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Last updated on October 20, 2020 You have a deadline. However, instead of doing your job, you are playing with various things like checking email, social media, watching videos, surfing blogs and forums. You know you should be working, but you don't feel like doing anything. We are all familiar with the phenomenon of
procrastination. When procrastination, we challenge our free time and stop important tasks we should be doing them until it is too late. And when it's too late, we panic and hopefully we start sooner. The chronic procrastinators I know have been looping their lives for years in this cycle. Delay, turn things off, loosen up,
hide from work, face work only when it's inevitable, and then repeat that loop again. It is a bad habit that eats us away and prevents us from achieving greater results in life. Don't let procrastination take over your life. Here, I will share my personal steps on how to stop procrastinating. These 11 steps will definitely apply to
you too:1. Breaking your work into small stepsPart of the reason you procrastinating is because unconsciously, we find the work too overwhelming for us. Break it down into small parts, then focus on a part in the moment. If you still procrastinate in the task after you break it down, then break down even more. Soon, your
task will be so simple that you will be thinking gee, this is so simple that I could also do it now!. For example, I am currently writing a new book (on how to achieve anything in life). Writing books on a large scale is a huge project and can be overwhelming. However, when you break it down into stages such as - (1)
Research (2) Decide the topic (3) Creating the Outline (4) Writing Content (5) Writing Chapters #1 to #10, (6) Review (7) etc. Suddenly it seems very manageable. What I do then is focus on the immediate phase and do it at my best, without thinking about the other phases. When finished, move on to the next.2. Change
your environments Different environments have a different impact on our productivity. Look at your desk and your room. Do they make you want to work or do they make you want to fight and sleep? If it's the latter, you should look to change your workspace. One thing to note is that an environment that makes us feel
inspired before can lose its effect after a period of time. If that's the case, then it's time to change things. See The #2 #3 13 strategies to start your productivity, which talks about renewing your environment and workspace.3. Create a detailed timeline with specific deadlines From just 1 term for your work is like an
invitation to procrastinating. That's because we have the impression that we have time and keep pushing everything back, until it's too late. the project (see #1) and then create a general timeline with specific deadlines for each small task. That way, you know you have to finish task on a given date. Your timelines should
be robust, too – that is, if you don't finish this for today, you're going to jeopardize everything else you've planned after that. This creates the urgency to act. My goals are broken down into monthly, weekly, up to daily task lists, and the list is a call to action that I have to get by the specified date, otherwise my goals will be
off. Here are more tips for setting deadlines: 22 Tips for Effective Deadlines4. Remove your Pit-Stops procrastination If you are procrastinating a little too much, maybe that's because you make it easy to procrastinate. Identify the browser bookmarks that take much of the time and move them to a separate, less
accessible folder. Turn off auto-notification in the e-mail client. Get rid of the distractions that surround you. I know some people will get out of the way and delete or disable their Facebook accounts. I think it's a little drastic and extreme how to address procrastination is more about being aware of our actions than
countering through self-bonding methods, but if you feel this is what it takes, go for it.5. Hang out with the people who inspire you to take action I'm pretty sure if you spend only 10 minutes talking to Steve Jobs or Bill Gates, you'll be more inspired to act than if you spent the 10 minutes doing nothing. The people we are
influenced by our behaviors. Of course, spending time with Steve Jobs or Bill Gates every day is probably not a feasible method, but the principle applies - The hidden power of each person around you the people, friends or colleagues who trigger you - most likely go-getters and hard workers - and hang out with them
more often. Soon you will instill your drive and spirit too. As a personal development blogger, I spend time with inspiring personal development experts by reading your blogs and corresponding with them regularly via email and social media. It's communication through new media and it works all the same.6. Getting a
BuddyHaving a mate makes the whole process a lot more fun. Ideally, your friend must be someone who has his own set of goals. Both will be responsible for their objectives and plans. Although it is not necessary for both of you to learn the same goals, it will be even better if this is the case, so you can learn from each
other. I have a good friend I talk to regularly, and we always wonder about our goals and progress in achieving these goals. Needless to say, it stimulates us to continue taking action.7. Tell others about your goals This serves the same #6, on a larger scale. Tell all your friends, colleagues, acquaintances and family
about your projects. Now, every time you see them, they are required to ask about their status in these projects. For example, I sometimes advertise my projects on The Personal Excellence Blog, Twitter and Facebook, and my readers will ask me about them continuously. It's a great way to myself responsible for my
plans.8. Look for someone who has already achieved the resultWhat is what you want to achieve here, and who are the people who have achieved this already? Go get them and connect with them. Seeing the living proof that your goals are very well achievable if you take action is one of the best triggers for action.
Clarify your goals again If you've been procrastinating for an extended period of time, it may reflect a misalignment between what you want and what you're currently doing. Many times, we need to grow our goals as we discover more about ourselves, but we don't change our goals to reflect that. Stay away from your
work (a short vacation will be good, rather just a weekend break or stay will too) and take some time to regroup. What exactly do you want to achieve? What do you have to do to get there? What are the steps to follow? Does your current work align with that? If not, what can you do about it?10. Stop complicating things
you're waiting for a perfect time to do this? Maybe now is n't the best time because of X, Y, Z reasons? I thought because there's never a perfect time. If you keep waiting for one, you'll never get anything. Perfectionism is one of the biggest reasons for procrastination. Read more about why perfectionist trends can be a
prohibition than a blessing: Why being a perfectionist can't be so perfect.11 Get a grip and just do it At the end, it comes down to taking action. You can do the whole strategy, planning and hypothesis, but if you don't take action, nothing will happen. Every now and then, I have readers and customers who keep
complaining about their situations, but still refuse to take action at the end of the day. Reality Check:I I have never heard anyone procrastinating their way to success before and I doubt it will change in the near future. Whatever you're procrastinating, if you want to do it, you have to take it yourself and do it. Bonus: Think
Like a RhinoMore Tips for Procrastinators to Start Taking ActionFeatured photo credit: Malvestida Magazine via unsplash.com Last updated on October 28, 2020 Smart goals are a simple and logical way to organize your goals as you marked them throughout your life. This technique not only helps to identify achievable
goals, but helps break down targets into smaller and more manageable pieces. However, there is a crucial element (or letter) missing from this acronym. This missing card can make it potentially harder for you to achieve your goal – no matter how well you have broken your goal in different pieces and action steps.
However, once you understand this missing piece, you will be able to use it to move forward with your goals. What are the smart goals? If you are not familiar smart goal configuration technique and what the acronym means, here's a brief summary with a simple example: S = Specific — Your goal must be specific
enough (I want to lose 4 inches inches my waist). M = Measurable – You can measure your waist every week to track your progress. A = Achievable - Do you think you can do it? Or do you go too far to get rid of another 4 inches? Or it should extend the target to 5 inches; is this within reach? R = Realistic – Is your
lifestyle stable enough that you can commit to this goal? Are you mentally prepared to do that? Do you have the resources you need for this goal? T = Framed in time – It is the case to achieve this goal in a week or within six months, but it should have a specific period of time. As you can see, when you break your goals
like this, they become much more manageable and concrete than just saying I want to be thinner. All right and well, except that there is a crucial letter missing in this package – another letter A. The missing letter A means accountability, and this is a great way to make sure that your defined plan actually runs and is not
left only at the level of conversation or planning. Even if you have drawn up a masterful plan by using the SMART target technique, it becomes useless if you don't actually run it. To make sure you start the execution phase, you want to throw some accountability into the mix. By having some external pressure on your
back (in the form of accountability), you're more likely to take action on your goal steps than if you just kept the plan to yourself. Accountability is based on the fact that you want to be behind your words and save your face. When you announce your goal to the world, you realize that the world is seeing you now, and you
don't want to leave the world. Accountability is also about addressing the expectations of others. If you advertise a goal or task in public, others hope you'll get the tasks and goals you've set for yourself. Watch this video and learn how if you have reliable accountability, you can reach your goal more efficiently:Ways to
implement letter A to your goal There are many ways to create accountability. Choose which one will work to motivate you more. 1. Keep It to Yourself I was a little hesitant to include this, since in this scenario you are not telling others about their plans or tasks. However, for some people this could work as their



conscience is their accountability partner in this situation. And you don't want to disappoint your conscience. 2. Announce to other people your people could be your colleagues at work, your local golf club friends, subscribers and readers of your blog, or your Twitter followers. I would say accountability is more effective
when it comes to offline people. Being responsible face-to-face with someone is very effective. By no way am I underestimating power of people online either. If you are trying to form strong relationships with others online, you want to keep your word – even if you don't necessarily know people in the same sense as in
offline world. 3. Finding an accountability partner A more intimate way to be responsible is to find an accountability partner. This might be a friend or spouse, but it must be someone who feels comfortable reporting. When you choose this route, you can choose to call your partner frequently to tell them how well you are
progressing on the goal. 4. Get in Stickk.com if none of the above ways to work for you, it's time to put Stickk at stake. Stickk.com is a website where you can announce your goal (Compromise Agreement), and to make you even more committed to achieving this goal, there is money at stake. Money is not mandatory to
settle with Stickk, but knowing that you will lose a certain amount of money if you don't reach your goal can give you an extra push to do things. 5. Join Mastermind Groups A master mind group is a group of like-minded people who meet frequently (online or offline), trying to get closer to each other's goals. This type of
accountability is very common in the business world. When you are in a master mind group and have set the goals you want to achieve for the next meeting, you want to do things and meet the expectations of others. Mastermind groups are a great way to improve their productivity and achieve their goals with the help of
others. 6. Hire a coach If you really want to get personal attention for your goals, then hiring a personal trainer may be the best way to hold yourself accountable. Not only are you responsible for your coach, but you also have to pay attention. This makes the coaching option even more effective. You want to make sure
you do your best to get the tasks done before the deadline that you two have set. So there is a money factor to hold you accountable too. Since you want to move forward quickly, this option is very effective at staying responsible with your SMART goals. Next time, set your goal to SMARTA. Add this letter A to the smart
goal configuration technique: specific, measurable, achievable, realistic, time-framed, responsible. The accountability factor of achieving your goals may be just what you need to make them happen. More tips on SMART GoalsSaction photos: Estée Janssens through unsplash.com unsplash.com
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