10 Goals To Reach In The Next 90 Days

What are the goals you most want to set for yourself for the next 90 days? Please select only those goals which you really want, not the ones you should, could, oughta or might want. Write down your 10 personal and business goals. When you set the right goals for yourself, you could feel excited, a little nervous, Don’t select the goals you historically have chosen, but never reached, unless you’re in a much better position to reach them now.

	START DATE
	FINISH DATE
	
	THE SPECIFIC MEASURABLE GOAL
	COMPLETED



	
	
	1
	
	

	
	
	2
	
	

	
	
	3
	
	

	
	
	4
	
	

	
	
	5
	
	

	
	
	6
	
	

	
	
	7
	
	

	
	
	8
	
	

	
	
	9
	
	

	
	
	10
	
	


Please develop a 3-step action plan or strategy for each goal and fine-tune this with your coach.

	What are the Personal & Business benefits to YOU for Accomplishing these Goals?
	 How are you going to reward yourself

	1
	

	2
	

	3
	

	4
	

	5
	


10 Goals Action Sheet

Now that you have written down your top 10 goals it’s time to create the actions to make it happen. So, for each goal you have committed to write out the 5 steps you must take to achieve your goals.

	G1:
	Finish Date
	Resources
	Possible Risks

	A1
	
	
	

	A2
	
	
	

	A3
	
	
	

	A4
	
	
	

	A5
	
	
	

	G2:
	
	
	

	A1
	
	
	

	A2
	
	
	

	A3
	
	
	

	A4
	
	
	

	A5
	
	
	

	G3:
	
	
	

	A1
	
	
	

	A2
	
	
	

	A3
	
	
	

	A4
	
	
	

	A5
	
	
	

	G4:
	
	
	

	A1
	
	
	

	A2
	
	
	

	A3
	
	
	

	A4
	
	
	

	A5
	
	
	

	G5:
	
	
	

	A1
	
	
	

	A2
	
	
	

	A3
	
	
	

	A4
	
	
	

	A5
	
	
	


10 Goals Action Sheet

.

	G6:
	Finish Date
	Resources
	Possible Risks

	A1
	
	
	

	A2
	
	
	

	A3
	
	
	

	A4
	
	
	

	A5
	
	
	

	G7:
	
	
	

	A1
	
	
	

	A2
	
	
	

	A3
	
	
	

	A4
	
	
	

	A5
	
	
	

	G8:
	
	
	

	A1
	
	
	

	A2
	
	
	

	A3
	
	
	

	A4
	
	
	

	A5
	
	
	

	G9:
	
	
	

	A1
	
	
	

	A2
	
	
	

	A3
	
	
	

	A4
	
	
	

	A5
	
	
	

	G10:
	
	
	

	A1
	
	
	

	A2
	
	
	

	A3
	
	
	

	A4
	
	
	

	A5
	
	
	


	PART 1
Team Development Review & Self Assessment

	Name:     
	Department:                       Date.

	PART 2

	This form helps both parties prepare for a constructive Team Review Meeting. It allows the each person to prepare their responses at their own pace. At the same time it allows each participant an opportunity to prepare for any concerns or questions either party may have. Please complete and return this form to your team leader at least one week prior to the date of your review. This form has the added function to determine the learning and development for the team members.  Please be frank and honest in your responses to the following questions.

	1. What do you feel have you done well this period? What have you achieved this period?

	2. What have you found most difficult and why?

	3. What solutions would you recommend to address the above issues?

	4. Are there factors outside of your control, which have affected your performance?

	5. What do you think is the best way to address these issues, if any; and by whom?

	6. What are the areas of your tasks you consider need to be strengthened through learning and development processes?

	7. What is the best way to strengthen these areas?

	8. Are there any others on your team you believe could also use strengthening in these areas, if so who?

	9. What goals should we put in place to ensure the strengthening of the above areas?  What activities and learning delivery methods do you suggest be undertaking and within what timelines?

	10. What level of workplace coaching and mentoring do you believe may assist you in strengthening the above areas? 

	11. What do you think about the performance of other team members?


	PART 3: How do you rate the organisation in the following areas? Your perception is very important to us.

	
	1

Very Poor
	2

Poor
	3

Average
	4

Good
	5

Very Good
	Do you feel this area is: Improving (I)
Not Improving(NI) or the Same (S)?

	Organizations clarity of purpose
	
	
	
	
	
	I 
NI 
S

	Communication of goals and objectives
	
	
	
	
	
	I 
NI 
S

	Communication – From Leaders
	
	
	
	
	
	I 
NI 
S

	Communication –within the team
	
	
	
	
	
	I 
NI 
S

	Concern for Job Enrichment
	
	
	
	
	
	I 
NI 
S

	Concern for team Development
	
	
	
	
	
	I 
NI 
S

	Utilization of support infrastructure
	
	
	
	
	
	I 
NI 
S

	Compensation
	
	
	
	
	
	I 
NI 
S

	Sense of team
	
	
	
	
	
	I 
NI 
S

	Commitment to team goals
	
	
	
	
	
	I 
NI 
S


	PART 4: Your Role

	Do you understand your role in the organisation? 

Is clarification required?


Do you feel others understand your role?

Do you have a clear job description?


When was it last updated?



	Training date Req By & length
	Suggested Training activity
	Training Outcomes Required
	Comments



	
	
	Other relevant Parties eg Team members, Coaches etc
	

	
	
	Reviewer
	

	
	
	Team Member
	


Time Schedule Breakdown

Here is a breakdown of the different types of activities to be scheduled into your diary timetable over the week. 

Activities

Type No 1.  These activities are a high priority and need specific times to be undertaken during work hours.   

For instance -  your turn at serving customers, returning telephone calls from customers, ordering stuff, suppliers, dealing with your team and times to be available to them, and times when you are NOT available – so that you get work done uninterrupted.

Type No 2

Other personal activities that need to be undertaken during work hours.
For Instance, personal banking, booking hair cuts, sometimes personal phone calls – you will notice that the amount of activities in this area are fairly limited so consequently do not allot lots of time into this into your diary – maybe ½ hr to an hour  and consider doing these during your lunch hour.  Lunch hours, Morning tea, afternoon tea

Type No 3

Activities that are important to be done that are flexible times during work times.  For instance checking irrigation, weeding, moving plants, visiting clients for landscape designs 

Type No 4 

Activities are work activities that can be done outside of work hours.  For instance working ‘on’ your self development, reviewing the key performance indicators KPI’s finishing off landscape designs, paying accounts by cheque or direct debit, marketing. 

Type No 5

Personal activities outside of work hours.  

Eg.  Socializing, relaxing, sleeping, eating, reading, family time, physical activities,  

	Appointment 
	Timetable for Week
	Starting__/__/__
	
	
	
	
	

	
	
	
	
	
	
	
	

	Legend
	Type 1 Activities Most important work hours 
	Type 2 Activities Personal Activities Work Hrs
	Type 3 Activities Important  Flexible in wking Hrs
	Type 4 Work activities outside Work Hrs
	Type 5 Personal Activities outside Wk Hrs
	
	

	Times
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	5.00am
	 
	 
	 
	 
	 
	 
	 

	6.00am
	 
	Travel
	Travel
	Travel
	 
	 
	Personal 

	7.00pm
	Travel
	Travel
	Travel
	Travel
	 
	 
	Time

	8.00am
	 
	 
	 
	 
	 
	Course
	All Day

	9.00am
	 
	 
	 
	 
	 
	Development
	 

	10.00am
	 
	 
	 
	 
	 
	 
	 

	11.00am
	 
	 
	 
	 
	 
	 
	 

	Noon
	 
	Lunch
	Lunch
	Lunch
	Lunch
	Lunch
	 

	1.00pm
	Travel
	 
	 
	 
	 
	 
	 

	2.00pm
	 
	 
	 
	 
	 
	 
	 

	3.00pm
	 
	 
	 
	 
	 
	 
	 

	4.00pm
	 
	Travel
	Travel
	Travel
	 
	 
	 

	5.00pm
	 
	Travel
	Travel
	Travel
	 
	 
	 

	6.00pm
	Dinner
	Dinner
	Dinner
	Dinner
	Dinner
	Dinner
	 

	7.00pm
	Children time
	 
	Children time
	Children time
	Children time
	Children time
	 

	8.00pm
	 
	 
	 
	 
	 
	 
	 

	9.00pm
	 
	 
	 
	 
	 
	 
	 

	10.00pm
	 
	 
	 
	 
	 
	 
	 

	11.00pm
	 
	 
	 
	 
	 
	 
	 


	Appointment 
	Timetable for Week
	Starting__/__/__
	
	
	
	
	

	
	
	
	
	
	
	
	

	Legend
	
	
	
	
	
	
	

	Times
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	5.00am
	 
	 
	 
	 
	 
	 
	 

	6.00am
	
	
	
	
	
	
	

	7.00pm
	
	
	
	
	
	
	

	8.00am
	
	
	
	
	
	
	

	9.00am
	
	
	
	
	
	
	

	10.00am
	
	
	
	
	
	
	

	11.00am
	
	
	
	
	
	
	

	Noon
	
	
	
	
	
	
	

	1.00pm
	
	
	
	
	
	
	

	2.00pm
	
	
	
	
	
	
	

	3.00pm
	
	
	
	
	
	
	

	4.00pm
	
	
	
	
	
	
	

	5.00pm
	
	
	
	
	
	
	

	6.00pm
	
	
	
	
	
	
	

	7.00pm
	
	
	
	
	
	
	

	8.00pm
	
	
	
	
	
	
	

	9.00pm
	 
	 
	 
	 
	 
	 
	 

	10.00pm
	 
	 
	 
	 
	 
	 
	 

	11.00pm
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