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Procrastination and Time Management

Do you find yourself avoiding specific tasks or not getting around to things that need to
get accomplished? Guilt, though a common reaction, is of little use, and often serves to
just discourage you further. If this is an issue for you, try focusing on the following ideas.
COMMON CAUSES OF PROCRASTINATION:

• Being overextended
Is it humanly possible to meet all the obligations you currently have? If not,
can you omit or reschedule some of these obligations?

• Low motivation
Is the task relevant to you personally? If it is another person's goal rather
than your own, try to find some personal reward or relevance for your
completing the task. Are you really interested in the project? If not, can
you find a way to make it interesting or let go of it?

• Lack of training
Are you unprepared or incapable of completing the task? On a new task
do you find you afraid of the unknown? Are the expectations ambiguous?
You may want to ask for guidance, support, or a new perspective from
someone who is more familiar with the process or skilled in the area.

• Faulty assumptions
Are you assuming that if you ignore the task long enough it will disappear?
Do you tend to underestimate how much time and effort the job will take?
Do you have a tendency to over-estimate the difficulty of getting the task
done? Try sitting down and writing out each step of the job, how long each
step will take, and then tackling the job one step at a time.

• Perfectionism
Are fears of doing a less than perfect job interfering with your productivity?
Remember that perfection is unobtainable. Often it will feel worse to not
do a job at all instead of doing it in a less than perfect manner. Try to
assess how important the task is, and what level of performance really
matters in relation to the task. Ask yourself "what level of performance on
this task would I expect from a friend/co-worker?"

• Fear of Evaluation
Are you over concerned with another individual's response to your
performance. Try to evaluate how much total impact upon your life this
one reaction will have. No one performs highly all the time, or in every
area. Try to focus on completing the task with a goal of lessening your
workload and anxiety, regardless of the evaluation.

• Avoidance of negative experience
Do you just HATE DOING THIS TASK? Is there any way to make it more
pleasurable or enjoyable? If not, try doing the dreaded task first, while you
still have energy. Often it can be helpful to have a friend or family member
nearby for encouragement (and to keep you on task!).



TIME MANAGEMENT TECHNIQUES:

• Create a work area for yourself free from distractions (phone calls, family,
roommates, tv), and commit to staying there for a one to two hour period.

• Recognize that your obligations and resulting stress are as important as
other people's needs, and set limits around being interrupted or
rescheduling your work time.

• Break larger tasks, such as papers or projects, into smaller goal steps. For
example, most papers have at least five stages: picking a topic,
researching the topic, reading and taking notes on the articles, organizing
the information, and writing the paper.

• Create a schedule for yourself, by doing the following:

1. First list all projects, exams, and papers with their due dates in a planner.
2. Break larger tasks into smaller goals, such as "library research for paper

2" and select target dates for completion of the smaller goals.
3. Identify what time of day you have the highest energy and what time of

day is your low energy period. Plan to schedule tasks that take your
greater effort (concentration, enthusiasm) during high energy periods and
plan rest breaks and more mundane tasks (such as laundry) during low
energy periods.

4. Plan out a weekly schedule hour by hour. Remember to schedule time out
every day for sleep, meals, social time, and some exercise and/or
relaxation time. It is important to create a realistic schedule for yourself.

5. If possible, have someone who knows you well look over your tentative
schedule and give you feedback.

6. Try your new schedule. Remember, you're trying something new. It's okay
to fine tune it or adjust it after you give it a try for a week. And most of all,
be ready for a true reality check!
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But if you're still befuddled by the idea of having a physical book for your schedule,'
could be because you're thinking about it in the wrong way. Behold -- the best of the
best planner tips that are pretty much guaranteed to make you second guess the
"Reminders" section on your iPhone. Check out the list below, and you might just find
yourself penciling in a trip to Staples or OfficeMax this very afternoon.

Tweet SUGGESTED FOR YOU
[.';" _I.• ::': :'I.'_' .~.~ • ~

3 days ago huffingtonpost COI11

Lifestyle AOL com The Huffington
Post Joann Pan Joann Pan own-

1.Tackle things by month.
In every planner, there's a monthly overview. In this section, you want to put the
plans that won't change from birthdays and holidays to bill due dates and special all
day events like weddings and reunions. Do not try to fit your grocery list in that teeny
tiny box.

2. Tackle things by week.



While you don't have to do it every week, you should try to use this point in the
planner as a check-in with yourself. Note larger goals that can be accomplished in a
seven-day period or things you want to get done that don't need to be pegged to a
specific day of the week. For instance, things like "catch up with so-and-so" or "send
out party invitations" should be included in this section. And if there's not a section
for it? Use a post-it.
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3. Tackle things by day.
Look at the daily divisions as places to put anything that will make your day easier.
Plan outfits, meals, workouts and the like, as well as smaller events like dates, dinners
and meetings that don't need to be noted more than a few days in advance. Also
include a few "to-do" items (http://www.huffingtonpost.com/2014/0Z/25/to-do-list
mistakes n 5613433.htm]) (if need be) that you can cross off.

4. Get in a routine.
Some people have a treasure trove of old half-used notebooks stashed away in a
drawer somewhere -- you will end up with the planner version of this if you don't get
into a routine. Pick a regular time to fill out the three sections mentioned above and
stick with it until it becomes a habit like setting your alarm clock.And don't feel like
you need to fill out the daily section every night before or weeks in advance -- try
filling out Monday through Wednesday on Monday and Wednesday through Sunday
on Wednesday, or go with a weekly strategy.

5.Don't try to include everything.
Just as it's important to get into a routine, it's also important to leave some spots
blank. People get tired of using planners because they feel like they have too much to
fill in. But remember, a planner is representative of your life and you should be
content with having some downtime or room for unplanned activities. Youwill
exhaust yourself if every single day is jam-packed to the point where you have no
flexibility.
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6. Remember it's not your phone.
Unfortunately, going with a more traditional method means that you don't have push
notifications to remind you that an appointment starts in 15minutes. That being said,
embrace the fact that it is your personal space to customize in an app-free, creative
way that works for your lifestyle.

Have something to say? Check out HuffPost Home on Twitter
(http://twitter.com/HuffPostHomel, Facebook
(https: Ilwww.facebook.comIHuffPostLifestyle?ref=hll. Pinterest
(http://pinterest.com/huffposthome/) and Instagram
(http://web.stagram.comlnlhuffposthomel.

Are you an architect, designer or blogger and would like to get your work seen on
HuffPost Home? Reach out to us at homesubmissions@huffingtonpost.com with the
subject line "Projectsubmission." (All PR pitches sent to this address will be
ignored.)
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