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Set SMART Goals

Improving how much you procrastinate is a big goal. 

Luckily, there’s a way to make it more attainable: 

Use the SMART system. The SMART framework is 

meant to set you up for success before you even start 

working toward your goal. Think of it less as a way to 

find an answer and more of a way to ask an effective 

question.

S  = Specific: SMART goals are laser-focused rather than broad or general

M = Measurable: By making sure your goal is measurable, you can tangibly track your progress. And research 

shows that tracking your progress makes you more likely to hit your goal.  For example, track how much time you 

spend procrastinating now, and set a small goal to improve that by a certain amount of time. Think baby steps. Even 

procrastinating five minutes less can add up over time.

A = Attainable: Translation: can you actually do this? When a goal is attainable, it increases your confidence that you 

can achieve it. And that confidence is important in making progress on not only this goal but other goals in the future.

R = Relevant: How bad do you want it? SMART goals are so effective because they’re relevant to you. Setting a 

SMART goal forces you to ask yourself why you want to actually do something. And then finding, and facing, the 

answer.

T = Time-bound: Goals must have a timeline. In other words, where’s the finish line for your goal? Goals must have 

a timeline. In other words, where’s the finish line for your goal? Final deadlines are essential but it’s also important to 

set a series of benchmarks within those deadlines.
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Write Down Your Goals & Break Them Down

Understand Why You’re Procrastinating

 Once you’ve set your goals in your head, be sure to write them down in your Panda Planners. Researchers at Dominican 

University found that the simple act of writing down your goals makes you significantly more likely to achieve them. 

Want to up your odds of success even more? Tell someone else. That same 2015 study also found that 70 percent of 

people who sent weekly goal progress updates to a friend completed their goals compared to only 35 percent of those 

who didn’t keep their friends posted. 

To help you stay SMART, write down your goals including benchmarks for each week (and your final deadline) in your 

Panda Planner. Panda Planner is set up to help you capture both the small steps of your goal (in the priorities and 

tasks sections) and the end result (in the goals and monthly calendar sections). Setting small milestones or thresholds 

that you must pass through on your way to accomplishing a larger goal will make success far more achievable. 

fter all, five small milestones are much easier to achieve than one huge goal. And don’t forget to measure those 

milestones either, which increases your chances of hitting your ultimate goal  and decreases your chance of going into 

the procrastination zone.

 Let’s get real—we’re all human, which means no matter what, there will be days that we procrastinate. To overcome 

procrastination, it’s important to understand why you might be procrastinating. A 2007 meta-analytical study identified 

four pillars of procrastination. Figuring out which pillar is getting in your way can help you overcome it. The four pillars 

are:

1. Low Task Value: These are the tasks that you think are low value in terms of both short-term and long-term 

rewards. According to Chris Bailey, author of The Productivity Project (and based on research by Tim Pychyl and 

Allan Blunt), low-value tasks are ones you find boring, frustrating, ambiguous, lacking in personal meaning, or 

lacking in intrinsic rewards (i.e., not fun or engaging).

2.  Personality: Sounds wild, but it’s true—some personalities are just more prone to procrastination. If you’re a more 

impulsive person, you likely procrastinate more. If you’re more self-regulated, you likely procrastinate less.
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Reframe Your Tasks

3.  Expectations: It’s important to manage and understand your task expectations and level of difficulty. If you think 

a task will be easy to complete, you’re likely to complete it ASAP.  If you think a task will be difficult to complete, 

you’re more likely to procrastinate.

4.  Goal Failure: If you have a slight fear that you might not complete a task or accomplish a goal, you’re likely to 

procrastinate. The fear of not succeeding is very real in the procrastination world.

If you can consciously recognize which of these characteristics are making a task unappealing, it can help us reframe 

how we think about that task. First you need to identify the procrastination trigger, then reframe how you think about it. 

Here are some quick tricks on reframing your tasks based on your procrastination triggers: 

1. Low Value Task: Think a task is valueless, boring, or frustrating? Try making it a bit more fun by completing it  

at your favorite coffee shop or while you’re tuned into your favorite playlist. Additionally, if a task is difficult or 

feels overwhelming, another trick you can try is “chunking”—i.e., breaking a big project down into smaller, more 

manageable tasks. This not only helps you get started, it also gives you small victories to celebrate along the way. 

And this is behavior change 101.

2. Personality: Set up your environment so you’re less likely to procrastinate. Do you get distracted while working at 

home? Take your work to the library. Do you get distracted by Facebook? Download an app that helps you focus 

like StayFocusd.

3. Expectations: This is a tough pillar to crack, but, luckily, you’re a Panda Planner user. By having all of your tasks  

written in front of you, you know exactly what you need to accomplish and when you need to do it by. Try tracking 

the time it takes you to complete each task. You might be surprised to discover that those overwhelming, time-

consuming tasks take less time than you expected.

4. Goal Failure: To overcome this trigger, you have to work on becoming more confident in your abilities. To do this, be 

sure to keep track of your accomplishments in your Panda Planner. You’ll quickly recognize what a badass you are.  
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Embrace Imperfection

Build the Action Habit

If you’re a perfectionist then it can be very easy for you to procrastinate. How do we know? Because we’re perfectionists, 

too. Perfectionism and analysis paralysis are two of the biggest reasons for procrastination. The way to break away? 

Just get real and get started… anywhere! Pick a point, build some momentum, and get the ball rolling because getting 

started is often more important than succeeding.

 If the task you need to accomplish is under two minutes, go do it now. No, seriously, stop reading this, and go do it now! 

According to James Clear, most of the tasks we procrastinate aren’t actually difficult to do. I.e., we have the talent and 

skills to accomplish them—we just avoid starting them for one reason or another. The more you build this action habit, 

the less you’ll deal with that overwhelming back-up of small tasks. David Allen, author of Getting Things Done, says it’s 

surprising how many things we put off that we could get done in two minutes or less. We agree. Here are some tasks 

you might be putting off that can be accomplished in two minutes or less:

• washing your dishes

• tossing your laundry in the washing machine

• taking out the garbage

• sending an email

• texting your friend

What two-minute tasks do you need to stop procrastinating?
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Declutter Your Space & Eliminate Distractions
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An untidy work space affects your focus. One study found that visual clutter distracts our brain and wears out its ability 

to focus over time. This is because objects in our visual field keep pulling at our attention, so even when we ignore them 

they take a mental toll. Have too much clutter in your life? Get rid of it or sort it out. The less clutter there is to draw your 

attention, the easier focusing becomes. Here are some ways to clear the clutter: 

• If you work in an office, try doing a quick tidy of your desk at the end of every workday to maintain a clean slate 

and make the next day easier.

• Declutter your digital spaces as well. You don’t need to be at inbox zero or have a meticulously organized hard 

drive. Be wary of how many windows you have open and try keeping your documents in some kind of logical file 

structure.

• Use your Panda Planner to get thoughts out of your mind and onto paper.

• Do regular clean-outs at home. Periodically do a haul to the local charity store and consider new purchases 

carefully.

Also, keep your phone far away. Research shows that just having your phone nearby can impair your cognitive ability. 

Even if it’s face-down and set to silent, it’s like a magnet that draws your mind away from a task. That’s where having 

the right apps makes all the difference. Want to learn more about what apps to use? Check out this post from Positive 

Routines. 
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We’re on a mission to help you take back control of their time, reclaim your 

happiness and flourish in every way. If you’re getting value out of the Panda 

Planner and our educational resources, please consider inviting your friends, 

family members, and colleagues to join the movement. Be sure you check out our 

other eBooks and videos over on mypandaplanner.com.

Join Our Online Community

Read Our Blog

Follow Us on Instagram

Follow Us on Facebook

Email Us

Want to stay up to date on all things Panda Planner?

THANK YOU!
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