[bookmark: _GoBack]WORKSHEET #1: CREATING A GOAL STATEMENT
This worksheet will help you to create a list of annual goals. 
Start by making a list of 3 to 5 of your key tasks and responsibilities:
1. ___________________________________________________________________________________________________________

2. ___________________________________________________________________________________________________________

3. ___________________________________________________________________________________________________________

4. ___________________________________________________________________________________________________________

5. ___________________________________________________________________________________________________________

Now, write down your ideas for goals that correspond with your key tasks:
1. ___________________________________________________________________________________________________________

2. ___________________________________________________________________________________________________________

3. ___________________________________________________________________________________________________________

4. ___________________________________________________________________________________________________________

5. ___________________________________________________________________________________________________________

Test your goal ideas by answering the following questions:
Will this goal challenge me, yet still be achievable?  Yes 	 No
Is this goal measureable?  Yes  No
Does this goal fall outside of my normal daily activities?  Yes   No
Will this goal help my department achieve its goals?  Yes  No
Can this goal be achieved with the resources I have available?  Yes  No
If you answered “No” to any of the questions, try revising your goal idea so that your answers for each goal are all “Yes”.

Action Plan

	Goal #1:

	What needs to be done to achieve this goal? (List some specific action steps)





	By when?
	Additional Support, Accommodation and / or Resources?

	Goal #2:

	What needs to be done to achieve this goal? (List some specific action steps)





	By when?
	Additional Support, Accommodation and / or Resources?

	Goal #3:

	What needs to be done to achieve this goal? (List some specific action steps)





	By when?
	Additional Support, Accommodation and / or Resources?
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