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Procrastination Buster Worksheet

Procrastination is often a symptom of unclear goals, fear of failure, or low energy. This
worksheet helps you identify why you procrastinate, uncover patterns, and create
strategies to build momentum and consistent action.

1. Purpose of This Tool

[ Understand the root causes of procrastination.

U Identify common avoidance patterns and triggers.

1 Replace delay with clear, manageable actions.

U Build accountability and confidence through progress.
[ Strengthen focus and follow-through habits.

Tip: Procrastination is not laziness - it is resistance. Understanding the reason behind it
is the key to change.

2. Task Avoidance Log

Task Reason for Feeling or Thought atthe Action Taken Duration of
as
Delay Time Instead Delay

[ Track avoidance behaviour over several days to identify patterns.

Tip: Awareness comes before change - observe without judgement.

Notes
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3. Common Procrastination Triggers

. . Impact (1- Action to
Trigger Description

5) Overcome

Waiting until conditions are ideal before
starting

Perfectionism

Overwhelm  Feeling the task is too large or complex

Boredom Lack of interest or challenge
Fear of .
. Worry about poor results or judgement
Failure
Unclear .
Lack of clarity on where to start
Goals

U Identify which trigger appears most often and address it directly.

Tip: The clearer the first step, the smaller the resistance to taking it.

4. Task Breakdown Framework

Task First Small Step Estimated Time Deadline Progress (v)

L1 Break big, intimidating tasks into simple, actionable steps.
[ Focus only on the next immediate action, not the entire project.

Tip: Action creates clarity - not the other way around.

5. Motivation and Reward Table

Task Personal Motivation (Why It Matters) Reward for Completion

[ Link each task to a personal reason or outcome that matters to you.
1 Plan small rewards to build positive reinforcement.

Tip: When your “why” is strong enough, your “when” becomes now.
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6. Overcoming Excuses

Common Excuse Reality Check Better Alternative Thought
“l don’t have time.”

“I need to be in the right mood.”

“It’s not perfect yet.”

“It’s too difficult.”

“I’ll start tomorrow.”

1 Replace unhelpful thoughts with practical, empowering ones.

Tip: The best way to beat procrastination is to take action while you still feel uncertain.

7. Focus Sprint Planner

Task/ Duration Start End Distraction Level (1-

e . i i Outcome
Goal (mins) Time Time 5)

Dat

1 Use short, timed focus sessions (for example, 25-45 minutes) to build momentum.
1 Review results and gradually extend duration.

Tip: Starting small reduces resistance - progress builds naturally.

8. Accountability Partner Log

Partner / Colleague Task or Goal Shared Agreed Check-In Date Progress Update

[0 Share commitments with a trusted person for extra accountability.
1 Regular check-ins increase commitment and consistency.

Tip: Accountability turns intention into action.
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9. Reflection Questions

LI What patterns do | notice about when and why | procrastinate?
IWhat emotions or thoughts appear before | delay action?

0 What small habits help me start even when | don’t feel like it?

1 How does progress, even small, change how | feel about the task?
L What will | do differently next week to stay in motion?

Tip: Reflection helps turn self-awareness into practical action.

10. Personal Action Plan

Goal / Task Key Barrier Counter-Strategy First Step Review Date
[ Choose two high-impact tasks and commit to starting them this week.
1 Review your results and refine your strategies regularly.

Tip: Momentum beats motivation - start small, start now.

How to Use This Worksheet

Use this worksheet whenever procrastination starts to build or motivation dips. Combine
it with your Daily Focus Planner and Energy Management Tracker to understand the links
between focus, energy, and delay. Over time, these tools will help transform
procrastination into purposeful, consistent action.

Notes
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