Performance Review Template
From MARS Performance Solutions — marsperform.com. Free to use and share. The companion guide, scoring scale, and manager script are at marsperform.com/resources/performance-review-template.html
	Review period
	 
	Date of conversation
	 

	Employee
	 
	Manager
	 


Part A — Goal scores (manager prepares, employee sees before the meeting)
Score: 5 beat the goal clearly · 4 beat the goal · 3 met the goal (a good score) · 2 fell short, reasons worth discussing · 1 fell short, needs a plan
	Goal (as agreed at the start of the period)
	Result this period
	Score (1–5)
	One-sentence note

	1.
	 
	 
	 

	2.
	 
	 
	 

	3.
	 
	 
	 

	4.
	 
	 
	 

	5.
	 
	 
	 


Part B — Self-review (employee, before the meeting)
1. What are you most proud of from this period, and why?

2. Which goal was hardest, and what got in the way?

3. What is one thing the company or your manager could change that would make your work easier or better?

4. What do you want to be doing more of in the next period?

Part C — Manager's assessment (manager, before the meeting)
1. The single most valuable thing this person did this period was:

2. The one change that would most improve their results next period is:

3. Anything affecting their work that we should talk about openly (workload, tools, team, role fit):

Part D — Agreed in the meeting (filled in together, in the room)
1. Goals for next period (3–5, written here before the meeting ends):


2. One thing the manager will do differently:
3. One thing the employee will do differently:
4. Anything either of us wants on the record:
Both people keep a dated copy. Book next month's review before leaving the room. Some performance records must be retained for a set number of years depending on where you operate — keep every completed review.
