
Goal setting

STEP 1: Goal Setting Download 

One of the reasons why we don’t do what we really want to do, is because we have too many
ideas running around in our minds. Sometimes we are unable to even identify what we want,
because it is unclear.

So, the first thing to do, is a brain dump! Just write down all your goals or ideas of what you want
to achieve or change here below. It doesn’t matter how big or small they appear, how realistic or
unrealistic you perceive them to be, or whether they are long-term or short-term goals - just get
them out of your head and on to paper…..



1.   See if there are goals that are similar to each other or that can be grouped together in the
       same category to make one bigger goal.

2.   Re-group what you have written here below.

3.   Use the boxes below to sort your goals out in to two categories: long and short term goals.

4.   IMPORTANT: Prioritise your goals by putting a number next to them in ranking order.

5.   Take one or two of your top goals at a time to focus on. This way you won`t feel overwhelmed.

Now, take a look at what you have written down:

STEP 2: Goal Sort Through 
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1.

2.

3.

4.

5.

SHORT TERM GOALS

1.

2.

3.

4.

5.

LONG TERM GOALS

MY GOALS
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Skillset

1.   Do you need to develop a new skill to achieve your goal?
       If so, what is it?

YES NO

2.   Do you need to improve a skill that you already have? 
       If so, how?

YES NO

3.   Do you need to acquire new information to achieve this goal?
       If so, what information and how will you go about getting it?

4.   What are the next steps to implement the above?

YES NO

Now it’s time to be objective and realistic about yourself and activate a growth mindset.
This helps to set you up for success rather than failure. Simply answer the following questions:

STEP 3: Mindset, Skillset and Obstacles

Mindset

1.   Is the goal you have set for yourself challenging enough for you to grow and
       learn?

2.   Does the goal you have set for yourself inspire you?

3.   Will you need to learn something new in order to achieve your goal:
       information or skill?

4.   Do you recognise the importance of putting in the effort to do this?

5.   Are you willing to commit to taking the necessary steps to achieve your goal?

6.   What is the first step you have to take?

YES NO

YES NO

YES NO

YES NO

YES NO
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1.   Can you identify any habitual thought patterns or beliefs that stop you achieving your 
       goals (negative self talk for instance)? If so, what are they?

2.   Name 3 simple things that you can do to change these beliefs or thought patterns.

3.   Can you identify any emotions that get in the way of what you want to achieve? If so, what
       are they?

4.   Name 3 simple things that you can do to change these beliefs or thought patterns.

5.   Do you have any unwanted behaviours that hinder you from achieving your goals?
       If so, what are they?

6.   Name 3 simple things that you can do to change these unwanted behaviours.

Obstacles
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Once you have chosen your goal - let’s say you set it for a year - you need to work backwards, from
the biggest picture to the smallest one. Break down your big goal in to 12 smaller sub-goals. Then 
categorise them in order of what needs to be done first.

LONG TERM GOAL

STEP 4: Make It Happen

BRAINSTORM MY SUB-GOALS GOALS

Month 1:

Month 2:

Month 3:

Month 4:

Month 5:

Month 6:



Goal setting

Month 7:

Month 8:

Month 9:

Month 10:

Month 11:

Month 12:

You can take each monthly goal and break it down in further in to 4 x weekly goals and then 
7 x daily goals, similar to the format of the short term goals listed below.



Goal setting

1.   Find a time every week to put aside 20 mins or so, to plan the week ahead and set your goals.
       Try to stick to the same day and time every week, so it becomes a routine:

Short term goals can be over the period of 60 days, or a month or even a week. Here is a suggestion
of how to plan your monthly goals:

SHORT TERM GOAL

DAY: TIME:

2.   Find a place where your action list can be visibly displayed to remind you.

1.

2.

3.

4.

5.

6.

7.

8.

1.

2.

3.

4.

Now break these down in to 4 Weekly Goals:

Prioritize them here below in order of what needs to be achieved first: 
Add more lines if needed.

Now write down the tasks that will lead you to your goal this month here below:
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1.

2.

3.

4.

5.

6.

7.

Finally break your weekly goals down in to 6 or 7 daily goals, or whatever is realistically
achievable for you:

You can even break your daily goals down further in to daily tasks. Be realistic about how 
much you can achieve in your day and take the time to plan your day, so you are clear on when
the tasks can be completed:

Today’s Tasks (in order of priority)

1.

2.

3.

4.

5.

NOTES


