
Goal Setting
Workbook



Setting goals is the
first step in turning
the invisible into the
visible. 
Tony Robbins



Simon Sinek, author of the book Find Your Why: A Practical Guide
for Finding Purpose for You and Your Team, writes that it is only
when you understand your “why” (or your purpose) that you’ll be
more capable of pursuing the things that give you fulfillment. It will
serve as your point of reference for all your actions and decisions
from this moment on, allowing you to measure your progress and
know when you have met your goals.

DEFINE YOUR
WHY



What are your strengths?

Five Questions To Ask Yourself:

What are you passionate about?

How do you want to be remembered? 

What makes you proud of yourself?

In the past, what activities or job tasks have given
you the greatest sense of fulfillment?  



One of the most important things you can do to
improve your business’s health is set short- and long-
term goals. Having a clear sense of what you want to
accomplish helps you better define a path to getting
there—something that can be elusive for many
entrepreneurs.

But goals alone are not enough. How exactly do you
go about increasing revenue or hiring new
employees? 

Well-written goals are SMART: specific, measurable,
achievable, results-focused, and time-bound. In short,
they are structured in such a way that you can
actively work towards completing them on a weekly
basis and have a clear sense of how you are
performing. Let’s take a closer look at what a SMART
goal looks like, how to set them for your business, and
some of the tools you can use to better set and track
them.

IDENTIFY
YOUR

GOALS



S Your goals clearly state what you want to achieve in a straightforward manner. That means including a what, why, and how.

Instead of just saying “Hire new employees for marketing,” your goal would be “By June of next year, hire a new junior-level

marketing employee with 2–3 years of experience setting up and implementing digital marketing campaigns.”

Specific

The goal should be measurable so you can say clearly whether you were successful. If the goal is not a yes/no

accomplishment, you should be able to determine how successful you were. Short-term measurements should also be

included. In our above example, that might include “Interview 3–5 new candidates each month starting in January.”

Measurable

This is a big one. Can you actually achieve this goal…reasonably? There’s nothing wrong with aspiration, but excessive

aspirations put you in danger of failing more often than you succeed. In the above example, how much time do you

actually have, do you have the capital to hire new staff, and will you have time to interview, hire, and train this new

employee?

Achievable

Writing SMART Goals

Your goals should be designed to measure the outcomes of your efforts, not the activities that you do to achieve them. That’s

why our goal is to hire someone and not to interview people—if the former doesn’t occur, the latter doesn’t matter.

Results-Focussed

Finally, your goals should be clearly set within a reasonable time frame. Our original goal was to hire an employee. It doesn’t

reference a time-frame for doing so. The risk is that the goal won’t be achieved within the window that makes the most sense,

but instead either too early before revenue supports the hire or too late, which means you miss the opportunity to market your

growing business. Worse, you procrastinate and never complete your goal.

Time Based
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MINI GOALS / YOUR TASK LIST

Once you have your goals identified, the next step is to outline the specific actions you will
take to accomplish those goals. Use the attached worksheets to identify monthly tasks

and then break those tasks into daily activities. Be sure to track your progress and move
any unfinished tasks to the following week. 



90 DAY PLAN -
MONTHLY TASKS

Month 1:

Month 2:

Month 3:



WEEKLY ACTION PLAN
Sunday Monday Tuesday Wednesday Thursday Friday Saturday


