can wreak havoc in your life, and we’re going to take a look at some interesting facts that will help you be more aware of your habits. Hopefully, if you’re slipping into chronic procrastination, you can do something about it
.

About Procrastination

​Many chronic procrastinators are able to convince themselves that it’s simply a time management issue, which isn’t the reality of the situation. Procrastinators are fully aware of time and able to manage it effectively, but they just choose not to. For example, you set your alarm for a certain time because you know how long it takes you to get ready and get to work on time. Every time you hit snooze, you are choosing to ignore that - maybe you’ve decided to skip breakfast instead, or simply tell your boss that your car wouldn’t start. You are well aware of the time, you just choose to ignore the logical way of handling it. This falsely labeled “time mismanagement” often impacts many aspects of life. For example, you might put off doing income tax returns even though you know you’ll be stressed and anxious when you have to do it last minute.

Procrastination is not a disease, and nobody is born a procrastinator. Researchers have found a positive relationship between the development of procrastination and growing up in an authoritarian household. In this type of family setting, children are unable to develop their self-regulating skills, and often they begin to procrastinate as a form of rebellion. Procrastinators lie to themselves all the time, coming up with new excuses and reason why they can’t complete a certain task. In reality, they could have completed the task, they’re just trying to justify why they did not.

​If you are a procrastinator who tells yourself you’ll get it done in the next hour, the next day, or the next week, you’re in a dangerous cycle. Don’t lie to yourself and convince yourself that you work better under pressure. 
Why spend the entire exam week relying on caffeine and studying when you could have read a little bit every week throughout the semester? Despite all the different excuses for procrastination, it can be divided into just three categories:

#1 Arousal Types

​Arousal types enjoy the thrill of the last-minute rush to get something done. If this is you, you’re a thrill seeker who gets a euphoric rush out of putting something off until the very last minute, then rushing to the end under incredible pressure.

#2 Avoider Types

​Avoider types put things off because they are worried they will fail. If this sounds like your kind of procrastination, you’d probably like to have people think you just didn’t have time for something. It’s easier than them believing you’re incompetent.

#3 Decisional Procrastinators

​Decisional procrastinators have a very difficult time making choices. Even if the choice they have to make is entirely logical and has a clearly better option, they will make up excuses to avoid it. For them, it’s easier to not choose than it is to deal with any potential consequences 
that could result from their decision. If you don’t like making life-changing decisions, this might be you.

​Now that you know the types, reflect on your own procrastination. Sometimes it can be hard to do a task because you just don’t want to do it, but there’s still no good reason to put it off. There are many times when we procrastinate without even realizing it. For some of us, it’s such a part of our lives that it’s as automatic as breathing or sneezing, and you just don’t give it any thought.

​However, procrastination can get to the point where it seriously hinders your productivity. When it reaches this point, you need to act immediately. You may wonder how on earth you can possibly change something that’s become so ingrained in your life. We’ll discuss that later, but first we’re going to look at some of the warning signs of chronic procrastination. Napoleon Hill once started that procrastination is the bad habit of putting off until the day after tomorrow what should have been done the day before yesterday, so don’t stop reading now!

The 10 Warning Signs of Procrastination 

​Procrastination has a lot of warning signs, and we can’t possibly discuss all of them here. Instead, we’ve highlighted ten that will really help you figure out whether or not your procrastination has reached critical levels
.

#1 Avoidance and Lack of Commitment 

​If you constantly put off activities, even the ones you want to do, it’s an obvious sign of procrastination. It could be any activity - the chore you hate, the book you’ve been meaning to read, the yoga classes you’ve been meaning to sign up for - if you’re putting it off even though you’re fully capable of doing it today, you’re avoiding it due to a lack of commitment.

#2 Poor Time Management 

​We’ve already stated that time management problems and procrastination are two entirely different things, but procrastination could be the reason you struggle with your time management skills, even on a daily basis. If you have to constantly push back plans or request extensions on your work, you’re a chronic procrastinator.

#3 Perfectionism

​Perfectionism is another indicator of procrastination. If you put off tasks because you’re worried that the outcome won’t be perfect, you’re a living example of a procrastination warning sign. Many procrastinators worry so much about something being perfect that they never start at all. Quitting creative projects halfway through and moving on to something else is also an indicator
.

#4 Fear of Success or Failure

​Creative projects are an excellent example here as well. If you’re frightened of success or failure or both, you can become distracted and lose sight of what you’re actually supposed to be doing. This makes it much more difficult to start the project at all.

​For example, let’s say that you’ve been meaning to self-publish a book. You might be worried it won’t be good enough for your target readers, so you wait and gather more ideas and prepare yourself, but you never actually make the move. However, you’ll find other reasons for the delay - you’ve got too much schoolwork, your kids are in the middle of a sports season, you simply don’t have the time to sit down and write, etc.

#5 Delusions of Success and Unrealistic Goals

​Some people live in a mental fantasy world where they see themselves living their ideal life, even if they don’t have a clue how to get themselves to that point. Instead, they hope for good luck and a big break. All the luck in the world isn’t going to help you if you don’t try to be more realistic about your goals and your path to achieving them.

If you’re not doing something right now that is helping move you towards that goal, you are procrastinating. Your dreams aren’t even going to have a chance at coming true if you don’t make some progress towards them. For example, consider people who brag 
about how smart or athletic they are but don’t have the grades, projects, sports teams, or trophies to prove it. They’re chronic procrastinators.

#6 Lack of Energy, Passion, and Confidence

​This issue is commonplace in many work environments. You might be all fired up for a project, but as soon as the manager or CEO makes a few changes you’re less enthusiastic. You might know more about a certain topic than anybody else, but you don’t step up and take the leadership role the way you should. Both are signs of procrastination due to a lack of self-confidence or passion. Either way, you need to stop making excuses and accept the fact that you might need to try something new or make a few mistakes in order to improve yourself. Cut yourself some slack - everybody slips up sometimes, and you can always try again.

#7 Constant Desire for Approval

​If you keep seeking feedback or asking for opinions on your progress at work, it’s a clear sign that you’re avoiding the task and procrastinating. It could also be your way of delaying things, but that’s simply another sign of procrastination
.

#8 Lack of Concentration 

​If you’re having a hard time concentrating, it can have many factors, but most of them can probably trace back to procrastination. If you’re in the habit of excusing yourself because you’re easily distracted by other activities, you’re probably procrastinating. If you were working with a deadline hanging over your head, you’d be much more focused.

​If you’re doing certain activities for no good reason, you’re likely distracted or putting off the activities you should be prioritizing. For example, when you check your email habitually multiple times a day even when you aren’t expecting anything important, you’re probably just avoiding your work. You can’t concentrate, so you can’t work. As Edward Young once put it, procrastination is the thief of time.

#9 Excuses

​Procrastinators always have an excuse for putting off their tasks, or for failing to do them at all. If you keep meaning to start working out, ask for a raise, or try a new dating website, but you keep finding reasons not to, you are a procrastinator. When you find any and every reason to avoid a task, it’s time to find a new way to start dealing with it. You’re best off finding a method that doesn’t include lying to yourself and others to justify your behavior
.

#10 Wishing you Started Sooner

​Nearly everybody thinks they would be better off if they’d started a certain habit or project sooner. Many people never start at all because they feel like the time isn’t right. Sometimes you start a project with some friends but drop it halfway through because you’re too busy. For example, many people want to found an online business to help boost their income or to provide a new job entirely.

​However, many of them fail simply because they never even tried, for whatever reason they were able to come up with. When your friends go on to lead a business that is so successful they can leave their job, how will you feel? You’ll regret giving up on that chance to be your own boss, and meanwhile you’ll be working the same 9-to-5 job.

It’s Time To Beat Procrastination

Procrastination plays a part in all of our lives, what is important is how we can deal with and ultimately stop it in it’s tracks. We know how to identify when we are procrastinating but how can we stop ourselves? It can be so difficult to build up that energy needed to stop procrastinating and get going with what needs to be done. We know the feeling, so we’ve put together a list of ways you can beat procrastination for good. With these steps in mind you won’t be a procrastinator anymore
!

1)Meet time restrictions

Time restrictions on projects can help us to stop procrastinating as it serves as something to aim for, allowing you to beat the procrastination in order to reach the goals. Meeting deadlines is great for many reasons, it can certainly help you to build better working relationships and will give you a great reputation. When we have time restraints we become more focused and push ourselves in order to get the job done meaning there is less room for procrastinating. Complete tasks in the time given and remind yourself of the end goal.

2) Do not pass the blame

To achieve anything you have to take responsibility for yourself and what you do. You will not get anywhere if you continue to pass the blame onto others. Set goals and strive for them, if you wish to be an athlete but do not train then it is no one’s fault but your own. When you stop passing the blame you will begin to realize that you control your life and the importance of the decisions you make. With this change in mindset comes a desire to procrastinate less as wasting time is doing nothing but bringing you further away from your goal
.

3) Build up to bigger jobs

Don’t feel like you need to jump straight into the big jobs you’ve been putting off, first do the smaller ones that will take less time. You will find that once you get started it will help to motivate you to do the larger tasks too. If you have jobs that will take less than 10 minutes just do them now, they take way less effort than you are imagining. We convince ourselves that things will take too much time and effort to do now, we know we are going to do them eventually but keep putting them off. This is a trick of the min that we can conquer by starting slowing and building up. Just remember, once you get going it will all be a lot easier.

4) Remind yourself of the importance of the task

If you keep in mind the end goal and the importance of the task at hand it is a great way to give yourself that boost you need. Think about what will be achieved when you are finished and why it is important, this will stop the procrastinating very effectively. Find motivation in the reasons, rekindle the passion for the job and get working on it to bring you closer to the end goal. You can also consider the consequences and implications that would occur if you do not complete the task and reach the goal. Be driven by the pleasure of achieving you goal or by the pain that will 
be experiences by not achieving the goal. If it’s important to you, you’ll find a way to get it done.

5) Positivity is key 

If you approach situations with a positive attitude you will find it easier to overcome situations that may otherwise be stressful. Positivity can bring with it a whole lighter feeling and approach, you feel like you are able to achieve what you want to achieve and continue to take the steps needed to reach your goals. Rather than becoming overwhelmed and disheartened you will be able to strive for success and see the situation with positivity. Meditation is an excellent way to clear the mind and bring positivity into your life. By remaining positive you will find procrastination is a much less frequent issue for you as you will be able to stay focused and concentrate on what needs to be done rather than putting it off.

6) Reduce the pressure you put on yourself 

Overthinking is a time consuming habit, when you overthink you are allowing your potential and achievements to be crushed by your thoughts. Nothing is perfect so don’t put that kind of pressure on yourself, things can always be improved and updated later, don’t not do something because of fear and talking yourself out of it. You could be preventing something incredible due to nothing but your own thoughts! Stop making excuses and 
take the leap; launch the product, release the book, do whatever it is you are aiming to do. The first step is the hardest one to make.

7) Start where you are with what you have

Jump right in, stop waiting for the perfect moment because it will never arrive. Start right now, you can build it up but you can only do that if you actually make a start. It can be tempting to over plan situations, leaving you with nothing getting done but in depth intentions for the future. Planning is great but don’t overdo it, most of the time you will find the work you do is just as effective when you hardly plan at all (and it takes way less time!). Start anywhere, success means failure so just take the leap and learn along the way. This technique will help you to reach goals more easily, build confidence in yourself and stop procrastinating.

8) Make the tasks manageable

Large tasks can be so daunting that they seem impossible, when facing a big task you are probably thinking, “where should I even start?!” The same task can be tackled more efficiently by cutting the task into manageable chunks and facing the chunks individually rather than the project as a whole. If you were to do a small amount each day you would quickly reach the goal, tackling smaller portions prevents you from feeling overwhelmed and makes the goal appear far more achievable. Set small goals and celebrate 
each one when you reach it, it’s an achievement and a step closer to the large, end goal. You may even be surprised about how easily and quickly you are getting through the small goals!

9) Progress is success

If you are moving forward, even just a tiny step, then you are progressing. Take the steps you are able to take now rather than putting off any progress until you can achieve larger goals. The small steps are often required in order to make the bigger achievements. The smallest actions will help you make progress both now and in the future. When you stop making excuses and start making progressive you will realise you are getting closer and closer to your goal and this will make you feel good, giving you even more motivation.

10) Be aware

In order to beat procrastination you must first be aware that you are doing it. If you are unaware you will have no desire to change your habits. Once you have awareness regarding your habits you will more easily be able to acknowledge and tackle them. The chances are you tell yourself something when you begin to procrastinate, once you know what your ‘motto’ is you can very quickly pick up on it and stop yourself from doing it. Awareness is the doorway to change
.

11) Know your limits 

Do your best, push yourself to achieve the most that you can but do not put too much pressure on yourself. If you have your expectations set too high you will most likely procrastinate more and become more stressed/ anxious regarding the situation. Remember that you are human and striving for perfection is more often than not unrealistic and damaging to progress. The best thing for you to do is start now, improving and refining your work as you go.

12) Stop feeling guilty

It is easy for us to look at where we are now and compare it to what we think we should be doing. This comparison invites negative feelings such as guilt into our lives. You may be thinking “I should be rich” for example, this brings in feelings of resentment towards yourself and can leave you feeling very down about everything. When you are feeling in such a low way it makes you want to give up altogether, this is all caused by comparing instead of focussing on achievements. If you focus on what you have achieved and how fantastic it is when you reach goals and milestones in your project you will be more motivated to continue making progress and moving forward.

13) Have fun
!

Sometimes tasks can be boring, we all know that. Rather than dragging yourself through them and not enjoying a single moment try to make it more enjoyable by changing the situation slightly. You can do this by playing your favourite music as you work and making sure you have regular breaks to divide up the work. If you do an hour of work take a 5 - 10 minute break to refresh yourself before getting back into it. If you make the work fun, you won't feel the need to put it off and will get it done without constant procrastination getting in the way.


Be S.M.A.R.T


 


Procrastinators often try to achieve perfection and have unrealistic goals which makes them feel disheartened and despondent. The S.M.A.R.T method will help you to set goals that work for you and help to prevent procrastination.



S = Specific

M = Measurable

A= Attainable

R = Realistic

T= Timely

Help yourself by using this model and you will achieve more in less time with less procrastination
.


S.
M.A.R.T : Speciﬁc


Be specific in your goals, if you have an open or general goal you won’t take it as seriously and work towards it as efficiently as you would if the goal is specific. A general goal would be “I want to be rich” - this is very general, there is no time scale or detail involved. To turn that goal into a specific you could say “By 35 I want to be rich”. When a goal is specific you will be more likely to achieve it. You will remember the specific goal and it will drive you to working hard and not procrastinating. When thinking about your goal remember to consider these factors:




Why
 is this goal important? Why
 does it need to be achieved in the timeframe mentioned? What benefits will you experience by achieving the goal?


Who
 is involved? Who
 will you be working with to achieve the goal? If you define these people you will help yourself by knowing you will need to interact and keep that person up to date and involved in the project - speeding up your progress.


Which
 conditions need to be met in order for the goal to be met successfully? Consider the requirements of your goal.


When
 do you need to achieve the goal, this could be how often you will do it or when it will be achieved by. For example - a goal could be to be rich by 35 or another goal is to work out 3 times a week
.


What
 is it you want to achieve and when? This is to define clearly what you want to achieve, this will help to motivated and consistent with achieving your goals.


Where
 do you need to be to achieve the goal? By knowing this you help to give yourself a clear path towards your goal. Set specific objectives, these can be short term at first (daily or weekly) followed by a monthly goal.


S.
M
.A.R.T : Measurable


Procrastination comes easily if your goals are immeasurable, if you can track your progress it helps to keep you motivated and working hard. By measuring and tracking your progress it allows you to see results as you go rather than not realising or getting motivated by what you are already achieving. You will get positive feelings by reaching your goals and this positivity will help you to continue. Without the ability to measure your progress you can easily fail to see how much progress you’ve made and how far you have left to go.  Recognize your goals by measuring them and you will be more focused and will procrastinate less. 


S.M.
A
.R.T : Attainable


What is the best way to attain the goals you have set? By taking this into consideration it will assist you in establishing the necessary attitude to reach the goals. You will be able to more easily realise opportunities that will help you and will be able to build on your skills and 
abilities that will help you to achieve what you want to achieve. A fantastic way of figuring out how to achieve your goal is by creating a dream board. The dream board is a list of daily goals and how you will achieve them, followed by weekly goals and then monthly goals. This helps you to think about the whole process in stages, ensuring you are taking steps towards the attainable goal and not reaching a general goal and just hoping for the best (this would result in procrastination). Plan well and you will be more likely to reach the goals you have set.


S.M.A.
R.
T: Realistic


Be realistic with your goals to keep procrastination and negative feelings at bay. It is down to you to decide what is realistic and what is not. If your goals are unrealistic you will not achieve them and this will have a negative impact on your entire project. Your goals should be challenging but doable and measurable to have a positive impact on your procrastination prevention.  If you cannot measure your goal it indicates that the goal is unrealistic, take this into account when deciding on goals.


S.M.A.R.
T
: Timely


If you have a timeframe it will help to keep you on track to achieving your goals with as little procrastination as possible. Regardless of whether your goals or short or long term, you are bound to procrastinate at some point and 
having a timeframe is what gives you that extra push to get the work done. It offers a sense of urgency as well as a sense of pride when the jobs are completed. If you do not have a timeframe you will struggle to track your progress and keep on a streamline path to your goal.

The Pareto Principle to increase productivity

Named after Vilfredo Pareto, the 80-20 rule is in reference to 80% of the effects coming from 20% of the cause. This principle is used widely in business, the rule suggests that 80% of the incoming business comes from 20% of the clients, 80% of the complaints are from 20% of the customers and so on. Keep the Pareto principle in mind as it can help you in many ways such as:


Improving your productivity.
 When you apply the 80-20 rule it gives you a clear view of what is producing the best results in your life, you can focus on this to enhance and improve your situation. You will be able to effectively assess what is worth your time and what is not. By using this rule you can increase your productivity without increasing your workload, this brings you closer to your goals. If you cut out all procrastination and focus during the 20% you are most active and productive then you will ensure the critical activities are dealt with efficiently and effectively. Therefore your goal will be achieved in that same way
.


Easily prioritize the important areas:
 Now we know that 20% of your work is providing you with 80% of the success you can prioritize in order to make that 20% of work even more effective. You can also analyse the 80% of time that does not help to achieve your goals in order to prioritize and help use your time in a more effective manner. With this system you can perform the activities that will give you the best results.


Organization:
 The 80-20 rule will help you to organize your time management and focus your efforts on what is bringing in results. If you are more productive with your time and find it easier to concentrate at certain times of the day you can utilize these sections to do what really counts towards your end goal, allowing the rest of the day to be enjoyed. This more refined and analytical way of working will shed new light on your situation and will provide you with a new lease of life in completing your goals. Time management is critical, you can expect great results when you begin to put these thought processes into place and get yourself organized in accordance to them. This helps you to procrastinate less, enjoy more and reach your goals!


Constant improvement:
 The Pareto principle allows you to constantly examine, analyse and adapt the way you do things in order to get the best results from your effort, this ongoing improvement not only makes a positive impact on the end result but also your confidence and abilities. You can put your focus into the 20% of time that brings you the results and you’ll find your productivity increases even though you are working for less overall time! This comes hand in hand with less procrastination and the habits you’ve been used to will make way more, new and productive habits that will result in goals being met. You can continue to practice these techniques to help you 
prevent procrastination and increase work productivity. You can apply the Pareto principle to many areas of business, work and life - just be honest with yourself and be ruthless in your 80-20 calculations. Remember why this is important to you, find the motivation and achieve the goals you are striving for.

Procrastination will let you down

Why avoid doing a task that needs immediate attention? It has to get done so there’s really no point in putting things off. Making excuses to delay the inevitable will only increase your stress levels. You are just wasting precious time by avoiding the work so stop procrastinating and get on with it. Procrastination is a habit you’ve learned and fortunately, you can also learn how not to do this anymore. Like all habits, this one might be hard to break but with practice you can develop habits to beat procrastination.

Take steps to stop procrastinating

Once in a while most of us have put off attending to a chore that needed to be done. But we do have a good excuse and tackle it in time before it becomes a problem. This does not make us procrastinators. If you habitually make excuses to reschedule important tasks you are a procrastinator. The 
first step to control this destructive habit is to recognize that you procrastinate. Next, try to understand why you do it. If you are honest with yourself you will be able to take steps to stop procrastinating and rid yourself of this self-defeating habit.

Focus on your goals

If you have a habit of concentrating on the long term objective you might lose sight of what has to be done right now. For instance, cleaning the whole house may seem daunting until you begin to tackle it one room at a time. In the same way, you can’t write a book unless you systematically complete each chapter. And think of that tooth you could have saved if you made a dental appointment when it first started troubling you. Develop a habit of living in the moment and managing what has to be done now. List tasks on a priority basis and focus on dealing with them, one at a time.

Plan time and task management

For those who have a problem with planning tasks and time, there are management software and applications that will help you with your projects. Tasks and time will be listed and scheduled along with suggestions and solutions. It’s easier to follow a plan when you can physically see what has to be done. These programs offer a professional approach in dealing with time and task management. Having this assistance is a great way to stay focused on what needs to be done right away. Even the most successful 
people use this system to stay on track. As you practice this habit you will get used to stages and steps, and will automatically meet deadlines without procrastinating.  

Take responsibility for your actions

Abstract ideas won’t get you anywhere. Talking about things is not going to make a difference. You have to turn these ideas into actual steps before they can be effective. Stop procrastinating and make behavioral changes that will impact your life positively. Don’t ignore the strategies that will lead to future productivity even though the steps you must take seem overwhelming right now. Procrastination will block all your opportunities. You are responsible for the choices you make and their outcomes. Remember, success and failure is in your hands.

Proactivity brings positive results

Your life doesn’t just happen. You make it happen. There is always the opportunity to do things differently. Proactive people never procrastinate. Instead they strategize and work on the steps they must take to produce more positive results. Your goals will not automatically become a reality unless you take concrete action to make them real. Develop the habit of being proactive and it will stop you from procrastinating. You will no longer avoid current tasks and take responsibility for your actions and their consequences
.

Avoid distractions and excuses 

You’re surfing the net when you know you have to study for that all important exam. Or the movie you had to watch made you late for the job interview. Perhaps you feel that if you can’t do the job perfectly there’s no point in doing it at all. Whether it’s ignoring deadlines or putting off appointments, procrastination is always a major problem. Procrastinators find any number of distractions and excuses to avoid the things they should be doing. Motivate yourself by understanding how much your life would improve if you use your time productively. There’s always time for the fun breaks once you’ve completed the task in hand.

List your priorities and work accordingly 

Focus and ask yourself what is in front of you that needs immediate attention. Think about what you have to do now in order to move forward. Stop telling yourself that you need to have a perfect plan in place before you begin a task. List your jobs in order of importance and start on them right away. Bullet points on a list will do very well if you need that visual to get you going. You have to take consistent action to achieve your goals. You will no longer procrastinate when you practice the habit of positive action. 

Stop dreaming and start doing
 

The longer we put off doing what we must, the more time we waste. More often than not, the time just slips away and the task remains undone. Stop thinking about how wonderful life would be if only you could afford that new car, or a new wardrobe, or that amazing vacation. Stop dreaming about it and work hard towards that goal. Save, and get another job! Others have done it and so can you. The only way to stop procrastinating is obvious. Stop talking yourself out of acting. Stop thinking about what you could be doing one day and act upon what you should be doing right now.

Keep setting new levels of achievement

Successful people don rest on their laurels. Once they have achieved a goal they set another more challenging one. They do not stay in their comfort zones and neither should you. Always aim for more and better because life is all about growth and development. Expand your horizons by attempting those tricky tasks you always wish you could do but are afraid to try. Think of the confidence and pleasure you will experience when you try something you have been putting off. Don’t let procrastination hold you back.

How Being Intelligent Can Slow You Down – and How to Avoid It

There once lived a man who was intellectually challenged. He constantly burned his fingers on the stove and walked into thorny rose bushes. The reason he continued to 
experience such painful events over and over rested in the fact that he was unable to anticipate the consequences of his actions.

A chess champion or a business strategist might be able to see moves ahead of their current situation and predict the outcomes of possible actions. The unfortunate fictional man lacks this ability. This makes him the proverbial “class clown” amongst his friends, as he acts in ways that make him appear to be permanently drunk. He acts without regard for the consequences of his actions – because he lacks this ability to see the consequences.

Interestingly, though, this fictional man operates with astounding productivity. He’s never procrastinated on any task in his entire life. He takes every chore and tackles it head on without hesitation. Why is this? It’s because he is unable to foresee how difficult, involved, or even enjoyable a task may be. This leaves him with no temptation to procrastinate and keeps him motivated – he dives head first into everything without thinking about it.

The irony of this situation is that typically the most intelligent people tend to be the ones to procrastinate. This lies in the fact that they have the ability to predict with some certainty what the task at hand will involve. It will be boring. What if I make a mistake? It’s going to be too hard. I don’t want to do it. A person’s intelligence ends up becoming the enemy – we see how tedious or unpleasant something may be and we become demotivated. Those on the lower end of the intelligence scale just plow forth at whatever lies in front of them like a mindless tractor. No thoughts to stop them or make them think twice about the consequences
.

There is much to be learned from these mindless workhorses who are amazingly productive. The intelligent procrastinators often unknowingly or unintentionally place themselves in a psychological jail cell. We end up demotivating ourselves, procrastinating the process by overthinking and discouraging ourselves from just tackling the objective. So, what exactly can we learn from this?

Firstly, our bodies display a visceral response to the images and thoughts we feed to it. For example, if we see someone cutting an apple and they slice their finger with the knife, a small part of us “feels” the cut and we cringe in pain just at the sight of it happening to someone else. The same physiological response happens when we think about a daunting task like doing our taxes or tackling a necessary project that isn’t so pleasant. Just glimpsing at a tax form or a to-do list is enough to send the mind spiraling out of control, producing a flood of negative thoughts that hit so deep we are literally paralyzed from taking action. Not only does overthinking get us nowhere, but it will also stop us in our tracks. A Chinese proverb sums this idea up nicely: Talk does not make rice. So what do we do from here?

Develop a Habit of Taking Action

The secret to getting ahead is getting started. The secret of getting started is breaking your complex overwhelming tasks into smaller manageable tasks, and starting on the first one.

-Mark Twain

David Allen, in his book Getting Things Done
, writes in jest that if you’re overwhelmed, “There’s always having a drink. Numb it. Dumb it down.” He cites alcohol’s ability 
to suppress a person’s negative self-talk which may give them an initial energy boost. He continues to write explaining we should take a cue from alcohol’s effects on us by “intelligently dumbing down your brain by figuring out the next action.” Allen writes that instead of allowing the possible negative outcomes to overwhelm and stress us out we should take the next physical step – no matter how tiny.

To get away from feeling overpowered by the entire forest ahead of you (your task), shift your focus to planting just one tree (a tiny task). Instead of trying to think of completing the entire project, focusing on one step, and taking that step is one of the most effective ways to fight off procrastination. You allow your mind to perceive a small, doable task rather than an overwhelming project. Although nothing has actually changed, your mind will trick itself into thinking “This is easy!” when you allow it to focus on one step at a time. The shift in thought process makes the difference. If you ever feel the urge to procrastinate, just break the project down into small steps and start there.

Isaac Newton and Productivity – Physics Meets Progress

“An object in motions tends to remain in motion along a straight line unless acted upon by an outside force.

-Isaac Newton

In 1686, Isaac Newton published his three laws of motion. The first law reads “Every body persists in its state of rest, or of uniform motion in a right line unless it is compelled to 
change that state by forces impressed upon it.” Not only does his first law apply to the movement of physical objects, but interestingly it can also be applied to productive people. Productive people tend to accomplish one task, then another, then another. They build momentum with the completion of each task which pushes them onto the next.

The same is true for the opposite – unproductive people tend to remain unproductive, and procrastinators tend to stay procrastinators. Unless of course, they find a small task to begin the upswing in their momentum. Building momentum can be an offshoot of developing the next action habit. Getting started will be the hard part, but once you’ve started the ball rolling, it’s easier to continue to push forward. Achieving one task gives you motivation and momentum to move to the next and the next and the next step. Before you even realize it, you’re cruising through the entire day knocking out your to-do list or finishing that presentation for work.

This is why many leaders develop effective morning routines to begin their day. Kick-starting the day with one or two productive tasks gets their momentum going early in the day, and they’re able to be productive all throughout the day. If you focus on putting tasks off and procrastinating, that’s the direction your day will go. If you choose to focus on completing one tiny task at a time, the next will come with ease.

Spice Up Your To-Do Lists

Most people will make a to-do list that is, for all intents and purposes, disgusting. Writing necessary things like “taxes” or “weekly reports” can leave a bad taste in your mouth – 
like anchovies or fish-head soup. How can you make your to-do lists “yummier”?

You must first realize that things on your list will either repel or attract you. The way to make them tastier is to make them actionable – put a verb in there! Instead of “new tires” write “call tire store for prices.” This goes back to one of the earlier concepts we talked about – dumbing yourself down to beat procrastination. If you force your mind to focus on thinking about doing something, you redirect your mind into action
 rather than checking something not-so-tasty off your list. Making actions easy and manageable will give you the mental satisfaction of eating tiny little nibbles until you’re full – your list is complete! The tiny tasks will build momentum to finish the meal.

Take the Two-Minute Challenge

As we’ve noticed, feeling overwhelmed is a major contributing factor in causing someone to procrastinate. Tasks are unpleasant or seem too big to handle, so we put them off until we’re forced to do them. The best way to handle large projects is to break them down into tiny nibbles until we’ve cleaned the plate. However, ironically, sticking to a plan to complete a project might also cause us to leave easy and little other tasks behind like doing laundry or answering an email. Then, these other small tasks pile up, and we’re back at square one with a new to-do list that requires a huge effort to catch up on. You don’t want to get the point where your “off days” are spent sorting through fifty emails and trying to wash a pile of laundry you could hide a small car under
.

Thus, we introduce the Two-Minute Rule: if something takes two minutes or less to do, just do it – now. Taking that two minutes now will alleviate your free time when you get it. The two-minute rule application can make your life so much easier. You’ll always complete tasks and stay on top of your activities before they get a chance to pile up into a mountain of work you’ll inevitably put off because there’s just too much to do.

This rule can also apply to habits. If you are trying to build a new habit, make sure it’ll take you two minutes or less to complete. Otherwise, you’re likely to abandon the habit before it has a chance to actually become an automatic habit. For instance, if you set a goal of eating healthier, start with a piece of fruit. Grab it and eat it because it won’t take but a couple of minutes. If you do this every day, you’ve established a new habit perhaps without realizing it.

Now we’re back at Newton’s first law – objects in motion remain in motion; objects at rest remain at rest unless acted upon. Your healthy eating habit started with an apple or a banana, and soon you find yourself choosing water over soft drinks, fruit over donuts, and making salads for lunch at work instead of going out for lunch. If you want to read a book, start on the first page. Just read the introduction or prologue and before you know it, you’re three chapters deep. If you want to add running to your daily routine, lace your shoes up and get out the door – that takes less than two minutes. Once you’re out running, you’ll pass the next twenty minutes and probably be motivated enough once you return home to follow up with a set of twenty push-ups!

Procrastination is literally cured by taking the first step. The biggest obstacle of any task is getting started. Once 
you’re on track, the steps will fall into place. So just write the first sentence of that article or eat that one apple or do a single push-up. That’s the hidden power of the two-minute rule – once you get started, the ball will keep rolling no matter how small or insignificant the task might seem at the time. Momentum builds up, and you find yourself no longer procrastinating. If you do find yourself allowing procrastination to creep in again, start over with the two-minute rule on any project and you’re back on track. The first step is what matters.

Turn Baby Steps into Giant Leaps

Anthony Trollope was a successful writer in the nineteenth century, completing over 47 popular novels, eighteen non-fiction books, and a multitude of plays, articles, and short stories. The most astonishing thing about his accomplishments may have been that he held a full-time, nine-to-five job at the post office. He did all of his writing between 5:30am and 8:30am before going to work. Writing a novel is no small task, and many writers find themselves too overwhelmed and procrastinate into nothingness or give up writing altogether.

Why was Anthony Trollope different? How was he special enough to avoid the overwhelming feeling of writing a whole novel when he gave himself just three hours a day to do so? He developed a simple strategy – set macro goals and micro quotas. Obviously, his macro goals were the completion of novels. But what were his baby steps, or micro quotas?

His method was this: wake up at 5:00am and be seated at his desk by 5:30am. He would write with his watch in front of him and required of himself 250 words in fifteen-minute 
increments. Dividing his time into slices of an hour meant he could churn out ten pages of a novel per day – which, over the course of ten months, equated to three novels each containing three volumes!

It seems so simple but is absurdly effective for many reasons. Big projects, no matter if they require a year, a month, or a day to complete can be overwhelming because of the density of work to be done in such a timeframe. The main problem isn’t the amount of work to be done or the length of time to complete a task in, but rather the loss of feeling of accomplishment. Without smaller, measurable goals along the way, we tend to focus on the thought of “this is never going to get done” or “I don’t have enough time to do this.” It’s like swimming across the ocean without seeing the shore in front of you. Instead of stepping foot on the beach, we just procrastinate into oblivion and never even touch the water.

Let’s continue with the swimming across the ocean analogy in relation to Trollope’s novel writing. Instead of focusing on the entire swim, he broke the workload into shorter 25-meter laps in a swimming pool. Novels can take months, even years, to complete. Instead of allowing himself to feel the immensity of writing a whole book, giving himself fifteen-minute goals every day gave him doses of accomplishment to keep him motivated. Instead of waiting weeks for the completion of a chapter, he gets a small win four times an hour.

If you aren’t a novelist, there are still lessons to be learned. Allowing yourself to feel small feats of accomplishment will build your momentum and push you forward. The little accomplishments – like setting a morning routine – will motivate you into a day full of productivity and 
effectiveness. Feeling intimidated and overwhelmed is what launches us into procrastination but don’t let that stop you from taking on seemingly insurmountable projects.

Follow Trollope’s lead – balance the satisfaction of completing small tasks with pursuing the biggest projects comprised of “micro quotas” on the way to your “macro goal.” You get the best of both worlds – the motivation to take on a giant goal by way of small feats of accomplishment and watching the progress mount.

Chunk Your Time

A major step in defeating procrastination is to commit yourself to finishing something. Not in the way of “I’d like to get this done” but committing to a date, a time frame, and perhaps even a location. Just like the to-do list we talked about earlier, add verbs! “I’m going to work out at the gym today at five o’clock after work.” Studies have actually shown that committing oneself to a goal with specific parameters is one of the most effective ways to ward off procrastination. One particular study focused on just that – exercise. Of a group of people who said they wanted to implement a workout routine into their day, the ones who actually did it were the ones who set up a time, a place, and a type of exercise to complete.

This is how using time blocks can keep you from putting tasks off until later – the inevitable later we know might never come. There are several factors to consider when choosing this type of task planning to consider. Firstly, and perhaps most obviously, specify precisely what
 you want to accomplish. Being specific about the goal is a powerful mind tool
.

During the time you’ve given yourself, eliminate the inclination to do anything else. Turn your cell phone ringer off, block yourself from using extraneous websites if you need the internet to complete a task. With the availability of multi-functional electronics, it’s easy to get side-tracked away from your project. It’s far too easy to open a new tab and expose yourself to the billions of clicks waiting to distract you. As soon as you find yourself bored or stressed, procrastinating becomes easier than focusing on your work. People tend to follow the path of least resistance – use this knowledge to your advantage!

Find a Spot and Plant Yourself

Specifically for writers, a way to schedule time blocks to be productive is referred to as the “butt-in-chair method.” Setting all distractions aside and literally placing yourself in a chair at your desk with nothing but a clock, paper, and a pen will inevitably lead to writing. Even if you encounter “writer’s block” when you first sit down, eventually something
 will come to you, and you’ll be spurred to write. After almost every session of an hour or two (however long you give yourself) you’ll find you’ve written several pages since the lack of distraction has let the words flow onto the paper.

Even if you aren’t a writer, the method will still work for whatever task you need to complete. The main takeaways here are that you reserve and commit to a distraction-free time to focus on nothing but your task at hand. Your commitment to this special time to work cannot be overstated. It may be your single most effective tool to fight off procrastination
.

Flying High to Beat Procrastination

A large number of people have noticed that they are more dynamic than usual in terms of work when flying, especially on long-haul flights. What makes people able to be particularly productive at an altitude of 30 000 feet? It seems to be the fact that that there are no interruptions. Nothing and no one to distract them. There are none of the usual internet related diversions like email, and social media. There are no phone calls. They are alone with their work.

Flying basically makes us sit down and get on with it. One of the results of this forced isolation is that a huge amount of work ends up getting done in a relatively short space of time.

We can use the principles learned here to enhance our own work experience without having to do transcontinental trips. One idea is to arrange things and get out-of-office for the day. Find a venue other than the office, perhaps a coffee shop or library, and set your phone and laptop to airplane settings. Cancel or postpone all appointments and meetings for the day.

Create a Distraction To-Do List 

Some of the universal causes of procrastination are the sudden little thoughts that pop into one’s mind when one sits down to work. “I wonder if so and so messaged me back on Facebook?” or “I wonder if that online sale is still 
on.” Soon, you’ve spent an hour surfing the net and none of the work has been done. It seems to be, too, that once we’ve lost focus on a task, it takes about half an hour to get back to what we were doing in the first place. It also takes another half an hour or so to get back the same level of focus that we had before.

There is an answer though, and not one that depends solely on our self-control. It’s a method that actually allows you to have a quick look at that interesting news item that distracted you in the first place.

Here’s how it works: Write a list of whatever it is you want to do as soon as the thought comes into your head. Perhaps, “check what’s on at the movies” and “phone Grandma.” The trick is not to do these things immediately, but to jot them down to get them off your mind so that you can continue working. Once your urgent work has been finished, you get to do whatever is on your list. This way, you’ll get to not only be productive, but also to do what you feel like without feeling guilty.

The Mathematical “(10+2)X5” Method 

If you don’t think your boss will agree to your taking a full day out of the office to pretend you’re working on an airplane, there is another method you could try.  It’s an idea that was put forward by Merlin Mann on his website at 43folders.com and it is called the “(10+2)X5”method. All you need to follow it is a timer and the list we mentioned 
earlier. Merlin proposes working like this:  you set your timer for 10 min, and then work in a totally focused way until the timer goes off. During this time, you only work. After all, it’s just 10 minutes, so how hard can that be? No coffee sipping, no quick checking of that email that just came through. Once your 10 minutes of “heavy labor” are done, you get exactly 2 minutes to do anything you like. Twitter, snack, whatever. It is a good idea though to get up and walk around, take a few deep breaths, and stretch your legs. Once your couple of minutes are up, you set your timer and focus intensively on work for another 10 minutes. This gets repeated 5 times.

This method will ultimately give you a full hour of intense, focused work time, and you’ll be amazed at how much you can accomplish during that time. The idea is to make it less appealing to procrastinate, because you really can work for just 10 minutes. The ready-set-go type of cycle makes it fun and means that you’ll enjoy the work as well as the breaks.  What tends to happen is that after a while you’ll work for twenty minutes just so you can get a four-minute break, which is just enough time to make a cup of coffee. But, hey, you’ll have earned it, because look how much you got done in the last twenty minutes! You will have broken that cycle of procrastination, where often the hardest part is to just begin. That’s why this method is so effective, because you only need to work for a very short time before you get to stop. This makes it easy to begin.

Use the Potential of Time Limit
s

Many university students have been known to get through a whole semester of work in one caffeine-empowered night. Really. But how? How did they resist the temptation to be distracted and procrastinate and do this one huge work marathon? Time limits, otherwise known as deadlines, are the key. They just had to do it, because there was an exam scheduled for the next day. Most of us though, once we’re done with college, don’t encounter many of these kinds of deadlines in our work situations. It is, however, possible to create a similar kind of “deadline pressure” for ourselves. We can use something like stickk.com to help us make and stick to goals with time limits that will actually have consequences if we miss them. For instance, stickk gets you to put money down and lose it if you don’t adhere to your own deadline. They even let you donate it to a charity you really don’t like, causing you to really, really not want to miss that deadline.

Your Internal Perfectionist Must Die

The number one cause of procrastination is perfectionism. A study published in the Canadian Journal of Behavioral Science a few years ago, showed that psychology professors who were perfectionists were a lot less efficient at work than their peers who were not so fussy.  Even more surprising perhaps is the fact that the perfectionist guys got less recognition and logged fewer achievements than the others.

Now, for some of us, this fact may be hard to swallow: our work is never going to be perfect. It may continuously improve and grow, but it will never be perfect. We’re always learning, gaining new skills, and trying different 
methods. In terms of being productive, it’s better to submit something than nothing. A slightly imperfect project is better than no project.  In the offices at Facebook, there are several posters on the walls saying, “Done is better than perfect.” 

Speaking of “done”, the Mona Lisa, that famous painting that’s worth $100 million US, isn’t even finished. One of Leonardo da Vinci’s colleagues said that after Leonardo had fiddled with it for four years, he left it incomplete. Da Vinci later in his life said that he’d never actually finished a single piece of work to his full satisfaction. Luckily for us, Da Vinci saw that “Done is better than perfect” and worked on, despite not feeling that any of his creations was perfect. So, whatever your line of work, it’s important to stop being a perfectionist and hand the work in on time. Of course, this doesn’t mean you should pass on sloppy work. Only that you should do the best you can within the allocated time. There is such a thing as “the law of diminishing returns” which comes into operation after a time.

There is a classic example of how perfectionism resulted in huge losses for a company. In the ‘70’s, Xerox took too long in trying to perfect their product (personal pc’s), and were pipped at the post by Apple and Microsoft, who got their products out into the market quickly.  Their products weren’t the best they could have been, but they were at least available. The PC that Xerox had created was more advanced than those of the other companies, but Xerox lost hundreds of billions of dollars because they took too long.  Instead of breaking their vision down into smaller, more manageable steps, like, release the pc onto the market, then introduce the mouse, then the scanner a bit later, they wanted to totally change office technology all in one go
.

Their product was only released eight years later, perfect to be sure, but too late, because that year IBM put its PC onto the market for a much more affordable price, meaning that, once again, Xerox lost out. Soon after, Microsoft launched Windows and Apple with the Mac. Xerox had products that were of this standard ten years before, but they were too late.

Google launched Gmail before it was really even finished, when it was likely to still have bugs. Despite this, it became the most popular email provider on the planet.

The problem is, perfectionists hold themselves to unreasonable standards. This means that they’re never happy with their work. Perfectionism is something that, if it’s part of your nature, you’ll probably never completely get rid of, but you can learn to control it.

Everything today is so temporary that it makes no sense to put huge amounts of time and effort into one thing. The trick is to decide what the priorities of a project are. Stop all the questioning and planning and just get on with it. Don’t wait for the ideal moment, the right weather, the correct environment. Just jump in.

You also don’t need to finish something before moving onto the next project. You can have multiple things on the go at once, so that if you get stuck on one you can just transition to another, then move back when you find some inspiration.

We all have the ability, if the situation demands, to function on a relatively ok level. For instance, if you’re on a cruise ship and fall overboard, you’ll find that you can swim pretty well. Maybe not perfectly, but well enough. If you sit down and start typing a document, you’ll find that 
you can produce some semblance of an article. Maybe not Shakespeare, but good enough. Take the focus off producing things perfectly, and put the focus onto just doing things. Full stop. Just. Do. Something.

How to Procrastinate Productively

If you really, really must (some people just can’t help themselves) then at least procrastinate well. The secret is to still do stuff, but pick the quick, easy things to begin with. To get you going. At least then you’re getting something done while your mind chews over what to do about the more difficult project.

Instead of doing nothing all day, admitting defeat, and watching an entire episode of a series in one day, do a tiny job that you know you can finish quickly. Perhaps you have some emails to answer, or a couple of phone calls to make. Once you’ve actually started, you’ll find it much easier to move onto the rest. This redirection of procrastination helps get you into “work-mode “and at least focus on something constructive. Something to bear in mind, though: try to ensure that the small tasks you start with are still related to the overall bigger goal. That is, the email you answer should preferably be regarding the current project you need to finish and not to your child in college
.

The Type of Thinking Leading to Procrastination (and the Type That Leads to Enterprise) 

Despite what we may have been told by self-help experts, it seems that when it comes to success and achieving our goals, the practice of visualizing this may not always be helpful.

It works like this: if we’re hungry, and we imagine that we’re having a large, delicious meal, and that we’re feeling full and satisfied, we lose the motivation to get up and get a snack. If we have a work-related goal in mind- say, completing a big project, and we visualize the presentation and awards ceremony, and how happy our bosses will be, we lose some of the energy and drive propelling us forward.

This has been shown to be because, when we reach our goals, we tend to relax. So, when we picture success in our imagination, our brain is deceived into thinking that we really have finished what we need to do. Of course, we “know” that we haven’t, but our subconscious doesn’t. This has been borne out by several studies, some of which have shown that visualizing the completion of our goals actually hinders ambition. Our heart rate and blood pressure drop, and we feel as though we’ve earned a rest!

Subjects in a psychology study who were instructed to imagine achieving their aims through the week actually achieved less than other subjects who were left free to think about what needed to be done any way they chose. The 
subjects who imagined success reported feeling lower levels of energy than the others.

The answer seems to be to visualize the course, or the procedure, of arriving at the goal, rather than the success at the end. Picture all the steps you need to take to achieve success, not the actual success. For example, rather than imagine yourself winning the marathon and getting the medal, visualize the short training runs you’ll do on specific days of the week, through all kinds of weather and conditions. See yourself putting in the work. Top class athletes don’t visualize standing on the podium at the Olympics, but they do they see themselves running the race. They imagine the sound of the starter’s gun, how their feet will feel pushing off at the beginning, the movement of their body as they run, and so on. They see themselves coping with unexpected problems in the path. They see the process, not the end.

I Don’t vs. I Can’t

A big cause of procrastination is how we see ourselves. If we have a poor self-image, it can badly affect our productivity. Studies have shown that the way we talk to ourselves in our minds plays a big role in whether we actually do something or not.

Those of us with low self-esteem tend to tell ourselves that we “can’t” succeed at a project, we “can’t get started, or we “can’t” please our boss. We’re saying that we’re not the type of person that can. This inner dialogue tends to be a 
self-fulfilling prophecy, because it makes us reluctant to even try.

Another way we tell ourselves we “can’t” has been the subject of some research. For example, if we say to ourselves that we “can’t” have that candy bar, what we’re actually telling ourselves is that we’d really, really like to have the candy bar but we’re denying ourselves of it. This causes us to rebel in a way, the same as when our parents used to tell us that we couldn’t do something. “You can’t go out with your friends tonight” made us really, really want to go out with them that night.

However, when we replace the word, “can’t” with “don’t” it’s immediately more positive. It tells our minds that we could if we wanted to but we choose not to. We don’t. We’re not the kind of person who does those things. So, telling ourselves that we don’t miss our morning run has a better effect than telling ourselves that you can’t miss it. “Can’t” implies that to comply, a lot of will power will need to be exerted.

Something interesting was found by researchers at the end of the study. The assistants in the study were offered the choice of a healthy or unhealthy snack to thank them for participating. Those who had said, “I don’t” throughout the study were nearly twice as likely to choose the healthy snack as those who had said, “I can’t” to themselves. In the study, those who had fitness goals and said, “I can’t miss my run/gym session” had eight times more chance of missing it than those who had told themselves, “I don’t.”

So, what can we take away from this? Rather than saying to yourself and others that “I can’t do that”, rather replace it with, “I don’t do that.” Simple, but powerful
.

How to Delegate Tasks 

Delegation isn’t really a cure for procrastination, but it is a way of still getting the job done by giving it to someone else. It’s an especially useful way of getting dull, monotonous, low earning jobs done, leaving you free to tackle the more interesting, better paid work.

Despite the fact that we’re trying to show you in this book how to overcome procrastination, sometimes a little compromise is necessary. There are some tasks that just aren’t worth draining your energy and self-control on. It’s more worthwhile to do the more important projects that you are skilled at.

Depending on the job at hand, will depend where you find people to delegate to, but two useful websites are Upwork  https://www.upwork.com/
 and Fiverr https://www.fiverr.com/
  Upwork is a place where you can describe your specific job and search for the right freelancer for the job. There are millions of freelancers working on there with a variety of skills and prices, so you’re bound to find one that’s suitable.

Fiverr isn’t quite the same as Upwork in that you search pre-existing “gigs” that freelancers have posted, and you pay for a specific job to get done. Gigs range from writing and translation, programming, building of websites, logo designing and more.

Sites like these may be the answer if you’re overwhelmed by simple, time consuming drains on your energy. Rather 
spend your time on more interesting, less repetitive projects.

To Conclude

“Procrastination is the thief of time”- Edward Hill. “Procrastination is the bad habit of putting off until the day after tomorrow what should have been done the day before yesterday.”- Napoleon Hill.

There are many more quotes to be found on procrastination, but it is doubtful whether any of them ever truly motivated a procrastinator.

Hopefully, this book has provided you with some helpful ideas to get you moving when you need to. Perhaps just completing this book is a sign that you can, indeed, start and finish a task! So, what are you waiting for? Put the book away and get on with the job! Wishing you all the best
.
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