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Goal-Setting Worksheet
1. Define Your Goal
Goal Title:

(What is your goal? Be specific.)

Description:

(Provide a detailed description of what you want to achieve. Why is this goal important to you?)

Category:

(Personal, Professional, Health, Financial, etc.)

Deadline:

(When do you want to achieve this goal by? Specify a date.)




2. Break Down Your Goal
Milestones:
(List major milestones or checkpoints that will help you measure progress.)
1. Milestone 1:

(Description, target date)

2. Milestone 2:

(Description, target date)

3. Milestone 3:

(Description, target date)

Tasks:
(List the specific tasks or actions needed to achieve each milestone.)
1. Task 1:

(Description, due date)




2. Task 2:

(Description, due date)

3. Task 3:

*(Description, due date)*

3. Identify Resources and Support
Resources Needed:

(What resources or tools do you need?)

Support and Accountability:

(Who can support you or hold you accountable? Consider mentors, friends, or colleagues.)




4. Establish Measurement Criteria
Success Indicators:

(How will you measure your progress and success?)

Review Schedule:

(How often will you review your progress? Daily, weekly, monthly?

5. Plan for Obstacles
Potential Challenges:

(What obstacles might you encounter?)

Solutions or Alternatives:

(How will you address these challenges? What are your contingency plans?)




6. Reflect and Adjust
Reflection Questions:

(Regularly reflect on your progress. Consider questions such as: What’s working well? What isn’t? What can you adjust?)

Adjustments Needed:

(What changes or adjustments do you need to make to stay on track?)*

1. Celebrate Achievements
Achievements:

(Document your successes and milestones reached.)

Celebration Plan:

(How will you celebrate reaching your goal or milestones?)




Example Worksheet

1. Define Your Goal
Goal Title: Increase Monthly Sales by 20%

Description: Achieve a 20% increase in monthly sales through targeted marketing campaigns and improved customer
outreach.

Category: Professional

Deadline: December -/-/-

2. Break Down Your Goal
Milestones:
1. Milestone 1: Launch first marketing campaign : -/-/-
2. Milestone 2: Analyze campaign results - Due Date: -/-/-

3. Milestone 3: Implement new customer outreach strategies - Due Date: -/-/-

Tasks:
1. Task 1: Research target market - Due Date: January -/-/-
2. Task 2: Develop marketing materials - Due Date: February -/-/-

3. Task 3: Schedule and execute campaign - Due Date: -/-/-

3. ldentify Resources and Support
Resources Needed: Marketing software, budget for ad spend, graphic designer

Support and Accountability: Marketing team, sales manager



4. Establish Measurement Criteria
Success Indicators: Monthly sales reports, campaign performance metrics

Review Schedule: Monthly review meetings

5. Plan for Obstacles
Potential Challenges: Budget constraints, low campaign engagement

Solutions or Alternatives: Reallocate budget if needed, adjust campaign strategies based on feedback

6. Reflect and Adjust
Reflection Questions: What strategies are driving sales? Where are we falling short?

Adjustments Needed: Optimize marketing strategies, increase customer engagement efforts

1. Celebrate Achievements
Achievements: Achieved 10% increase by mid-year

Celebration Plan: Team lunch and recognition event



