GOAL ACTION PLAN (GAP)

The Goal Action Plan (GAP) can be used to achieve important goals in your personal and professional life.  
1. Goal
Identify one goal you would like to achieve in your personal or professional life—one that you are prepared to commit time and energy to. The goal should be attractive and important enough that you will be willing to persist at it while keeping your enthusiasm! To work, a goal must be SPECIFIC, clearly understood, with an outcome statement that can be measured. 
Example of a poorly defined goal statement:

“I’ll get a promotion this year to supervisor.”

Examples of well-defined goal statements:
“I’ll initiate a newsletter for my department to demonstrate my improving communication skills and readiness to be promoted to a supervisory position.”  
“I’ll successfully complete a supervisory course to fill in the gap in my resume.”

Write your goal statement here:
2. Action steps
List several action steps you could implement to achieve for your goal. To get started, it might help to think of them as “baby” steps—little things you can do each day that will take you further along the road to reaching your goal.
3. Anticipated problems/obstacles

List things that are potential obstacles, such as resistant people or information or resources you don’t have yet. You might want to consider some of the feelings that come up when you think about what you need to do and how they might interfere with your taking action. For example, fear or anxiety about the unknown can lead to procrastination! 
4. Possible solutions/strategies 

Name two of the anticipated problems you identified in Step 3. For both, list some strategies you might use to either prevent or remove the anticipated problems. 

5. Who is helping you?

Few of our achievements are solo performances. Begin to list resources for assistance. Who was involved in helping you achieve your goal?

6. Success criteria (results )
The only way to know if you achieved your goal is to have a way to measure it. How will you know when you have achieved your goal?

7. Review dates
Each action step needs a time limit to help keep you focused on your goals. 

List the action steps you identified in Step 2 and set a realistic time limit for each step.

8. Celebrate!

Write something here you will do to reward yourself when you achieve your goal!
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