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PLANNING

Setting goals and objectives

and determining how to

accompolish them.
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ORGANIZING
12 UMOOR Identifying and organizing resourc-

IMPLEMENTATION ¢ n e
PROCESS
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MONITORING

Measuring performance and

tion.

taking action to ensure

planned outcomes are

achieved.
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DIRECTING

Managing and motivating

each team to set goals,
delegate. and work with 100%
dedication and efficiency.
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SELECTION CRITERIA
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ANNUAL TARGETS
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IDARA/DEPARTMENT CONTACT LIST

Pro@alvazarat.org

Umoor Kharejiyah Public Relations Office www. thedawoodibohras.com

Daeratul Aqgeeq - Department for  daeratulageeq@alvazarat.org
Umoor Kharejiyah the Well-being of Women and
Children www.daeratulageeq.com
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SMART GOALS PLANNER

SPECIFIC: Who? What?
When?2 Where¢ Why?e
Which?

MEASURABLE: Metrics and
milestones. How much?
What percentage?

ACHIEVABLE: Do you have
skills and tools to
accomplish this objective?

RELEVANT: Does it fit with
overall organizational
objectives?

TIME-BOUND: Intermediate
and final deadline

2. GOAL

SPECIFIC: Who?2 What?
When? Where2 Why?
Which?2

MEASURABLE: Metrics and
milestones. How much?
What percentage?

ACHIEVABLE: Do you have
skills and tools to
accomplish this objective?

RELEVANT: Does it fit with
overall organizational
objectives?

TIME-BOUND: Intermediate
and final deadline

3. GOAL

SPECIFIC: Who?2 What?
When?2 Where2 Why?2
Which?

MEASURABLE: Metrics and
milestones. How much?
What percentage?

ACHIEVABLE: Do you have
skills and tools to
accomplish this objective?

RELEVANT: Does it fit with
overall organizational
objectives?

TIME-BOUND: Intermediate
and final deadline
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MEETING MINUTES

Meeting:

Date of Meeting: Start time:
Location: End time:
Chairman Minute taker:

1. Meeting Objective(s)
2. Attendance

Present Apologies

3. Decisions, Issues

Topic/Discussion Notes Outcome

4. Directives/Instructions Given

Action Responsible Person Deadline
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