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Introduction 
In this book we discuss procrastination, specifically delving into why the habit takes 

hold, what it feels like, and tips on how to beat it. If you're a procrastinator, it's 

possible to develop better habits quickly, and the best way to start getting out of that 

dreaded procrastination cycle is to own up to your problem, take steps to improve 

every single day and hire an amazing Virtual Assistant (VA)! 
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1. Simple Ways to Beat Procrastination 
If you're not careful, procrastination can zap all your energy. Putting off important 

tasks can cause you to lose sleep, impact your health, and cause personal and 

business relationships to suffer. Luckily, there are ways to limit your tendency to 

procrastinate so you can get things done.  

Make a To-Do List 

One of the easiest ways to get stuff done is to ‘just do it.’ This means creating a daily 

to-do list. After creating this list, outsource as many of these tasks as possible to a 

virtual assistant. Not only will this save you valuable time but outsourcing also 

ensures these tasks will get done. Take a look at the remaining items on your list. 

Complete the easiest ones first - this will give you a sense of accomplishment and 

motivate you to move on to the next task.  

Start Working First Thing in the Morning 

For most people, the morning is the best time to focus on items in a to-do list. Use 

this time before your office becomes too busy or distracting. To keep your 

momentum going, close your office door to deter people from walking in. If possible, 

avoid checking email until the afternoon or let your VA check your email for you.  

People who procrastinate often focus on less important tasks to avoid having to 

complete the important ones. By delegating less important tasks to a virtual 

assistant, you will have no choice but to focus on the important tasks at hand.  
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