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Goal Setting Checklist

Stay organised and productive with our Goal-Setting Checklist. This template helps you
define, prioritise, and track your goals effectively. Download now to start achieving your
goals more efficiently!

Goal Setting Checklist for ___________________________________ (Write Your Name).

Date: _____________

1. Define Your Goals

a. Identify what you want to achieve.

______________________________________________________________

______________________________________________________________

______________________________________________________________

b. Write down your goals clearly and specifically.

______________________________________________________________

______________________________________________________________

______________________________________________________________

2. Set SMART Goals:

a. Specific: Clearly define what you want to accomplish.

______________________________________________________________

______________________________________________________________

______________________________________________________________
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b. Measurable: Determine how you will measure progress.

______________________________________________________________

______________________________________________________________

______________________________________________________________

c. Achievable: Ensure the goal is realistic and attainable.

______________________________________________________________

______________________________________________________________

______________________________________________________________

d. Relevant: Make sure the goal aligns with your broader objectives.

______________________________________________________________

______________________________________________________________

______________________________________________________________

e. Time-bound: Set a deadline for achieving the goal.

______________________________________________________________

______________________________________________________________

______________________________________________________________
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3. Break Down Goals into Actionable Steps:

a. List the tasks and actions required to achieve each goal.

______________________________________________________________

______________________________________________________________

______________________________________________________________

b. Set deadlines for each task.

______________________________________________________________

______________________________________________________________

______________________________________________________________

4. Prioritise Your Goals:

a. Rank your goals in order of importance and urgency.

______________________________________________________________

______________________________________________________________

______________________________________________________________

b. Focus on high-priority goals first.

______________________________________________________________

______________________________________________________________

______________________________________________________________
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5. Create a Timeline:

a. Develop a schedule or timeline for completing tasks.

______________________________________________________________

______________________________________________________________

______________________________________________________________

b. Allocate time for each task in your daily planner.

______________________________________________________________

______________________________________________________________

______________________________________________________________

6. Track Progress:

a. Regularly review and update your progress.

______________________________________________________________

______________________________________________________________

______________________________________________________________

b. Check off completed tasks.

______________________________________________________________

______________________________________________________________

______________________________________________________________
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7. Adjust as Necessary:

a. Reflect on what’s working and what’s not.

______________________________________________________________

______________________________________________________________

______________________________________________________________

b. Make adjustments to your plan if needed.

______________________________________________________________

______________________________________________________________

______________________________________________________________

8. Stay Motivated:

a. Celebrate small wins and milestones.

______________________________________________________________

______________________________________________________________

______________________________________________________________

b. Keep reminding yourself of the importance of your goals.

______________________________________________________________

______________________________________________________________

______________________________________________________________
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Notes: ____________________________________________________________________
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