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We all do it, some more than others ... procrastination.  But if you do it 
consistently, you not only are probably a bit annoyed with yourself, you might 

even hurt your long term personal and career potential and success.  I'd like to 
share with you four key tips I use to help myself get going when I don't really 

want to get going. 
 

1)  Make "Tasking" Part of Your Daily Start-Up.  If you've ever attended one 
of my courses, you know I'm a huge advocate of the smart daily task list -- a list 

of tasks for today that keeps you moving toward your personal and professional 
goals and project completions.  I strongly recommend that most professionals 

spend the first few minutes of the day building a smart task list for that day that 
both meets their needs to respond to new urgent or emerging items, but also 

keeps your critical longer-term projects, activities, and efforts moving forward. 

 
I see the creation of a daily task list as one of the most "self-motivating" things 

you can do, because even if you don't feel particularly motivated, once you start 
laying out what needs to be done, it creates inherent pressure on you to get 

things going -- it essentially acts as its own antidote to procrastination!  Once you 
see what you need to get moving on, it is hard to stay still.  And if you do it early 

in the day, that means you'll get started sooner every day. (Now, I also 
purposefully have days where I don't make a task list at all -- I just hang out with 

my family and do whatever pleases me -- that is how you can achieve some 
work/life balance and needed rest and mental recuperation.) 

 
2.) But don't make your task list overwhelming and thus "de-

motivating".  Some people are really good at building such a huge task list 
every day that they basically stack the deck against themselves.  A task list can 

actually KILL your motivation if you know you have no chance whatsoever to 

keep up with it.   
 

I'm a big fan of "less is more".  As part of my daily start up routine, I also look at 
my calendar for today, and ask a critical question: "How much time is already 

blocked/spoken for, and how much time is actually available?"  I then look at my 
task list and ask, "Is this even realistic considering my calendar for today?"  And, 

if it isn't, I then move several tasks off my list for today to a later date/time (a 
very easy thing to do in most software-or-app-based task lists, like Outlook, 

Google, Toodledo, etc.)  And of course, I try to move the less important, less 
urgent items first -- that is actually "smart procrastination".   

 
You see, when my task list is overwhelming, if I move several of the less 

important/less urgent items off the list to a later date/time, i do two things:  I 



make my list for today MUCH shorter (and thus more doable), AND I also by 

default PRIORITIZE my day.  I'm only left with the most important/most urgent 
stuff!  And, on many days, especially when my calendar is busy, this is all the 

motivation I need to really get things moving.  The little unimportant stuff drags 
me down, but once I clear that and focus in on the important and/or urgent 

things, that gets me going!  Once again though, you can see why starting this 
early in the day really helps! 

 
3.  Don't Eat That Frog First!  "Wait Randy, I thought that famous book said 

just the opposite!?!"  I know some people that are great at eating that frog first, 
but my bet is that they don't procrastinate much anyway.  A natural 

procrastinator will come up with reasons and excuses to avoid unpleasant actions 
and tasks.  And if you are like that (like me!), I'm more of a fan of using the 

natural laws of momentum and inertia -- you know, "A body at rest prefers to 
stay at rest, a body in motion prefers to stay in motion."   

 

So, what I do when I'm not "feeling it" is instead pick off one or two relatively 
"easy" items on my task list first.  That gets things moving!  And once I get some 

momentum, I start to feel more motivated to go after my bigger stuff that day.  
You could say I like to "eat that frog third or fourth, not first".  But I'm still eating 

that frog!  (I just need an appetizer.) I will even sometimes do something 
physical before doing something mental as that often helps me get things rolling. 

I read once that: "Positive motion creates positive emotion." So, if you aren't 
feeling it, get up and start moving doing something -- anything -- and see if that 

helps.  
    

4) Block Time for the "Big Stuff". The final, slightly more advanced strategy 
for reducing procrastination is doing some strategic time blocking on your 

calendar.  What that means is looking ahead on your calendar, looking for larger 
open blocks of time, and then basically scheduling "meetings with yourself" to 

work on those big important things.  As part of my start up routine each day, I 

not only look at today's calendar to prep me for my commitments today as well 
as help me with crafting my task list for today, I also look forward a week or so to 

see what is coming.  And if I see any big open blocks, I will "make a meeting with 
myself", and usually for one of my most important active projects. 

 
If you just do this 2-4 times a week -- block time on your calendar for your most 

important stuff -- and then hold your feet to the fire when that time comes up 
(don't check e-mail, Facebook, or fold your laundry!), and actually work on that 

big thing, you will start to see those big things get moving … and then get done.  
Most people in my programs explain that they often get swallowed up by all the 

little nuisance stuff -- e-mails, clutter, interruptions, etc. -- but if you strategically 
block out some time for your big stuff, and actually use that time for that big 

stuff, it will get moving, and it will get done more quickly.  I'm sure you have 
heard about the "big rocks vs. sand" analogy -- this is putting those big rocks in 

your calendar first -- a great habit for long term high-level productivity! 



 

One final note:  notice that I recommend you review your calendar and build a 
smart task list at the start of your day.  Yes, this means BEFORE YOU CHECK 

YOUR E-MAIL.  I'm a big believer that checking e-mail first can cause you to get 
completely sidetracked and taken over by the little stuff.  However, I know you 

need to check those messages early in the day in case something truly important 
or urgent comes in.   

 
I have the routine above down to about 3-5 minutes at the start of the day -- 

checking my calendar today and a few days in the future, blocking some time on 
that calendar strategically for some of my "big stuff", building a smart task list for 

today that reflects my key projects/clients/activities/events, but also reflects my 
available time for today -- all before opening my inbox!  I like to open my e-mail 

with a plan for my day already in place, as that helps put those e-mails into their 
proper place in terms of both priority and urgency.  Will my e-mail and other 

inputs potentially change my best laid plans for the day?  Absolutely -- most 

every day my plan for the day changes a bit due to my received inputs.  
However, I exit my first wave of input management with a revised plan for the 

day that reflects my time for the day, my key projects/tasks for the day, and my 
newly received inputs for the day. 

 
And, almost always, that just naturally creates momentum and makes the 

"procrastination" naturally disappear.  And, if that doesn't work, you can always 
get more coffee!   

 
 

***** 
Randy Dean, MBA, The E-mail Sanity Expert®, has been one of the 

most popular expert speakers on the conference, corporate, and 
university training and speaking circuit for several years. The author 
of the recent Amazon e-mail bestseller, Taming the E-mail Beast, 

Randy is a very popular and engaging time, e-mail, and technology 
management speaker and trainer. He brings more than 25 years of 

speaking and training experience to his programs, and has been very 
popular with programs including Taming the E-mail Beast, Finding an 
Extra Hour Every Day, Optimizing Your Outlook, Time Management in 

"The Cloud" Using Google and Other Online Apps, and Smart Phone Success & Terrific 

Tablets. Learn more at http://www.randalldean.com.  
 

You have permission to reuse, reprint, and/or edit this article for space if you include the 
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NOTE: You can subscribe to Randy's monthly Timely Tips e-newsletter – where he features one 

time-saving tip and one smart phone/tablet featured app each month – by simply sending him an 

e-mail at randy@randalldean.com and putting “Subscribe” in the subject line. 
 

You may also want to check out or even subscribe to Randy's YouTube Channel at 

http://www.youtube.com/user/JanaRandyDean where he often posts some of his favorite 
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technology tips, snippets from program sessions, info about popular programs, and more.  
 

You can join Randy on LinkedIn at http://www.linkedin.com/in/randydean 

 

You can follow Randy on Twitter at http://www.twitter.com/timelyman 

 

Like Randy's Taming E-mail Facebook page at http://www.facebook.com/tamingemailbeast/  
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