
Departmental Performance Review Report 

Date: [Insert Date] 

Prepared by: [Insert Name] 

Department: [Insert Department Name] 

 

1. Introduction 

[Brief introduction about the purpose of the performance review] 

2. Objectives 

[List the objectives of the department] 

3. Performance Highlights 

• [Highlight 1] 

• [Highlight 2] 

• [Highlight 3] 

4. Key Performance Indicators (KPIs) 

Indicator Target Achieved 

[KPI 1] [Target Value] [Achieved Value] 

[KPI 2] [Target Value] [Achieved Value] 

5. Challenges Faced 

[Discuss any challenges encountered during the review period] 

6. Recommendations 

[Provide recommendations for improvement] 

7. Conclusion 

[Summarize the results of the performance review] 



Thank you, 

[Your Name] 

[Your Position] 


