Chart 1.  Developing SMART Goals and Duties

Employee:      


 Title:      


Supervisor:      


Review Period:      
Remember that the best goals are SMART: Specific, Measurable, Achievable, Results-Focused, and Time-Bound.

To develop a complete goal or duty, start with an action verb.  Then answer: what has been done?  How has it been done?  Why has it been done?

	Goal or Duty


	SMART Goal or Duty

	1.      

	What:      
  How:      
   Why:      
    When:      
Completed Goal:      


	2.      

	What:      
  How:      
   Why:      
    When:      
Completed Goal:      


	3.      

	What:      
  How:      
   Why:      
    When:      
Completed Goal:      


	4.      

	What:      
  How:      
   Why:      
    When:      
Completed Goal:      



