Performance Review Template
Employee Name: [Employee Name]
Employee Position: [Employee Position]
Department: [Department Name]
Review Period: From [Start Date] to [End Date]
Reviewer: [Reviewer Name]
Date of Review: [Insert Date]
1. Key Performance Areas
Evaluate the employee's performance based on the following key areas:
	Performance Area
	Rating (1-5)
	Comments

	Job Knowledge
	[Rating]
	[Comments on job knowledge]

	Quality of Work
	[Rating]
	[Comments on quality of work]

	Productivity
	[Rating]
	[Comments on productivity]


2. Goals & Objectives
Review the employee's progress toward meeting previous goals and establish new goals for the upcoming period.
	Goal/Objective
	Status
	Comments

	[Goal 1]
	[Achieved/Not Achieved]
	[Comments]

	[Goal 2]
	[Achieved/Not Achieved]
	[Comments]


New Goals:
- [New Goal 1]
- [New Goal 2]
- [New Goal 3]
3. Strengths
Highlight the employee's key strengths and contributions during the review period.
- [Strength 1]
- [Strength 2]
- [Strength 3]
4. Areas for Improvement
Identify any areas where the employee can improve and provide actionable recommendations.
- [Improvement Area 1]
- [Improvement Area 2]
- [Improvement Area 3]
5. Training & Development
Recommend any training or development programs that could help the employee improve performance or advance their skills.
- [Training Recommendation 1]
- [Training Recommendation 2]
- [Training Recommendation 3]
6. Overall Performance Rating
Provide an overall rating of the employee’s performance during the review period, based on the key performance areas and other factors.
	Overall Rating
	Comments

	[Overall Rating]
	[Summary comments]


7. Employee Comments
Allow the employee to provide feedback on the review process and discuss any concerns or suggestions.
- [Employee Comments]
8. Signatures
Reviewer Signature: ______________________
Date: ______________________
Employee Signature: ______________________
Date: ______________________
(*Employee’s signature acknowledges that the performance review was discussed, but does not necessarily indicate agreement with the evaluation.*)




