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What is Goal Setting? 
 

“Goal setting is the process of working towards a clearly defined objective 
with a measurable end result” 
 

Goal setting is a powerful process for personal planning. By setting goals on a routine basis 
you decide what you want to achieve, and then move step-by-step towards achieving these 
goals. 
 

By setting sharp, clearly defined goals, you can measure and take pride in the achievement 
of those goals. You can see forward progress in what might previously have seemed a long 
pointless grind. By setting goals, you will also raise your self-confidence, as you recognize 
your ability and competence in achieving the goals that you have set. 
 

Icon Business Solutions have partnered with The Goal Centre - one of Australia’s Leading 
Experts at creating a Goal Orientated Life - to develop and provide this Goal Workbook for 
you to commence your Goal Journey. 
 

Please enjoy with our best wishes. 
 

OUR SEVEN STEPS TO SUCCESSFUL GOAL SETTING 
 

Step number one: Crystallise your thinking 
Determine what specific goal you want to achieve.  Either decide for yourself or sit down 
with your business partner/spouse/family and discuss your goals and objectives until you 
are absolutely crystal clear about what it is that you want and why you want it. 
 
Stephen Covey says that, "Before you begin scrambling up the ladder of success, make sure 
that it is leaning against the right building." 
 

Step number two: Write it down 
Writing clarifies thought and thought motivates action.  When you write your goal down, you 
crystallise it and give it tangible form.  You create something that you can touch and see.  On 
the other hand, a goal that is not in writing is merely a wish or a fantasy.  It has no energy 
behind it.  Unwritten goals lead to confusion, vagueness, misdirection and numerous 
mistakes. 
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Step number three: Set a deadline on your goal  
When you set a deadline, you act on the deadline because the deadline acts on you.  A goal 
or decision without a deadline has no urgency.  It has no real beginning or end.  Deadlines 
help you maintain a positive mental attitude.  They focus your attention and concentration on 
the objectives.  They enable you to eliminate distractions and to think clearly and creatively. 
 

Step number four: Define the challenges 
Make a list of everything that you can think of that might stand in the way between you and 
the achievement of your goal.  By identifying the expected challenges, you are able to see 
clearly what you need to do in order to achieve your goal. 
 

Step number five: Identify solutions 
Devise all the solutions you can think of to overcome each challenge.  You will find that 
when you approach goal setting in this manner, you realise unexpected forces of creativity 
and imagination and discover reasonable workable solutions for any problem that might 
arise. 
 

Step number six: Create a plan 
Create a written plan by organising your list of solutions by priority and sequence.  Take a 
few minutes to decide what you need to do first and what you can do later.  Decide what has 
to be done before something else and what needs to be done afterwards.  You’ll be amazed 
at how much easier it is to achieve your goal when you break it down into individual tasks.  
Remember to date each task when it needs to be completed. 
 

Step number seven: Do something every single day that moves you toward 
your goal 
Build this activity into your daily schedule.  Read a specific number of pages on a key 
subject.  Call on a specific number of prospects or customers.  Engage in a specific period of 
physical exercise.  Learn a certain number of new words in a foreign language.  Never miss 
a day without some effort toward the achievement of your goal.  For you to achieve success, 
daily execution is everything. 
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SETTING PERFORMANCE GOALS 
 
THE most powerful goal to set is a "performance goal".  You will have greater success by 
setting performance goals and avoiding outcome goals.  To set a goal around sales or the 
number of clients or revenue is to create what’s called an "outcome goal".  To set goals like 
"I'll make 5 cold calls each morning this week" or "I will attend X number of networking 
events this month and invite X number of people to join my newsletter” are performance 
goals. 
 

Performance goals are about action, not outcomes. 
 
The key difference between the two is CONTROL.  Outcome goals are generally out of your 
control, or a significant portion is.  Any goal that involves the decision-making processes of 
another person is out of your control.  You can have a Desired Outcome of 5 new clients, but 
each of those people has a decision making process that you cannot fully control.  The 
actions you need to take to make that more likely to happen need to be performance goals. 
 
By basing your goals on personal performance, then you can keep control over the 
achievement of your goals and draw satisfaction from them. 
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REMEMBER TO MAKE YOUR GOALS S.M.A.R.T. 
 

Specific 
Measurable 
Attainable 
Realistic 
Tangible 
 

Specific - A specific goal has a much greater chance of being accomplished than a general 
goal.  To set a specific goal you must answer the six "W" questions:  
 

Who:  Who is involved?  
What:  What do I want to accomplish? 
Where: Identify a location. 
When: Establish a time frame. 
Which:  Identify requirements and constraints. 
Why:  Specific reasons, purpose or benefits of accomplishing the goal. 

 
EXAMPLE:   
 

GENERAL SPECIFIC 

“Get organised” “Schedule 10 minutes each day to 
plan and set goals” 

“Get in shape” “Join a gym and work out 3 times per 
week” 

 

Measurable - Establish concrete criteria for measuring progress toward the attainment of 
each goal you set.  When you measure your progress, you stay on track, reach your target 
dates, and experience the exhilaration of achievement that spurs you on to continued effort 
required to reach your goal. 
 
To determine if your goal is measurable, ask questions such as......How much? How many? 
How will I know when it is accomplished? 
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Attainable - When you identify goals that are most important to you, you begin to figure 
out ways you can make them come true.  You develop the attitudes, abilities, skills, and 
financial capacity to reach them.  You begin seeing previously overlooked opportunities to 
bring yourself closer to the achievement of your goals.  
 
You can attain most goals you set when you plan your steps wisely and establish a time 
frame that allows you to carry out those steps.  Goals that may have seemed far away and 
out of reach eventually move closer and become attainable, not because your goals shrink, 
but because you grow and expand to match them.  When you list your goals you build your 
self-image.  You see yourself as worthy of these goals, and develop the traits and 
personality that allow you to possess them. 
 

Realistic - To be realistic, a goal must represent an objective toward which you are both 
willing and able to work.  A goal can be both high and realistic; you are the only one who can 
decide just how high your goal should be.  But be sure that every goal represents 
substantial progress.  A high goal is frequently easier to reach than a low one because a low 
goal exerts low motivational force.  Some of the hardest jobs you ever accomplished 
actually seem easy simply because they were a labour of love. 
 
Your goal is probably realistic if you truly believe that it can be accomplished.  Additional 
ways to know if your goal is realistic is to determine if you have accomplished anything 
similar in the past or ask yourself what conditions would have to exist to accomplish this 
goal. 
 

Tangible - A goal is tangible when you can experience it with one of the senses, that is, 
taste, touch, smell, sight or hearing.  When your goal is tangible, or when you tie a tangible 
goal to an intangible goal, you have a better chance of making it specific and measurable 
and thus attainable. 
 
Intangible goals are goals for the internal personality changes required to reach more 
tangible goals.  They are the personality characteristics and the behavior patterns you must 
develop to pave the way to success.  Since intangible goals are vital for improving your 
effectiveness, give close attention to tangible ways for measuring them 
 



 

   

NOW WHAT DO I DO…..? 
 
Take a clean sheet of paper right now and make out a list of ten goals you want to 
accomplish in the next year. Write your goals as though a year has already passed and 
they are now a reality. Use the present tense, positive and personal case so that they 
are immediately accepted by your subconscious mind.  
 
Then, go back over your list of ten goals and select the one goal that, if you achieved it, 
would have the greatest positive impact on your life. Whatever that goal is, use the 
template below, set a deadline, make a plan, take action on your plan and then do 
something every single day that moves you toward that goal. This exercise alone could 
change your life! 



 

   

YOUR GOAL SETTING WORKSHEET 
 
Goal (SMART – Specific, Measurable, Achievable, Realistic, Tangible) 

 
 
 

 
Benefits of achieving this goal 

 
 
 
 
 

 
Challenges 

 
 
 
 
 
 
 
 
 
 

 
Solutions 

 
 
 
 
 
 
 
 



 

   

Detailed Action Plan (Include dates) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Method of Tracking 

 
 
 
 
 
 
 
 
 


