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SOME OF THE BEST

JOURNEYS ARE THOSE 

IN WHICH YOU ARE 

THE MOST PREPARED.
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Specific:  has a clearly
defined expectation that is
communicated.

Measurable:  can be observed or
compared and therefore assigned
a number, value, amount, or
estimation.

Achievable:  is challenging yet
attainable, where the necessary
resources are accessible.

Realistic:  has a relatable
purpose and meaning to the
desired outcome.

Timely:  has a certain
timeframe for completion or
deadline attached to it.

A GOAL SHOULD BE:



GOAL TRANSFORMATION
(Taking a basic goal and making it SMART)

Basic Goal:  I will exercise for my health.

SMART Goal:  I will exercise to
strengthen my heart by walking in the
mornings (around my neighborhood
or at the mall when the weather is
bad) for at least 5 days out of the
week for 45 minutes to 1 hour a day.



Take a look at the goal
categories below. This list is

meant to get your goal
juices flowing.  So take one

or more categories and
create a SMART goal that
you intend to work toward

achieving.



KEYS TO PRODUCTIVITY

KEY #1

KEY #2

KEY #3

KEY #4

KEY #5

(Unlock Your Potential)

Work firs
t, play later.

Work the "undesirables"

first.

Seek motivational sources to either

jump start or help sustain activity.

Break down tasks into smaller

activities to tackle.

Actively report to
 the Accountability

Partners that will keep you moving

forward.



EXAMPLES OF MOTIVATIONAL
SOURCES THAT SERVE AS...

Pre-work motivators to get you in the
work mood.

and/or
While-you-work motivators to keep you in

the work mode.
(Use the following motivators, when you are in an inactive

slump and need a little energy boost to get or keep moving.  
See Key #3 of the "KEYS TO PRODUCTIVITY"). 



GOAL-PLANNING NOTE-TAKING

For simple note-taking or list-making, always be
prepared to capture your goal-minded thoughts

whenever or wherever they may strike.

Date:



GOAL-SETTING
WORKSHEET

Overa l l  Goa l :

 

Key  #4  o f  the  "KEYS  TO  PRODUCT IV ITY "

r equ i re s  tha t  goa l s  wi th  mul t ip le  s teps

be  broken  down  i n to  b i te - s i zed  p ieces

fo r  eas i e r  hand l ing .   Use  th i s  workshee t

to  c rea te  sma l l e r  goa l s ,  wi th in  the

ove ra l l  goa l ,  to  t ack le .   Ass ign  as  many

tasks  as  you  need  i n  orde r  to  r e f l ec t  a l l

the  p ieces  o f  the  goa l  puzz le .

TASK 4:TASK 3:

TASK 2:TASK 1:



SPEND TIME ORGANIZING
YOUR DAY



Accountability Partners
 = Support (Key #5)

You need Accountability Partners that
run the gamut of the support
spectrum.  They may be those

individuals or entities that will support
you unconditionally.  Or, they may be
those individuals or entities, whose
continued support depends on you

putting in the necessary work to bring
about positive life improvement

changes & goal-oriented 
results.

Boss

Coworkers



The 3 C's

COMMITMENT:
Demonstrated action with

an "all in" attitude.

CONSISTENCY:
A willingness to work on
a regular and continuous

basis until a goal
is completed.

CONFIDENCE:
The belief that you're 
capable of achieving
what you've set out to

do, and then going for it.


