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Introduction




 



I want to thank you and congratulate you for downloading the book, Swing Trading: Swing Trading Rules That All New Traders Need To Understand.  This book will show you how to profit from swing trading.



 



Swing Trading is one of the more exciting ways to get into the stock market, but many people can lose all their money if they’re not equipped with the proper tools.  If you’re new to swing trading or you’re tired of losing your money with your swing trades, then this book is a must for you. 



 



This book will provide information on basic rules to follow so you can profit from the market.  The best thing about this book is you’ll be ahead of 95% of the other swing traders that don’t know what they’re doing and finally be able to generate profit from the stock market! 



 



Thanks again for downloading this book, I hope you enjoy it!



 










Rule 1: Learn to Identify the Market Phases




 



Understanding what phase the market is currently in can help you make more profitable swing trades since they can indicate in what direction a price swing will go as well as its duration. The phase or trend is the general direction in which the market is moving and there are three general types of phases: upward or bullish, downward or bearish and sideways or neutral. Swing trading is best done during upward or downward market phases, when a trader can open a long position during bullish markets and take a short position when the market is bearish. 



There are a number of ways in which you can identify the phase a market is currently in. The simplest one is to use a line graph whose data points are the closing prices of the stock you’re monitoring. This is a quick way to get a general idea of what phase the stock is in. Another way is to use a candlestick chart and to look if the price is forming a higher high or a lower low. If the price of the stock seems to be consistently going higher, then the market may be on an uptrend, particularly if the lows seem to be shallower. On the other hand, if the price seems to be going consistently lower, forming a series of lower lows, then it may be on a downtrend, particularly if the highs seem to be less high. Whatever method you use, make sure that you get a clear picture of the trend before you act; if there is any uncertainty, wait until you get more clarity.



A more accurate way of determining the phase is by using moving averages. These are a type of technical indicator that is used to identify price trends. The simple moving average works by averaging prices for a certain period. For example, a 10-day simple moving average adds the prices of the past ten days and divides them by ten. The next average looks at the next ten days, and so on. Exponential moving averages are computed using simple moving averages but give increased weight to more recent price data, making it more sensitive to new price changes.










Rule 2: Define the Support and Resistance Levels




 



The support and resistance levels define the range within which you will make your swing trades. Support and resistance represent limits beyond which the price finds it difficult to break out of. But what is important to remember about these levels is that they represent areas where there is intense supply and demand activity. When the price forms a support level, it means that there are more buyers than sellers for a stock. On the other hand, when there are more sellers than buyers, it forms a resistance level.



The simplest way to identify levels of support and resistance is to draw lines connecting the price peaks and valleys. The most basic way to trade support and resistance is to open a long position when a stock hits a support level and close before it reaches a resistance level. You can also short by doing the opposite: opening a position when the stock hits a resistance level then closing it before it hits support.



However, it should be noted that there can be multiple support and resistance levels, and once the price breaks out of a support level it will likely form a new resistance level and when there is a breakout at a resistance level it will form a new support. In addition, the more often a stock price hits a support or resistance level, the weaker it becomes and the more likely it is that there will be a price breakthrough.










Rule 3: Have a Good Entry and Exit Strategy




 



Now that you know how to identify trends, the tricky part is to determine exactly when to enter and exit a trade. You want to enter a trade as early during the trend as possible in order to maximize your profits and then exit before the trend reverses.



To illustrate an entry and exit strategy, let’s use three exponential moving averages on your price chart, using nine day, thirteen day and fifty day periods. When the price of the security traded moves above these indicators it creates a bullish signal that indicates that a trend reversal may be starting and prices may be moving upwards. Once the nine-day EMA crosses on top of the 13-day EMA, it is an entry signal. To confirm the signal, the 13-day EMA also has to be above the 50-day EMA or cross on top of it.



An exit signal for this particular trade is created once the price of the traded security falls below these EMAs. Simply wait until the nine-day EMA crosses below the 13-day EMA to exit the position. Again, the 13-day EMA should be below the 50-day EMA or cross under it.



Make sure that any entry and exit strategy is easy to execute and the trading signals easy to identify. This makes the strategy easily repeatable and thus, means that you will continue to use it rather than one that is more complicated. It should also be created using indicators that provide clear signals rather than those that require a lot of interpretation and thus, subject to ambiguity. You should also avoid one common mistake made by traders, that the same criteria that you used to identify an entry can also be used to identify an exit. Keep in mind that if you cannot find a good place to exit your trade, the chances are high that your trade will end up on the losing side.










Rule 4: Trade Volatile Stocks




 



Volatility refers to the amount of uncertainty over changes in the price of a stock. The more volatility, the more likely the stock price will move over a wide range. Thus, volatile stocks can see dramatic price changes, upward or downward, in a short period of time. Volatility is measured by comparing the difference between the highest and lowest price in a day with its share price. Thus, if a stock has increased in price by $10 during a trading day and it has a share price of $200, it has increased 5% of its total share price. This makes it more volatile than one with a $10 daily price movement and a share price of $300, since the second stock has only increased 3.33% of its value.



To identify volatile stocks, you can use online stock screening tools which allow you to set your own filters to identify find volatile stocks that meet your criteria. If you are willing to do your own research you can find stocks that demonstrate the most volatility in a single day by looking at the Nasdaq, and then looking at these individual stocks to see which have demonstrated the highest volatility in the past.



Once you’ve identified volatile stocks, you can find trading opportunities using technical indicators such as the stochastic oscillator. Volatile stocks often fall into a neutral price range before they settle into a trend and the oscillator can confirm that they have done so. On the other hand, if the stock has settled into a trend, you can use Keltner Bands to identify the price action.










Rule 5: Never Rely on Just One Indicator




 



The trader has a wide variety of technical analysis tools at his disposal and he should use all of them in order to help him identify trading opportunities. Relying on just a single technical indicator opens the trader to the risk that he will trade on a false signal and lose his investment. This is not to say that you are 100% guaranteed to make a winning trade, but if you have two or three technical indicators that are sending the same message over a short period of time, it is a strong signal that you should listen.



For example, if you are monitoring the candlestick chart for XYZ stock and you detect the start of a trend reversal. In order to identify a trading signal, you choose the Relative Strength Index. The RSI measures overbought or oversold conditions and if a possible trend reversal is imminent. Then you add the Commodity Channel Index, which serves to confirm the RSI as well as to spot when there is a divergence from a normal price trend cycle. Once you get a buy signal from the two indicators, then you can make your trading decision with confidence.










Rule 6: Have a Good Trading Plan and Stick to It




 



A trading plan is essentially a set of rules that you will use to determine when you will trade. Without a plan, there is a big possibility that you will simply enter a trade based on instinct and then, once in the trade, start acting emotionally once the price starts to go against you because you don’t really know how to react.



The first part of the trading plan defines when you will enter a trade. Are you waiting for the market to become bearish or bullish? Once you have defined the circumstances under which you will open a position, the rest of the plan defines how you will protect your investment.



Thus, the first thing is to set a stop-loss and profit-order based on your profit/loss ratio. For example, if your ratio is 2:1, and the share price is currently at $49, you will set your take profit to close the position once the price hits $51. On the other hand, you will set your stop-loss at $48.



In addition, before you trade, you should also define how much of your trading capital you will risk per trade. This can be expressed as either a percentage of the total or a dollar value. For example, if you have a trading capital of $2,000, you can decide that you want to risk no more than 2% of the total capital per trade. Thus, this amount is always fluctuating based on the amount of trading capital you have at any one time. On the other hand, you can also decide that you will only risk around $100 per trade. Whatever choice you make, this helps to protect your capital by ensuring that you cap your risk.



One you have created a trading plan – and you should never start trading without one – you should always stick to it, no matter what happens. The plan will ensure that you trade with discipline and not give in to the emotions of fear and greed once in the midst of trading. For example, if the price seems to move against the trader, he may decide to close his trade prematurely, out of fear that he will lose his investment. On the other hand, there is also the risk that a trader, once he sees price action going his way, will allow the position to stay open long beyond the point he should have closed it, with the result being he loses his investment once the price reverses.










Rule 7: Define Your Profit/Loss Ratio




 



A stop/loss ratio is one of the most important things a trader should decide upon before he starts trading. This ratio basically defines how much risk a trader is willing to take on for a certain potential return. Thus, if the profit/ loss ratio is 3:1, you are willing to risk $1 for every $3 of potential profit.



Once you’ve defined this ratio based on your tolerance for risk, you can then screen potential setups for trades to see if they match it. One way you can do this is by identifying the support and resistance levels and then seeing if they match your ratio. For example, if the price of a stock is currently at $35 and the support level is at $30 and the resistance level is at $39, then your highest potential profit is $4 per share but your potential loss is $5. This gives you a profit/loss ratio of 1:1.25. Since you will risk slightly more than you will potentially gain, this is not a good trade. 



Having a profit/loss ratio as a guideline for choosing when to trade also improves the odds of success by providing areas where you can set your stop-loss and take-profit orders. For example, if you have a profit/loss ratio of 2:1 and the stock you’re trading is at $48, then you will set your stop-loss at $47 and your take-profit at $50. You should never neglect to set these orders since not doing so is a recipe for disaster.



It should also be noted that these do not represent absolute limits. If you monitor the trade rather than automating it through the stop-loss and take-profit orders, you can adjust them based on market conditions. Thus, if you believe that the price of the stock will rise above expectations, you can set your take-profit order higher and adjust your stop-loss accordingly. But you should also ensure that you are still staying within the parameters of your trading plan.  










Rule 8: Use Fundamental as well as Technical Analysis




 



Although swing trading is dependent on technical analysis, this does not mean that fundamental factors should not play a role in helping you assess a trade. After all, these factors can signal if the price is about to go up or down. For example, if you have heard rumors that a particular company is about to enter into a merger, it will likely be seen as a good sign by shareholders and thus, its share prices will go up. On the other hand, if there is a product recall, this raises concerns about the profitability of the company, and thus, stock prices will go down.



For swing traders who want to include fundamental factors into their analysis, there are two indicators to look at, which are regularly released: the earnings announcements and analyst downgrades and upgrades.



Earnings announcements are statements in which the company declares whether or not it will meet earnings expectations, exceed them or fall short. The period just before the announcement is when the trader should start to pay attention since there is usually already speculation as to what the contents of the statement will be. Once the statement has been released, there is usually a short-term price reaction depending on its contents. This is the time a swing trader can open a position, using technical analysis to determine entry and exit strategies.



Analyst upgrades and downgrades are investment ratings that are issued by investment houses for particular stocks and bond issuers. Stocks are traditionally classified into three general categories – buy, sell or hold. These categories are further subdivided into sub-classifications, i.e. strong buy, weak hold. There are also two new categories – underperform lies between sell and hold and overperform between hold and buy.



The swing trader should also look at one-time events such as reorganizations, acquisitions and takeovers.  Trading on these events can be trickier because the trader needs to buy in when rumors about them are emerging since the short-term price movements will start to take place when they are formally announced.










Rule 9: Take a Long-Term View on Profitability




 



One of the biggest mistakes beginner traders make is to put too much weight on any individual trade or even series of trades. As any experienced trader will tell you, losing trades are inevitable. Not every trade can be a winner and even the best trader will have a certain percentage of his trades be unsuccessful.



Thus, while it is important to make each individual trade successful, the trader should take the long-view and consider whether they are actually being profitable over a certain period. This means that, no matter how many losing or winning trades they have, at the end of the month they have still made a profit from their stock trading activities.



This is an important viewpoint to maintain since it helps prevent the trader from feeling too much pressure. If they know that they are going to be overall profitable from their trading, then even if a single trade starts to go against them, they will not feel the pressure to keep the trade open in case it can still become successful. They will simply cut their losses and close the position before they lose too much money. This is also the case with successful trades: the trader will not feel the need to try to extract every last bit of profit from the trade, but will close the position rather than risk the trade suddenly going against him.










Rule 10: Have a Core Group of Stocks to Watch




 



The swing trader spends a lot of his time looking for prospective stocks to trade. They look at those that are active in pre-market trading since they are the most volatile. In addition, they also look at indicators to find hot potentials, such as analyst downgrades/upgrades, earnings reports and so on.



However, the best traders don’t just focus on the stocks with the most ‘heat’ but also maintain a group of stocks on a watch list. The trader may have traded these stocks before or may be monitoring them because they believe they have the potential for profitable trades in the future. They familiarize themselves thoroughly with these stocks, looking at their charts daily to monitor price action, look at their support and resistance levels and check for potential breakouts. In addition, they also look at fundamental factors such as analysts downgrades/upgrades and earnings reports as well as monitoring news about them.



By doing this, you are readying yourself to make a winning trade on one or more of these stocks. Thus, these stocks can represent a source of regular trading income for you as you can make swing trades on them even if there are no ‘hot’ stocks of the moment. Also, by making yourself as familiar with them as possible, you make it more likely that you can spot swing trading opportunities that you might otherwise not have seen if you were not as familiar with them.










Rule 11: Keep a Swing Trading Journal




 



A trading journal is one of the most important tools a swing trader can have, since it allows him to continuously improve his skills by reviewing his trades. It also helps him figure out what is working about his trading system and what isn’t so that he can make improvements on it.



Keeping a trading journal does not have to be complicated. It can be as simple as a notebook that the trader uses to record his trade. What is important is that he records all the relevant information about the trade. For example, what prompted him to make the trade? What were the circumstances that made him open a position? What was the share price when he opened his trade? What made him close the position? What was the share price then? Was the trade successful? If so, how much did it earn? If not, how much did it lose? Where did you place your stop loss and take profit orders? What was the profit/loss ratio that you used for the trade?



In addition, the journal can also reveal your trading patterns, which you can analyze. For example, are there certain stocks or particular sectors that you seem to be able to trade more effectively? Are there stocks that you continue to trade even though they are consistently not profitable for you?



There is no set format for keeping a journal, and you can be as detailed or as broad as you want. What is important is that you maintain the journal on a regular basis. You should also try to write in the journal as soon as possible after completing a trade. This will ensure that all the details are still fresh and you can record as clear a picture as possible of the trade. If this is not possible, you should keep detailed notes so that you can recreate the trade in your journal later on.










Rule 12: Always Trade with Discipline




 



Since swing trading is conducted over a relatively short period of time, the possibility of your emotions coming into play during the trades is always a possibility. After all, the reason you chose this stock to trade is because of its volatility. But once you’re monitoring the trade and you’re watching the stock action, particularly when it is approaching the time when you have to exit the trade, greed and fear may set in. Greed may set in if the price is on an uptrend; you feel that you can extract a little more profit from the trade by moving or removing your protective stops. Fear because you are afraid that you will lose your investment since the price action seems to be moving against you.



The best way to maintain self-discipline while trading is simply to focus on your plan during a trade rather than being concerned with the amount of profit you will make. This will ensure that you focus on the technical aspects of the trade and help prevent emotion from taking over.



You can also be more disciplined by managing your expectations. Traders must be realistic ab0ut the amount of money they can earn from trading as well as how often they will make winning trades. While swing trading can be very profitable, there will be times when you will not earn as much as you expect. There will also be times when you will be making a lot of profit. No matter what happens, focus on your profit goals and if they are being met.



Another way to maintain discipline is to create an atmosphere that is conductive to focusing on your trading activities. If you are working at home, you should put your computer in a place where there are no distractions. 



 




Rule 13: Always Stay Positive




 



All traders, whether they are beginners or already have a lot of experience in trading, will encounter times when things just don’t seem to go their way. They might encounter a series of losing trades, for example. They may also make mistakes in analyzing the charts that lead them to make bad trading decisions that result in losing trades. When this happens, it can be very easy to get discouraged. You may even decide to quit trading altogether.



In order to prevent this from happening, you should train yourself to develop mental toughness. The best traders are the ones who can overcome failure and move on. They don’t hold on to their failures and instead focus on the future. They don’t let losing trades affect their self-esteem and they don’t beat themselves up about it. They accept the feelings of frustration and disappointment but refuse to dwell on them.



One way that you can overcome negative feelings is to perform visualization exercises. You can visualize scenarios such as suffering from a devastating loss so that you can learn how to deal with the feelings resulting from them. Visualization can also help you to develop emotional coping strategies that will be useful when you are actually confronted with failure.



Another thing you should avoid doing is second-guessing yourself. After a losing trade, you should never say, “if only…” Instead, you should learn from your mistakes and move on. Accept that there has been a loss and don’t dwell on it. Instead, look back on the experience and ask yourself, “What important lessons can I learn from it?”



Finally, keep in mind that failure is inevitable and that it is how you deal with it that is important. Some of the most successful people today had to fail repeatedly before they finally achieved their successes. What is important is that they developed in themselves the trait of persistence, and they never lost their positive attitude.










Rule 14: Never Trade for the Sake of Trading




 



Whether you are a full-time trader or one who swing trades on nights and weekends, one of the biggest mistakes you can make is to assume that you should be trading all the time. You have a nagging feeling that if you are not trading, then you are wasting your time.  This is far from the case. The best traders don’t measure their productivity by the number of trades they make, but by how profitable they ultimately are at the end of a month or a quarter.



If you have a trading plan, and if you don’t you should, then you already have a set of criteria that you use to help you find setups for trades. If you don’t detect a favorable setup, then you should not trade, it’s as simple as that. Even if you have already quit your day job and are using swing trading as your career, you should realize that there are many ways to be productive other than trading.



For example, if you are not trading, then you can be reviewing your past trades in your trading journal. You can be studying new technical indicators that can help you make better trading decisions. Or if you feel that you have to be trading, you can practice new techniques with a dummy account from your broker to see if they work.










Rule 15: Focus on What Works




 



When you are a new trader who is just starting out, it is natural to want to constantly experiment with new strategies and trading techniques. Once you’ve gained some experience, however, you will notice that there are strategies that seem to work better for you. The most successful traders are those who, once they’ve determined what techniques work the best, stick with them. Even if it does not work all the time, they never consider changing. The reason for this is simple: any technique, if implemented with focus, will provide the trader with better results over the long-term than constantly changing methods. Don’t give in to the hype about the latest “hot” technique that provides outstanding results.










Rule 16: Trade Only with Money You Can Afford to Lose




 



One of the most important things to keep in mind when swing trading is there is always an element of risk in your trades. Even if you’ve studied the conditions thoroughly and everything seems favorable, there is always the chance that something will happen at the last minute that will cause conditions to go against you. When this happens, of course you will lose your investment.



In order to avoid catastrophic losses, the money in your trading capital should always be money you can afford to lose. It should never be borrowed money, nor should it be money that will be used for essential living or household expenses, such as rent and utility payments and school tuition.










Rule 17: Don’t Blame Other People for Your Mistakes




 



One of the worst traits that a swing trader can have is to not take responsibility for his own mistakes. When a trade goes against them, their first instinct is to blame someone else. They blame the broker for not executing their trades in a timely manner, or they blame the news service they use for providing them with bad information. Even if this is true, at the end of the day, it was still your choice to execute the trade.



The most important reason why successful people accept the responsibility for their trades is that it empowers them. When you are always blaming others for what happens to you, you are essential removing your agency. After all, if everything is someone else’s fault, there’s nothing you can do, right? On the other hand, when you accept responsibility, you always feel that there is something you can do, even if that is just in the way you accept the situation.










Rule 18: Accept That There Is No Certainty




 



When a trader enters a trade, he does everything he can do reduce the risk that it will be successful. He will limit the amount of the trade to what he is comfortable risking. He will set his stop-loss and take-profit orders. He will create a good entry and exit strategy and then try to execute it perfectly. The successful trader, however, does one more thing: he accepts the risk of loss before he executes the trade.



The best traders are those who accept that there is no certainty that a trade will be successful before they execute it, and are comfortable with that idea. They don’t let risk deter them from entering a trade. The traders who fail and eventually drop out of swing trading are the ones who cannot accept this idea. They want a guarantee that the trade will be successful before they enter into it. These traders will almost certainly never be successful because they fail to accept that there is no such thing as a 100% winning trade.










Rule 19: Never Take Things Personally




 



How you manage your emotions once you’ve shut down your computer after trading is as important as how you manage them while trading. The most successful traders are the ones who don’t take their trading activities home with them. Whatever happens, good or bad, they leave it behind. For example, if they have made unsuccessful trades, they don’t take it out on their family. They don’t act out their frustrations. On the other hand, if they have made a big profit from the markets, they may be happy but they don’t act too exuberant. The secret is to remain emotionally neutral about trading so that you don’t burn yourself out.



Another important thing to keep in mind for long-term trading success is to realize that trading should not be the be-all and end-all of your life. You should not define yourself by how successful or unsuccessful you are as a trader. Keep in mind that there are more important things in life, such as your family and friends.










Rule 20: Learn to Enjoy the Process of Trading




 



The process of swing trading can be emotionally and mentally draining, but the best traders make it more enjoyable for themselves by appreciating the process of making a trade. They learn to enjoy the process of analyzing the price charts and looking for setups for trading opportunities. By doing this, they make trading more enjoyable and ensure that it is something that they will look forward to doing every day, and not just an obligation that they have










Conclusion




 



Thank you again for downloading this book! 



I hope this book was able to help you maximize your returns on your swing trades.



 



Enjoy what you read? Please keep flipping to the end of the book to leave a review on Amazon. Thanks!
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Introduction




 



I want to thank you and congratulate you for downloading the book, Procrastination: Overcome Procrastination and Get Things Done NOW.  This book will help you off the couch and get the important things you need to get done starting immediately.



Successful people don’t procrastinate; they get things done right away.  If you find yourself always leaving things till the last minute than this read is an absolute must for you.  This book will show you some great yet simple concepts so you can get everything that you need done well ahead of time.  The best thing about this book is by eliminating procrastination it will free up so much time for you to do all the things you enjoy.  Thanks again for downloading this book, I hope you enjoy it!



 
Chapter 1: What is Procrastination?




 



Let me begin by saying that procrastination is not about being LAZY. Procrastination is the habit of putting off important things in favor of less important matters, or even things that you enjoy doing. Procrastination is about working very hard before a deadline. Working hard is the opposite of laziness. So, if laziness has nothing to do with delaying important things, then why do people procrastinate?



There are several reasons why people intend to do things at the last minute and ironically, people procrastinate just when they cannot afford not to do the tasks at hand. You may be surprised at how many tasks people procrastinate on in a day; from simple and mundane things like washing dishes and walking the dog, to more complicated tasks like completing a financial report and beefing up a presentation.



In this book, we are going to discuss the general reasons why people procrastinate. Let us look at them briefly, and then let me explain them in details in the succeeding chapters.



When a person is stressed out, it is difficult to fulfill obligations and responsibilities, especially if they are extremely important. Procrastination then becomes a tool to keep you from being overwhelmed. In this way, your stress levels would go down, and you would still be able to function. The idea is to bring down your stress levels by working on something you love doing, instead of addressing what you need to do right away.



There are times when people get overwhelmed by the amount of tasks that need attention during a specific time. A person procrastinates to avoid being drowned down by responsibilities. For some, procrastination works very well. These are the people who love doing things under pressure, provided that they were able to give themselves ample time to do what they like such as watching TV, fishing, reading books, or anything that has nothing do to with the important things that they need to accomplish.



Motivation plays a big part in getting things done. Sadly, we all experience temporary moments when we do not feel motivated enough to get things done. Until people feel inspired, they procrastinate as a way of finding inspiration. Amazingly, after doing things that they love, the boost of energy is enough to accomplish things in just a short period of time.



Perfectionism leads to procrastination too. The erroneous mentality that everything needs to be perfect may possibly lead people to procrastinate. This mentality makes people feel trapped and to escape, they do other things that they love in order to keep functioning.



Some people procrastinate because their work stations, home or office, is not, well, very inspiring. Your home office, or your work station in an actual office, should be a place to keep you working. However, it appears that some people procrastinate because their very work environment is not effective.



Distractions are all around us. No matter where we are and what we are doing, distractions are there to derail us from doing what we need to do. I am not talking about harmless checking of mobile phones. I am talking about the bad habit of letting distractions get in the way. One of the most effective ways for procrastination to take over your life is to let distractions rule over you.



Understanding the root cause of your procrastination is the key to addressing the habit. Procrastination is an escape, more than anything. However, it can also lead to opposite productivity if it is taken for granted.



In the following chapters, we will lay down practical tools to combat procrastination and ensure optimum productivity. Now is not the time to procrastinate, let’s get things going!



 









 
Chapter 2: Inspiring Purpose




 



Creative thinking can be difficult especially if you do not have the right amount of motivation. We all have been there. We all know that the feeling of low motivation can spell disaster, even the temporary ones. People procrastinate at these moments just to get the feeling of passion again.



For many, doing something that they love brings a boost of energy and passion, to aid them in doing what is necessary. The sad thing is, while procrastinating, or going down the escape route, one could have done something more important to move forward.



I wish I can tell you that motivation is something that can be ordered over the counter, or something that can be picked up free after ordering your favorite pizza. However, motivation needs to be cultivated, and not by anyone else, but by you.



Make personal goals. Motivation is vital in developing a better you. It guarantees better performance while enjoying the tasks at hand. These goals require a lot of focus and attention. Motivation drains away only when you see yourself doing things you think are not important; things that need to be done, not because you want it, but because you are required or compelled to do it. Personal goals remind us why we need to do things. It reminds us of the importance of the task, and how this will accomplish a greater purpose.



There is no such thing as an impossible workload for someone who is motivated. Any given task, no matter how boring it may seem for you, will appear very interesting if you have the right motivation. You see, having a purpose will give each needed task a personal importance. Each task will have a reason for you not to delay. Each task, big or small, will feel rewarding with the right amount of inspiring purpose.



This way of thinking builds a proactive culture in you. By embracing the value of the tasks at hand, it would be easier to do things and avoid procrastinating. 









 
Chapter 3: Manage Time




 



Falling behind because you were doing other things, like reading your favorite novel, watching a movie, oversleeping, eating, going out, may form a bad habit. Not only will this become a bad habit, procrastinating may also get out of hand this may cause you to fail in fulfilling important duties. Poor time management becomes a major issue when a person keeps putting off certain tasks for the moment. This will not only help you fail, but it will also hurt your chances of succeeding.



I understand that change can horrify people who are used to doing things that they are comfortable doing. However, having an effective working routine will not only prevent procrastination; it will ultimately give you more time to do other things that you love. By changing your working habits, you can organize your priorities and schedule them in a way that would best suit you. Preventing procrastination by getting things done with the help of time management does not mean stopping anyone from doing what they love. This approach only clears the path for success by removing mental distractions that may prevent you from working productively. Sounds good right?



You need a tool to organize your tasks. Some use intelligent mobile applications that they can install free. Some use journals in their mobile phones or computers to keep track of their priorities. Some use interactive online planners to remind them of deadlines and requirements. However, it does not always have to be like that, a simple pen and paper can work wonders too!



Remember that these tools are useless without the proper motivation. Like I said in the previous chapter, inspiration that comes from purpose is important. It creates a big difference, and above all, it prevents you from procrastinating.



GATHER. Get everything in one place. Gather your tasks, ideas, inputs, etc. List everything as soon as possible, do not wait and say that you will add tasks later. You are bound to forget things. Do not rely on your memory alone.



DELEGATE. Clarify tasks. Do not just enter entries like, “Do Report.” Break it down into stages so nothing will arise and become a barrier later, mentally or otherwise.



ORGANIZE. Include deadlines and other details that will give you a good picture of the timeline. You may also use colors as codes to identify what you need to do first. Be creative, go crazy! You may also include snapshots to give you a visual representation of the challenge ahead. Remember, no one is going to see this list but you, so relax, and make it as enjoyable as possible.



MOTIVATE. Reflect on the tasks ahead and give each of them its very own inspiring purpose. That boring looking task entitled “100 Page Report,” may seem scary and boring and impossible. However, attaching a motivation statement to it will make a big difference: “100 Page Report: Incentive from submitting it will add to my tropical vacation fund.” The formerly boring task is now screaming “hello white beach resort!”



ENGAGE: This is when you get to work. Now you have a clear idea on what to work on, why you need to work on it, and what working on this task can reward you.



 









 
Chapter 4: Perfectionism




 



Believing that everything should be perfect is also the perfect recipe for disaster. People erroneously think that perfection is the road to success. Successful people would be the first ones to say that nothing is perfect. Perfectionism can in fact destroy driving force. It can even lead to depression and stress. The false goal of always making things perfect can only cause delay, procrastination, and failure.



Like I said earlier, perfectionism is a trap – a deadly trap. This way of thinking is like giving yourself permission to be vulnerable. The solution is very simple - give yourself a chance to be human.



Perfectionism is making simple tasks seemingly insurmountable. Procrastination normally kicks in when the joy of working on something disappears. Stress makes the joy of working drain away, pressure does too. Perfectionism lets you forget your inspiring purpose.



Perfectionism not only keeps you from enjoying work; it also tends to make you critical of other people. Punch this habit in the face, as this will only destroy your spirit.



Accept yourself, remind yourself of your abilities and limitations. Bring back the joy and you will not procrastinate anymore.



No one is perfect. Forgive yourself and others for shortcomings. Accept that everyone has his own unique capabilities and limitations, including you. Don’t worry about the things that you cannot do. Do not waste your precious time in reflecting about what others cannot accomplish.



It is noble to aim for perfection, but if this is already getting in the way, then drop it. Embrace the fact that there are things you cannot control. Failing to do this will only need to procrastination.



 









 
Chapter 5: Productive Environment




 



The office is supposed to be a place where real work is done, but that is not always the case. In fact, in many occasions, the office is the worst place to be productive. For many, the office becomes the cause of procrastination. Now, I am not asking you to transfer to another part of the office building, because chances are you not allowed. What I am saying is, we can do something about this problem, so you won’t have any excuses to procrastinate.



Organize your workspace. Bring in objects and pictures that will remind you of your inspiring purpose. It can be a picture of your family, your dog, a favorite vacation spot - anything to keep you at your desk. I know some people who would bring unusual things in the office just so they can keep themselves focused. Do you really want me to give you an example? Okay. Many years ago, I visited a friend in her office and noticed a rusty can of sardines on top of a man’s desk near her work station. It did not seem trash since the man’s table was so neat and clean.



It appeared like it has a purpose, so I asked my friend. She said that the man was once a homeless person, and the rusty can in his desk was his coin collector. He displays his rusty old can of sardines to remind him of how lucky he was to be able to bounce back in life. Amazing right? That rusty can of sardines can transform any of his tasks into something more meaningful.



Here are some more tips:



CONCEAL CABLES. I just hate looking at those cables. Luckily, there are many ways to conceal those tentacles of distraction. You can buy cheap coiled phone cords to bind and hide them. You do not need to graduate from an interior designing school to keep them from your sight while working. Paper tower tubes can also work wonders. Be creative. If you take a little bit of time, you can eliminate this frustrating sight.



SYNC EVERYTHING. Do not give yourself reasons to procrastinate. Keep all your files with you all the time. Never have an excuse not to work continuously. There are a lot of free and powerful online cloud storage services that you can use right away.



REMOVE SOME ELEMENTS. Only display and use elements that will inspire you to work. Remove clutter and pay attention to how individual elements affect your productivity. If something is not helping you boost your creativity, then it is better to remove it.



WORK-FRIENDLY PLAYLIST. We love music, but there are some that we love that just distract us from working effectively. Music can surely motivate people, but bear in mind that it can also dissuade you from fulfilling your obligations. Stick to the ones that can help you move at the right direction.



ORGANIZE DRAWERS. Make sure that important things are neatly arranged inside your drawers. At the same time, make sure that books, eBooks, food, and other similar things are locked away. Procrastination normally starts when these things are readily available to you.



ADJUST YOUR LIGHTING. Make sure that your lighting is not too bright, as it may strain your eyes. Also, make sure that it is not too dim, as we all love sleeping. Let’s move on.



ORGANIZE DAILY COMMUNICATION. Don’t waste valuable time answering non-work-related correspondence. Dedicate a special inbox for personal communication and try not to access it during your working hours.









 
Chapter 6: Remove Distractions




 



A harmless text message to your favorite buddy while you are working on an important project is not so bad, is it? It’s not. However, if you continue to give in to these seemingly harmless breaks, it now becomes a distraction. Distractions are very enticing, mainly because they are normally the things that you love doing – except that they are not related to work.



The key is to remove these things around your working environment.



SOCIAL MEDIA SITES. Do you ever wonder why companies often block social media sites on company computers? They are distractions. They are not blocked to punish you personally (because I am sure you feel that way whenever you see a blank screen after typing Facebook.) No, they are not punishing you. They are in fact helping you.



INTERNET SURFING. If surfing the internet is becoming a distraction, try to use a special software program that you can get online for free to prevent you from accessing the internet (even if your company computers are blocking most websites already.)



BOOKS/EBOOK READERS. Books are good for you, but not during work. So, try to stash away those Ian McEwan novels while working. Lock them away and ask a friend to keep the key for you. Better yet, leave them at home.



MOBILE PHONES. Calling your best friend can wait. Texting your special one can also wait. Using your mobile phone during work can become a terrible bad habit. It is one of the most common distractions in the office. So, keep it in silent mode if you are not allowed to turn it off during the day.



FOOD. Believe it or not, food can also be a distraction. So, try not to look at pictures of foods online, and prevent bringing food in your work station.



PORN. Employers lose millions of dollars each year when they have employees who access and download from porn sites while working. Watching porn is a major distraction, not to mention that it can also ruin your reputation in the office if caught watching this material online; a big NO while at work.



YOUR SEATMATE. Oh yes! Don’t we just love hearing about the latest intra-office affair? Well, it can wait. One juicy story may lead to another, and then another, until we do not have enough time to work on what really matters.



 
Chapter 7: Off We Go!




 



Remember, failing to prepare is preparing to fail. So, let’s prepare for the day ahead. Start early. Start it right by setting your alarm 30 minutes earlier. No snoozing! Do a 15-minute workout, and then eat breakfast that will not make you feel sleepy during the day. Have a steamy shower and finish it off by a blast of cold water. Go over the day’s schedule and recall each of their inspirational purpose.



Here are some more tips:



READ QUOTES. Make it a habit to read motivational quotes before heading off to work. This can provide a sort of warm up for the day ahead.



LISTEN TO MUSIC. Take your coffee outside and relax. Listen to your favorite music and ground yourself for the battle ahead.



VISUALIZE THE DAY. Spend 5 to 10 minutes visualizing your strategies for the day. This will stimulate your mind and allow creative thinking to start kicking in.



DRINK A CUP OF ORANGE JUICE. Because your mother is right, you need your vitamin C.



DON’T FORGET TO DRINK WATER. Every living thing on this planet needs water to survive. No amount of intellect exempts you from this, so drink up.



KISS THE PEOPLE YOU LOVE. Before leaving for work, tell those you love how much you love them. This practice will not just activate your happy hormones; it will also make sure that no matter what happens during the day, you will come home to a loving atmosphere.



WALK. That is, if you can. Walk to work and enjoy the scenery! Appreciate another beautiful day given to you. Make small talks on the way and smile. Give yourself time to think about other things aside from work, so that later on, you won’t feel overwhelmed.



REHEARSE. Do you have a speech to deliver later? Now is the perfect time to go over it. No speech? Rehearse by going over your to-do’s mentally. This will not only remind you of the things you need to accomplish, but also keep your memory sharp.



GREET EVERYONE IN THE OFFICE. Do you honestly think that work is all about you in your desk working on that endless report? You are wrong. Work also includes the people around you. Ignore them and it is like ignoring work. Be a walking positive energy for yourself and the people around you.



TAKE A BREAK. If it is time for a break, take it. Never miss an opportunity to take a break from work. Breaks are designed to give employees time to realign themselves. People who normally skip breaks tend to feel burnt out at the end of the day. Take your mind off work during breaks, and try not to think about the presentation you need to submit later. This is the perfect time to do what you love to do. Giving yourself breaks will eliminate the possibilities of procrastination during your working hours.



WORK ON YOUR TASKS. Group your tasks that can be accomplished together. Healthy people start with the most challenging task of the day. Keep yourself absorbed in your tasks by creating a logical action plan for them.



BE PATIENT. Like I was saying before, there are many things during the day that you will not be able to control. Be patient with yourself and others. Know what needs to be done and be reasonable all the way.



BE SELF AWARE. Procrastination usually comes when you are not aware that you are already diverting from work. Never allow yourself to hit the auto-pilot button. Redirect your natural impulses to do other things.



REWARD YOURSELF. Done with the bulk of your task list? Order your favorite Starbucks drink and celebrate!



THE LAST TIP: Stop reading and just get to work! Kidding. COMMIT. Commitment is important in any plan that we create for ourselves. Consistency is important, especially if we are talking about rising above natural human tendencies. Knowing when and how to avoid procrastination is useless if it is not applied properly. Remember that those things that you procrastinate on are not really difficult to accomplish. Chances are, you already have what it takes to complete them.



Just commit and stick to what you have learned in this book. You may be surprised at the amount of things people delay in a day. Imagine how much more successful we can all be if we can avoid putting off what we need to do.



Now, the problem with countless books on procrastination is not that they are ineffective. The problem is readers consume them but fail to follow the strategies. Be not one of them. Good luck on your work!



 









 
Conclusion




 



Thank you again for downloading this book! 



I hope this book was able to help you deal with your procrastination and you can eliminate it forever.










Preview of Organizing: House Cleaning Hacks by Hanif Wyatt
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Chapter 1: Keep a Safe and Healthy Home



 



Several decades ago, cleaning wasn’t difficult task. After all, people only owned the most basic stuff – those necessary for survival and a bit of comfort. This also means maintaining their home wasn’t a problem.



Your house is your home: it is not just a shelter. Your home must be able to provide you a clean place where you can enjoy good times with your family. Well, if transforming your house into something really worth living in seems a tad too difficult and time consuming, there’s good news for you. Keeping a safe and clean home is not a problem anymore since you can do speed cleaning.



Speed cleaning is not just about cleaning your home in a snap. You must own a home that can be managed efficiently and effectively. A wise homeowner must be able to consider all factors. For instance, you chose to clean and sanitize your kitchen sink using baking soda instead of with a high-end store-bought cleaner. This decision helps in creating a safer home environment for you and your family. It is not just about making an ecologically-sound choice that also saves you money.



A healthy home enjoys enough supply of fresh air that circulates for proper ventilation. This helps ensure that indoor air pollutants are shooed away regularly. A well ventilated home safeguards the area from bacterial growth, as well as excessive mildew and molds.



A safe home also means there’s absolutely no place for clutter, or it’s at least kept at a minimum. Clutter isn’t merely about of the items or stuff, especially those out of place or disorganized; it’s essentially the continuous accumulation of stuff that you should have not bought, you did not ask for, or you no longer need. Clutter could be gifts that you cannot let go because you care about the feelings of those who gave them to you. Clutter could also be those things that you weren’t able to fix.




Click here to check out the rest of Organizing: House Cleaning Hacks by Hanif Wyatt on Amazon.
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