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Template


 Employee: 
_________________________________________

 Job Title: 
_________________________________________

 Department:
_________________________________________

 Supervisor: 
_________________________________________

Period for Review 

 

From: ______________


To:     ______________

Instructions
Manager and Employee
· Label each goal, for example, Goal #1: Increase Customer Service. 

· Desired outcomes should list measurable expectations to accomplish the goal, for example: customer inquiries are responded to within 48 hours, customer complaints are reduced by 20%, tools and documents are created to increase customer service efficiency. 

Employee
· Throughout the year, chart the quarterly completion of each goal.

· In the outcome section, list any details that you want to track. 

End of Year Review
The Goals Review Sheet will be printed and reviewed at your next performance meeting. You will be measured on the desired outcomes, success and completion of your overall goals. Employees that do not complete their required goals or do not meet the desired results will receive a lower score. Employees that meet their objectives and exceed the desired results will receive a higher score. (Company Name) considers goal setting to be critical to the success of personal, departmental, and company goals. 

 
Rate the employee according to the table below. Be sure to add comments, thoughts                        and observations. 

Employee Name: ____________________ Year: __________

	Goal Setting 

	Goals for Next Review Period
List any goals, projects, job duties and special assignments to be continued and or completed in the coming year.  Set these goals with the understanding that the corporate priorities are subject to change as business situations change. Update this section as necessary throughout the next review period.
	Quarter One

List the percentage of the goal that has been completed.
	Quarter Two

List the percentage of the goal that has been completed.
	Quarter Three
List the percentage of the goal that has been completed.
	Quarter Four
List the percentage of the goal that has been completed.
	Total Completed

	Outcomes
Detail any outcomes including changes or revisions that happened throughout the year.

	Goal #1

	Desired Outcomes:

	25
	25
	25
	25
	100
	

	Goal #2

	Desired Outcomes:


	50
	25
	25
	0
	100
	

	Goal #3

	Desired Outcomes:


	50
	25
	25
	0
	100
	

	Goal #4

	Desired Outcomes:


	50
	25
	25
	0
	100
	

	Goal #5

	Desired Outcomes:


	50
	25
	25
	0
	100
	

	Developmental Objectives

Complete this section after you have discussed and agreed upon opportunities for improvement with your manager.  Include any training and/or developmental objectives, corresponding activities, and time frames for completion.
	Quarter One

List the percentage of the goal that has been completed.
	Quarter Two

List the percentage of the goal that has been completed.
	Quarter Three

List the percentage of the goal that has been completed.
	Quarter Four

List the percentage of the goal that has been completed.
	Total Completed


	Outcomes

Detail any outcomes including changes or revisions that happened throughout the year.

	Goal #1

	Desired Outcomes:


	
	
	
	
	
	

	Goal #2

	Desired Outcomes:


	
	
	
	
	
	

	Goal #3

	Desired Outcomes:


	
	
	
	
	
	

	Goal #4

	Desired Outcomes:


	
	
	
	
	
	

	Goal #5

	Desired Outcomes:


	
	
	
	
	
	


Employee and Manager Signoff 

I understand that I am expected to work on these goals throughout the year and that the completion of my goals will be a part of my next performance review.  Incomplete goals or unsuccessful outcomes could lead to implications of poor performance.  I have agreed to the above goals and will discuss any issues with my manager, as they arise.

Employee Signature: _______________________

Date: ____________________

Supervisor Signature: ____________________

Date: ____________________
