
Goal Setting & Action Plan 

This workbook is designed to help you determine short and long-range goals and 
design action plans to successfully achieve those goals. You may use this format in 
its entirety or in part when working with your clients. Should you decide that the 
format as a whole is too large to use with your client – use what you deem to be 
appropriate in each given circumstance. 



Introduction to Goal Setting and Action Plans 

This workbook is designed to help you determine short and long-range goals and 
design action plans to successfully achieve those goals. 

1. The first step in positive change is determining what it is you want. These
pages will guide you through making each goal specific and detailed.

2. The next step is vital for real and long term change, looking at the bigger
picture. What is it you want for your life and how do your goals fit into the
life of your dreams?

3. An important next step is to honestly look at your current strengths and how
those strengths will help you achieve your long and short term goals.

4. Now you are ready for action. You will write at least two different paths to

reach your goals.

5. Add in accountability and celebrations and you’re well on your way to
success.

6. Implement your plan. Pick a date and start working your plan.

7. Finally, no real change is complete without assessment, evaluation and
looking at next steps.

8. Feel free to begin again. Set new goals and design new action plans to achieve
those goals.

Have fun with this. Change is difficult, but rewarding. Keep your eyes on the prize – 
living the life of your dreams – and success will come easy. 

Start as small as you would like. Start as big as you would like. Just start. This 
workbook is designed for success. But you do need to do the work. Work the 
book completely and thoroughly. 
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Before you begin, write your intention to do the work. By putting your intention 
is writing, you are affirming your commitment to real change. 

Exactly how much of this workbook are you willing to complete? How much 

effort are you willing to put into the work? 

Write about your intentions right here, right now. 

I intend to 

. 

Here are a few suggestions to help you get the most out of this workbook. 

9. Schedule time to do your work.

10. Be honest and open. This is your workbook and you only need to share

with others the ideas you want to share. The more honest you are about

what you want, the more likely it is you will obtain what you want.

11. Take your time. This workbook was not intended to be completed in an

hour or two. Take as much time as you need.

12. Re-read your completed work before you start a new section. Review your

ideas and thoughts as often as possible.

13. Repeat as often as you wish. Order a new workbook or redo this one.
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Writing Goals 

There are 3 simple rules for writing goals that have a great possibility of being 
fulfilled. These rules are: 

State your goals in the positive 
Add specifics 

Believe that you will achieve 

State your goals in the positive 
Don’t write what you won’t do, but what you will do. See yourself as the 

person who is successful. Keep the word no out of goals. 

Add specifics 
General goals are a great start, but adding details such as “when”, “where” 

and “with whom” gives you a better chance of success. 

Believe that you will achieve 
Positive thinking is a powerful change tool. Knowing that you are capable 

of achieving your goals is necessary for long term change. 

One Example 

I want to lose weight. 

This is stated in the positive, but it without a belief in my ability to lose weight. 

I will lose weight. 
The positive thinking has been inserted and now I know that I will lose weight. 

I will lose 20 pounds in the next six months. 
Positive thinking, and I have added details – how much and by when. 

Get out your pencil or pen right now. It is time for you to write your first goal and 
start on the road to success. 
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Brainstorm – What Do I Want? 

What do I want for myself? 
Don’t think about details right now. Brainstorm at least 20 wants for yourself. 
Get ready and brainstorm. Don’t stop for at least 10 minutes or until you have 
at listed at least 20 wants. 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

16. 

17. 

18. 

19. 

20. 

21. 

22. 

23. 

24. 

25. 
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Now pick just one of these wants as a starting point.  Select the one you want the most
and that you know you can achieve.  It  is important to find success early on, so don’t  
pick the most difficult,  but one that will  give y ou the most bang for your buck,  
so to speak. 

Write that want once again. 

Re-write the want as a goal stated in the positive and with belief that you will 
achieve this goal. 

Now add the details. Think of who, what, where, when, how much. Don’t think of 
how, at this point, that will come soon enough. 
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Think Bigger 

Before going on to the next page, put this goal in the context of an even bigger 
goal. This is what you will return to after achieving the goal you have identified 
as your starting point. 

Why do this? 

When goals are viewed as one part of a larger goal, they have a better chance of 
succeeding. For example, what is the real purpose behind wanting to lose 
weight? Perhaps, good health is the reason. Then losing the weight is one step 
closer to living a healthier life. The diet becomes a way of life – living healthier. 
The exercise that goes with losing weight seems less daunting when you chose to 
live healthier. 

You have heard that fad diets seldom work and often result in gaining all the 
weight back that you have spent so much time losing and adding a few more 
pounds in addition. Why? Fad diets are meant to be short term. You don’t go on a 
fad diet as part of a larger picture, as a life style. They are meant to do the job 
quickly and at times painfully. What is missing is long term commitment to a 
larger goal. 

So right now, think bigger. What are your long-term intentions that relate to your 
short-term goal? Write those below. 

I intend to . 

My goal of ________________________________ is a positive action step 

toward that intention. 

An example: 
I intend to live a heart healthy life and live to be at least 100 years old. My goal of 
permanently losing 20 pound is a positive step toward that intention. 

Notice how the word permanent slipped into the goal. This comes when you start 
looking bigger. Your goals become bigger and better and long-term. You now have 
an even better chance of success than before. 
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Now, write four or five more big picture intentions and how your goal fits into 
that picture of life into your future: 

Take a break right now to celebrate. Go back through the workbook and review all 
the work you have done so far. Acknowledge your work and your progress. Be 
honest and admit that you have made more progress in the past few pages than you 
imagined you could. Celebrate this work. Celebrate the progress. 

Celebration along the way to success is an important habit to put into your practice 
of achieving your goals. Showing yourself gratefulness for your successes big AND 
small encourages forward movement. So celebrate often, celebrate large and 
celebrate in small ways. 

Throughout this workbook, you will find many ways to celebrate. Start 
incorporating celebrations into you daily routine today. Use your favorite ways to 
celebrate and try some new ways. Be silly or be formal. Just be sure that you 
celebrate often. 

Fun ways to celebrate success 

Put a star, happy face or flower on the top of all the pages you completed 
Stand up and dance for the next three minutes  

Tell the next stranger you see that you are a winner  
Kiss someone you love and smile a secret smile  

Skip around the block 
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Identify your Strengths 

It is so easy to beat up on ourselves and see our weaknesses and forget about our 
strengths. It is human nature. But this is the time to be brutally honest about what 
strengths we bring to the table. It is vital to success to acknowledge our strengths 
and use them to carry us forward in attaining our goals. So get ready to admit to 
yourself (and maybe someday, the world) how strong you are and use those 
strengths to better yourself. 

There are 3 simple rules to identifying your strengths. These rules are: 

Be honest  
Be specific  

Be thorough 

Be honest 

It is okay to admit that you have strengths. It is more than okay, it is great. It  
isn’t bragging to say that you are good at something; it is being honest about who 
you are and what you are capable of doing. 

Be specific 
This is not the time to be wishy washy. Just as with goals, specifics help make 
strengths come alive. Add those details of when, who, where and others. 

Be thorough 
List all your strengths, not just those that are obvious to yourself or others. 
Little known strengths will often be as important, if not more important, that 
the obvious. Keep in mind that all attributes have negative and positive 
connotations. See if you can find the good in what you feel are some of your 
negatives. 

One example 

I am good. 

A great strength, but no details are included. 

I am a good and loyal friend to all people. 
I have added the details of being a friend and being a loyal friend. 

An example for seeing the positive in a negative 

I am stubborn. 
Stated like this, I am seeing being stubborn as a weakness. 
I believe in what I want and am determined to get what I want. 
I have changed a negative into a positive and this attribute is now a strength. 
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Brainstorm – Recognizing Strengths 

Brainstorm at least 20 of your strengths. Get ready and brainstorm. Don’t stop 
for at least 10 minutes or until you have at listed at least 20 strengths. 

26. 

27. 

28. 

29. 

4 .

6. 

1 .  

30. 

31. 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

19. 

12. 

13. 

14. 

15. 

16. 

17. 
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Think about your goal. Which of these strengths will help you achieve this goal? 
For example, if you want to lose weight, being committed to personal 
achievement is a great asset. Rewrite your strengths as partners in helping you 
achieve your personal goal. You will use this as you write your action plans later. 
Try to identify at least 5 strengths that you could use to make your goals become 
reality. Use the format shown in the example. 

Example 

I will use my strength of being committed to achievement to help me in achieving 

my goal of losing 20 pounds in the next six months. 

Now write your strengths and how they will help you achieve your goal below. 

1. 

2. 

3. 

4. 

5.  

WOW! You have already made great progress. If you have completed all of the 
assignments so far, congratulate yourself. Celebrate that you are closer to getting 
to what you want. By filling out this workbook up to this point, you are showing 
commitment to your dreams. Acknowledge this progress. 

Small ways to celebrate success 

Tell yourself how great you are  
Tell others about your accomplishments  

Turn your accomplishments into affirmations 
Smile big  
Laugh big 
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Action Steps 

Just as there is no one right goal, one right big picture, there is no one right way 
to reaching your goal. What works for me, might not work for you. What works 
one time, might not work the next time. It is important to look at multiple ways to 
reach your goal. If one plan isn’t working, you have an alternative plan ready that 
might work better. 

Already you have many identified tools to help you reach your goal. You have 
listed your strengths and developed a big picture of your ultimate intention. You 
have begun to develop affirmations and plans for celebrations. Now it is time to 
write your action plans. 

Of course there are rules for action plans. These rules are: 

Write at least two action plans for each goal 
Be specific 

Believe in yourself 

Write at least two action plans for each goal 
Write the first one knowing that it will work. But sometimes, even what we know 
will work, doesn’t work. Having the second plan ready eliminates the feeling of 
failure. By the way, if you do have to move to the second plan, start writing a third 
plan right away. Don’t let set-backs stop you. Look at them as opportunities to 
start again in a new and different way. 

Be specific 
Your goal is specific and your plans need to be specific also. You have thought about 
who, what, where, when and now is the time to add the how. How will you be each 
day, how will you start, how you will implement and how will you celebrate along the 
way. 

Believe in yourself 
You have the ability to accomplish anything you want to accomplish. You are great 
and you are on the road to becoming even greater. Say your affirmations daily. 
Celebrate every step along the way. This is what you want and you deserve to have 
what you want. You will have what you want. 

Are you ready? Do you know what time it is right now? It is time to celebrate where 
you are and where you are going. On your mark, get set, let’s go! 
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First, rewrite your goal. While it may seem a bit redundant, do it anyway. 
Remember to write it powerful and positive. 

I know you have already thought of at least one way to achieve your goal. You 
probably have thought of several ways to reach your goal. Who knows, one of 
those ways might actually work. So write all the ways you have already thought 
of to make your dream come true. 

Okay, great start, but you and I both know that there are sure to be more ways to 
achieve that same goal. Write for at least 5 more minutes and write down all the 
ways you have never thought of before to achieve that goal. Be outrageous, be 
practical, and just let these ideas be new ideas. 

An example (for losing 20 pounds): 
Read a diet book and follow the plan. 
Write a weekly menu and follow the menu. 
Walk for 2 hours each day. 
Each time I think of eating something, ask myself is it healthy. 
Cut off my hair and throw away one pound of weight. 
Get a diet buddy and work it together. 
Eat celery every time Ifeel hungry. 
Get myself a life coach to help me become a healthier eater. 
Remember my big picture and what I ultimately want. 
Stop drinking beer. 
Throw away all the junk food in the house. 
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Now celebrate again. You have just made a long list of strategies to help you  
accomplish those goals. Before you combine those ideas into two or more action 

plans, celebrate where you are and where you are going. 

A few new ways to celebrate 

Remember a day that made you smile and smile again.  
Mow, shovel or rake and enjoy the season.  

Take a child to the zoo.  
Buy a small bouquet of flowers for yourself.  

Buy a loved one a small surprise present and watch the look as it is opened. 

Your list of celebrations 
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Now it is time to combine the strategies into at least two workable plans. I will 
break these into steps for you, showing you an example for each step. The two 
plans will look very different, but will combine several strategies that I have listed 
on the previous page as well as using one or two of my strengths that I know will 
lead to success. 

14. P i c k  a  la rg e  s t r a t e g y ,  t h e  b i g g e st  o n e  t h at  I  am  su re  t h a t  I
c an  w o rk  su c c es s f u l ly .  G e t  my se l f  a  l i f e  c o a c h  t o  h e lp  me
b e c o me  a  h e a l t h i e r  e a t e r .  S i n c e  I  b e l i e v e  t h a t  h a v i n g  a  l i f e
c o a c h  i s  t h e  b e s t  r o a d  t o  su c c e ss ,  t h i s  h a s  a  h i g h  c h a n c e  o f
su c c e e d i n g .

15. Now select a smaller strategy that will help in reaching my goal.
Eat celery every time I feel hungry. I know that celery has few calories and I
like the crunch and taste of celery. It is inexpensive and very easy to carry a
small bag of cut up sticks with me everywhere I go.

16. Pick at least one of my strengths to work with in achieving your goal.
I am a positive thinker and know I can achieve anything I want.
I enjoy physical activity and walk every day at least two miles.
I am a person committed to achievement and I am committed to this goal.

17. Restate the goal and your larger intention.
I intend to live a heart healthy life and live to be at least 100 years old. My goal
of permanently losing 20 pound is a positive step toward that intention.

15 
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Now it is your turn. Write your first plan, following the steps above. Remember, 
this is the first plan and you have at least one more plan to write before you are 
done. 

18. Pick a large strategy, the biggest one that you am sure that you can work
successfully.

19. Now select a smaller strategy that will aid in reaching your goal.

20. Pick at least one of your strengths to work with in achieving your goal.

21. Restate the goal and your larger intention.

Guess what time it is? Yes, celebration time. 

A few new ways to celebrate 

Take a city bus to nowhere and explore a new part of town. 
Run through a sprinkler and relish in squeals of joy.  

Give yourself a facial or go to a spa for a massage.  
Buy some new underwear. 

Add a few of your own ideas 
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Plan two. Same format, new ideas. 

22. Pick a large strategy, the biggest one that you are sure that you can work
successfully.
Write a weekly menu and follow the menu. I love cookbooks and a great
selection of recipes that are healthy and fun to prepare and great to eat.

23. Now select a smaller strategy that will aid in reaching your goal.
Get a diet buddy and work it together. My husband encourages me and loves
my cooking. He loves it when I cook healthy.
Throw away all the junk food in the house. We don’t have much junk food
around, but we do have a few. Dennis loves gummy bears and ice cream. I am
going to ask him to save those for when we are not together. Take away the
temptations, please.

24. Pick at least one of your strengths to work with in achieving your goal. Iam a
great dancer. I dance every day after work for 10 or 15 minutes to relieve any
stress that may have built up. This physical activity will help me lose the weight.
I love fruits and vegetables. These provide great fiber and are low calorie, both
of which help me cut down on calories.

25. Restate the goal and your larger intention.

I intend to live a heart healthy life and live to be at least 100 years old. My goal
of permanently losing 20 pound is a positive step toward that intention.

As you see, the plans are different but still point to the ultimate goal. Both have a 
high chance of success for me; both include other people, a big strategy and at 
least one small strategy. Both are strength based and include variety. 

It’s your turn. This time I am going to ask you to list at least 2 smaller strategies 
to incorporate into the plan. You could ad many, but try to limit yourself to no 
more than three. Anymore at this point might be confusing and over-whelming, 
so stick with two or three at the most. 

17 
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26. Pick a large strategy, the biggest one that you are sure that you can work
successfully.

27. Now select a smaller strategy that will aid in reaching your goal.

And one more, please. 

28. Pick at least one of your strengths to work with in achieving your goal.

29. Restate the goal and your larger intention.

And celebrate. 

Some more easy ways to celebrate  
Watch a funny, silly movie.  

Talk with someone else that has been successful in achieving a goal. 
Say hello to everyone you meet everywhere you go.  

Go to a joke sight on the web. 

And yours 
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Commit to a Plan 

Now pick one plan and select a date to start working that plan. Give your plan a 
name to remind you of how important this goal is to you. 

Select a plan. Which one of the two plans seems to fit best with where you are 
right now? Here are some thoughts to help you make the choice. 

Which plan includes the most variety?  
Which plan builds on your greatest strengths?  

Which plan is easiest for you?  
Which plan fits best into your bigger picture of what you want for yourself? 

Now give it a name. The name does not have to be complicated, but a simple 
phrase that describes what the plan looks like. A simple name that you will 
remember your goal and plan, will motivate you and that you can refer to when 
the going gets tough. Include the larger picture goal if it will help you achieve 
success. 

Some examples for the diet: 

Twenty Little Pounds for a Healthier Life  

Six Months with My Life Coach and 20 Pounds Gone Forever 
Dennis and Me – 20 Pounds Down  
Healthy Eating, Healthy Life Plan  

Get the idea? 

Next, pick a date to begin. Today will be fine, if you are prepared. Tomorrow will 
work too, as will any Sunday or Monday or any day of the week. In fact, there is no 
bad time to begin – just be sure you are really ready to make a go of it and then 
put the date in writing along with your big picture goal. 

Example: 

Starting Monday, __/__/__, I will implement my Healthy Eating, Healthy Life 
Plan.  

I intend to live a heart healthy life and live to be at least 100 years old. My goal of 
permanently losing 20 pound is a positive step toward that intention. 
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Below brainstorm at least 6 names for each of your plans. 

Select a plan and give it the name you like best. Write down the name of the plan 
here and put a large smiley face on the plan that you have selected. 

Now pick that date and write the name of your plan and your big picture 
intention. 

WOW! You must be feeling all tingly inside right now. You know what you want, 
you know how you are going to get there and you know when. You are ready to 
start living the life of your dreams. Just add in some accountability and an 
evaluation plan and you are ready to rock and roll. 

Oh, let’s take a minute to celebrate this wonderful feeling. 

Celebrations for that tingly feeling  
Hug yourself tightly and warmly. Love yourself deeply.  

Take a picture of your big, wide smile.  
Write about the way you are as a human being right now.  

List 20 personal successes.  
Call your mother, your son or an uncle and tell them about your goal. 
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Build in Accountability and Evaluation 

Accountability can be done is several ways. You can make a mark on the calendar 
for every day that you have successfully worked your plan. You could tell someone 
else about your plan and have them ask you each day how your plan went or what 
your plan is for that day. You could journal, blog, or text message a friend about 
your success. You could pay yourself for your success. You could set up larger 
celebrations for achieving small steps along the way. (Just remember to celebrate 
in smaller ways for even smaller successes along the way). 

I gave you a few ideas, write down at least 10 more ways to hold yourself 
accountable as you work your plan. 

Now pick one and rewrite it below: 

And pick another, just for fun. 
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Evaluation is also an important part of the plan. Is your plan working? What 
evidence will you collect to know that it is working? In the case of losing weight, 
it could be weighing in once or twice a week. Other goals might not have as 
obvious evaluations that fit. 
So how will you measure success? 

Here are some ideas to get your ideas flowing. 
Ask other people if they see change. Ask for specific examples. 
Measure your height, weight, stomach, your smile. 
Chart daily successes and look for increases in time. 

Look at percentages – move from 10% to 80% over time. 

Now write a few of your own. Don’t evaluate your evaluations at this time, just 
brainstorm. 

Pick an evaluation and apply it. If you don’t see any significant change in three 
weeks, tweak your plan or change to your second plan. If you do change your 
plan, write another back-up plan right away. 

Give yourself time. Change does not happen quickly. It takes a long time to 
change a habit. Some people say 3 weeks, others say 3 months. I just know it 
takes as long as it takes. Persistence is key. Remember your goal, keep in mind 
your big intentions and know that you will succeed. Keep your eyes on the prize 
and you will succeed. 

And don’t forget to celebrate every small step along the way. The last pages of 
this workbook contain many more ideas for celebrations and chances for you to 
write celebrations of your own. 

Finally – 
You are on the way to creating the life of your dreams. 

And when you have completed THIS goal, go back and do it all over again, 
another small goal toward the bigger goal and the biggest goal of all-  

Living the Life that YOU Want to Live! 
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Hundreds of Ways to Celebrate   
Some ideas of mine  

And lots of room for you to  
Fill in the blanks with your own ideas 

Celebrate by yourself  
Journaling successes  

Writing poetry about nature  
Making a list of people that make you smile  

Hugging yourself  
Eating out alone  

Surrounding yourself with stuffed animals snuggling up 
Go to a movie by yourself  

Start a happiness blog  
E-mail a friend everyday with happy stories

Celebrate with friends   
Meet at a coffee shop and talk only happy thoughts  

Go to lunch at some place new  
Walk in a beautiful new place  

Bring two friends together that have never met  
Tell a friend everything she does that makes you happy 

Go to a comedy show  
Give friends for no reason  

Ask a friend what he likes about you 

Celebrate at work   
Tell your boss what you appreciate about her  

Tell your co-worker what you appreciate about him 
Tell a story that makes everyone laugh  
Say good morning with a large smile  

Acknowledge a job well done  
Say please and thank-you  

Hug that person that is driving you nuts  
Arrange for a get together before work  

Exercise at lunch 
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Celebrate with a group   
Go sledding  

Go swimming  
Go dancing  

Play a game of badminton  
Have a sack race  
Organize a picnic  

Buy tickets for everyone to a play  
Go to a children’s park and play  

Tell a group story, interrupting is the norm 

Celebrate with no money   
Collect weeds and create a picture  

Have a long, relaxing bath  
Take a cold shower and take pleasure in the sensation on your skin 

Make a crown of the dandelions you dug out of your yard  
Give others tickets for your famous cookies  

Dance in your living room to your favorite music  
Create a montage out of magazine pictures that represent you  

Read a joke book 

Celebrate with travel   
Visit a spa for a week  

Vacation in the mountains or at the ocean  
Visit a country that is vastly different than your own  

Send your parents on a dream vacation  
Send your children to a great camp out of state  

Take a weekend and fly to a city you have always wanted to see 
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Celebrate by giving   
Buy a new outfit you love and give it away to a shelter  

Give your waitress a 50% tip  
Hand out dollar bills to children you know  

Give money to your children’s teachers for supplies  
Double the money you normally give to your favorite charity  

Give to a food shelter  
Work at a soup kitchen  

Ask a loved one what they want most in the world and find a way to get it for her 

(Fill in your category here) 

(Fill in your category here) 

(Fill in your category here) 

(Fill in your category here) 

25Peak Performance Coaching Inc. Copy Write 11/2020 




