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1. Divide large tasks into smaller steps that you can complete in 15 minutes. 
2. What are you afraid of? - Determine what fears you may have about completing a task, being punctual, or your skills. Write them. Change them. 
3. Give yourself reminders to complete the task (bathroom mirror, appointment book, bulletin board, leave yourself a phone message). 
4. Trick Yourself into starting a task – Tell yourself you are  just going to look at it, or just work for 5 minutes. 
5. Be realistic about what you expect of yourself – reward yourself when 80% of the task is complete, then plan to complete the remaining 20%. 
6. Announce publicly your intentions to complete something. Make the world your support group. 
7. Buddy system – Check in with someone to be accountable, or work on a project with a partner. 
8. Do it now. The minute you notice yourself procrastinating plunge into the task. This helps you avoid the cycle of delay = guilt = more delay. 
9. Envision completion. How did you get there? What are you free to do now, without guilt? 
10. Handle Each Piece of Paper Only Once – Don’t pick something up until you are ready to deal with it. 
11. Focus on the task – Just focus on spending time on the task without distractions, rather than getting a particular task done. Enjoy the process of the work or of learning without the stress of performing up to a specific standard. 
12. Recognize when you are procrastinating. Become aware of your favorite procrastination tactics and learn to catch yourself as soon as you begin to “wander off.” 
13. Don’t avoid the more difficult tasks. Do your favorite activities last; consequently, they will be a reward for getting the more difficult assignments completed. 
14. Deny urges to delay. Force yourself to sit still for minutes and do nothing but think of what could be done. Both the relaxation and the denial of activity are sometimes helpful in spurring us into action. 
15. Break the inertia and keep going. Do some small things to get your task started. Keep going, even if it involves switching tasks. You’ll probably find it much easier to keep going. 
16. Establish a routine. Procrastination often leads to disorganization, so make up a schedule and get into a routine. 
17. List the things you need to accomplish and prioritize. This will help you put your tasks into perspective concerning your schedule. You will realize how you need to manage your time based on the number of tasks. Mark off your completed tasks so you can see your progress. 
18. Set aside time for doing recreational activities. This gives you something to look forward to during study times. 
19. Don’t threaten yourself. It only makes it worse. Begin by setting positive goals. 
20. Enjoy your freedom. When you complete an unpleasant task, take a moment to feel how nice it is to have it finished. The weight is off your shoulders. Enjoy! 
21. Reward your non-procrastinating behaviors, or when you complete something. 
a. Make it tangible so that you will learn to associate good feelings with not procrastinating. 
b. Make it personal so that it has significance for you alone and won’t complicate things if someone else can’t be a part of it. 
c. Make it appropriate so that you receive more than a jelly bean for finishing a term paper, but not a trip to Florida because you made it to class. 
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