
Beating 

Procrastination 

Managing time, getting things done 



Did You Know 

• That if You go for 21 Days 
without procrastinating you will succeed 

in beating procrastination? 

• And that 21 Days is the amount 

of time needed to learn a new habit? 

 

• Now you know 



1. Expectations 
What are your expectations from  this 

course? 

2. Objective 
At the end of this course, participants will be 

able to know why they procrastinate and 
learn new skills to beat procrastination. 



Course Outline 

• Why do we procrastinate? 
(To understand the reasons why we procrastinate) 

 

• Overcoming Procrastination. 
(How to deal with procrastination) 

 

• Manage Your Time. 
(Simple tips to enable better time management) 



Activity: 

You will work in teams to,  

• Define Procrastination. 

• Brainstorm and record what you think are the 

reason why we procrastinate 

 

Time: 3 Minutes 

 

Select a speaker to present on behalf  

of your team for 2 Minutes 

 



What is Procrastination? 

The intentional and habitual postponement 

of an important task that should be done 

now. 

 

The act of putting off important tasks over 

and over again 

 

The illogical delay of behavior  



Why Do We Procrastinate? 

• To do enjoyable things 

• Cannot differentiate urgent from 

important tasks 

• Feeling overwhelmed by tasks 

• Underdeveloped decision making skills 

• A fear of failure or success 

• Poor organizational skills 

• Low self esteem 

 

 



Case Study 
 Meet Dan. No matter how simple the task he has to do, it 

can take him days, or weeks, to get around to performing it. 

He once missed a very good job opportunity just because 

he could not resist stopping by his best friends house to 

discuss football news which caused him to go late for the 

interview. He is very disturbed that he procrastinates so. He 

considers himself to be a very rational guy, and one would 

think that it wouldn't be difficult for him to say to himself, 

"Rationally, my life will be much better if I pay my bills now, 

instead of waiting a few weeks," and he forces himself to do 

it immediately. But it doesn't work.  

 For years, he has been looking for ways to  

 cure his procrastination 

  



Discussion 

• How serious is Dan’s problem? 

• How similar is Dan’s story to yours? 

• What do you think he should do? 

 



Overcoming Procrastination 

Recognize that you are procrastinating 

1. Filling your day with low priority tasks 

2. Regularly checking mails  

Work out WHY you are procrastinating 

1. You find the task unpleasant; or 

2. You find the task overwhelming 

Beat it 

1. Make your rewards 

2. Ask someone else to check you 

3. Identify consequences of not doing tasks 

 

 



Manage Your Time 
Ten Tips 

 

• Consolidate similar tasks 

• Tackle tough jobs first 

• Delegate to and develop others 

• Do not be a perfectionist 

• Take breaks 

• Avoid the cluttered desk syndrome 

• Get started immediately on important tasks 

• Reduce meeting time 

• Take time to plan 

• Learn to say “No” 

 



Key Points 

• To have a good chance of conquering procrastination, 

you need to spot straight away that you are doing it and 

identify why you are procrastinating. 

 

• Part of the solution is to develop good time 

management, organizational and personal effectiveness 

habits. This helps you establish the right priorities, and 

manage your time in such a way that you make the most 

of the opportunities open to you. 

 



Remember 
“Every duty which is made to wait returns with seven fresh duties at 

its back.” Charles Kingsley 

 

“The best way to get something done is to begin.” Anonymous 

   

“Tomorrow is the only day in the year that appeals to a lazy man.”  

Jimmy Lyons 

 

“What may be done at any time will be done at no time”.  Scottish 

Proverb 

 

“The two rules of procrastination:  1.Do it today.  2. Tomorrow will be 

today tomorrow.” Anonymous 



END 

Thank you for “making time” to share this 

training topic with us.  

 

Others probably did not "have the time” to be 

here now and might do it later. 

 

Do you think so?  

 

Reserve your comment 
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