
Employee Appraisal and Goal Setting 

Date: ______________________ 

Employee Name: ______________________ 

Position: ______________________ 

Department: ______________________ 

Performance Review 

Overall Performance Rating: ___________ 

• Strengths: _____________________________________________ 

• Areas for Improvement: __________________________________ 

• Achievements: ________________________________________ 

Goals for Next Period 

1. Goal 1: _______________________________________________ 

o Action Steps: ________________________________________ 

o Completion Date: _______________ 

2. Goal 2: _______________________________________________ 

o Action Steps: ________________________________________ 

o Completion Date: _______________ 

3. Goal 3: _______________________________________________ 

o Action Steps: ________________________________________ 

o Completion Date: _______________ 

Employee Comments 

___________________________________________________________ 

___________________________________________________________ 

Supervisor Comments 

___________________________________________________________ 

___________________________________________________________ 

Manager Signature: ______________________ 



Employee Signature: ______________________ 


