SAMPLE FORMAT FOR PERFORMANCE REVIEWS

To:

From:











Permanent FT Hire Date:














In Current Title Since:

Date:











Previous Review Date:














This Review Date:

Re:

2000 Performance Review

We met on -----------------  to discuss your progress on goals since your last review and to set goals and objectives for the next review period.

Thank you for coming prepared to our meeting with a draft of your 2000 program accomplishments and 2001 goals and objectives.

When we met, we did the following:

1. Set our agenda.

2. Reviewed accomplishments of last year’s goals/objectives.

3. Reviewed other 2000 accomplishments.

4. Developed goals and objectives for 2001.

Accomplishments in satisfaction of your 2000 goals and objectives were:

1.


2.

Additional accomplishments noted since the last review were: 


1.


2.

Objectives set for the last review period, but not accomplished:


1.


2.

The following goals and objectives were mutually set for 2001:

Goal #1:

Objectives:

Goal #2:

Objectives:

Summary comments from Supervisor:

Comments from the Employee:

Employee Name___________________Signature____________________Date_____________

Supervisor’s Name_________________ Signature____________________Date_____________

Dept. Head’s Signature__________________________________________Date_____________

Ac/ps

