SMART GOALS – Worksheet
__________________________________________________________________

SMART goals help improve achievement and success.  SMART goals clarify  what is expected and the measures used to determine if the goal is achieved.
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EXAMPLE:

Not a SMART goal:
· Employee will improve their writing skills.
Does not identify a measurement or time frame, nor why improvement is needed or how it will be used.

SMART goal:
· The organization has identified a goal to improve communications with staff by implementing an internal newsletter.  Thembi will complete a business writing course by January 2014 and will publish the first monthly newsletter by March 2014.  She will gather input and/or articles from department heads and draft the newsletter for supervisor review, and when approved by CEO, distribute the newsletter to staff by the 15th of each month.    





GOAL:
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SMART GOAL:
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SMART Goal Planning Form

Specific – WHO? WHAT?










Measurement/Assessment – HOW?






[bookmark: _GoBack]Attainable/Achievable/Actionable – CAN YOU SUCCEED?






Relevant – EXPECTED RESULT?






Timeframe – WHEN?
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Specific: State exactly what you want to accomplish (Who,
What, Where, Why)

Measurable: How will you demonstrate and evaluate the
extent to which the goal has been met?

Achievable: stretch and challenging goals within ability to

achieve outcome. What is the action-oriented verb? i

Relevant: How does the goal tie into your key responsibilities?
How is it aligned to objectives?
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Time-bound: Set 1 or more target dates, the “by when” to
guide your goal to successful and timely completion (include
deadlines, dates and frequency)
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