HACKS

TO CRUSH PROCRASTINATION

89 tried and tested productivity hacks that will help to take your life and work to a higher level.

1. RESPECT YOUR TIME

You only have a limited amount of time every day.
So use it wisely and avoid doing things that take you
further from your goals.

2. GET INTO THE FLOW

Psychologist Mihaly Csikszentmihalyi discovered that
people find a pursuit of happiness — flow — while be-
ing completely absorbed in an activity.

3. REMOVE ONLINE TEMPTATIONS

Use apps like SelfControl to block distracting web-
sites for a period.

4. SET A BARRIER TO ENTRY

Make it harder for anyone to reach you by setting u
so-called barriers to entry. For example, switch o
your phone and close your inbox to avoid distracting
messages from other people.

5. TURN OFF ALERTS

It all starts with getting focused. Start by turning off
all phone alerts and notifications that draw away
your attention.

6. AVOID VISUAL DISTRACTIONS

Avoid crowded places, places where a lot of people
pass by since our mind is naturally attracted to them.

7. LEARN TO SAY NO

You simply can't grant everyone’s wishes. Be ruthless
vvhin it comes to refusing new commitments and
tasks.

8. DAYDREAM ABOUT SUCCESS

Daydream about your goals and think how great it
would feel to accomplish all of them. You'll feel an
instant motivational kick.

9. FIND PRODUCTIVE WAYS TO
PROCRASTINATE

If you enjoy reading, use the procrastination time to
educate yourself. Need to do some grocery shop-
ping? Do it during your down time.

1. SET EXCITING GOALS

Establish goals that motivate you to work harder
and be a better person. You're going to feel the thrill
when achieving your objectives and moving closer
to your life goals.

12. LIVE IN PROACTIVE MODE

People with reactive mindset let random upcoming
events set the agenda. Develop proactive thinking
and don’t let every new wave lead you off the track.

13. MAKE VERBAL COMMITMENTS

Share your goals and milestones with other people,
and you're likely to put more effort into accom-
plishing them.

14. FOCUS ON 5 GOALS AND ELIMINATE
THE REST

Warren Buffet asked his personal pilot to name his
25 life goals. Next, he told him to pick 5 of them
and eliminate the rest until he had succeeded in
the first five. Focusing on your top priorities is the
only way to become really good at something.

15. BATCH SIMILAR TASKS

Do similar tasks in series as it's easier for the brain
to focus on a specific activity. You save the time
otherwise spent on switching between multiple
activities.

16. START EVERY TASK WITH A VERB

Have on your To-Do list only actionable and precise
instructions on what to do. £.g. Call Mary, complete
the analysis, etc.

17. SET A DEADLINE FOR EACH TASK

Set a deadline and limit the timeframe for each
]Eask to focus completely, and get things done
aster.

18. PRIORITIZE

Always have your task lists prioritized so that you
know what you need to do next. Focus on what’s
important and leave the less urgent tasks for the
next week.

10. EXPERT ADVICE BY GRAHAM ALLCOTT, Founder of ThinkProductive

“For the stuff, you're stuck on, try using a Power Hour:

allocate one hour a day to the thing you know you should be doing but are not quite getting round to.

You’re only allowed one power hour a day — if you try and schedule five power hours, you've scheduled none.

The Power Hour gives you permission to start without the fear of having to finish, and permission to do whatever else
you like in every other hour of the day, without worrying about the thing you’re procrastinating over. Put it on your

calendar, stick to it, and watch your to-do list shrink!”



19. PLAN FOR MONDAY ON FRIDAY

Before you pack your bag and head home for the
weekend, take 30 minutes to reflect upon the week
and plan your next week’s tasks and work schedule.
It will be so much easier to start again on Monday if
you have a quick reminder of upcoming tasks.

31. UNSUBSCRIBE FROM NEWSLETTERS

Take 30 minutes to go through your inbox and un-
subscribe from all newsletters you never read. Keep
up to 3 newsletters that provide useful information
but don’t waste your time presenting something you
already knew.

20. EXPERT ADVICE BY J.D. MEIER, the bestselling author of Getting Results the Agile Way

“Use The Rule of Three to rule your day. Ask yourself in the morning, what are the three things you want to achieve

today, and write those down. Add the fun factor. Don’t
ing down your Three Wins for today, you'll have more ¢

and help you rise above the noise’”

21. DELEGATE

Delegate your tasks to people who are more efficient
in implementing those and have the right skill set.

22. OUTSOURCE

Sometimes, it is more cost-effective to hire a free-
lancer than spending hours on a task you don’t know
how to do.

23. IDENTIFY CLEAR TARGETS

Whenever you begin a task, identify the target you
expect to reach. Do not stop working unless you've
reached this objective.

24. BREAK TASKS INTO SMALLER CHUNKS

Break complex projects into smaller tasks and focus
on one at a time. Once you know where to begin, it is
easier to get started.

25. SCHEDULE WORK TIME IN BLOCKS

Don’t leave your productivity to faith. Use a calen-
dar to schedule time blocks for working on specific
tasks. Leave 15-minute breaks for taking a rest.

26. GIVE YOURSELF LESS TIME THAN
NEEDED

When evaluating how much time you need for com-
pleting a certain task, give yourself less time. You'll
end up finishing the task quicker and spend less
time procrastinating.

27. SET TIMER FOR TASKS

Give yourself a fixed period, e.g. 30 minutes, to work
a task. After the time’'s up, move on to the next task.
You will learn to work quicker.

28. CREATE TO-DO LISTS

Find the best format — and create 3 to-do lists: for
high-priority tasks, tasks that need to be finished by
the end of the week, and less important tasks that
can be implemented if you have spare time.

29. CROSS THINGS OFF YOUR TO-DO LIST

After you've finished a task, mark it done or cross it
off your to-do list. Seeing progress enhances your
productivity and gives a sense of fulfilment.

30. IGNORE DAILY NEWS

When was the last time you learned something real-
ly important from the news? For the most part, news
cover negative events, so you'll end up wasting time
and being more pessimistic.

ust “call back a customer” Instead, “win a raving fan” By writ-
arity, more focus, and a vision for your day to pull you forward

32. EXPERT ADVICE BY KEVIN KRUSE, NY
Times bestselling author of 15 Secrets Suc-
cessful People Know About Time Manage-
ment

“| asked over 200 billionaires, millionaires, and en-
trepreneurs to give me their best productivity advice
and the common element was: know the “one thing”
each day that will get you closer to your goals and
then schedule 60-90 minutes to work on it early in
the morning”

33. ONLY READ INDUSTRY NEWS

To be on top of your industry, you need to be aware
of the latest trends and success stories. Add 15 min-
utes of reading to your morning routine to wake up
your brain and start the day with new ideas.

34. LEARN WHILE COMMUTING

Use your commuting time for setting agenda for the
upcoming day or listen to podcasts. You'll be sur-
prised at how much knowledge can be gathered
from audiobooks and podcasts.

35. TWO-MINUTE RULE

In his bestselling book Getting Things Done, David
Allen introduced the 2-minute rule. If a new task
comes up and you can do it in 2 minutes, deal with
it imme iateg/. If it takes more than 2 minutes, add
it to your to-do list.

36. PARETO PRINCIPLE

According to the Pareto principle, 20% of what we do
accounts for 80% of our desired outcomes. Define
which tasks and accomplishments take you clos-
er tocYOM goals (the 20% most effective ones) and
spend more time on result-oriented activities.

37. EAT THE FROG

Bestselling author Brian Tracy once wrote that for ev-
erything else to seem pleasant, you need to eat the
fro§ first. Every day, start by doing the most difficult
and unpleasant task first. After you've accomplished
it, everything else seems a child’s play.

38. PLAN AHEAD

Start each day with a 15-minute break to reflect on
your upcoming day. Set small goals for the day such
as “do at least one good deed” or “learn something
new today”. Completing these little tasks motivates
to take up a bigger project the following day.



40. EXPERT ADVICE BY STEPHEN COVEY, bestselling author

“From David Allen’s book Getting Things Done | learned that my brain is for processing, not storage.
Most of the stress in my life, perhaps all of it, used to come from the nagging fear that there was something more

important that | ought to be doing.

From Tony Buzan, | learned that the best way to empty my brain on paper is a mind map.”

41. FOCUS ON THE OUTCOME

Instead of thinking how you're going to achieve a
task, imagine the benefits of having it accomplished.
Focusing on the outcome and not the input gives a
clear sight to work for.

42. BE EFFECTIVE, NOT EFFICIENT

Efficiency is doing things right; effectiveness is doing
the right things. — Peter Drucker
Detect the most beneficial tasks and focus on these.

43. START WITH A CLEAR AGENDA

Dont’ start a task unless you're completely sure
how you plan to do it. Apply the same rule to all
your daily activities.

44 USE PRODUCTIVITY TOOLS

Automate little tasks and enjoy productivity tools
and apps that make communication, scheduling
and avoiding distractions easier than ever before.
Only use the tools that actually save your time. If
you run a company, start using business automa-
tion.

45. MAKE TEMPORARY COMMITMENTS

A temporary commitment is much easier to keep
than a Bermanent one. Prepare to commmit to your
new habit or routine for 30 days instead of 1 year.

46. SET UP A “DISTRACTION” LIST

Make a list of all the things that pop up into your
mind while working, and come back to the list once
you’re done with the task.

47. TRY AEROPLANE DAYS

Create distraction-free days by going to the aero-
plane mode. Give UE the internet connection and
turn off your phone for one day every week and fo-
cus on high-priority tasks.

48. FIND YOUR BIOLOGICAL PRIME TIME.

Discover the time of day when your mind is natu-
rally most focused. Once you know when you work
best, schedule important work on these hours.

49. ELIMINATE THE NON-ESSENTIAL

Frequently review your to-do lists and remove all
the unimportant tasks. Looking at a less crowded
list gives an overview of your actual workload.

51. CHECK EMAIL 3-5 TIMES PER DAY

Instead of acting to every new alert, check your
email 3-5 times per day — morning, afternoon

and evening. Collect the emails you need to reply
to a separate folder and answer them all at once.

52. SET AN EMAIL-ANSWERING HOUR

Set an hour after lunch (that’s your less produc-
tive time) for replying to all your emails. There’s
no need to write an answer right after reading an
emaik. Usually, people can wait for 24 hours to get
a reply.

53. CREATE EMAIL REPLY TEMPLATES

Instead of typing similar replies to multi#ole re-
quests, create email templates with gaps for per-
sonal information that you can fill in later.

54. ESTABLISH A “REPLY BY X DAY” FOLDER

There are emails that need to be answered in a
few hours and others that you can reply to after a
few days. Create an inbox folder “reply by Friday”
where to move all your non-important emails. Use
your Friday afternoon to answer all those emails at
once, avoiding multitasking.

55. TURN YESTERDAY'S EMAILS INTO
TODAY'S TO-DO LIST

If there are emails that need to be answered in a
few days, snooze those and add to your to-do list
for the next day. By doing so, you avoid messing up
your planned daily schedule.

56. ORGANIZE YOUR WORKSPACE

Clearing your work environment equals orderly and
logical thinking process. Eliminate the noise and
gadgets around you for increased focus and clarity
of thoughts.

57. DECLUTTER

Get rid of all the items, tasks, and conversations
that aren’t helping you in life nor making you happy.

58. OPTIMIZE YOUR WORK PROCESS

Identify the tasks and processes that you use most
often and evaluate them step-by-step. Think how
you could make some of these steps even more
efficient and work more productively.

50. EXPERT ADVICE BY TOR REFSLAND, founder of Time Management Chef blog

“Research has not only shown that multitasking doesn’t work, but also that it's bad for your brain.

When you multitask two things will happen:

— You perform several tasks with below average quality

— Your brain will become less effective when you try to focus on a single task

You should focus on only one task until it's done (your most important task). If there is an important task that can't
be completed in the time you have available, divide it into smaller pieces’”



60. EXPERT ADVICE BY GRAHAM ALLCOTT, author of the bestselling book How to be a Productivity Ninja

“The key to productivity or time management is actually about neither of those: it's about managing attention. First-
ly, recognize when your body and brain feel most alive and on top of your game. This is your Proactive attention
time. Most people have only 2-3 hours like this each day, so learn to apply it to your most challenging work, and

not waste it sat in someone else’s pointless meeting.

Then, recognize your Inactive attention — the times when you feel like crap. There are always things you can do
during these times, too. Save up the easy stuff for these times, to maximize productivity.”

61. DO HOMEWORK BEFORE THE REAL
WORK

Conduct research and plan ahead before you start
implementing a new task. It is easier to do things
correctly in the first place and not waste time mak-
ing corrections later.

62. TAKE PERIODIC BREAKS

Nobody can work for 8 hours in a row. Give yourself
some rest after every few hours. Use this time to
plan for the rest of the day.

©63. EVALUATE YOUR ACHIEVEMENTS

Everyone needs some personal time to reflect on
their achievements and evaluating whether they’'ve
reached all the goals or moving towards them.

64. SILENCE YOUR INNER PERFECTIONIST

Learn to mark a task done at the optimal time. The
perfectionist side of you might still want to make
amends, but your work becomes increasingly un-
productive if you spend too much time on details.

65. QUIT TO WIN

Spending some time on a task doesn’t mean you
need to complete it if you understand it's doomed
to fail. You can still save hours by discontinuing the
half-done task.

66. INVEST IN GOOD HEADPHONES

Whether you're working in the office or a cafe, there
comes a time when you need to focus deeply. A
good pair of noise-cancelling headphones become
priceless at these moments.

7. LISTEN TO BACKGROUND SOUNDS

Use Noisli to find the suitable background sound
that helps you focus and be less distracted by the
noise around you.

©68. IMPROVE YOUR TYPING SPEED

Use a tool like Keybr to learn to speed type. Al-
though it takes some time to master the skill, it will
pay off in the future.

©69. LEARN TO SPEED READ

Take a course in speed reading. You'll grasp the in-
formation more easily and work through the text
twice as fast.

70. ATTEND FEWER MEETINGS

Instead of spending up to 10 hours each week lis-
tening to others speaking at meetings, try to avoid
attending the ones that give you no new insight.

7. CUT THE MEETING TIME TO 30 MINUTES

If it's impossible for you to skip a meeting, try to
keep it as short and sharp as possible.

72. FILE THE AGENDA

If it's impossible to skip a meeting, create a clear
agenda of the topics that need to be discussed.
Don’t let the conversation move away from a pre-
set path.

73. LEAVE LESS-IMPORTANT MEETING IN
THE OTHER HALF OF DAY

As you're likely to feel drowsy after lunch, schedule
this time for unimportant meetings. It's

harder to work e icient% so why not spend time
discussing something with others.

74. HAVE “NO-MEETINGS™ DAYS

Make one meeting-free day every week when you
can go undistracted and focus on accomplishing
important tasks and goals.

5. USE SCHEDULING TOOLS

Instead of bouncing emails back and forth when
trying to find a mutually suitable meeting time, use
scheduling software to propose multiple meeting
times and skip the emailing process.

76. WORK FROM HOME

Instead of going to the office, embrace the silence
and comfort of home. It takes some extra discipline,
but once you get used to being your own time’'s
master, you'll be even more productive than behind
the office table.

77. SURROUND YOURSELF WITH SUCCESS

It is said that youre the sum of all the people
surrounding you. Build a friend network of suc-
cess-minded people and learn from them.

78. REGARD PROBLEMS AS CHALLENGES

Instead of feeling down when something goes
wrong, make it a challenge to fix the bad situation.

79. SCHEDULE 1-2 HOURS JUST FOR
YOURSELF

It's not always about work and tasks. Leave some
time to pause and reflect.

80. GET ENOUGH MAGNESIUM

Magnesium helps to improve learning and memory.
Try glome pumpkin seeds, dark chocolate or sesame
seeds.

81. DRINK COFFEE STRATEGICALLY.

Drink most coffee between 09:30-11:30 AM and 1:30-
5:00 PM when your natural cortisol level drops, and
you need a boost.

82. FALL IN LOVE WITH YOUR JOB

You’re many times more efficient when doing some-
thing you like. Find the parts of your work that moti-
vate you, and do these more often.



84. DO IT FOR 10,000 HOURS

Bestselling author Malcolm Gladwell established
the rule according to which you can master any
skill after 10 000 hours of deliberate practice. Find
your true passion and devote time to mastering it.

85. SET A WEEKLY GOAL

Every week, set one primary goal that you’d like to
have achieved by Sunday.

86. CREATE PERSONAL RITUALS

Create rituals that help you focus and get into the
flow. For example, listening to a particular song
each time when tackling a difficult challenge.

87. TRY POWER POSING

Raise up your chin and hands, and stay this way for
1 minute. You'll be surprised how empowering this
can bel!

88. SLOW DOWN AND REFLECT

When stuck with a complex problem or lacking
motivation, take a pause and do something that will
cheer you up and get you back in the right mood

89. JUST START

Don’t just sit around and wait for great things to
happen. You make your success. Start today by ap-
plying some of the productivity hacks to your life.

Want to take your productivity

to the next level?

8 Cures to Regain Your Productivity at Work >

12 Best Browser Extensions for Higher Productivity >

How to Speed Read a Business Book in 90 minutes >

6 Legendary Thought Exercises to Boost Brainpower >

20 Top Productivity Blogs >
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