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Smart Goals Worksheet
Employee Performance and Appraisal System 
SMART goals help identify an employee’s highest priority work, how and when progress 
toward those goals will be measured. SMART goals also show how the employee’s work supports
organizational goals and values.

	
	Goal # 1
	Goal # 2
	Goal # 3
	Goal # 4
	Goal # 5

	Goal (Specific) 

What are you going to do?

Define the goal as much as possible.
	
	
	
	
	

	Employee Responsibilities
(Measureable) 

Track progress and measure outcomes. 

How much, how many, 
how will we know when the goal is accomplished?
	
	
	
	
	

	(Attainable)

Make sure the goal is challenging yet within reach.
	
	
	
	
	

	Strategic-Goal

(Relevant)

Ensure the goal is worthwhile and aligns with organizational needs.

Why is the result important?
	
	
	
	
	

	(Timely) 

What is the time frame for accomplishing the goal?
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