
Employee Progress Report 

Date: [Insert Date] 

Employee Name: [Employee's Name] 

Position: [Employee's Position] 

Department: [Department Name] 

Performance Summary 

[Insert summary of employee's performance, accomplishments, and areas for improvement.] 

Goals Achieved 

• [Goal 1 - Description] 

• [Goal 2 - Description] 

• [Goal 3 - Description] 

Areas for Development 

• [Area 1 - Description] 

• [Area 2 - Description] 

Future Goals 

[Insert proposed future goals and objectives for the employee.] 

Conclusion 

[Insert concluding remarks and encouragement for the employee.] 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


