
We’ve all fallen victim to procrastination. We’ve filled
our days with low priority tasks or started a high priority
task and went off to make coffee or scrolled on our
phone for hours. Often, we confuse procrastination
with laziness, but they are quite different. Laziness
suggests unwillingness to act while procrastination is
actively choosing to do something else rather than the
unpleasant (but important task) at hand. Here are
some steps to combat procrastination and improve
your productivity:

Recognizing that you are
procrastinating is step one.
Once you realize that you are
in fact reorganizing your day to
avoid doing a specific task,
figure out why you are putting it
off. Are there other aspects of
your job you find more
enjoyable? Is this one too time
consuming? Try to get the
unpleasant tasks out of the
way quickly to get back to what
you enjoy doing. 
Stay on top of your
organization. Feeling like your
work is a mess can lead to
putting things off for fear they
are too complicated to deal
with. Surprisingly,
perfectionists are often
procrastinators since they do
not want to start a task that
they cannot finish with out any
mistakes. Allow yourself to
complete a task, then go back
and check for errors.
Commit to the task formally.
Write down exactly what you
need to do and attach a date
and time to completion - even if
there is no deadline. Focus on
doing, not avoiding. 
Tell others your to-do list.
Having social support helps.
After all, you’re more likely to
not slack off with a whole team
holding you accountable for
reaching your deadlines. 

AVOIDING
PROCRASTIATION

Prioritize your to-do list. The
quantity of what you are
checking off isn’t always as
important as the quality.
Filling your day with small
tasks can feel like you’re
getting a lot done, but not if
you have that huge project
looming over your head.
Take it in pieces and
prioritize according to time
sensitivity.
Learn your work style. If
you are the type to need to
finish everything in one
sitting, dedicate a day to
completing your projects
free of distractions. If you
prefer to take things in
chunks, start early and
complete little bits at a time
to avoid feeling
overwhelmed and keep up
your momentum.
Reward yourself. Studies
show you are more likely to
complete tasks if you are
aware of some type of
incentive. Whether that is a
shopping spree, an extra
serving of dessert or simply
the satisfaction of having a
clear to-do list! 


