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Beginner lessons for Procrastination

Overcome Procrastination: Take Control of Your Time!

DEFINITION

Procrastination is the act of delaying tasks or decisions, often leading to stress and missed deadlines. It can hinder

productivity and personal growth.
KEY CONCEPTS

Understanding Procrastination

Recognizing why you procrastinate is the first step to

overcoming it.

Time Blocking

Allocating specific time slots for tasks can enhance focus and

accountability.

Using Rewards

Setting Clear Goals

overwhelm.

Breaking Tasks Down

less daunting.

Incentivizing yourself for completing tasks can boost motivation

and reduce procrastination.

EXAMPLES

- Set a timer for 25 minutes to work on
a task.

- Break a big project into smaller tasks
and tackle them one at a time.

- Reward yourself with a treat after

completing a challenging assignment.

QUICK RECAP

MEMORY TIPS

* Remember 'SMART' goals: Specific,
Measurable, Achievable, Relevant, Time-
bound.

* Use the acronym 'STOP' to remind
yourself: Stop, Think, Organize, Proceed.
* Visualize completing a task to make it
feel more achievable.

Specific, achievable goals help focus your efforts and reduce

Dividing larger tasks into smaller, manageable steps makes them

COMMON MISTAKES

X Waiting for the 'perfect moment' to
start a task.

X Underestimating the time required for
tasks.

X Not prioritizing tasks effectively.

Procrastination delays tasks and can lead to stress. To combat it, set clear goals, break tasks down, and reward yourself for

progress. Remember to manage your time wisely to enhance productivity.
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