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Goal-Setting Steps Checklist

Setting clear and actionable goals can help you achieve your dreams and stay
motivated. Use this checklist to create a structured path toward your ambitions.

Identify Your Core Values

QO Reflect on what matters most to you—family, career, health, personal growth, or creativity.
QO Tip: Write down your top five values to ensure your goals align with them.

Define Your Vision

Q Picture where you want to be in the next year, five years, or longer.
O Example: "I see myself running a successful small business in five years."

Set SMART Goals
O Make your goals Specific, Measurable, Achievable, Relevant, and Time-bound.

O Example: Instead of “get healthy,” write “exercise 30 minutes daily, five times a week, for three
months.”

Break Down Goals into Smaller Steps

Q Divide larger goals into manageable tasks to avoid overwhelm.
O Example: If your goal is to write a book, start with “write 500 words daily.”

Prioritise Your Goals

QO Rank your goals based on urgency, importance, and alignment with your long-term vision.
QO Tip: Focus on no more than three goals at a time to maintain clarity.

Set Milestones and Deadlines

Q Create checkpoints to track your progress and stay on schedule.
O Example: "Complete the first draft of my book by June 30."
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Visualise Success Daily

Q Spend a few minutes each day imagining yourself achieving your goals.
QO Tip: Pair this with affirmations like, “I have the focus and discipline to succeed.”

Track Your Progress Regularly

Q Use ajournal, app, or planner to record your achievements and review setbacks.
QO Example: Update your progress weekly to stay accountable.

Stay Flexible and Adjust

Q Reassess your goals periodically and make changes if your circumstances or priorities shift.
QO Tip: View adjustments as growth opportunities, not failures.

Celebrate Small Wins

O Recognise and reward yourself for reaching milestones to maintain motivation.
QO Example: Treat yourself to a favourite meal after completing a significant task.

Seek Support and Accountability

QO Share your goals with a friend, mentor, or support group to stay encouraged.
QO Tip: Regular check-ins with an accountability partner can keep you on track.

Reflect and Learn from Outcomes

Q After achieving or revising a goal, reflect on what worked and what didn’t.
O Example: Ask yourself, "What strategies were most effective?"
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