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This worksheet is a practical tool to help you immediately apply what you
have learned. It will help you draft a clear and logical plan to achieve the
desired change.

"By failing to prepare, you are preparing to fail."
— Benjamin Franklin
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Definitons

Program: A coordinated group of related projects to achieve broader
strategic objectives. Often longer duration.

Project: A temporary endeavour with defined start/end, unique
output/outcome, specific objective, and dedicated resources. Often
shorter duration.

Activity: A group of related tasks that, when completed, leads to a
specific output.

Task: A specific action that needs to be accomplished, usually with a
defined beginning, end and often an assigned individual or team. It
contributes to the completion of an activity.

Goal: A broad, aspirational solution to the problem.
Objectives: Provide an overview of the activities you intend to
implement, which should be Specific, Measurable, Achievable,

Relevant, and Time-Bound (SMART), that prove success.

Outputs: These are tangible, immediate results of your activities -
"What did we complete or deliver?”

Outcomes: The change in condition or behaviour that happens
because of the output - "So what? What was the impact?"
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1. Developing a Goal

a. Identify the Core Problem: Clearly define the central undesirable
condition based on the evidence or risk.

b. Define the Desired Outcome (The Flipped Problem): Take the negative
reality from the problem statement and flip it into the ideal positive result
you want to achieve.

c. Draft the Aspirational Goal: Write a broad, non-measurable statement
of success that reflects the long-term vision. (Use strong verbs like deliver,
achieve or ensure).
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2. Crafting Your SMART Objective

Use this template to draft a clear, measurable objective for your project.
Remember, a strong objective acts as a roadmap for your entire proposal.

S - Specific: Who will benefit? What will be achieved? Where?

M - Measurable: How will you know when the objective is met?

A - Achievable: Is this realistic given our resources and timeline?

R - Relevant: Does this objective align with our mission and the problem?
T - Time-bound: What is the deadline for this objective?

My Objective:
S

M:



K ainos

3. The Causal Chain: Task, Activities, Outputs,
Outcomes

Use this grid to map out the logical flow of your project. This ensures that
every action you take leads to a clear and measurable result.

N My Key Task My Expected My Desired
My Key Activity (What you need to Output Outcomes
(What you will do) yd ) (What you will (Short-to Medium
° deliver) Change)
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Example

Specific, evidence-

High risk of project failure due to a lack of

Problem based statement planning: homemade birthday cakes are often
Statement of the negative completed late and often lack key ingredients,
reality resulting in poor quality.
The broad,
e. r?q To deliver a delicious, structurally sound, and
aspirational . . _
Goal , customized birthday cake that is ready for the
solution to the _ )
celebration exactly on time.
problem
Specific, To .comple’re all mixing, baking, d.ecoroﬂng, and
_ delivery tasks for a requested 9-inch chocolate
L. measurable, time-
SMART Objective cake by 4:00 PM on Saturday, December 14th,
bound results that ] _ _ _
ensuring the cake receives a satisfaction score
rove success
P of 8/10 or higher from the recipient.
The action you will
Key Activity ’ro.|ke - a maijor, Phase 1.: Planning and ProCCt.Jremen’r (Developing
high-level task the project plan and obtaining all resources.)
group
The immediate A finél recipe, a shopping list, cn.ol all
Outout et ot oy ingredients/tools purchased and placed in the
P deli 4 kitchen, ready to begin baking by 8:00 AM on
eliver
Friday, December 13th.
The change in The baking process will be completed without
Outcome condition or interruption or delay due to missing ingredients,

behaviour

enabling the project to finish on time.
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Your Project Blueprint

Your Turn

Specific, evidence-
Problem based statement

Statement of the negative

reality

The broad,
aspirational
Goal p-
solution to the

problem

Specific,
ble, time-
SMART Objective | | ooer1ime
bound results that

fprove success

The action you will
take - a major,

Key Activit
R high-level task

group

The immediate
Output result - what you
deliver

The change in
Outcome condition or
behaviour
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3. Common Pitfalls and How to Fix Them

Avoid these common mistakes to write effective projects.

Pitfall: Writing objectives that are not measurable.
Fix: Ensure the objectives are SMART. Replace vague terms with
quantifiable metrics.

Pitfall: Confusing an activity for a goal.
Fix: A goal is the outcome of an activity. Don't say "to conduct
sessions'; say "to increase knowledge through training sessions."

Pitfall: Confusing a specific task with the major activity.

Fixc Activities are the high-level what you will do, such as baking a
birthday cake. Tasks are the internal, detailed how you do them, such
as ‘prepare shopping list'.

4. Actional Language Guide

Strong verbs focus on the change or result you intend to achieve.

e Amplify, Create, Develop, Empower, Enhance, Establish, Expand,

Improve, Increase, Innovate, Reduce, Strengthen

Strong verbs focuses on the actions you will take and the specific

deliverables or results you will produce:

e Conduct, Deliver, Disseminate, Implement, Publish, Provide, Train
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Ready to Turn Your Readiness into Results?

Visit our website for expert resources, training, and personalised support!
www.kainoscaribbean.com

Contact Us:

Email: kainos.caribbeaneoutlook.com
Phone: 1246 238 3147

Follow us on social media:
Instagram: ekainos.caribbean
LinkedIn: eKainos Caribbean
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