SMART Goals

Specific — target a specific area for improvement

Measurable — quantify or at least suggest an indicator of progress

Attainable — state what results can realistically be achieved, given available resource
Relevant - specify why it matters

Time-related — specify when the result(s) can be achieved

Specific: Goals should be simplistically written and clearly define what you are going to do: what, why,
and how. A specific goal will usually answer the five "W" questions:

e  What: What do | want to accomplish?

e Why: Specific reasons, purpose or benefits of accomplishing the goal.

e Who: Who is involved?

e Where: Identify a location.

e  Which: Identify requirements and constraints.

Measurable: Goals should be measurable so that you have tangible evidence that you have
accomplished the goal. Usually, the entire goal statement is a measure for the project, but there are
usually several short-term or smaller measurements built into the goal. A measurable goal will usually
answer questions such as:

e How much?

e How many?

e How will I know when it is accomplished?
Indicators should be quantifiable

Attainable: Goals should be achievable; they should stretch you slightly so you feel challenged, but
defined well enough so that you can achieve them. You must possess the appropriate knowledge, skills,
and abilities needed to achieve the goal. Impossible goals demotivate them. An attainable goal will
usually answer the question:

e How: How can the goal be accomplished?

Relevant: Goals should measure relevant outcomes, not just activities. The goals should matter. A
relevant goal can answer yes to these questions:

e Does this seem worthwhile?

e Is this the right time?

e Does this match our other efforts/needs?

e Are you the right person?

e Isit applicable in current socio- economic- technical environment?

Time-related: Goals should be linked to a timeframe that creates a practical sense of urgency, or results
in tension between the current reality and the vision of the goal. Without such tension, the goal is
unlikely to produce a relevant outcome A time-bound goal will usually answer the question:

e  When?

e  What can | do six months from now?

e What can | do six weeks from now?

e What can | do today?
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SMART GOALS QUESTIONNAIRE
This questionnaire will assist you in creating S.M.A.R.T. goals. Begin by writing your goal as clearly and

concisely as possible. Then answer the related questions. Conclude by revising your goal in the space
allotted.

Goal:

1. Specific. What will the goal accomplish? How and why will it be accomplished?

2. Measurable. How will you measure whether or not the goal has been reached (list at least two
indicators)?

3. Achievable. Is it possible? Have others done it successfully? Do you have the necessary knowledge,
skills, abilities, and resources to accomplish the goal? Will meeting the goal challenge you without
defeating you?

4. Relevant. What is the reason, purpose, or benefit of accomplishing the goal? What is the result (not
activities leading up to the result) of the goal?

5. Time-bound. What is the established completion date and does that completion date create a
practical sense of urgency?

Revised Goal:
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