GOAL DEVELOPMENT WORKSHEET

What do you want to accomplish?  Why is it important? 
OUTCOME
How will you know when you have accomplished it?  What should
the end result be?
TIMELINE
What is the deadline for completion?  
MEASURES
What actions are necessary to get there and how will it be known that progress is being made? What are some of the milestones along the way?

RESOURCES
What resources are needed for completion of this goal?  
Use the information above to write a complete goal statement: 

GOAL DEVELOPMENT WORKSHEET

SAMPLE
What do you want to accomplish? Why is it important?
Learn how to make gizmos
Important to be able to help department productivity during busy times or
  staff shortage

OUTCOME
How will you know when it has been accomplished?  What should the end result be?
· Pass gizmo making certification exam
· Demonstrate ability to make gizmos
· Gizmos will  function correctly 
TIMELINE
What is the deadline for completion?  

Oct 31, 2008
MEASURES
What actions are necessary to get there and how will we know that progress is being made? What are some of the milestones on the way?
· Attend gizmo training session by August 15, 2008
· Work with Greg Gizmo-Guru for one-on-one assistance two hours per week starting August 29, 2008
· Read “Gizmo Making Made Easy” by August 15, 2008
RESOURCES
What resources are needed for completion of this goal?  
· Supervisor will schedule certification exam 
· Supervisor will schedule one-on-one trainings with Greg Gizmo-Guru
· Copy of ”Gizmo” book from training library 
· Additional time for Steve to practice

Use the information above to write a complete goal statement: 
By October 31, 2008 Steve will demonstrate the ability to assemble a properly functioning gizmo by passing the gizmo making certification exam.  Steve should schedule and attend the gizmo making training session and obtain and read “Gizmo Making Made Easy” by August 15, 2008 and attend all pre-scheduled one on one training sessions with Greg Gizmo-Guru.        

