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If they do read the book, it may be a while before they get around to applying its message. Recognizing these
inherent paradoxes, Jeff has structured The 60 Second Procrastinator so that each of the sixty tips, one tip for
each minute in an hour, can be absorbed in about a minute or less. Jeff contends, and after reading the
manuscript I agree, that there is no point in proceeding through this book cover-to-cover. Instead, use the book
as a resource. When you find yourself stymied, flip through its pages and find three or four tips that appear
helpful. To derive its full benefits, however, keep this book nearby and flip through it as needed to protect
yourself from any procrastination attacks. Jeff has divided The 60 Second Procrastinator into six sections: This
sequence follows a plan that someone who is thoroughly committed to minimizing procrastination in his or her
life might initiate. You may find that a single tip or two, or three, will quickly enable you to overcome your
current barriers. The sixty tips range from time-tested techniques to fresh and innovative insights that other
people have found to be helpful. As he has done with so many others before, Jeff has written this book in an
engaging, friendly, witty, down-to-earth style. You remain in an unrewarding personal relationship way after it
is so over. You stay in the same lackluster job because it is familiar. You send greeting cards your got from
the greeting card "belated" selection. You shop for Christmas presents on December You have a health
checkup months after suspecting that something is wrong. You keep putting off the need to address your
chemical dependency. You actually begin some projects after the deadline because you need that kind of
anxiety to set you in motion. Others report feeling anxious, ineffectual, guilty, or immobile. One of the most
insidious results of procrastination occurs when you allow it to dampen your experience of the present. For
example, you take work home over the weekend, but you never look at it. Meanwhile, knowing you are
supposed to work on it, you decline to participate in leisure activities that would have actually contributed to a
better frame of mind. As Shakespeare might have said, "Measure for measure, you want to treasure your
leisure. They also tend to be perfectionists, with a high need for autonomy and approval. Capping off the
profile, they have a high fear of failure. Thus, some poor souls procrastinate because the tasks or projects
before them represent high stakes, which they approach with dread. Then they rationalize the situation by
saying, "Who wants to get started anyway? It is vital to acknowledge that even if you are a dyed-in-the-wool
procrastinator, there are undoubtedly we hope? In any event, never let bouts of procrastination diminish your
selfworth or self-esteem. Procrastination affects business executives, entrepreneurs, homemakers, retirees,
students, and everyone in between. William Knaus, Introduction xv a psychologist, estimated that 90 percent
of college students procrastinate. Of these students, about 25 percent are chronic procrastinators, and Knaus
observes that they are usually the students who end up dropping out of college and probably end up running
major software companies. Probably the single greatest impediment to getting things done, at least among
students, is instant messaging IM. Have you ever used it? Whereas e-mail can take up to a few minutes to
arrive in your inbox, IMs pop up instantaneously, like creepy ghosts in a fun house. Many students report that
IM can be quite addictive. You are moving along on something when, "bingo," faster than you can say
"significant other," an IM pops up on your screen. Some students feel as if they are isolated from the world
when they are not plugged into IM, going so far as to keep their IM program up and running even if only to
display their "away message" while they are reading for classes, writing term papers, and, unbelievably to the
over-thirty set, even during final exams. We have enough youth; how about a fountain of smart? This marvel
of the information age raises a plaguing question: Will attention spans, concentration, and focus ever be what
they used to be? Will we be pulled in so many different directions that the ability to stick to a single task will
become obsolete? The countervailing argument, of course, is that if you are unfocused and have a high
proclivity to procrastinate, the means at your disposal are immaterial. Instant Messenger is but one of a long
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line of vehicles that procrastinators have employed. In the rice bowl of life it is not even a grain. In the future
there will be other, even more enticing distractions on the market, such as highly interactive, conversant
imaginary friends. Distractions abound in the workplace, as well. The widespread installation of cubicles has
greatly contributed to the noise and xvi The 60 Second Procrastinator confusion that permeate the modern
office and have made Scott Adams Dilbert a rich man. Working all day in an environment that is rife with
noisy distractions from coworkers does little to help the individual whose powers of concentration are already
strained. The sad reality of too many office environments today is that they actually contribute to
procrastination. People go to great lengths to mask their procrastination, sometimes concocting
storiesâ€”whoppers, reallyâ€”and sometimes creating scenarios that divert attention. Some steal hours from
their employers by engaging in endless Web surfing or finding numerous offline diversions such as the
notorious solitaire. Procrastination has been known to contribute to absenteeism and tardiness. Above All, a
Nasty Habit Procrastination is a habit that has affected people since they were cave dwellers wearing animal
skins and wild poodles roamed the earth. Procrastination is facilitated by distraction! Goals will mean specific
actions, objectives, or strategies to execute tasks or projects in support of priorities. Priorities are the things
that are most important to you, the pinnacle being life priorities. Now repeat that back to me Whenever you let
progress on lower-level tasks or projects stand in the way of higher-level tasks or projects, you are
procrastinatingyou got that? Procrastination, when viewed from a cultural standpoint, is a recurring response
to all that is competing for your attention. To quote from my favorite author: Although they certainly had their
obstaclesâ€”no remote controls, no fast-food drive-thrusâ€”previous generations were never confronted with
the number of potential distractions that we face today. You may already know or sense that on many different
levels. The Miracle Minute I name names in this book, largely because I lack the imagination to disguise
names and protect the innocent. Twenty years ago, a spate of "one minute this" and "one minute that" books
began appearing, the most popular being The One Minute Manager. Building on the one-minute theme, this
book offers sixty solid techniques one for each minute in an hour for overcoming procrastination. The book is
divided into six parts, with ten techniques in each part. We start with the basicsâ€”changing your mindset.
Change your underwear, change your current disposition. Change your mindset, change your life.
Unquestionably, many of the tips offered are contradictoryâ€”for example, some advise tackling the tough
issues first, while others advise tackling easy issues first. Such is human nature and the challenge of handling
procrastination. A strategy that proves effective may lose potency over time, and then it makes sense to try
another approach. Does anything work forever? Okay, well, maybe ATM machines do. The common
denominator of all of the techniques, whether they conflict with an earlier one or are totally outlandish,
semi-amusing, or utterly pedestrian, is that they will help you quickly break through logjams when it comes to
starting something important. The great news is that procrastination is a habit that can be changed over time.
Knowing that you want answers and results now, the techniques offered here are primarily on-the-spot
strategies for getting into action. Used deftly and repeatedly they can help you form new habits that will aid in
keeping procrastination at bay. It takes insight and effort to change, but your odds of succeeding are excellent!
This book will give you the impetus to get up and moving. Failing that, it will at least round out your
collection of "Procrastination" books. Part One Changing Your Mindset 1. Jogging miles to reduce your
waistline or saving more money and spending less will not necessarily make you feel better on any given day.
When Tom Wolfe, the novelist with those dapper all-white wardrobes, was already past the deadline on an
article for Esquire magazine, his editor gave him a wonderful suggestion. Wolfe was to start writing a letter to
the editor, describing how he would approach the article and what he would put in it. So, he submitted a draft
that started like a letter. Sure enough, by eliminating the first paragraph or two and retaining the body of what
Wolfe had written, the editor had the requisite material. Like Wolfe, you may not have trouble with a task,
Changing Your Mindset 3 but simply with starting. By approaching your task in a different way, it may
become a whole lot easier to handle. You will see clearly, now that the rain is gone. Visualize yourself
completing the last sentence. By visualizing the completion of your writing task, you can break out of the
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chains that hold you back and get started on the assignment. See tip 6 on the power of visualization. People
often have trouble writing because their desk or workspace is a mess and not conducive to creativity. Working
on a clear surface is an effective way to do this. Producing a one-page outline or writing as few as ten key
words on a page can guide you through the preparation and completion of an article. Write for a few minutes.
Just see what happens.
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