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• S for Specific: 
Give the task a specific name. Not "Create an offer" or even worse "Offer," but "Create an offer." Or even better - "Create 
and send offer." The task should describe what exactly we want to do.  
 

• M for Measurable: 
We have to define the task in a way that it is clear whether we have completed it or not. "Create and send offer" is 
something that is easily measurable. Did we send it to the client? Yes or no. Another example: "Increase turnover at client 
XY up to 90 thousand USD a year" instead of "Increase turnover."   
 

• A for Acceptable: 
The task needs a clearly assigned responsible person who agrees to complete it. eWay-CRM represents this with "Solver."  
 

• R for Realistic: 
Do not plan tasks you cannot complete. Plan only realistic tasks. In both of the context of resources and rights (I as a Sales 
Rep cannot implement a new accounting software within the Financial Department), as well as in the context of time (I 
won't plan any more tasks for today when I am already overwhelmed).  
 

• T for Timed: 
Every task needs a deadline. in eWay-CRM, we use "Due Date". Make sure the deadline is realistic!  
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