SMART TEMPLATE
	Goal

Give a brief description of the goal.



	Description

Explain the goal in detail so staff can understand what is involved.

Key Performance Indicators

Measurements to evaluate progress towards the goals. For example, if a goal is to improve customer satisfaction KPIs would be answer calls within 4 rings, answer emails within 24 hours, reduce complaints by 20%.

Achievement date

This is the deadline for goal achievement. Once this date is set staff can plan a timeline for achievement of the goal.



	Potential threats

The business environment is reviewed and possible barriers to success identified. The threats are considered when developing action plans.


	Business strengths

Details what strengths the business has to overcome threats. These strengths can be protected and developed.

	Resources requirements and timeline

This is a list of what resources are needed to achieve the goal. It includes what resources are available in the business now and what the business will need to obtain. This information will become part of an action plan and is based on the achievement date for the goal.



	Short-term goal

How will progress be seen in the short-term? What KPIs need to be achieved?
Medium-term goal

Identifying short and medium-term goals will give staff the ability to evaluate progress and keep them motivated by recognising success along the way. By achieving the short and medium-term goals progress is made towards the long-term goal.


	Rewards and benefits

What will the business gain from achieving the goal? This information can build a case for prioritising the goal and help to convince staff about its importance to business success.



	Staff involved

This is useful when setting a project goal or for setting a goal for a section of department of a business. The staff listed here will be involved in developing the action plan.


	Leaders and managers

Staff listed here have the responsibility for providing leadership and for making sure resources are provided, staff are working hard and problems are solved.




