	Company Name
	Exempt Performance Review


	Employee Name: 
	Employee No.: 
	Department: 

	Supervisor/Manager:
	Last Review Date: 

	Job Title: 
	Current Review Date: 


	Describe the Job Duties, Goals, and Responsibilities for the Review Period:



	Summarize the Performance Results.  Indicate Whether the Goals Were Exceeded, Achieved, or Not Met




	Evaluate and describe performance and how work was accomplished.  Indicate "NA" if the performance factor does not apply to this position.  Sub-headings are suggested criteria and not intended to be all inclusive.  Comment areas should be used for explanation and description of strengths and areas for development.

	PRODUCTIVITY:
	COMMENTS:

	· Completion of assignments in time allocated or less.

· Quantity of acceptable work produced such as numbers of projects, reports, etc.

· Attainment of conclusive and measurable results
	

	
	RATING:


	QUALITY:
	COMMENTS:

	· Completing high quality work according to specifications

· The extent that standards and procedures are thoroughly followed

· The completeness of record keeping or documentation

· Adequacy of attention to details (for example: proofing work, tests, ideas, or concepts in advance, etc.)
	

	
	RATING:

	ANALYTICAL AND PROBLEM SOLVING SKILLS:
	COMMENTS:

	· Understanding and defining problems

· Finding the best formulation of the problem

· Participating in and contributing to group problem solving
	

	
	RATING:

	INNOVATION AND CREATIVITY:
	COMMENTS:

	· Generating workable ideas, concepts, and techniques

· Willingness to attempt new approaches

· Simplifying and/or improving procedures, and processes
	

	
	RATING:

	TEAM RELATIONSHIPS:
	COMMENTS:

	· Effectiveness and participation in the work team

· Gaining the respect of others

· Influencing others and selling ideas

· Help maintain and build team environment

· Supporting others when necessary
	

	
	RATING:

	ORGANIZATIONAL RELATIONSHIPS:
	COMMENTS:

	· Executing directions and plans from immediate manager

· Profiting from constructive criticism and feedback

· Keeping manager involved and informed
	

	
	RATING:

	JUDGMENT AND DECISION MAKING:
	COMMENTS:

	· Selecting optimal solutions to problems

· Considering relevant alternatives before making decisions

· Timeliness and conviction in making recommendations and decisions

· Presenting recommendations that withstand critical examination
	

	
	RATING:


	PLANNING AND ORGANIZING:
	COMMENTS:

	· Setting priorities to optimize time usage

· Engaging in both short and long term planning

· Establishing plans which are flexible, practical

· Developing plans which are consistent and timely

· Proposing milestones which allow progress to be adequately measured

· Adhering to schedules and plans
	

	
	RATING:

	ORAL COMMUNICATION
	COMMENTS:

	· Articulates ideas in a clear, concise manner

· Skill in preparing and giving presentations before groups

· Displaying appropriate assertiveness when advocating point of view
	

	
	RATING:

	KNOWLEDGE:
	COMMENTS:

	· Applying technical and, professional knowledge to the job requirements

· Using past experience to solve problems

· Possessing necessary company and industry information to perform projects
	

	
	RATING:

	WRITING
	COMMENTS:

	· Writing concise, easily read reports, technical articles, correspondence, etc.

· Preparing written recommendations that can be readily understood by others

· Quality of drawings

· Submitting progress reports on a timely basis
	

	
	RATING:

	PROJECT MANAGEMENT AND TECHNICAL LEADERSHIP:

(Effectiveness as a leader in situations where responsibility but little or no authority has been designated)
	COMMENTS:

	· Giving effective technical direction to a small group

· Skill in evaluating the work of others

· Obtaining cooperation and maximum effort of a small group
	

	
	RATING:

	SELF-IMPROVEMENT:
	COMMENTS:

	· Responding to manager's counseling and feedback

· Participation or membership in professional societies

· Attempting to keep knowledge current in their field
	

	
	RATING:


	Future Goals and Performance Development Objectives:



	Summary of Overall Performance:

Overall Rating:

	Employee Comments:




Signatures:

	
	
	

	Employee 
	
	Date

	
	
	

	Manager 
	
	Date

	
	
	

	Human Resources
	
	Date


