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k a t e  &  t h e  t e n d i n g  y e a r

My name i s  Dr .  Kate  Henry  and I  am a  Product iv i ty  Coach
who spec ia l i zes  in  susta inable  and wel l -be ing-or iented
product iv i ty .  I  ho ld  an  MFA in  Creat ive  Wr i t ing  and a  MA
and PhD in  Rhetor ic  and Compos i t ion  f rom the  Univers i ty
o f  Massachusetts  Amherst .  As  a  Product iv i ty  Coach ,  I
gu ide  academics  and ent repreneurs  to  deve lop
act ionable  and achievable  product iv i ty  and t ime
management  pract ices  so  they  can achieve  short - te rm
and long-term goa ls  wi thout  fee l ing  overwhelmed.  In
addi t ion  to  my work  as  a  Product iv i ty  Coach ,  I  am an
independent  researcher  and author  o f  T e n d  t o  I t :  A
H o l i s t i c  G u i d e  t o  I n t e n t i o n a l  P r o d u c t i v i t y .

To  access  more  f ree  resources  s imi la r  to  th i s  gu ide ,
v i s i t  my b log ,  The  Tending Year ,  a t
www.TheTendingYear .com/blog

To learn  more  about  my ind iv idua l  coaching and group
programs ,  v i s i t  www.KateHenry .com/work-wi th-me/

Instagram:  @TheTending Year

L inkedIn :  L inkedIn .com/ in /KateHenryPhD

Emai l :  kate@KateHenry .com

Substack :  KateHenry . substack .com

https://katehenry.com/tend-to-it/
https://thetendingyear.com/blog/
https://katehenry.com/work-with-me/
https://www.instagram.com/thetendingyear/
https://www.linkedin.com/in/katehenryphd/
https://katehenry.substack.com/


L e t ' s  t a l k  g o a l s !

Have  you ever  set  a  new goa l  wi th  h igh  hopes  to  fo l low
through ,  yet  never  actua l l y  reached your  l i te ra l  o r
f igurat i ve  f in i sh  l ine?

Did  i t  make you fee l  hor r ib le?  D id  you berate  yourse l f  fo r
be ing  lazy / i r respons ib le /not  f i l l - in - the-b lank  enough?
Were  you embarrassed ,  o r  d id  you fee l  scarc i ty ,  l i ke
maybe you d idn ' t  even deserve  your  goa l  in  the  f i r s t
p lace?  

Ouch .  Yeah ,  me too .  To  a l l  o f  i t .

I  used to  set  goa ls  wi th  abandon ,  mot ivated by  the
preempt ive  ecstasy   I  would  fee l  when I  executed a  new
cuis ine  or  showed of f  a  shapely  musc le  or  went  on  my
book tour  a f te r  I  completed the  book  that  I  jus t  knew I
had to  wr i te .   I  set  so  many  wel l - intent ioned goa ls  that
my horse  couldn ' t  even see  the  car t  ahead o f  her  i f  she
had b inoculars .

Before  I   learned how to  make my goa ls  act ionable  and
achievable ,  I   found myse l f  overwhelmed,  d i sappointed ,
and bur ied  under  negat ive  se l f  ta lk .  Th i s  i s  because  I
d idn ' t  have  expl ic i t  how-to  s teps  ta i lo red to  my
preferences  and pract ices !

Lucky  fo r  you ,  I  made th i s  FREE gu idebook to  show you
how to  ident i f y  goa ls ,  b reak  them down into  act ionable
tasks ,  and personal ize  your  method for  ach iev ing  them.
Th is  i s  the  k ind o f  work  I  do  wi th  my one-on-one Success
&  Accountabi l i t y  Coaching c l ients ,  so  i f  you 'd  l ike  some
ext ra  gu idance ,  cons ider  book ing  a  sess ion  wi th  me
today  by  emai l ing  kate@KateHenry .com.
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GOAL SETTING 101
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W H A T  I S  A  G O A L ?
A goa l  i s  a  des i red  resu l t  that  you  hope to  ach ieve .  I t ' s  the
end po int  o f  your  labors :  the  accompl i shment  made
tangib le .

A  L I T T L E  G O A L  S E T T I N G  H I S T O R Y
One of  the  most  popular  resources  on  set t ing  goa ls  i s  the
"SMART"  method .  Deve loped in  1981  by  George  Doran ,  th i s
method i s  an  acronym for  f i ve  c r i te r ia  necessary  fo r
determin ing  an  e f fect i ve  goa l :

S :  Spec i f ic
M:  Measurable
A :  Ass ignable
R :  Rea l i s t ic
T ;  T ime-re lated [ 1 ] .  

A l though the  interpretat ions  o f  the  le t ters  has  expanded
s ince  1981  ( i . e . ,  " T "  may  mean " t rackable "  o r  " t imely " [2] ) ,
th i s  sys tem remains  in  use  today .

In  my own pract ice ,  I  condense  goa l - set t ing  down to  jus t
two words :  ACTIONABLE and ACHIEVABLE .

Th is  gu ide  inc ludes  the  actua l  pract ices  I  use  when I  set
(and accompl i sh ! )  my  own goa ls .  I  f ind  that  us ing  these
two A-words  checks  o f f  most  o f  the  SMART cr i te r ia ,  such
as  l i s t ing  spec i f ic  tasks  and set t ing  t ime-re lated deadl ines ,
and re ly ing  on  just  two words  he lps  me to  s tay  focused
and fee l  ca lmer  about  the  process .

H O W ' S  T H E  A & A  M E T H O D  D I F F E R E N T ?

[1]: https://www.projectsmart.co.uk/brief-history-of-smart-goals.php
[2]: https://www.mindtools.com/a4wo118/smart-goals

https://www.projectsmart.co.uk/smart-goals/brief-history-of-smart-goals.php
https://www.mindtools.com/a4wo118/smart-goals


THE TWO A-WORDS
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A C T I O N A B L E
An act ionable  goa l  has  expl ic i t  s teps .  To  set  (and fo l low
through on ! )  an  act ionable  goa l ,  you  should  ident i f y  the
expl ic i t  s teps  you  wi l l  need to  take ,  f rom beginning  to
end .  Each s tep  should  be  broken down into  i t s  component
tasks ,  and i t ' s  important  here  that  you  ident i f y  expl ic i t
act ions  to  take  ( versus  genera l  ideas  or  to -dos ,  l i ke  "wr i te
an ar t ic le "  o r  " learn  Spanish" ) .

The  words  "act ionable "  and "ach ievable "  a re  s imi la r ,  in
that  they  both  re fer  to  something  you can accompl i sh .
However ,  I  apply  them separate ly  to  gu ide  how I  p lan ,
labor ,  and t rack  my progress  f rom star t  to  f in i sh .

In  genera l ,  th i s  i s  how I  th ink  o f  them when I  work :

A C H I E V A B L E
An achievable  goa l  i s  one  that  you  can accompl i sh  g iven
your  sk i l l s ,  t imel ine ,  access ,  and mot ivat ion .  Goa ls  a re  not
automat ica l l y  ach ievable ;  we  need to  ad just  our  approach
to  make them so .  For  example ,  whi le  a  pro fess iona l  past ry
chef  may  eas i l y  whip  up a  g luten- f ree  b i r thday  cake  in  a
day ,  the  same task  would  not  be  equal l y  ach ievable  to
someone who does  not  share  the  same t ra in ing ,  t imel ine ,
and access  to  mater ia l s .  Approaching our  goa ls  wi th  an
awareness  o f  what  can  make the  tasks  more  ach ievable  fo r
us  as  ind iv idua ls  i s  key .



FIRST, SET A GOAL
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The f i r s t  s tep  in  accompl i sh ing  your  goa l  i s  to  choose  i t !  

Have  you chosen a  word  or  a  theme for  your  year?  (Mine
is  " intent ion . " )  Perhaps  you have  a  b ig  deadl ine  on  the
hor izon (mine  i s  to  f in i sh  my d isser tat ion) ,  o r  a  dream
that ' s  been look ing  at  you  wi th  googly  eyes  fo r  the  las t
few years  (mine  i s  to  learn  v io l in ) .  

I f  you ' re  not  sure  which  goa l  you  want  to  focus  on ,  t ry
wr i t ing  a  l i s t  o f  a l l  the  th ings  you  would  l i k e  to
accompl i sh  th i s  year .  T ry  not  to  get  caught  up in
worry ing  "how wi l l  I  ever  do  a l l  these  th ings ! , "  because
the  purpose  o f  th i s  exerc i se  i s  to  bra instorm goa ls .

W R I T E  5 - 1 0  P O S S I B L E  G O A L S  F O R  T H I S  Y E A R  B E L O W

Look back through your list and choose just one to focus on
for the purpose of this guidebook. As you'll see in my
example page later, I chose the goal "publish an article in a
magazine."



MAKE IT ACTIONABLE
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W H A T  W I L L  " D O N E "  L O O K  L I K E  F O R  T H I S  G O A L ?

To  make your  goa l  act ionable ,  you  should  f i r s t  answer  a
few quest ions .

Here ' s  my answer  fo r  my goa l  o f  be ing  publ i shed in  a
magaz ine :

W H A T  W I L L  " D O N E "  L O O K  L I K E  F O R  T H I S  G O A L ?
I  w i l l  have  p i tched ,  dra f ted ,  and rev i sed an  ar t ic le  that  i s
accepted by  the  publ icat ion ,  and I  w i l l  have  a  scheduled
date  when my ar t ic le  wi l l  come out .  

Wr i te  your  answer  be low.  Remember ,  shoot ing  for  "good
enough"  i s  tota l l y  acceptable ,  and even encouraged !



MAKE IT ACTIONABLE
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Next ,  wr i te  down EVERY s tep you wi l l  need to  take  to
accompl i sh  your  goa l ,  f rom star t  to  f in i sh .  I t ' s  very
important  that  you  don ' t  sk ip  over  any  s tep ,  even i f  i t
seems ins ign i f icant  or  too  smal l .  

Be low i s  my example  fo r  my goa l .  I ' ve  inc luded a  b lank
copy  o f  th i s  box  on  the  next  page  for  you .

W H A T  A R E  A L L  T H E  S T E P S  I N V O L V E D ?
Rev iew a  few of  the  magaz ines  I  may  want  to  p i tch  to .
Choose  which  magaz ine  to  p i tch  to .
Look  up the  magaz ine ' s  submiss ion  po l ic ies .
I f  they ' re  cur rent ly  accept ing  what  I  want  to  p i tch ,  dra f t
up a  p i tch  or  two .
Get  feedback  f rom a  f r iend about  my p i tch .
Rev i se  my p i tch  as  needed .
Submit  my p i tch  to  the  ed i tor .
When p i tch  i s  accepted ,  ce lebrate !
Ta lk  about  a r t ic le  wi th  a  f r iend to  bounce ideas .
Out l ine  my ar t ic le .
Wr i te  my f i r s t  a r t ic le  dra f t .
Get  feedback  f rom a  f r iend on the  f i r s t  dra f t .
Rev i se  the  ar t ic le  into  my second dra f t .
Repeat  las t  s teps  as  needed .
Submit  my rev i sed dra f t  to  the  magaz ine .
Rev i se  per  the  magaz ine  ed i tor ' s  suggest ions .
Have  a  f r iend proof read my edi t s .
Rev i se  aga in  as  needed ,  per  f r iend ' s  suggest ions .
F ina l  proof read .
Dra f t  b io  fo r  magaz ine ,  i f  needed .
Source  author  photo  for  magaz ine ,  i f  needed .
Submit  a r t ic le .
Ce lebrate !  



MAKE IT ACTIONABLE
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Write  down EVERY s tep you wi l l  need to  take  to
accompl i sh  your  goa l ,  f rom star t  to  f in i sh .  I t ' s  very
important  that  you  don ' t  sk ip  over  any  s tep ,  even i f  i t
seems ins ign i f icant  or  too  smal l .

W H A T  A R E  A L L  T H E  S T E P S  I N V O L V E D ?



MAKE IT ACHIEVABLE
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"Achievable "  wi l l  look  d i f fe rent  fo r  everyone ,  depending
on the  context  fo r  the  pro ject  and on your  ind iv idua l
s t rengths  and pre ferences .  However ,  I  encourage
everyone to  s ta r t  by  answer ing  the  fo l lowing quest ions .
The  purpose  o f  these  quest ions  i s  to  he lp  you fee l
mot ivated and in  contro l  o f  your  process .

W H A T  I S  M Y  " W H Y "  ( P U R P O S E )  F O R  T H I S  P R O J E C T ?

W H A T  T Y P E  O F  A C C O U N T A B I L I T Y  W I L L
E N A B L E  M E  T O  D O  M Y  B E S T ?



MAKE IT ACHIEVABLE
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Look  back  at  your  l i s t  o f  s teps .  Cons ider  each one  i t s
own task .  Do  you need to  break  any  o f  those  tasks  down
into  smal le r  s teps?  I f  so ,  rev i se  your  l i s t  as  needed .  Then ,
answer  the  fo l lowing quest ions .  The  purpose  here  i s  fo r
you to  have  greater  awareness  o f  how you wi l l  approach
your  labor  wi th  conf idence .

W H I C H  O F  M Y  T A S K S  W I L L  B E  E A S I E S T  O R  Q U I C K E S T
T O  A C C O M P L I S H ?  H O W  S H O U L D  I  A P P R O A C H  T H E M ?

W H I C H  W I L L  T A K E  T H E  L O N G E S T  O R  B E  M O S T
C O M P L I C A T E D ?  H O W  S H O U L D  I  A P P R O A C H  T H E M ?



MAKE IT ACHIEVABLE
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Work  backwards  f rom your  deadl ine  and set  smal le r
deadl ines  fo r  ind iv idua l  tasks .
Use  a  pulse  and pause  method l ike  Pomodoro  to  he lp
you focus  in  short  burs ts .  You can learn  more  about
th i s  in  my b log  post  "2 .2 1 :  Bat t le  Work  Doldrums wi th
Pomodoro . "
T ry  "batchotask ing"  (batched monotask ing  sess ions )
your  labor  on  par t icu lar  tasks .  You can learn  more
about  th i s  in  my b log  post  "2 .8 :  Batchotask ing . "
Schedule  in  your  ca lendar  when you wi l l  work  on
part icu lar  tasks .  BE  REALIST IC  about  how long i t  w i l l
take !  Schedule  in  some buf fer  t ime .
Wr i te  down your  "why"  and hang i t  above  your  desk  or
your  workspace  or  put  i t  as  a  background on your
computer /phone .

A  one-hour ,  one-on-one pr i vate  coaching sess ion  wi th
me on Zoom,  Skype ,  o r  phone .  
Deta i led ,  descr ipt i ve ,  and conf ident ia l  notes .  I ’ l l
const ruct  these  and share  them with  you so  you have
expl ic i t  to -dos  and next  s teps  that  you  can use  as  a
guide  a f ter  our  sess ion .  
Fo l low-ups  f rom me v ia  emai l  a f te r  o r  between
sess ions  where  I  check  in  on  your  progress  on  the
goals  we determined together  dur ing  our  sess ion .
You ’ l l  have  access  to  emai l  me wi th  quest ions
between our  coaching sess ions .

Be low are  a  l i s t  o f  too ls  o r  t ips  that  may  he lp  you to
complete  your  ind iv idua l  tasks  wi th  more  ease  or  focus .
Cons ider  which  ones  may  be  he lpfu l  fo r  you ,  and t ry
them out !

Final ly ,  consider  booking with  me for  Success  &
Accountabi l i ty  Coaching!  These  inc lude :

You can read c l ient  tes t imonia l s  and check  out  coaching
packages  at  www.KateHenry .com/work-wi th-me.

https://thetendingyear.com/2-21-battle-work-doldrums-with-pomodoro/
https://thetendingyear.com/2-8-batchotasking/
https://www.katehenry.com/work-with-me


I f  you ' re  interested in  d iv ing  deeper  into  set t ing
goals  and intent ions  fo r  th i s  year  (p lus  actua l l y
fo l lowing through on them! ) ,  cons ider  book ing  a
Discovery  Ca l l  to  explore  one-on-one Success  &
Accountabi l i t y  Coaching  wi th  me .

Contact  me at  Kate@KateHenry .com or  use  the
l ink  above  to  book  a  sess ion .  I f  you  ment ion  th i s
gu ide ,  I ' l l  g i ve  you  $10  o f f  your  f i r s t  sess ion !

You can a l so  rece ive  f ree  resources  l ike  th i s  and
my habi t  fo rmat ion  gu ide  by  s ign ing  up for  my
twice-a-month Tending Let ter  a t
KateHenry . substack .com and check ing  out  my
blog  posts  a t  TheTendingYear .com/blog .

Happy  goa l  set t ing !

Dr, Kate

12www.katehenry.com

https://app.acuityscheduling.com/schedule.php?owner=15010713&appointmentType=16711990
https://katehenry.substack.com/
https://thetendingyear.com/blog/
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