
PERFORMANCE PLANNING WORKSHEET

	Employee’s Name & Job Title: 

 
	Rating Period: 
	Next Review Date: 


	Purpose Statement: (Why does this job exist? The work of this position is done so that…) 




	Annual Goals or Key Performance Areas
(Annual Priorities)


	Performance Standards

(Indicators of success)
	Primary Tasks

(Actions to achieve goals)
	Employee Development

(Support and training needed)

	Goal #1:  

Alignment: (Which programs or goals does this outcome support?)

	
	
	

	Goal #2:  

Alignment:

	
	
	


	Annual Performance Goals

(Desired outcomes)
	Performance Standards

(Indicators of successful goal achievement)
	Primary Tasks

(Activities to achieve goals)
	Employee Development

(Support and/or training needed)

	Goal #3:  

Alignment: 


	
	
	

	Goal #4:  

Alignment:

	
	
	

	Goal #5:  

Alignment:
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