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7 Procrastination Tips 
 

I co-host workshops with Jane Stephenson of Knowboundaries and I just read her latest blog post 
(http://knowboundaries.wordpress.com/2011/03/30/procrastination-vs-productivity/) about a subject close to 
my heart, procrastination.  I have also blogged frequently on this subject and thought it was time I put together 
my top 7 procrastination tips.  Now, like Jane, I am great at procrastination so despite the title, these are 7 tips to 
point you in the direction away from procrastination and into action so that those tasks that you are putting off 
actually get completed. 

 
1. Have clear goals and set priorities – It is very important to have a clear picture of the outcome you are after 

and then plan what you need to do to achieve this taking into account any deadlines you may have and the 
time required to complete the task. If you are not sure how to do this then join us at our next Your Future 
workshop. 

 
2. ‘Divide and conquer’ – This is a great phrase which works well to reduce procrastination.  It involves dividing 

all those big tasks into much smaller, more manageable ones which will take far less time to complete and 
therefore reduce any feelings of frustration. Take a close look at the action plan you have written and choose 
the smallest unpleasant task and divide it up into 2 or 3 mini tasks which won’t take much time to complete 
and take action on one of them now.  Once you have crossed that mini task of your list you will have a great 
sense of achievement so reward yourself before starting on the next mini task. Before you realize it the task 
you have been procrastinating over will be completed and crossed off your list. 

 
3. Be accountable – As with all goals, by telling someone what you are planning to do and by when will make you 

much more likely to actually do it. 
 

4. De clutter - Begin by looking at those things that you are putting up with on a day-to-day basis. Think about 
how often you find yourself annoyed, frustrated, stressed, upset, or irritated by something or someone on a 
daily basis (we often to put up with a lot of things unnecessarily and this just makes us annoyed and drains us 
of energy).  Write them down on a piece of paper and then highlight the top 5 which you want to eliminate 
and take action on them. 

 
5. When are you most productive? –Think about what time of the day you feel really alert, full of energy and in 

which you achieve the most. This is the time to deal with those tasks you have been putting off. Allocate a 
specific amount of time to the task, block it out in your diary and then stop when that time is up.  Keep it short 
initially so that you stay focused during the allotted time.  You will be surprised at just how much you achieve. 

 
6. Find your motivation – In order to get that unpleasant item completed by its deadline, find what really 

motivates you and use that as a reward for completing the task. 
 

7. How are you spending your time? – Sometimes, and only sometimes, procrastination can have the advantage 
of making you work harder on other tasks on your to do list.  If this is the case and you realize that you have 
completed  all of your list apart from the item you have been procrastinating on then reward yourself because 
tomorrow you will need to go to tip 1 above and start taking action on that remaining item before finding 
anything else to add to your ‘to do’ list! 

 

“Procrastination is something best put off until tomorrow”.   - Gerald Vaughan 

http://knowboundaries.wordpress.com/2011/03/30/procrastination-vs-productivity/
http://theinspirationalcoach.wordpress.com/your-future-workshop/
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