Practical suggestions for setting goals 

Steps for setting achievable goals [35, 36]
1) Write it down.  Writing the goal down will give you clarity and focus. It is the first step in making a commitment.

2) Be specific.  Describe the goal as specifically as you can. The more specific you are, the better chance of getting what you want. You can track your progress more easily and you get a clear sense of where you are headed.

Instead of saying “I plan to socialize more,” say, “ I plan to go to visit my friend this Thursday.”

3) Set a deadline. The deadline helps to focus on the task. It reduces the chance that you will procrastinate.


4) Make your goal something you can measure. Keep score. How far have you come? How far do you have to go? 

For example, you may say that you want to be a good friend. This goal may be too vague. You need to think more in terms of measurable actions. It would be better to say, “This week, I will find one quality I like about my friend, and I will tell my friend about that quality.  Or, you might say, “I want to get better grades.” It would be more specific to say, I will study for 1 hour on Monday, Wednesday, and Friday for a particular quiz.

5) Set challenging but realistic goals. Don’t set impossible goals. This will just frustrate you in the end. Set goals that you think are honestly obtainable. 

6) Do not expect to always achieve your goals and do not condemn yourself when you don’t achieve them. We have little control over how things turn out in life. 

7) Think in terms of solutions rather than problems. Rather than thinking, “My goal is to not be lonely,” think, “my goal is make more friends. “ Instead of thinking, “How do I solve all my problems,” think ”What solutions are available to me.” 

8) Set goals that are connected to your valued direction (see worksheets). When your goals are driven by your core values, life becomes more meaningful and exciting. Make sure you know why you are doing what you do. As Shakespeare once said,

“To thine own self be true. And it must follow, as the night the day, Thou can not then be false to any man.”    Shakespeare  --Hamlet

9) Take immediate action. Make a phone call, create a plan, read a useful book, write a letter. Do something to put your plan in action.

10) Remember, failure to achieve the goal does not cancel out your valued direction. For example, you may sometimes fail to be a good friend sometimes, but this does not mean that you can not keep trying to live the value “being a good friend.”
Discovering time you didn’t know you had [36]
Vertical time

The amount of time you are willing to devote to a task in a single day. You have 24 hours of vertical time in any one day.

Horizontal time

The number of days you are willing to devote to a task to complete it. You have an entire lifetime of horizontal time.

Example 

Suppose you are asked to complete a task that will take 32 hours.  There are two ways in which you can do this, as illustrated below.  Using vertical time, the task is completed quickly, in just two days.  However, utilizing vertical time leaves little time for any other activity, apart from say, sleep.  

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
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	Evening
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Vertical Time

Horizontal Time

If you focus on vertical time, then you are trying to get a task done quickly, and in as short a time as possible. If you focus on vertical time, you can go slowly and over time accomplish huge things.

“Even ordinary effort over time yields extraordinary results [36]”

· A single brick at a time leads to a house.

· Single drops of water over time can eventually split a rock

· Single CD purchase a month eventually leads to a sizeable music collection

· Saving 11 dollars a day would allow you to have $4000 at the end of the year for a vacation. $5.50 a day would give you $2000.

· Going to university or a trade school and passing one class per semester (half year) will eventually lead to a higher degree. This in turn can lead to increased fulfilment and earning potential.

· A single paragraph a day leads to a novel in two years.

These things can be accomplished with small efforts. Even more can be accomplished if you put in more than ordinary effort.

Time passes whether you use it well or not. In 5 years, you will be 5 years older, regardless of whether you achieved your goals. You might as well put your time to good use. What can you accomplish in that time? Learn a new language? Get a degree? Learn a trade? Learn a hobby? 

Finding the time to succeed

The previous section argued that just a little time a day can be enough for you to achieve your most cherished goals. Many of us feel rushed and too busy. Even a half-hour a day can seem like too much. Here are some hints to finding the time.

1) Take some time away from TV watching. Many of us watch an average of 3 or four hours of TV per day. How much could you achieve if you used just 30 minutes of that time for your most cherished goals? This does not mean you should give up TV. You have to decide whether giving up a little bit of it is worth achieving your goals.

2) Is there any way to cut down on the time it takes you to do work or chores? Just cutting a few minutes off of tasks here and there can quickly add up to thirty minutes. How can you make your work more efficient? You may fear that cutting down on time may actually mean you get less done. However, often when we set deadlines, and give ourselves less time, we can get more done. This is because we prioritise and focus on what is essential and cut out the nonessential. 

The goal is not to cut down time on tasks by rushing. It is more important to work smarter, rather than quicker. Once you have come up with a plan to save time, try to execute it in a relaxed, non-rushed manner. Remember the goal is not the goal. The goal is to enjoy the process of getting to the goal.

3) Don’t underestimate your energy potential. Often we feel like work is so exhausting that we must rest anytime we are not working. Life then consists of working and resting so we can work again.  We believe that the only way we can get our energy back is to rest. However, it may be possible that we can have more energy if we do more. If you find something you cherish and love doing, you might find that you actually have more energy for work.   

4) Give your cherished goals priority. Don’t get to your most valued goals only if you have time after the other things in your life are done. Give priority to those cherished goals, and build the rest of your life around them.

Prioritise

The goal setting golden rule: Figure out the most important thing to be doing now. Do it. 

There are four types of task [36]
An important task moves your life in the direction you want it to go

An urgent task is one that is supposed to be done at once, whether it moves your life in the direction you want, or not.

 1) A task that is urgent and important

2) A task that is important, but not urgent

3) A task that is urgent, but not important

4) A task that is neither important or urgent

Make a list of all the tasks you have to perform tomorrow. Place a number next to them, according to where they fall above.

Are you surprised at how many things fall into category 3?  If you want to achieve your goals, you will need to give priority to tasks 1 and 2. These are your most cherished or important goals. 

Category 1 are crisis goals. You want to avoid things ending up in this category. It is important to spend most of your time working on category 2 goals and preventing them from become category 1 goals.

It is also crucial to avoid filling up your time with category 3 or 4 goals.

