
ASAPorg.comWriting SMART Goals
Looking for a way to prove you take your career progress seriously? Walk into your annual review with 
prepared SMART goals for the following year. A clearly stated goal needs to meet five criteria: Specific, 
Measurable, Attainable, Relevant, and Time-bound. When you write goals, they should use the following 
format to support corporate, department, and individual goals.

 ¡ Includes What, Why and How
 ¡ Example: GOAL: By August 1, implement a new performance management 

system for all staff using clearly defined processes and guidelines so 
employees and managers can more competently evaluate performance and 
develop their careers.

 ¡ Explanation of Example: “Implement a new performance management system 
for all staff” = what; “using clearly defined processes and guidelines” = how; 
“so employees and managers can competently evaluate performance and 
develop their careers = why

1 SPECIFIC:

What specific result or output is required?

 ¡ Measurement includes quality, quantity, cost and by judgment. Make certain 
that the criteria for judging effective performance is clearly discussed and 
understood, is agreed upon and is used consistently.

 ¡ Explanation of Example: The essential measurement is whether or not the new 
system is operational by August 1.

2 MEASURABLE: 

How will I know if I have achieved the result expected?

 ¡ Keep goals challenging but reasonable and attainable. Have honest 
discussions with employees and/or have an assessment of the acceptable 
level of performance for the position rather than the individual, and the job 
duties and expectations for the entire department.

 ¡ Explanation of Example: In order to reach this goal, you must have a skill set, 
in this case in the area of performance management, that allows you to 
understand the nature of the goal, and the goal must present a large enough 
challenge to remain an interest in and commitment to accomplishing it.

3 ATTAINABLE:

Is this within my area of influence or should someone else be involved?
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 ¡ Explanation of Example: The result of this goal is a process that allows 
employees and managers to more competently evaluate performance and 
develop their careers, not the individual activities and actions that occur in 
order to make the goal a reality.

4 RELEVANT:

How does it contribute to the overall department goals and work plans?

 ¡ Some are on-going and others should be stated whether they are monthly, 
annually, or by a specific date.

 ¡ Explanation of Example: August 1 provides you with a time-bound deadline. 

5 TIME BOUND:

When do I want this goal to be achieved?
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SPECIFIC:

What will the goal accomplish? How and why will it be accomplished?
1

MEASURABLE.

How will you measure whether or not the goal has been reached (list at least two indicators)?
2

ACHIEVABLE:

Is it possible? Have others done it successfully? Do you have the necessary knowledge, skills, abilities, 
and resources to accomplish the goal? Will meeting the goal challenge you without defeating you?

3

RESULTS-FOCUSED:

What is the reason, purpose, or benefit of accomplishing the goal? What is the result  
(not activities leading up to the result) of the goal?

4

TIME-BOUND:

What is the established completion date and does that completion date create a practical sense of urgency?
5

GOAL
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