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SETTING S.M.A.R.T. BUSINESS GOALS 

The 5-Step Process  
 



Setting and Planning to Achieve Your Goals 
 

You may have heard of S.M.A.R.T. goals...people talk about them because they work. 

Here is an overview and you will find a goal setting worksheet right after the overview.  

 

SPECIFIC – Your goal needs to be spelled out very precisely and you also need to 

have a reason WHY behind your goal...some benefit or emotional attachment that 

will keep you focused. For example, a goal might be to earn $12,500 per month and 

onboard 5 new quality clients monthly in the next 90 days.  

 

Using language that leaves no doubt as to what the goal is, why you want to 

achieve the goal, and how you will get there is very important. If you are not able to 

be detailed in your description of the goal, it will be hard to meet it. Take the time to 

do this part right.  

 

MEASURABLE - This is where the Journal comes into play. It’s a report card and 

a method to measure what you want to accomplish and what you actually 

accomplished. If your goal cannot be quantified, then it’s not a full goal and you 

won’t know how when you have succeeded. An example of a measurable goal 

would be “I want to deposit to our bank account an additional 100 dollars per week. 

I’ll accomplish this by writing five 500-word articles each week for a life coach.”  

 

ACTIONABLE / ACHIEVABLE – There are different things that “A” can stand for, 

but it’s usually actionable or achievable. In order to achieve anything, you must take 

action. So, make your goal actionable, where you do something each day that will 

eventually result in an accomplished goal.  

 

Goals should also be achievable or you will quickly get frustrated. Be accurate 

about the time it takes to reach a goal, and what actions it takes to get there. Also, 

know who will be responsible for doing it. 

 

REALISTIC / RELEVANT – “R” can stand for realistic or relevant, and both are 

important. If you want your goal to succeed, it should most certainly be realistic or 

you will fail. If you’re currently making $500 a week and your goal is to increase that 

to $12,500 in 90 days, that’s not realistic. However, you may be able to increase it 

by $300. Once you achieve that goal and are earning $800 a week, you can set a 

new goal to increase your income by another $500 a week or something similar.  

 



Your goal should also be relevant to your life’s vision and match your values. 

There’s no point in making or achieving goals that have no relevance to your long-

term life goals. You could instead use that time to reach goals that get you one step 

closer to actually reaching your life goals. So always ask yourself, if the goal is 

relevant to your life goals. 

 

TIME BOUND / TIMELY / TRACKABLE – Various authors refer to the “T” in the 

S.M.A.R.T. acronym as time-bound, timely or trackable. All of these t’s are 

important parts of the goal creating and setting process. If you don’t set a time limit 

and you can’t track what is happening, your goal will be hard to quantified or show 

as achieved. Journaling helps you with this.  

 

Whichever words you use to help you craft your goals, the important thing is to have a 

process to help you make smart goals. Smart goals are goals that you follow through on 

achieving and know when you’ve met them.  

 

To get started with planning your S.M.A.R.T Goal, use the worksheet on the following 

page.  

 

 

 

 

  



 

Determine Your Smart Goal Worksheet 

 

Specific: If you went through the first part of the training, then you should have these 

goals documented already. But it never hurts to write them down again to further 

cement them in your mind and to clarify if necessary.  

 

What goal do you want to accomplish?  

______________________________________________________________________  

______________________________________________________________________ 

______________________________________________________________________ 

 

Why is this goal important to you? 

______________________________________________________________________  

______________________________________________________________________ 

______________________________________________________________________ 

 

What do you need in order to accomplish the goal? 

______________________________________________________________________  

______________________________________________________________________ 

______________________________________________________________________  

 

What obstacle(s) might you face while achieving this goal? 

______________________________________________________________________  

______________________________________________________________________ 

______________________________________________________________________ 

 

Measurable: 

 

How much or how many do you need in order to achieve your goal? 

______________________________________________________________________  

______________________________________________________________________ 

 

How will you know when you have achieved this amount? 

______________________________________________________________________  

______________________________________________________________________ 

 



Actionable / Achievable:  

 

Is your goal attainable in the period provided?    

 

___ Yes, as long as I work on it daily I should have no trouble achieving my goal.  

 

___ No. After careful consideration, I need to rework the goal so that it is 

attainable.  

 

Can the required tasks be completed in the timeframe?  

 

___ Yes, as long as I work on it daily I should have no trouble completing the 

goal within the timeframe.  

 

___ No. I think my goal may be a bit lofty. I will break it down into more 

achievable steps.   

 

Realistic / Relevant: 
 

Is your goal realistic?  

 

___ Yes, while it may not be easy, it is possible to reach my goal.  

 

___ No. After careful consideration, I think I may need to rework it a little.  

 

Is it relevant to your overall life goals?  

 

___ Yes, this goal will bring me one step closer to achieving my life goal.   

 

___ No. After careful consideration, I think I need to create a different goal.   

 

Time Bound / Timely / Trackable:  
 

When will you complete your goal?  

______________________________________________________________________  

______________________________________________________________________  
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Linda Henslee is the owner & founder of Linda Henslee Enterprises. Created in 2012, 
Linda has over 25 years in the administrative field, so she is well versed in the 
administrative industry.  
  
She got her start by creating her first company called Letter’s Etc. and started working 
with a company in the forestry industry. Working in that field she created an office 
environment from scratch. While she was there, she created a standard for other offices 
to adapt to as many didn’t have their own administrative assistant. She was with this 
one company for about 8 years before moving on to other business adventures.  
  
Next came her corporate experience where she created another office set-up that was 
built from scratch. Setting up office procedures, helping staff, creating formats using 
different software, gave her the insight into how easy it was for her to start her own 
business.   
As well as her own business, she also is the instructor at The VA to the ResQ Academy, 
a structured plan for women to utilize her program to create their own successful 
business just like she has aspired to do for herself.  
  
If you’re interested in checking out the academy, connect with Linda 
at www.vatotheresq.com. There you will find a complete program for anyone that is 
interested in learning how to create their own business.  
  
Currently, she lives with her husband and her son in a small town in the central valley. 
She’s the mother of two special creative adults who have started their own creative 
pursuits. She’s married to her High School Sweetheart from back in the day, yes, it’s still 
a thing, and live in Central Valley, California. At the Gateway To Yosemite, where life is 
not as frazzled as it once was a few decades in the past.  
  
She loves reading, crafting, decorating and of course fashion. Even though she’s not a 
fashionista now that she’s working from home, she still enjoys looking and 
dreaming she was still supermodel thin and good enough for Insta!  
  
She says she’s just  crazy mad about anything computer related. Just call her an old 
fashion nerd!  
 

http://www.vatotheresq.com/

