Goal Setting/Performance Review Worksheet

	Performance Area
	Goals
	Progress & Results
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Instructions:   

1. Identify the major Performance Areas of the position i.e. “Manage the People”, “Secure new Business”, “Project Execution”, etc.

2. In each Performance Area, define at least two (2) measurable goals.  Goals should be:
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Specific – Clearly stated, understood by both Employee and Manager

· Measurable – Include specific metrics to be accomplished

· Achievable – Within reach, considering constraints of time, resources, market, etc.

· Relevant – Meaningful to the Performance Area – would improve overall results if achieved.  

· Time-based – Specific timeframe for achievement is identified.  

3. Meet with your manager to review Progress & Results (on a monthly, quarterly or semi-annual basis)



Employee:  ___________________________


Manager:  ____________________________


Origination Date:  __________


Review Date(s) ________________________
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