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PRIVACY ACT STATEMENT
AUTHORITY:  10 U.S.C. 5013, Secretary of the Navy, 5 U.S.C. 4181-4121
PRINCIPAL PURPOSE:  To document the nomination of trainees and completion of their training.  It serves as the principle repository of personal, fiscal, and administrative information about trainees and the programs in which they participate.  The form becomes a part of the permanent employment record of the participants in training programs and is included in the government personnel data file.
ROUTINE USES:  Department of Defense and Department of the Navy employees executing their duties pertaining to individual development plans.
DISCLOSURE:  Voluntary.  Failure to provide the requested information may result in the ineligibility for participation in training programs.
This form is not a binding contract.  This form does not guarantee that you will be assigned to the identified training or developmental activities.  Supervisors are responsible for ensuring that developmental activities support the mission.
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SMART Goals 
 
Specific:  Provide enough detail so that there is no indecision as to what exactly you should be doing when the time comes to do it.  A goal of  "Study for CDO Qualification" or "Read Budget Analyst Manual" is poor.  Should you be reading a guide?   If so, what pages?  Or should you be looking over Command Instructions?  A much better goal would be "Read pp. 12- 35 in CDO SOP text (or Budget Analyst Manual), write questions in the margin of text, and practice answering those questions after reading.
 
Measurable:  Your goal should be such that when you are through you have some tangible evidence of completion.  It feels good to see something there in front of you indicating a job well done.  Equally important, you will be able to prove to yourself that you were successful and your time wasn't wasted.  The end result of a goal such as "Read Chapter 3" cannot be reliably assessed.  Did you fully understand the words when you looked at the pages?  A much better goal would be "Read Chapter 3 and then write a summary from memory."  The summary would indicate that you in fact did read the chapter and would allow you to evaluate your degree of understanding.  Producing tangible evidence requires ACTIVE studying on your part, which research clearly suggests will produce superior learning and retention.
 
Aligned:  Your goals should be aligned to support the mission, vision, goals, and objectives of your command.  Mission, vision, goals, and objectives must be cascaded from the highest level of the organization to the lowest level, with each level understanding how their contribution supports the overall mission.  Managers and supervisors identify functional and strategic objectives and align them with the organizational structure at the critical task level.  When your goals are aligned with the mission, you are making your maximum contribution to the overall success of the mission.
 
Realistic/Relevant:  Don't plan to do things if you are unlikely to follow through.  Better to plan only a few things and be successful rather than many things and be unsuccessful.  Success breeds success!  Start small, with what you can do, experience the joys of meeting your goal, and only then gradually increase the amount of work that you ask of yourself.  Setting goals in which every minute in the day is accounted for is unrealistic; unplanned events will crop up and wreak havoc with your schedule.  Give yourself some flexibility.  We all like to know that the jobs we are performing are relevant.  When realistically aligned to the mission, vision, goals and objectives of our command, relevance is assured.  
 
Timed:  Set a time when you plan to work at your goal, e.g., between 4:00-5:00 p.m.  Split anything that will take you more than two hours to complete into smaller, more manageable, chunks.
 
Hidden
Training Opportunities
Informal:  On-the-job training, technology based training, employee self-development activities, coaching, mentoring, career development counseling, rotational assignments, shadowing, cross training and developmental activities at retreats and conferences.
 
Formal:  Formal classroom training and employee detailing. 
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