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We humans are a funny lot. We are so diverse that any
generalization usually has more exceptions than you can

count. And that generalization is no different!

Having said that, let's look at some of the underlying
reasons why we procrastinate and prevaricate.

1. I'm bored.

2. That looks more interesting.
3. Itis too hard.

4. I'm afraid of failure.

5. I'm afraid of success.

6. I'm not worthy.

Not an exhaustive list, perhaps, but probably six of
the most common reasons for not getting things done.

In order to really start achieving your potential, you
must first analyze yourself to determine which of the
factors (or which combination) apply to you.

Only then can you start to construct strategies to
combat them.
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In general, though, the solutions are either internal
or external. If you find that you are a person who
needs help in finishing a task, that help must either
come from yourself or from others.

Internal spurs are such things as the promise of a
reward when the job is done — a candy bar or a new
outfit, you have to decide what is a fitting reward for
yourself.

External spurs tend to be of the 'keep me honest' kind.
Appoint a close friend with whom you can share your

plans. This person becomes the guardian of your honesty
and will call you regularly while your project is in

hand, to check on progress and to keep you on track. It
may sound very simple, but it works.

The secret to either the internal or external
motivation is in setting realistic goals.

"How do you eat an elephant? — One bite at a time."

A friend's son was panicking recently because he had
been set a project at college which had thrown his mind
into turmoil.

"I've got to write a 100 page project on the history of
automotive design," he told me despondently, "and I've
only got 4 weeks to complete it!"

"Can you think of 28 different subject headings?" |
asked him.

"Sure, that's easy ... different design styles, the
history of design, materials developments, what has
sold and what hasn't ... gosh, there are at least ten
famous designers that | can think of off the top of my
head who should be included ... that's part of the
problem - it is way too complicated!"

"Here is what you do," | answered. "Spend an hour right
now writing down every topic you might want to cover.
Don't leave anything out. It doesn't matter if you

reach hundreds. Then, when you've got them all down,
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group them together so that they come under the
headings 'who', ‘what', 'why', ‘where' and ‘'when'. Your
goal is to end up with not one huge, daunting project,
but 28 tiny, easy ones. Then, when you have done that,
get out your diary and put one mini project against
each day for the next 28 days. Work it out — each mini
project will need about 4 pages work from you. Can you
manage 4 pages?"

"Sure, 4 pages is easy."

And that was what he did. | called him once a week for
the next 4 weeks to check his progress, but he didn't
really need much help. Just the knowledge that | was
going to call on Saturday morning kept him on track.

His 100 page project ended up at 130 pages in the end.

And not a single page of it was waffle. He handed it on
time and received an ‘A’ for his efforts.

All that goes to show that the solution is inside you
all the time, but sometimes it just need a little help
fighting past the panic that pushes it back inside.

A big task is the ultimate in panic inducers. So don't
do big tasks ... do lots of small ones. You will spend
a lot less time fretting and a lot more time being
constructive. And you'll have more time to relax.

The wise old bird, Seneca spoke the truth when he said,
"While we are postponing, life speeds by."

Martin Avis is a management and training consultant.To get your unfair advantage in Internet
marketing,business and personal success, (and 6 free gifts),subscribe to his free weekly newsletter,
BizE-zine.mailto:subscribe5@BizE-zine.com or visit hisinformation—packed website at
http://www.BizE-zine.com

Yes, You Can Say No

By Rachelle Disbennett-Lee

Yes, You Can Say No by Rachelle Disbennett-Lee



Why You Don't Get Things Done — And How You Can!

It is perfectly OK to say, "No." You have permission. Many people do not like to disappoint others by
saying, "No." They will tend to acquiesce even when overloaded. Sometimes those with the need to
please will agree to do something when it is not in their best interest just to be accommodating. Saying
yes when we want or need to say no is a way to put others first. Indeed we don't want to hurt others'
feelings, however we hurt our own when we overload ourselves and say yes to tasks that we don't
want to or don't have time to do.

Saying "No" to things you do not want to do is a form of self-care. By saying "No" to the things that you
do not want to do makes time for the things that you do want to do. Every time we say yes, we are
saying no to something else. If we say yes to things we do not want to do, we are actually saying no to
things that we do want to do. By saying yes to things we don't want to do we fill our lives with tasks that
do not serve us, drain our energy, and are not supporting us in creating our best lives.

When we decline a request, we do not have to go into a long explanation. Just say, "No." Be direct, be
polite and don't apologize. It is OK to say "No" and it is all right

not to have a reason. You do not have to have an excuse, alibi or anything else. It is ok just to say no
and leave it at that.

Just say, "No" so that you can say, "Yes" to the things you really want to do. For every "Yes" you say,
you are saying "No" to something else. When you say, "Yes" to something you don't want to do, you
actually say, "No" to what you do want to do. Remember, this is your life. Do you want to spend it doing
things you don't want to do or by doing what brings you joy, happiness and contributes to your overall
satisfaction?

Practice saying, "No" today. See how it feels not to commit to things you do not want to do and leave
space for things you do want in your life.

Coach Lee, MS is an Int'l Business & Personal Coach with 17 years of corporate management
experience. She is a faculty member at the Univ. of Phoenix, a trainer for CoachU, the Int'l Coach
Academy & Colorado Free Univ. She is a published writer & quoted as an expert in coaching. She is
currently earning a Doctorate Degree in Applied Management & Decision Sciences, specializing in
Business Coaching. http://www.365daysofcoaching.com Email Coach Lee: rachelle@coachlee.com
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