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The Art of Getting Things Done 
The	End	of	Procrastination	

	

Self-Study	Coaching	Program	
 
 

I’m	so	glad	you’re	here.	That	means	you’ve	decided	to	do	something	about	
putting	things	off	and	that’s	huge	for	anyone	who	procrastinates!		Welcome	and	
give	yourself	a	big	pat	on	the	back	and	congratulations	for	doing	something	for	
YOU!	
	
In	this	coaching	program	you’re	going	to	become	more	aware	of	your	
procrastination	habits,	learn	to	stop	them	in	their	tracks,	and	replace	them	with	
healthier,	more	productive	habits.	Because	once	you	break	your	habit	of	putting	
things	off,	a	whole	new	world	of	productivity	opens	up	for	you.	Your	actions	
become	more	rewarding,	your	relationships	become	more	fulfilling,	and	your	
overall	optimism	spikes	dramatically.	

	

Here	is	what	you	will	cover	in	this	program:	
	

! Why	you	procrastinate.	

	

! Warning	signs	of	procrastination.	

	

! Indicators	of	when	procrastination	is	showing	up	in	your	life.	

	

! Specific,	custom	strategies	for	you	to	call	upon	when	you	feel	like	
procrastinating.	
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Before	you	get	started,	please	head	over	to	page	24	and	print	out	all	of	the	work	
sheets.	You	will	need	these	to	do	the	activities	in	this	coaching	course.	It	really	
helps	to	solidify	the	learning	experience	when	you	complete	these	activities.	I	
encourage	you	not	to	skip	this	important	step.		

	

Your journey begins with Module #1 and looking at where 
procrastination shows up in your life. Let’s get started! 

 

Module	1—The	Procrastination	Monster	
	

All	of	us	procrastinate;	we	put	things	off	that	we	know	we	need	to	do:	

• We	avoid	making	timely	decisions.	

• We	are	slow	to	start	important	projects.	

• And	we	allow	ourselves	to	be	distracted	from	doing	simple	chores	around	
the	house,	or	tasks	on	the	job.	

		

For	many,	the	word	“procrastination”	conjures	up	the	idea	of	being	lazy,	which	
implies	a	value	judgment.	As	in,	if	you	procrastinate,	you’re	doing	a	bad	thing.	

		

But	this	isn’t	always	the	case.	Sometimes	putting	something	off	in	favor	of	doing	
something	else	that	is	more	important	or	more	of	a	priority	can	be	a	good	thing.			

		

As	you	begin	this	coaching	program,	keep	in	mind	that	the	kind	of	procrastination	
you	want	to	avoid	is	the	kind	that	keeps	you	from	living	a	richer,	fuller	
life.		Delaying	taking	out	the	trash	probably	won’t	impact	your	life	in	a	significant	
way.	But	delaying	making	an	important	business	or	medical	decision	could	have	
greater	implications.	
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If	procrastination	is	keeping	you	from	doing	something	you	really	want	and	
desire,	then	that	kind	of	procrastination	can	turn	into	a	monster	that	needs	to	be	
overcome.		

Take	out	Worksheet	#1	–	“Procrastination	Monster.”	
	

Reflect	upon	and	answer	‘yes’	or	‘no’	to	the	questions	on	the	worksheet.		Then	
return	to	this	module.”	

" Have	you	ever	had	to	deal	with	someone	who	left	things	to	the	last	
minute,	creating	unnecessary	pressure	on	you?	

	

" In	the	past,	have	you	found	lots	of	reasons	to	not	start	a	difficult	task?	

	

" Do	you	feel	that	you	work	best	at	the	“last	minute”	when	the	pressure	is	
really	on?	

	

" Have	you	had	difficulty	accomplishing	important	tasks	when	you	
experience	too	many	interruptions?	

	

" Have	you	ever	felt	too	tired	to	start	something	new?	

	

" Do	you	feel	everything	around	you	has	to	be	neat,	clean	and	organized	
before	an	important	task	can	be	started?	
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" Have	you	ever	found	yourself	waiting	for	inspiration	before	getting	into	
action?	

*			*			*			*	

If	you	answered	‘yes’	to	any	of	these	questions,	you	know	the	frustration,	pain	
and	high	price	of	procrastination.	
	

	

		

And	to	make	matters	worse,	each	time	you	procrastinate	it	gets	easier	to	do	it	
again.	That’s	why	procrastination	has	been	called	the	“tomorrow	mentality.”	

		

Are	you	a	"tomorrow"	person?	Procrastination	can	cause	you	to	put	off	not	just	
things	you	don't	feel	like	doing,	but	also	the	things	you're	really	passionate	about.	
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So	in	order	to	overcome	procrastination,	you	need	to:	

	 1)	Spot	that	you’re	doing	it,	

	 2)	Recognize	why	you’re	doing	it,	and	

	 3)	Take	the	necessary	steps	to	overcome	it.	

		

But	one	word	of	caution	before	diving	in:	people	who	procrastinate	tend	to	be	
self-critical.		With	that	in	mind,	as	you	consider	your	own	procrastination	habits	
during	this	training,	be	gentle	with	yourself.		Punishing	yourself	every	time	you	
realize	you	have	put	something	off	won’t	help	you	change,	but	rewarding	yourself	
when	you	make	progress	will.	

		

The	next	activity	will	help	you	further	explore	why	it	is	that	you	procrastinate.	

		

People	can	get	very	passionate	about	something	they	really	want.	In	the	
beginning,	this	passion	is	so	powerful	that	a	person	goes	all	out	to	do	his	or	her	
best	to	obtain	it.	

		

The	problem	with	passionate,	big	life	goals	is	that	the	goal	is	large	enough	and	the	
process	is	long	enough	that	there's	rarely	enough	immediate	gratification	to	keep	
us	going.	

		

For	example,	let's	say	you	want	to	lose	20	pounds.	In	the	beginning,	you	lose	five	
pounds	right	away.		But	then,	you	gain	three	pounds	back	after	a	long,	lazy	
weekend,	and	your	passion	dwindles.	You	start	feeling	frustrated,	and	you	feel	as	
though	you	haven't	gotten	anywhere	with	your	goal.	It	feels	like	it	is	going	to	take	
too	long	and	be	too	hard.	You	may	even	feel	like	you've	actually	failed.		
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Then	the	next	time	you	think	about	losing	weight,	you	don’t	try	again	with	the	
same	effort,	and	soon	you’re	putting	off	losing	weight	altogether	even	though	it’s	
something	you	really	want.			

		

So	why	does	this	happen?	

		

Let’s	take	a	few	moments	to	explore	the	reasons	people	procrastinate	even	on	
the	important	things	they	want	for	their	lives.	

		

Take	out	Worksheet	#2	–	“Why	We	Procrastinate.”	

		

Read	over	the	five	main	reasons	people	procrastinate	that	are	listed	on	the	
worksheet.	

		

Then	rank	the	reasons	from	1	to	5,	with	“1”	being	the	biggest	reason	you	think	
people	procrastinate,	and	“5”	being	the	smallest.	These	are	your	opinions	and	do	
not	worry	that	there	is	a	right	and	wrong	answer!	

		

When	you’re	finished,	return	to	this	module.	

			

*										*										*	
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O.K.,	let’s	see	how	you	did!		Here	are	results	of	an	Internet	survey	conducted	by	
leading	procrastination	experts,	which	revealed	the	top	reasons	why	people	
procrastinate.	

		

1)	Fear	of	failing	–	19%	

2)	Lacking	motivation	–	13%	

3)	Lacking	focus	–	12%	

4)	Feeling	overwhelmed	–	10%	

5)	Task	unpleasant	–	9%	

6)	Perfectionism	–	8%	

7)	Feeling	unskilled	–	7%	

8)	Feeling	unorganized	–	6%	

9)	Unsure	what	to	do	–	5%	

10)	Being	outside	comfort	zone	–	4%		

*										*										*	

Next,	answer	the	debrief	questions	below.	Be	honest	with	yourself	(no	one	is	
looking!)		When	you’ve	answered	the	questions,	return	to	this	module.	

		

▪ What’s	your	reaction	to	this	list?	

		

▪ How	many	of	these	reasons	have	you	personally	encountered?	
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▪ Which	one	or	two	of	these	show	up	most	in	your	life?	

	

*										*										*	

		

People	avoid	tasks,	big	and	small,	for	one	simple	truth:		

		

We	believe	they	will	cause	us	some	form	of	discomfort	when	we	act	on	them.	

		

The	term	‘discomfort,’	broadly	speaking,	includes	such	things	as	fear,	hardship,	
difficulty,	or	even	a	feeling	of	vulnerability.	Without	realizing	it,	we	attempt	to	
avoid	this	discomfort	by	choosing	to	do	nothing,	even	though	we	know	we’re	
wasting	time	or	delaying	the	inevitable.	But	for	some	reason,	we	can’t	seem	to	
change	this	behavior.	

		

So	how	do	you	overcome	procrastination?		

		

Remember,	most	things	in	life	that	are	important	are	like	a	marathon	and	not	a	
sprint.		Getting	good	at	something	such	as	staying	healthy,	becoming	a	master	at	
your	job,	or	building	a	new	business,	takes	consistent	action	toward	your	goal	
little	by	little,	every	day.			What	you're	doing	is	building	a	foundation	beneath	you,	
and	that	foundation	needs	to	be	strong.	And	building	something	strong	takes	
time.	

	

*										*										*	
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Module 2—The Signs of Procrastination 
 

According	to	psychologist	Clarry	Lay,	a	prominent	writer	on	procrastination,	he	
says	that	procrastination	occurs	when	there’s:		

		

‘A	time	gap	between	intended	behavior	and	enacted	behavior’	

		

When	we	are	procrastinating,	we	fill	this	in-between	time	with	behaviors	that	
reflect	three	clear	warning	signs.			

		

Let’s	look	at	what	these	warning	signs	are.		

		

*										*										*	

			

Take	out	Worksheet	#3	–	“Procrastination	Warning	Signs.”	

		

Read	through	the	summary	below	about	signs	to	watch	out	for	which	indicate	
procrastination.	Take	notes	on	Worksheet	3	and	make	mental	note	of	what	points	
resonate	with	you.	
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Procrastination	Warning	Signs	

		

How	do	we	know	when	we’re	procrastinating?		Here	are	the	three	bona	fide	
warning	signs	to	be	aware	of.	

		

1.					Indulging	in	Distractions	

		

	 	We	turn	away	from	getting	important	tasks	done	by	indulging	in	‘feel-
good’	distractions	that	include	things	like:	

• Sleeping,	such	as	taking	naps	or	sleeping	in	late	

• Watching	TV	or	movies	

• Aimlessly	web-surfing	

• Reading	books	

• Playing	video	games	

• Snacking	

• Going	out	with	others	

• Talking	on	the	phone	(or	having	a	marathon	text	chat	with	someone)	

		

2.					Making	Excuses	

		

We	use	an	excuse	as	a	reason	not	to	do	something.	
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Here	are	some	common	excuses	we	call	upon:	

• I	had	a	rough	week,	and	I	need	a	break	

• I	lack	inspiration	right	now.	

• I	need	more	[insert	your	favorite	excuse	e.g.	money,	resources,	research,	
time]	before	I	can	do	it.	

• I	have	too	much	going	on	right	now.	

		

3.					Feeling	Despair	

		

We	give	in	to	the	despair	we	are	feeling	that	has	resulted	from	the	1)	distractions	
we	indulged	in	and	2)	the	excuses	we’ve	made.		“Why	me?”	becomes	our	mantra.	

		

Here	are	some	common	despair	questions	we	start	asking	ourselves:	

• Why	is	life	so	unfair?	

• Why	are	things	always	so	difficult?	

• Why	did	I	have	such	[insert	your	favorite	woe,	e.g.	bad	parents,	a	bad	
childhood,	bad	luck]?	

• Why	can’t	I	be	more	organized?	

• Why	don’t	I	take	more	initiative?	

• Why	can’t	I	ever	learn	how	to	do	this?	

		

If	you	can	relate	to	any	of	these	warning	signs,	then	you	are	procrastinating	in	a	
detrimental	way.		
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Remember,	these	behaviors	will	only	get	you	down,	and	when	you’re	down,	you	
will	feel	a	lack	of	energy	to	do	much	of	anything,	which	will	then	make	you	feel	
even	worse.	Can’t	you	just	visualize	that	vicious	cycle?	

		

	*										*										*	

		

Procrastination	is	habit	forming,	so	also	be	aware	of	the	following:		

		

Even	if	you	honestly	intend	to	only	put	something	off	temporarily,	this	very	act	
makes	procrastinating	easier	to	do	the	next	time.	

		

Procrastination	tends	to	make	a	task	seem	larger	than	it	really	is.	The	more	you	
put	off	a	task,	the	more	intimidating	it	then	becomes.		
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Finally,	endlessly	thinking	about	doing	something	can	become	its	own	way	of	
avoiding	it.	

*							*						*	

Now	that	you	are	familiar	with	these	three	important	procrastination	warning	
signs,	it’s	time	to	assess	which	ones	may	be	most	prevalent	in	your	own	life.	

	

Take	out	Worksheet	#4	–	“Procrastination	Warning	Signs	in	My	Life”	

		

Take	the	short	assessment	to	help	determine	which	of	the	three	procrastination	
warning	signs	might	be	prevalent	in	your	life.	Read	through	each	of	the	
statements	and	assign	a	value	from	0	to	5.			

“0”	indicating	the	statement	is	not	true	for	you,	and	“5”	that	it	is	highly	true.		

		

Then,	on	page	2	of	Worksheet	#4,	add	up	your	point	values	according	to	the	
statement	groupings.	

		

When	you	have	completed	the	activity,	return	to	this	module.			

		

*										*										*	

		

To	complete	module	2,	answer	the	debrief	questions	below.	
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• Which	of	these	warning	signs	was	most	prevalent	for	you?			

	

• What	surprised	you	about	your	results?	

	

• Which	of	the	three	procrastination	warning	signs	do	you	think	would	be	
most	difficult	to	overcome?	

	

• What	ideas	can	you	brainstorm	for	diminishing	any	of	these	three	
procrastination	warning	signs?			

		

*										*										*	
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Module #3 – Strategies to Overcome Procrastination 
			

You	have	accomplished	a	lot	in	this	program	by…	

-							Becoming	more	aware	of	how	you	have	procrastinated	in	your	life,	

-							Discovering	the	top	reasons	why	people	procrastinate,	and	

-							Learning	the	3	top	warning	signs	of	procrastination	and	which	of	those	signs	
you	may	exhibit.	

		

Now	that	you	have	a	better	understanding	of	why	you	procrastinate,	and	the	
warning	signs	to	indicate	that	it	is	happening,	it’s	time	to	explore	some	effective	
strategies	you	can	use	to	help	to	overcome	it.	

*										*									*	

Because	procrastination	creates	ingrained	behaviors	and	habits,	it	isn’t	broken	
easily.		Habits	only	stop	being	habits	when	you	persistently	stop	practicing	
them.		This	means	you	will	have	to	use	as	many	strategies	as	you	can	to	overcome	
your	habit	of	procrastinating.				

	

Take	out	Worksheet	#5	–	“Procrastination	Matrix”	and	Worksheet	#6	–	
“Procrastination	Matrix	Terminology”	(2	pages)	

		

Worksheet	#5	lists	the	major	reasons	people	procrastinate	that	we	discussed	
earlier.			Across	the	top	of	the	matrix	are	10	strategies	that	can	be	implemented	
to	help	counter	these	reasons.			
	

Worksheet	#6	details	the	10	strategies	for	overcoming	procrastination.		
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In	a	moment	you	will	practice	using	this	matrix	on	an	example	of	procrastination	
from	your	own	life.		But	first,	review	on	your	worksheet	the	top	10	strategies	for	
overcoming	procrastination.	
	

As	you	review	these	strategies,	make	notations	on	your	worksheet	of	which	
resonate	with	you	most.	

			

Strategies	for	Overcoming	Procrastination			

Vocabulary	–	Watch	your	choice	of	words	when	you	talk	about	a	task	you	need	to	
do.	The	words	you	use	will	have	a	strong	influence	on	your	perception.	“Positive	
words	yield	positive	results.”			

Reverse	Calendar	–	Start	with	the	ultimate	deadline,	and	then	work	backwards	
creating	smaller	deadlines	leading	up	to	the	beginning	of	the	task.	Do	your	best	to	
make	sure	these	deadlines	are	within	your	control.	“Many	small	steps	are	what	
get	things	done.”			

Filling	Up	Your	Schedule	–	Reduce	the	time	you	think	you	have	available	for	
working	on	important	tasks	by	scheduling	recreational	and	non-work	related	
activities.	Since	the	time	when	you	can	work	on	important	tasks	will	be	limited	
this	way,	you	will	have	a	tendency	to	make	the	most	of	the	time	available.	“If	I	
have	less	time	to	do	this,	I’ll	act.”						

Work	in	Flow	State	–	We’re	most	productive	when	fully	focused.	Distractions,	
intense	emotions	and	other	concerns	undermine	our	focus	and	productivity.	Deal	
with	these	distractions	by	conducting	a	simple	2-minute	meditation	by	closing	
your	eyes,	taking	several	deep	breaths,	emptying	your	mind,	and	visualizing	
yourself	completing	your	task.		“Plant	seeds	of	success.”			
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Fully	Embraced	Goals	–	Do	not	work	on	things	you	do	not	care	about.	This	will	
only	reinforce	existing	procrastination	patterns.		Commit	to	a	task,	not	comply	
with	it.		“Practice	makes	better.”		(Perfection	is	an	illusion,	therefore	strive	for	
better,	not	perfection.)	

Look	at	the	Tiny	Steps	–	If	looking	at	the	big	picture	overwhelms,	break	it	down	
into	smaller	steps.	Tackle	these	tiny	steps	one	by	one	as	individual	victories.	
Before	you	know	it,	you	will	reach	success.	“Think:	Little	wins!”			

Make	Your	Own	Rewards	–	Promise	yourself	a	treat	once	a	certain	task	is	
completed.	Note	how	good	it	feels	to	finish	things.	“A	small	treat	awaits	you.”			

Reframe	its	Importance	–	If	you	know	a	task	has	to	be	done,	but	it’s	not	
emotionally	important	to	you,	find	a	way	to	make	it	important.	“It	will	please	the	
people	I	love	if	I	do	this.”			

Sleep	Eat	Healthy	and	Exercise	–	It’s	hard	to	focus	on	completing	a	task	when	you	
are	tired.		So	get	enough	sleep,	eat	healthy,	and	exercise	regularly.	“Nothing	is	so	
fatiguing	as	the	hanging	on	of	an	uncompleted	task.”			

Uncover	Start	and	End	Points	–	Once	something	has	a	beginning	and	an	end,	it’s	a	
lot	easier	to	start	filling	in	the	middle.	Define	the	start	and	end	points	of	your	task	
so	you	know	how	big	or	small	it	is.	“The	beginning	is	the	most	important	part	of	
the	work.””	

		

*										*										*	

		

Now	that	you	have	reviewed	the	matrix	and	the	strategies	for	overcoming	
procrastination,	take	out	Worksheet	#7	–	“Where,	Why,	and	What	to	Do	about	My	
Procrastination.”	

		

Follow	the	instructions	on	the	worksheet	to	complete	the	activity.		Then	return	to	
this	module.				
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*										*										*		

Answer	the	debrief	questions	below,	then	return	to	this	module.	

		

·						What	task,	reason	and	strategy	did	you	select?	

		

·						Which	strategies	for	overcoming	procrastination	do	you	find	most	
interesting?	Why?	

		

·						In	what	ways	will	this	matrix	be	useful	going	forward?	

			

*										*										*	

		

While	we	all	want	to	act	and	move	forward,	sometimes	people	have	tendencies	
that	keep	them	from	doing	this.	It’s	like	an	internal	tug	of	war.		Positive	emotions	
pull	you	towards	what	you	want,	and	negative	emotions	hold	you	back	from	what	
you	want.		In	a	sense,	procrastination	is	a	form	of	self-sabotage.		But	with	the	help	
of	this	matrix,	you	can	now	name	the	reason	for	this	self-sabotage	and	do	
something	about	it.		Remember,	by	naming	what’s	actually	happening,	you	gain	
power	over	it.			
	

*										*									*	
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Module #4  - Lock it In 
 

So	far	in	this	course	you	have:	

	

- Increased	your	awareness	of	how	you	have	procrastinated	in	your	life,	

- Discovered	the	top	reasons	why	people	procrastinate,	

- Learned	the	3	top	warning	signs	of	procrastination	and	which	of	those	signs	
you	may	exhibit.	

- Worked	with	the	procrastination	matrix	and	applied	it	to	a	circumstance	in	
your	own	life.	

In	the	final	activity	of	this	program,	you	will	choose	an	important	message	to	hold	
onto	as	you	continue	to	conquer	the	batter	over	procrastination.	

		

*										*										*	

		

Take	out	Worksheet	#8	–	“Ad	Creation”.	

		

Imagine	that	they	are	putting	up	a	billboard	sign	next	to	a	crowded	highway.		You	
have	been	given	the	task	of	putting	one	short	message	or	slogan	on	this	billboard	
sign.			
	

This	phrase	or	slogan	sums	up	the	most	important	piece	of	learning	you	are	taking	
away	from	this	coaching	program.	
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So	think:	what	slogan	or	message	would	you	add	to	this	billboard	sign	that	you	
want	to	remember	about	procrastination	and	how	to	overcome	it?		

	Write	your	slogan	on	your	billboard,	then	return	to	this	module.	You	may	choose	
to	post	this	billboard	with	your	slogan	in	a	highly	visible	place,	so	that	you	will	see	
it	repeatedly	throughout	your	day.	

		

*										*										*	

Congratulations	on	completing	this	program!	

As	you	have	discovered	throughout	this	program,	procrastination	creates	stress,	
anxiety,	and	even	loss	of	income,	opportunity	and	relationships.	

		

But	the	good	news	is	that	you	can	overcome	procrastination,	and	by	learning	to	
do	so,	your	life	can	change	dramatically.	

		

So	take	a	moment	and	ask	yourself:		

		

! What	kind	of	life	do	I	want	to	live?	

	

! Do	I	want	my	life	to	be	impoverished	and	unfulfilled	because	of	what	I	keep	
putting	off?			Or	do	I	want	my	life	to	be	bigger	and	bolder	because	I	acted	
on	the	opportunities	presented?	

		

You’ve	learned	some	important	strategies	in	this	program	to	help	you	overcome	
procrastination.	I	challenge	you	to	put	them	into	practice	starting	right	now.	
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Activity Sheets 
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Worksheet # 1 – “The Procrastination Monster” 
 
 
 
 
 
 
 
Yes or  
No 

                     
  

Have you ever had to deal with someone who left things to the last 
minute, creating unnecessary pressure on you? 

  
In the past, have you found lots of reasons to not start a difficult task?  

  
Do you feel that you work best at the “last minute” when the pressure is 
really on? 
 

  
Have you had difficulty accomplishing important tasks when you 
experience too many interruptions? 
 

  
Have you ever felt too tired to start something new? 

  
Do you feel everything around you has to be neat, clean and organized 
before an important task can be started? 
 

  
Have you ever found yourself waiting for inspiration before getting into 
action? 
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Worksheet # 2 – “Why We Procrastinate” 
 

Directions. Take your best guess and rank the following reasons for why people 
procrastinate from 1 to 5 starting with “1” being the biggest reason for 
procrastination and “5” being the smallest.  Add any other reasons you think may 
be the cause in the space at the bottom. 
 

  Feeling Overwhelmed – A feeling that there is too much that needs to be 
done in order to accomplish a task, thus paralyzing us from even taking the 
first step towards achieving it. 

  Task Unpleasant – We view the task as boring or tiring or that it will make 
us uncomfortable in some way.   

  Fear of Failing – If we take action towards reaching our goals yet fail to 
realize them, we fear we will be seen as a failure. We fear being rejected or 
made to look like a fool.  

  Lacking Motivation – We find no internal motivation or benefit for doing 
the task, and there is no penalty for not doing it, leading us to not do it at all.  
The cost in terms of time and energy seem to outweigh the benefits. 

  Lacking Focus – Unable to stay on task because something has come up.  
The ‘something else’ can be anything that distracts the person from 
continuing to work on a main task.   
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Worksheet # 3 – “Procrastination Warning Signs” 
 

Procrastination is happening when there’s a significant space of time between 
having identified a task that needs to get done, and then actually doing it.  This 

space of time gets filled up with the following three behaviors:  
 

 
 
  

1.__________________ 2._________________
___ 

3.____________________________ 
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Worksheet # 4 – “Procrastination Warning Signs in My Life” 

 
1. Assign a point value to each of the following statements on a scale of 0 to 5, 

with 0 indicating that the statement is not true for you, and 5 indicating that the 
statement is strongly true for you. 

 
 

 

Point 
Value 

Procrastination Statement 

 1. I usually find reasons for not acting immediately on a difficult 
assignment.  

 2. I know what I have to do but frequently find I spend my time 
doing something else that is more enjoyable.  

 3. I work best at the “last minute” when the pressure is really on.  

 4. There are too many interruptions that interfere with me 
accomplishing my top priorities.  

 5. It feels unfair when I am pressed to make an unpleasant 
decision.  

 6. I take half measures to delay unpleasant or difficult actions.  

 7. When tired I really just want to ‘veg out’ rather than do the 
difficult tasks I face.  

 8. I question why tasks always have to be so difficult all the time.  

 9. I find myself waiting for inspiration before starting important 
tasks.  
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Worksheet # 4 – “Procrastination Warning Signs in My 
Life” – Continued-Page 2 
 
2. Next, add up the point values assigned according to the following grouping of 

statements. 
 

 
Questions:  2 + 3 + 7 = ___________ points 
 
Questions: 1 + 4 + 9 = ___________ points 
 
Questions: 5 + 6 + 8 = ___________ points 

 
 
3. With the above point totals determined, assess which procrastination warning 

sign (highest point total) is most prevalent in your life.  
 
Based on your highest score: 
 
Questions: 2 + 3 +7 = May be inclined at Indulging in Distractions 
 
Questions: 1 + 4 + 9 = May be inclined to Making Excuses 
 
Questions: 5 + 6 + 8 = May be inclined to Feeling Despair 
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Worksheet # 5 – “Procrastination Matrix” 
 

Directions. Use this matrix to connect the most popular reasons people 
procrastinate to the strategies that can help to overcome them. 

 
Strategies for Overcoming Procrastination 
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Reasons  
for 

Procrastinating 

Fear of Failing ■ ■ ■ ■ ■ ■ ■   ■ 

Lacking 
Motivation 

  ■  ■  ■ ■  ■ 

Lacking 
Focus 

  ■ ■ ■ ■ ■  ■  

Feeling 
Overwhelmed 

■ ■  ■  ■   ■ ■ 

Task 
Unpleasant 

■   ■ ■  ■ ■  ■ 
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Worksheet # 6 – “Procrastination Matrix Terminology” 
 
Strategies for Overcoming Procrastination: 

1. Vocabulary – Watch your choice of words when you talk about a task you 
need to do.  The words you use will have a strong influence on your 
perception.  “Positive words yield positive results.” 
 

2. Reverse Calendar – Start with the ultimate deadline, and then work 
backwards creating smaller deadlines leading up to the beginning of the task.  
Do your best to make sure these deadlines are within your control.  “Many 
small steps are what get things done.” 
 

3. Filling Up Your Schedule – Reduce the time you think you have available 
for working on important tasks by scheduling recreational and non-work 
related activities.  Since the time when you can work on important tasks will 
be limited this way, you will have a tendency to make the most of the time 
available.  “If I have less time to do this, I’ll act.”    
 

4. Work in Flow State – We’re most productive when fully focused.  
Distractions, intense emotions and other concerns undermine our focus and 
productivity.  Deal with these distractions by conducting a simple 2-minute 
meditation by closing your eyes, taking several deep breaths, emptying your 
mind, and visualizing yourself completing your task.  “Plant seeds of 
success.” 
 

5. Fully Embraced Goals – Do not work on things you do not care about.  
This will only reinforce existing procrastination patterns.  Commit to a task, 
not comply with it.  “Practice makes better.”(Many people say Practice 
makes perfect, but perfection is an illusion!) 
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Worksheet #6– “Procrastination Matrix 
Terminology” - Continued 

6. Look at the Tiny Steps – If looking at the big picture overwhelms, break it 
down into smaller steps.  Tackle these tiny steps one by one as individual 
victories.  Before you know it, you will reach success.  “Think: Little wins!” 
 

7. Make Your Own Rewards – Promise yourself a treat once a certain task is 
completed.  Note how good it feels to finish things.  “A small treat awaits 
you.” 
 

8. Reframe its Importance – If you know a task has to be done, but it’s not 
emotionally important to you, find a way to make it important.  “It will 
please the people I love if I do this.” 
 

9. Sleep Eat Healthy and Exercise – It’s hard to focus on completing a task 
when you are tired.  So get enough sleep, eat healthy, and exercise regularly.  
“Nothing is so fatiguing as the hanging on of an uncompleted task.” 
 

10. Uncover Start and End Points – Once something has a beginning and an 
end, it’s a lot easier to start filling in the middle.  Define the start and end 
points of your task so you know how big or small it is.  The beginning is the 
most important part of the work.” 
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Worksheet # 7 – “Where, Why, and What to Do about My 
Procrastination” 
 
Directions.  1) Identify a task that you usually end up procrastinating around.  2) 
From the “Procrastination Matrix,” pick the most appropriate reason from the five 
listed that explains why you procrastinate on this task. 3) From the “Procrastination 
Matrix,” choose a strategy that can help you to overcome this reason for why you 
are procrastinating.    
 
    

1) The task I 
usually 
procrastinate 
on is: 

 
2) The reason why I 

usually procrastinate on 
this task is: 

 
3) The strategy that I could 

use to overcome this is: 
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Worksheet # 8 – “Ad Creation” 
 

Directions. If there was just one thing you could tell others about procrastination 
and how to overcome it that you’ve learned in this coaching course, what message 

would you give?  Write your message in the blank space on the billboard sign 
below. Consider posting this next to your computer or where you will see it daily.  

 
 

 

 
 
 
 

PROCRASTINATION	
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After the Course is done: 
 

Homework – “Modeling the Attributes of Others” 
	
Sometimes	we	dwell	too	much	on	ourselves	when	trying	to	overcome	our	
procrastination	habits.		But	it	may	help	to	instead	focus	on	others,	and	to	identify	
qualities	in	others	that	we	admire	and	that	seem	to	be	necessary	in	order	to	‘fight	
the	good	fight’	against	our	procrastination.	With	that	in	mind,	please	take	a	few	
minutes	to	complete	the	following	assignment.		
	
1. Create	a	list	of	people	in	your	life	that	you	feel	work	hard,	consistently	

demonstrate	a	high	level	of	productivity,	and	always	seem	to	be	able	to	get	
into	action	and	complete	many	tasks.	

	
	
	
	
	
	
	
	
	
	
2. Next,	write	down	one	attribute	from	each	person	that	you	feel	helps	that	

person	NOT	to	procrastinate.	
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3. Finally,	describe	how	you	would	feel,	or	what	it	would	be	like	for	you,	if	you	
also	possessed	that	attribute	and	could	avoid	procrastinating	because	of	it.		
Write	as	if	you	currently	do	possess	that	attribute	and	you	always	avoid	
procrastination	and	that	means	you’re	wildly	productive!	Describe	how	that	
feels!	

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                                                                                                                                                                 
  

 

The Art of Getting Things Done: The End of Procrastination 
Self-Study Coaching Program 

CoachReadyContent.com     Melissa Brown, MD  
 

37 

A	word	from	Dr.	Melissa	Brown	from	CoachReadyContent.com:	
	
Thank	you	so	much	for	finishing	this	self-guided	coaching	course.	I	hope	you	were	
able	to	learn	some	new	information	and	apply	it	to	your	life.	One	of	my	core	
values	is	learning	and	I	try	to	learn	something	new	every	day.	I	try	to	pay	that	
forward	by	helping	others	learn	new	things	as	well.	
	
I’ve	been	involved	in	health	and	wellness	my	entire	professional	life.	I	practiced	
general	pediatrics	for	over	25	years	in	Northern	New	Jersey	and	retired	early	from	
my	practice	in	2009.	After	leaving	clinical	medicine,	I	became	a	certified	coach	
and	have	had	an	online	business	doing	everything	from	life	coaching,	health	
coaching,	and	website	development.	
	
My	mission	at	CoachReadyContent.com	is	to	help	holistic	health	and	wellness	
practitioners	save	time,	money	and	effort	by	providing	ready	to	use	content.	If	
you’re	curious	what	that	means,	visit	me	at	www.coachreadycontent.com	and	
please	feel	free	to	send	your	friends	who	are	holistic	health	coaches,	healers,	or	
wellness	–preneurs.	Be	sure	to	pick	up	your	free	gifts	on	my	website!	
	
Best	energy	to	you!	
	
Melissa	Brown,	MD	
CoachReadyContent.com	
Melissa@melissabrownmd.com	


