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Goal Setting and Planning Worksheet 

 

This worksheet has been designed to assist you in clearly defining your goal in measurable terms 

and then going through the process to ensure you’re committed to it and finally to develop the plan 

to achieve it. 

 

STEP 1 – Define A SMART Goal 

 

Define your objective using the SMART Principle  

Write a concise statement that reflects your thoughts on the following points. 

 

o Specific (Describe exactly what you want) 

o Measurable (How will you know if you’ve achieved it) 

o Attractive (Is this something you really want?) 

o Realistic and Relevant  

o Time Frame (Commit to a date it needs to happen) 
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STEP 2 – Identify the Benefits 

 

What are the benefits to you and others if you achieve this objective?  Include how you will 

feel when you achieve it. 
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STEP 3 – Identify the Risks 

 

What are you putting to risk for yourself and others if you don’t achieve this objective?  

Include how you will feel if you don’t succeed. 
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STEP 4 – Identify the Obstacles 

 

What are three potential or real obstacles that stand in the way of you achieving your 

objectives?  Be specific about what exactly might get in the way and how it would disrupt 

the process for you. 

 

 

1. 

 

 

 

 

 

2. 

 

 

 

3. 

 

 

 

Are there any others? 
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STEP 5 – Identify the Solutions 

 

Now is the time to design at least two solutions for each of the potential obstacles in your 

path.  Consider who you might get to help keep you accountable, or what habits you could 

change, or any other strategy that when needed you can implement, or possibly implement 

now just in case. 

 

1a. 

 

 

1b. 

 

 

2a. 

 

 

2b. 

 

 

3a. 

 

3b. 

 

Other Solutions? 
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STEP 6 – Identify the Inspiration and Motivation Strategies 

 

Create an Inspiration and/or Motivation Strategy (whichever suits you and your objective 

best) 

o Inspiration Strategies keep you focused on what you are moving toward (What you 

wish to acquire).  They are always positive and may be affirmations, visual images 

or other inspirational reminders of the positive outcome/s you are looking to 

achieve.  They are desire focused and based.  (RECOMMENDED) 

 

o Motivation Strategies keep you focused on what you’re moving away from.  (What 

you wish to avoid)  They are usually a combination of both positive and negative 

thought and energy, but with a significant component of the negative.  These are 

fear based, which is how most humans operate much of the time.  Examples would 

be reminders of the negative consequences if you don’t achieve the goal.  The 

intention is that the fear of the consequences is great enough that you’ll put in the 

effort to avoid them.  (SELDOM RECOMMENDED but may be appropriate to some 

people in some situations) 

 

 

Inspiration Strategies: 

 

 

 

 

Motivation Strategies: 
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STEP 7 – Identify your Resources 

 

You have a number of resources available to assist you in the achievement of this goal.  

These resources include your values, skills, strengths, information sources and the people 

you can invite to be a part of the process. 

 

Which of your core values will support you in achieving your goal? 

 

 

 

 

Which of your skills and strengths will support you in achieving your goal? 

 

 

 

 

What information do you already have, or will collect, which will support you in achieving 

your goal? 

 

 

 

 

Who will you invite to be a part of your achievement process?  A friend, colleague, coach or 

other professional(s)? 
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STEP 8 – Identify the Milestones 

 

It’s important to identify the starting point, the achievement point and the milestones along 

the way toward achievement, particularly for larger objectives. 

Identify below these key points in the goal process. 

 

What’s the first thing you’ll do in the next 24 hours toward your goal? 

 

 

 

 

 

What are the individual milestones along the way toward your goal?  Keep in mind that each 

of these points are cause for celebration of the progress you’re making. 

 

 

 

 

 

 

What will the final achievement look and/or feel like, and when is this going to happen? 
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STEP 9 – Identify the Action Plan 

 

One of the most important parts of the process is to identify the step by step action plan, 

which will enable you to achieve your objective.  List what you will do in order, and keep in 

mind the starting point, milestones and end point already defined.  Additionally, list who is 

going to do what and when it is required if appropriate to your plan. 

 

Action 

 

Who 

 

When 
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Action 

 

Who 

 

When 
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STEP 10 – Identify the Celebration Strategy 

 

One of the most often neglected part of any plan, and yet critical to the process, is the 

development of a celebration strategy.  In this stage, it’s important to identify a number of 

things.  Please follow the questions below and develop a plan for these critical components. 

 

How will you review what you have learnt about yourself and your abilities once the goal is 

achieved?   

 

 

If you haven’t achieved your goal fully as initially planned, how will you keep yourself 

inspired to continue the process until you achieve what you want? 

 

 

How will you use your success from this objective to support you in future objectives? 

 

 

How will you celebrate the milestones you achieve along the way toward your full 

achievement?  How will you include the people who have helped you in the celebration and 

thank them for their contribution? 

 

 

 

How will you celebrate the final achievement and include and thank those who have 

supported you? 

 

 

 



 

 

Resource Document   ©High Ideals Pty Ltd 

Goal Setting and Planning Workbook 12 Last Updated 22/5/2009 

 

 

STEP 11 – Helping Others 

 

And finally, you will have gained knowledge, skills, belief and new ways of thinking and 

taking action as a result of achieving this objective.  This is something you can share with 

others and support them in achieving what they want in their lives.  

 

Imagine now how you might be able to share your experience and support others, and 

document your thoughts as of today in the space below.   
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Congratulations! 

You have achieved something amazing right here and now in the identification and development of 

your plan.  There is a great phrase to remember here: 

“Failing to Plan is Planning to Fail” 

You have beaten this potential negative outcome by developing a sound plan to see you through. 

And remember that your coach is here with you to assist in any way possible to keep you on track in 

creating the life you want. 

 

Acknowledgement 

  

This coaching resource document was created by the askacoach.com team, drawing on specific 

coaching skills, models and knowledge from our individual and collective experiences. 

 

Disclaimers and Other Important Information 

High Ideals Pty Ltd is committed to ensuring that all of our services, products and information we 

share is foremost designed and delivered in a manner which has the potential to support others.  

Our values are focused on giving, being supportive and making a positive difference in the world.  

We are also dedicated to ensuring that we are at all times ethical demonstrating integrity at all 

levels.  Therefore this Disclaimers page is necessary to provide clarity on a number of key points, as 

follows: 

o All High Ideals Pty Ltd documents are for information purposes only. 

 

o Clients and all who read these documents are responsible for their own decisions and High 

Ideals Pty Ltd will never provide advice or direct you what to do.  Our services include sharing 

these resource documents, which are focused on assisting clients to raise their own awareness, 

by which they can make their own decisions and be responsible for their own actions.  It is the 

responsibility of anyone who receives an High Ideals Pty Ltd resource document, whether they 

are a direct client of ours or were forwarded this document from a third party, to read our full 

terms and conditions available on our website: www.high-ideals.com 
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o The client and/or reader of this document are responsible for engaging in their own research, 

further reading, and exploration.  This document is simply an information sharing starting point 

only. 

 

o All of our High Ideals Pty Ltd personnel and members can contribute to our Resource Library, 

and share the responsibility for writing all of these documents.  As a collective, we have a huge 

range of backgrounds and areas of expertise.  We also take great care when sharing information 

to ensure it is accurate, useful and a product of sound research as well as our own personal and 

professional experience.  Therefore many of our comments are born out of our many years of 

experience in a large number of areas of endeavour or interest and the successes of our clients is 

the evidence behind these strategies and techniques.  If we are providing personal opinion, we 

make that clear, and take care to validate why and/or how this personal opinion may be useful 

in the total picture of self exploration of the client/reader.  When we do share personal opinion, 

it is typically in the form of sharing from our relevant experience, ideas of strategies we feel may 

be helpful, and potentially have been helpful for us personally.  Personal opinion never includes 

giving advice or providing specific direction to the client/reader.  If we are referencing the work, 

thoughts or opinions of others, we also make that clear and give full attribution and 

acknowledgement to those other sources of information. We also share our validation for why 

we feel this information may be of benefit to the client/reader. 

 

o We adhere to the Harvard Referencing System in providing reference information and 

acknowledgement for all books, websites and other information sources.  We are continually 

updating our documents to match this standard.  If you ever notice a reference which you feel 

does not meet this standard, please let us know by writing to info@high-ideals.com with this 

feedback so we can attend to it immediately. 

 

o High Ideals Pty Ltd never makes any endorsement or recommendation of any websites, books, 

companies, products or services.  Instead, we provide ideas for the client/reader to explore 

certain websites and books in particular.  We review and carefully select which websites and 

books we feel may have some potential value to our clients/readers.  Then, when we raise these 

ideas with the client/reader, we also provide our justification for why we feel the idea may have 

some merit.  For example, if we raise the idea to the client/reader to explore a particular 

website, we will indicate what it is about that website which we feel has the potential to be 

useful to the client/reader.  It is then the responsibility of the client/reader to make the final 

assessment as to whether or not it is actually useful. 

 

o We also take no responsibility for the content of any website other than High Ideals Pty Ltd.  

We cannot control the accuracy, security or technical performance of any website other than 

our own.  Similarly, we have no control over the content of any books we raise ideas for 

exploration about, or the availability of those books.  It is the total responsibility of the 

client/reader to determine whether this information is for them to pursue further.  

 


