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#1. Decide On a Goal (Be Specific)
Points to remember

The more specific the better.
Phrase in the positive.

The goal should be conceivable, believable, achievable, controllable, measurable, 
desirable and positive.

#2. Make the Goal Challenging Yet Specific
Points to remember

Guard against expecting too much, too soon.
An unrealistic goal can lead to failure.

Keep your goal manageable.
Don’t sell yourself short.

Not too hard, not too easy.

#3. Break Long-Term Goals into Short-Term Goals
Points to remember

Take one step at a time.
Achieving short-term goals provides motivation.
Break each short-term goal into smaller parts.

Be specific when naming the steps necessary to reach your goal.

#4. Seek the Help and Support of Others
Points to remember
Get a goal buddy.

Talk to as many people as you can about your goal.
Don’t be afraid to ask for help.

Talk to people who have already achieved the goal.
Avoid people who purposely try to keep you from your goal.
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#5. Find a Way to Overcome Obstacles
Points to remember

Failure does not mean defeat.
Brainstorm solutions -- be creative and think outside the box.

Learn from others and ask them to share ideas.

#6. Stay Focused and Keep Working Towards Your Goal
Points to remember

Write down your goal.
Find a visible symbol that represents your goal.

Study ways of achieving your goal.
Visualize yourself reaching your goal.

Do something daily to work toward your goal.
Realize that some goals take a lot of time and effort.

#7. Periodically Evaluate Your Progress and Make Changes If Needed.
Points to remember

Keep track of successes and celebrate your progress.
Use failures as a learning tool for future success.

Get rid of outdated goals.
Make adjustments as needed.
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