
 

Action Plan 
Goal-set the SMART way! Specific, Measurable, Achievable, Realistic, Time-Bounded 

GOAL: 
 
Today’s Date:                                                                  Goal completion date: 

Objective  
(what needs to be done) 

Resources needed 
(money/time/people) 

Measurement of  
task completion 

Target date Status 

 
 
 
 
 

    

 
Shared and adapted with permission from www.effective-time-management-strategies.com Please copy this worksheet and fill it out for each of your goals.


