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PROCRASTINATION, PROBLEM-SOLVING, TIME MANAGEMENT

How did you find writing a list of tasks and breaking them 
down into chunks for a task you have been putting off? 
You might find that you need more steps for some tasks, or 
fewer for others, depending on how big the task is. The key 
is to make each step a manageable chunk that you will be 
able to achieve. If the step is too hard or has too much in it 
to do, you may be inclined to keep procrastinating.

WORKSHEET 7.8.9: BREAKING dOWN TASKS 
INTO MANAGEABLE CHUNKS TO OVERCOME 

PROCRASTINATION

Step 1: Define the task/goal

Step 2: Break the task down in to manageable 
chunks and rate chunks from easiest to hardest 
(0–100)
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