[image: image1.png]


Catholic Leadership Institute


Writing SMART Goal Statements

A Goal Statement describes a desired outcome to be accomplished within a specific time period. Outcomes set standards for the quality, quantity, timelines, cost, or percent of change desired. A Key Responsibility Area may have a number of related Goal and Task Statements.

Rule of Thumb: 

Have 1-3 SMART Goals per Key Responsibility Area. 

It is wise to have no more than 8-10 total Goal Statements per year, with only three or so being prominent at any one time. Having more than that probably indicates that Task Statements have crept into goals.

Writing a Goal Statement:

Achieves • Outcome • When?

	Achieves


	• Contains one strong action verb

• Key Responsibility Area is not fulfilled if goal is not achieved

	Outcome


	• Is the result of different, repetitive, and accumulative activities

• Includes results-over-source indicators

• Provides a range for acceptable results compared to others working on the goal

	When?


	• Always has an end date

• Usually covers a six- to twelve-month period


SMART Goals

For many years, the SMART acronym has been used to help validate the potential effectiveness of a Goal Statement. There are a myriad of variations on SMART, but we think the following version generates the most essential criteria for setting goals that not only have a chance of being achieved, but are also worth achieving.

SMART stands for:

• Specific and Measurable


• Motivating


• Attainable


• Relevant


• Trackable (and time bound)

SMART Questions will help you verify your Goal Statement. They will also provide an opportunity to tweak the way the goal is written and increase your ability to achieve your goal.
SMART Goal Worksheet

Goal:
	Achieve

Non-fuzzy action verb

	

	Outcome

Specific end result


	

	When?
Specific end date
	


Goal (Achieve • Outcome • When?)
______________________________________________________________________________

______________________________________________________________________________

Evaluate:  Use your SMART card questions in the job aid to determine if the goal statement can be made SMARTer. 

Is the Goal Statement:

Specific and Measurable?

Motivating?

Attainable?

Relevant?

Trackable?

Answer:  ______

If not, write a revised SMART Goal Statement:

______________________________________________________________________________

______________________________________________________________________________
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