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6-5. Performance Appraisal Form



	(Please enter your company name)
(the address)
	Company logo




Performance Appraisal Form


	Review Information

	Employee Name
	

	Position
	

	Department
	

	Manager/supervisor
	

	Review period
	from: .......................
	to me: .......................





	Production Rate

	
	(5) Exceptional
	(4) Above Requirements
	(3) Meets Requirements
	(2) Acceptable
	(1) Needs Improvement

	Sets realistic goals
	

	Meets deadlines
	

	Works smart, effortlessly
	

	Looking for talents
	

	Gets tasks done
	

	Shows good judgments
	




	Communication

	
	(5) Exceptional
	(4) Above Requirements
	(3) Meets Requirements
	(2) Acceptable
	(1) Needs Improvement

	Information Processing
	

	Listen to others
	

	Effective communication
	

	Oral communication
	

	Written communication such as reports and documents
	

	Etiquette and Behaviors of Sending E-mail
	

	Telephone Communication Ethics and Behaviors
	



	[bookmark: OLE_LINK1]Leadership

	
	(5) Exceptional
	(4) Above Requirements
	(3) Meets Requirements
	(2) Acceptable
	(1) Needs Improvement

	Guide by example
	

	Find realistic solutions
	

	Act firmly, confront problems in advance
	

	Bringing out the best in the team members
	

	Conflict Resolution
	

	Build clear expectations
	

	Provide the necessary resources
	

	Clear delegate selection
	




	Personal Development

	
	(5) Exceptional
	(4) Above Requirements
	(3) Meets Requirements
	(2) Acceptable
	(1) Needs Improvement

	Maintain a moderate neurological mood under stress
	

	Setting high self-standards
	

	Setting difficult goals
	





	Relations

	
	(5) Exceptional
	(4) Above Requirements
	(3) Meets Requirements
	(2) Acceptable
	(1) Needs Improvement

	Strong customer support
	

	Put personal needs and biases aside
	

	Giving good practical advice
	

	Developing employees loyalty
	




	Administration

	
	(5) Exceptional
	(4) Above Requirements
	(3) Meets Requirements
	(2) Acceptable
	(1) Needs Improvement

	Prioritize tasks
	

	Rapid and appropriate response to problems
	

	Manage costs effectively
	

	Developing new strategies
	

	Organizing tasks
	



	Review Objectives for the Coming Period

	Indicates agreed objectives and appropriate building performance standards for the coming review period. Think about actions, activities or programs designed to achieve the objectives and functions of the function during the next review period.









	Employee Notes

	















	The Signature

	

Employee: -------------------------------
	

   Date: -----------------


	(The employee's signature indicates that he or she has read this review and added comments, but does not necessarily indicate full approval.)

	

Director/Supervisor: ---------------------
	

   Date: -----------------
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