
Annual Performance Evaluation 
	Employee Information

	Last Name:  
	First Name
	Job Title

	
	
	

	Performance Cycle:   

	
	
	

	Performance Goals
	

	After reviewing objectives and accountabilities, comment on the results attained.  Insure that comments address those areas where results have met or exceeded expectations or requirements as well as those areas where results have not met expectations or requirements.  Note reasons why desired results were not obtained.

Add actual results and assign a rating to each goal.


	

	Goal #
	Weight
	Target
	Actual
	Rating

	 
	 
	 
	 
	 

	Manager Comments

	Employee Comments

	 

	Goal #
	Weight
	Target
	Actual
	Rating

	 
	 
	 
	 
	 

	Manager Comments

	Employee Comments

	 

	Goal #
	Weight
	Target
	Actual
	Rating

	 
	 
	 
	 
	 

	Manager Comments

	Employee Comments

	 

	Goal #
	Weight
	Target
	Actual
	Rating

	 
	 
	 
	 
	 

	Manager Comments

	Employee Comments

	 

	Goal #
	Weight
	Target
	Actual
	Rating

	 
	 
	 
	 
	 

	Manager Comments

	Employee Comments

	Comments on results

	Met some but not all objectives (2)
	Met all may have exceed some (3)
	Consistenly above all key objectives (4)
	Significantly above all key objectives (5)

	Overall Performance Goal Rating

	

	

	Mid Year Rating:

	Mid Year Rating:  (check one)   On Track:                        Off Track:

	Manager Mid Year Comments:

Please add 3 Strengths and 3 Growth Opportunities



	Employee Mid Year Comments:




	Year End Final  Rating:

	Performance Goal Year End Comments

	Manager Comments

	


	Employee Comments



	Signatures

Employee:___________________________    Manager:____________________________


FACTORS AFFECTING PERFORMANCE

Refer to the requirements of the position and cite strengths and weaknesses as they pertain to the following:

JOB KNOWLEDGE:  The total technical knowledge and information possessed as compared to position requirements
ADMINISTRATIVE SKILLS:  Include ability to establish priorities, plan and organize work, follow through, ability to manage time and meet deadlines, analytical skills, problem solving capabilities

INTERPERSONAL SKILLS:  Include ability to work effectively with customers and co-workers; consider cooperation, teamwork, communication  skills (oral and written), selling skills

HUMAN RESOURCE MANAGEMENT SKILLS (if applicable):  Include ability to manage and motivate team members, consider delegation skills performance management and ability to develop team members to their potential

OTHER JOB RELATED ABILITIES:  May include such items as creativity, ability to complete work without frequent direction, adaptability, etc.

