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Introduction

I  wanted  to  write  this  ebook  to  share  some  things  I've 

learned about finishing things. I personally get a big thrill from 

finishing something. With great fanfare, I cross the item off my 

to-do  list  and  heartily  pat  myself  on  the  back.  It's  a  great 

opportunity  to  celebrate and soak up the feeling that  I  can do 

anything.  I  hope  you  will  learn  that  soaking  and milking  that 

feeling  of  accomplishment,  even  from  small  tasks,  helps  you 

finish more and more things. Before long, you'll feel capable and 

prepared to take on those truly big projects in life.

The six tips are:

1. Use time blocking.

2. Make it fun.

3. Renew your inspiration.

4. Change your expectations.

5. Finish one thing at a time.

6. Be stubborn.

Let's dive in!

This ebook is published under a CC BY-ND Creative Commons license 
instead of a traditional copyright. This means that you may distribute this 
ebook, without any edits or changes, to anyone you like but the credit must 
still be given to the author.



Tip #1:  Use Time Blocking

The  home office.  What  began  as  a  desk  amid  unpacked 

boxes had become a nasty pile of papers, electronics equipment 

parts,  various  do-dads,  office  supplies,  hobby  equipment,  and 

boxes  now opened and raided for  something-or-other  we were 

looking for. It was a daunting mess. And we tackled it using time 

blocking.

Time is a strange, strange thing. It is the only dimension 

that seems to expand and contract depending on the situation. You 

will find the quote above to be quite true – if you give yourself a 

lot of time to finish something, it will inevitably take up all the 

time. Therefore, using time blocks is a great way to increase your 

productivity and overcome procrastination. By giving yourself a 

smaller period of time to work, you'll get more done!

Time blocking is an easy way of breaking up an unpleasant 

or overwhelming task into smaller, 

more manageable pieces. The idea 

is to set aside a certain amount of 

time  –  you  decide  how  long  the 

blocks will be – for you to work on 

your project. During this time, you 

“Work expands so as to fill the time 
available for its completion.” 

- C. Northcote Parkinson

“Living your life without 
a plan is like watching 
television with someone 
else holding the remote 
control.”

- Peter Turla



work intently on it, and knowing that there is an end in sight can 

be enough to help you keep your sanity. For jobs like decluttering 

the basement, which can seem completely overwhelming, I find it 

the best way to get started!

There are two ways you can set this up -- you can set blocks 

of time aside days or weeks in advance, such as for a term paper 

or thesis, or you can do it spontaneously, such as for doing dishes. 

For a small project, like a pile of dishes, you can just say on-the-

fly “I'm going to tackle these dishes for 30 minutes. I get done 

what I get done, and the rest can wait until tomorrow.” Somehow 

knowing that you're only going to do the dishes for a half-hour 

might even spur you on to work faster and if you're 99% done 

when the time block ends, you can always work 3 minutes longer 

to finish! Then celebrate finishing!

For longer projects,  time blocking is an excellent way to 

divide  the  work  over  several  weeks  and  stay  focused  and 

motivated while you work. You can set aside regular times, such 

as every day from 9 am to 11 am, 

if  the  project  is  particularly 

pressing or time-consuming.  For 

every  block  an  hour  long,  give 

yourself  a  5  minute  break,  and 

after  2  hours,  15 minutes  or  so. 

Of course, if you are really on a roll, you can bypass the break, 

but if you feel the inspiration waning even a little, take a break to 

stretch your muscles to get your creative juices flowing again.

“I recommend to you to 
take care of the minutes; 
for hours will take care of 
themselves.”

- Lord Chesterfield



Time blocking is an excellent way to  drop-kick procras-

tination and get started on a dreaded job. However, this ebook is 

about finishing, and time blocking works great for those projects 

you  started  but  are  lingering  around 

wanting to be finished.

You  can  also  think  of  time 

blocking  as  a  way  to  “fake  it  'til  you 

make it,” because it gets you moving on 

something when you've stalled out and have too much inertia to 

begin again. Often, once you finish the block of time, your desire 

to finish is stronger and you've got a lot more momentum to do 

so. You'll make it!

Time blocking tips:

• The first time you try this with a certain task, don't make 

the initial block too long. If you aren't sure how long you 

can work at something, err on the side of too short, with 

the option to extend. If you make the block too long and 

you  can't  finish,  you'll  just  add  to  your  feelings  of 

frustration.

• Give yourself a special space to work on a recurring or 

long-term project. This way, you don't have to make room 

somewhere each time you get to work on it, and you can 

pick up where you left off quicker.

• Make it suit you. If you work better late at night, do that. 

Modern Proverb

Fake it 

'til you make it.



If you are morning person, try getting up super-early (like 

5 am!) to work on something before distractions come into 

your day.

• Be flexible. If the time block you had planned really isn't 

going to work, move it. If you feel the inspiration to work 

on something in between blocks, do it!

• Make it like an appointment. If you  really need to finish 

something because of an impending deadline, make your 

time  blocks  like  professional  appointments  that  you 

simply cannot miss. You don't skip a dentist appointment 

you've been waiting for,  right? So don't  skip your  term 

paper  time  block.  Or,  if  you  hate  going  to  the  dentist, 

imagine that you have to go and then tell yourself “whew! 

It's only my term paper appointment! At least it's not a trip 

to the dentist!”

Tip #2:  Make it Fun!

This method really leverages the principle that “time flies 

when you're having fun.” So if you want to be done something 

fast, make it fun and the time will fly by (and you'll get it done). 

You can make things fun by:

Modern Proverb

Time flies when you're 

having fun.



• making it into a contest with other people (with a great, 

fun prize)

• playing music or a movie you love while you do it

• mixing it with things you enjoy doing (in intervals)

• performing  attitudinal  acrobatics  until  you  change  your 

attitude about it!

If you're trying to finish something 

that  you  dread  working  on,  figure  out 

what you don't  like about it and see if 

there's a way to make it more fun.

One of the best  ways to make something more fun is  to 

simply distract yourself from the aspects that seem un-fun. Faced 

with post-party kitchen clean-up – plates, glasses, pots and pans 

everywhere – I like to distract myself with a funny TV series or 

movie I enjoy on the iPad. This distracting-yourself rule works 

great on anything you don't particularly enjoy.

Don't despair and if you think there's no way to make your 

unpleasant task fun. There is always a way! You might need to be 

creative and if necessary, give yourself plenty of rewards along 

the way so that getting the rewards is fun. Rewards don't have to 

be physical prizes; a reward might be as simple as giving yourself 

time to do something you enjoy, like a 

hobby or a (short) phone break to call 

a friend and chat. Keep rewards quick 

if you want to stay productive!

“To enjoy life is 
worth so much 
more than it costs.”

- French Proverb

“The time you enjoy 
wasting is not wasted 
time.”

- Bertrand Russell



Tip #3: Renew Your Inspiration

There  must  have  been  a  reason you wanted  to  start  this 

project, degree, or whatever. Taking time to reconnect with the 

inspiration that got you going will help you finish. It is a much 

smarter way to work!

There's  nothing  worse  than  feeling  like  you  have  to do 

something...  like you have no choice. You may feel trapped or 

stuck, and feeling that way makes it very hard to want to finish. 

Perhaps you've lost sight of your goal, or maybe your true goal 

has changed but you're still  working from the old plan. It's  far 

better  to  take  a  little  time  to  focus  on 

why you started this thing, and fix your 

eye back on the goal, than working from 

a state of confusion, disillusionment, or 

obligation. Working in these low-energy 

states  is  counterproductive;  you  will  struggle  with  even  the 

smallest tasks, feel blocked and lack the creativity to solve even 

the simplest problems. It is far better to renew your inspiration 

and work from a happy, smart place where things come together 

easily and smoothly and problems almost solve themselves. 

It's very easy to lose the inspiration that you had when you 

started something,  but  it  isn't  very hard to regain it.  Just  think 

back to the time when you started... remember how excited you 

were, what your vision for the project was, how you had energy to 

Modern Proverb

Work smarter, 

not harder.



spare when you worked on it. If you sit still and just breathe and 

think about how you felt, you can bring that feeling back.

If you really can't bring that feeling back, and have totally 

lost your inspiration and desire to finish, see the bonus tip at the 

end of this ebook.

Tip #4:  Change Your Expectations

Sometimes the single biggest barrier to finishing something 

is  bound  up  in  expectations.  We  get  discouraged  because  we 

thought  we would be done by now, that it  would be easier  or 

wouldn't take this long. When I was finishing my first book, Love 

Your Skeletons, I  often got discouraged about how long it  was 

taking me to finish. The book would sit 

for  weeks  or  even  months  without  me 

working on it and when I'd see the last-

saved date on the computer file, I'd feel 

totally  knee-capped.  “Has  it  been  that 

long since I worked on it? I thought I would be done by now! 

Geez.” So, in my frustration with expectations not being met, I 

was  creating  more  friction  and  resistance  to  things  going 

smoothly. All I could think about was how I should have finished 

it already, instead of what I was going to do next.

The best  way to  get  beyond this  action-stopping train  of 

thought is to change or release your expectations. So what if you 

Modern Proverb

You get what 

you expect.



had expected something different. Look at where you are  now, 

and go from here. Tell yourself other things that help, such as:

• Other people take this long to do this, too.

• I guess my initial expectations were a little off.

• Finishing this is still better than quitting, even if it's taking 

longer than I'd hoped.

• Things may not have been going smoothly up to now, but 

I expect things will go better from here on.

Expecting Perfection

Perfectionism is a major stumbling block that can prevent 

us from finishing something. We want our creation, our baby, to 

be perfect, and when it looks like it isn't, or we're afraid it won't 

be when we're done,  we can feel so discouraged that we don't 

even  want  to  look  at  it,  never  mind  finish.  Letting  go  of 

expectations of perfection will  help you finish whatever you're 

working on and not be miserable about it.

Try  a  mantra  like  this  one:  “This  does  not  have  to  be 

perfect.  I  do  not  have  to  be 

perfect.  My  value  as  a  person 

does  not  depend  on  my 

performance  in  this  task.  This 

project/creation/whatever is going 

to be excellent and wonderful and 

people will like it.”

“All of us failed to match 
our dreams of perfection. 
So I  rate us on the basis 
of our splendid failure to 
do the impossible.”

- William Faulkner



You can  personalize  the  mantra  above to  your  particular 

situation, task or project and use it to regain some balance in your 

expectations.  Even  the  finest  works  of  art  have  imperfections. 

Finishing  something  with  excellence  is  a  wonderful  goal  – 

insisting on perfection is not.

Expecting the Worst

What about the opposite of perfectionism, where you feel 

like nothing is going well at all and the thing you're working on is 

just going from bad to worse? 

Remember the modern proverb, “you get what you expect.” 

To improve the outcome and change your  expectations,  which 

means changing how you think and talk about it. Stop saying that 

it's  crappy!  Start  saying  that  it's  a  work  in  progress  and  it's 

improving.  It  will  be great  when you're done.  Create  a mantra 

along these lines that works for you. Expect that it will be good 

and it will be!

“We all need a daily check up from 
the neck up to avoid stinkin ‘thinkin’ 
which ultimately leads to hardening 
of the attitudes.”

- Zig Ziglar

“Start by doing what’s necessary, then what’s possible, 
and suddenly you are doing the impossible.”

- St Francis of Assisi



Tip #5:  Finish One Thing at a Time

We all know it to be true, yet we all still try to be in two 

places at  one time.  Or do two things at  once.  Somewhere,  we 

bought  into  the  belief  that  multitasking  was  the way  to  be 

productive – I think it was in the 80's – and now we think it's the 

only  way  to  get  things  done.  Not  true.  You  will  be  far  more 

productive by focusing your energies on one thing at a time and 

when possible, finishing it, before moving on to something new. 

It  is  far  more  efficient  to  pick 

one goal and focus on it until it is done 

and then start working on the next one 

rather than trying to make headway on 

several big goals at  once.  Plus, when 

you see the progress you're making towards that one goal, you'll 

be encouraged and more motivated to keep working. It's hard for 

anyone to work without seeing any 

progress.

If you can't avoid working on 

several  things  at  once,  use  time 

blocking  to  stay  focused  on  one 

project at a time.

“Consider the postage 
stamp: its usefulness 
consists in the ability to 
stick to one thing till it 
gets there.” 

- Josh Billings

“You can’t catch one 
hog when you’re 
chasing two.”

- Moe Schaffer

Modern Proverb

You can only be in one 

place at one time.



Tip #6: Be Stubborn

After the third year of my Physics degree,  I really didn't 

care much if I finished. I was tired. I was fed-up. I was done.

But I wasn't done. Luckily, my older sister who had already 

graduated  gave  me  a  simple-but-deadly  piece  of  advice:  just 

finish the degree,  get the piece of paper,  and then you can do 

whatever you want. The only way to implement that advice was 

to just get stubborn.

Sometimes,  things  are  very  hard  to  make  into  fun.  And 

when  the  series  of  time  blocks 

stretches out to what seems like 

infinity,  it  can  be  discouraging. 

So,  apply  your  innate 

stubbornness to get it done.

Everyone has this stubbornness. It rears its ugly head when 

you are just sure that you are right about something and you won't 

even entertain the possibility that you're wrong. You know what 

I'm talking about. If you are in a relationship, I'm sure you can 

think of a time you were stubborn (don't think about your partner 

being stubborn; that won't help you!).

Now  conjure  up  that 

stubbornness from the depths of your 

soul and apply it to whatever you are 

trying to finish. Set aside the need to 

Modern Proverb

The greatest oak was once a 

little nut that held its ground.

“It’s not that I’m so 
smart, it’s just that I 
stay with problems 
longer.”

- Albert Einstein



argue and channel your stubbornness into the need to finish and 

you will. When you feel discouraged, find that feeling again. If 

you need inspiration, take lessons from the nearest two-year-old 

and see how it's done.

There's  not  much  more  to  say  than  that.  Make  it  fun 

whenever possible, do your best to renew your inspiration for the 

project, but in those moments when you can't, just be stubborn 

about finishing.

Bonus Tip! Give yourself permission to not finish.

I started scrapbooking once. I was going to put momentos 

from all my favourite moments in time on paper, colour themed 

and beautifully arranged. I did a little, but found I “never had the 

time” and felt frustrated that I had mementos lurking in boxes, 

waiting to be sorted and scrapbooked. Finally,  I  decided that I 

don't actually want to spend all that time living in the past, holed 

up in a basement room snipping and taping. It just isn't for me. So 

I gave myself permission to not finish.

Sometimes priorities change. Sometimes, we realize we just 

aren't  well-suited  for  what  we  thought  we  wanted  to  do. 

“Time has a way of demonstrating that the 
most stubborn are the most intelligent.”

- Russian poet Yevgeny Yevtushenko



Sometimes, we realize we would really rather do something else. 

Putting that project on the back burner indefinitely is okay, 

but the  lingering feeling of unfinished 

things adds to your mental clutter. It's 

better  to  put  it  on  hold  for  a  fixed 

amount of time – until next year, for 

example, when you will re-evaluate if 

you want  to  finish  it  –  or  decide  to 

trash  the  whole  project  altogether. 

There is no shame in making a decision that is right for you, that 

will declutter your life and allow you to focus on areas that you 

feel are truly your calling. This is not failure; this is good decision 

making!

It's best to do this in a calm state of mind. Giving up in a fit 

of  frustration  could  lead  to  regrets  in  the  future.  If  you're 

frustrated,  take  a  break.  Come  back  to  it  later.  Working  in  a 

frustrated  state  of  mind is  much  less  productive  than  working 

from a state of clarity (see tip #3). Give yourself  enough time 

away  to  have  a  fresh  perspective  before  making  your  final 

decision to not finish something. Once you do, however, you'll 

find it so freeing, you might even decide to not finish some other 

things!

“There is a time in 
the life of every 
problem when it is 
big enough to see, 
yet small enough to 
solve.”

- Mike Leavitt

“This is the key to time management - to 
see the value of every moment.”

- Menachem Mendel Schneerson



I hope you've found this ebook helpful! 

~
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