PERFORMANCE REVIEW CONVERSATION AND FUTURE PLAN

Feedback and review

EMPLOYEE:

MANAGER:

Stepl/3

&

Wins

What were my wins?
What did I achieve
or do well?

Learnings

What were my key learnings?
What should have I done
differently?

Changes

What changes will I make in
the future?

Employee

Manager
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Forward looking plan

SHORT TERM GOAL: LONG TERM GOAL:

Objectives Action plan Measure of success Status and comments
For example: Plan and execute 2 client events this quarter, with For example: 1. Create an event plan, assign roles and For example: 10% of attendees convert into sales based on 60 For example: | contributed significantly to the growth and
10% of attendees converting into sales. responsibilities, and develop a marketing strategy. clients attending. success of the company through successful event

2. Execute the events, engage with attendees, and follow up A minimum of one new client sale per event is required. planning and execution

with attendees.
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Employee feedback

Employee Manager

& Next steps

What is your ideal next step?

& Manager

Do you have any feedback
for your manager?

£l Company

Any other feedback on your
experience at [insert
company name]?
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