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	Employee’s Name:	
	
	Job Title:
	

	
	
	Achievement Period:
	From:
	
	To:
	



	Specific 
What is the specific task you need to accomplish (who, what, where, why)?
	Measurable 
How will you demonstrate and evaluate the extent to which the goal has been met?
	Achievable 
How can the task be achieved, what resources do you need (consider training or development needs)?
	Relevant 
How does the task tie into your key responsibilities?
	Time-Bound 
When will you have achieved this task by?

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	


	Comments: 

	Planned date 
of next review:


	
Employee’s signature:________________________________________________           Date:____________________________________________

Supervisor signature:________________________________________________             Date:____________________________________________

Supervisor’s name:__________________________________________________             Position:_________________________________________





Section B - REVIEW OF OBJECTIVES 

How have you progressed against your objectives for the period under review? (Refer to the objectives set in section A)

	Objectives
	[bookmark: _GoBack]Describe how the objective has been achieved? 
If the objective hasn’t been achieved, list the obstacles to achievement and suggest how these may be overcome.

	Objective 1
	

	Date completed:
	

	Objective 2
	

	Date completed:
	

	Objective 3
	

	Date completed:
	

	Objective 4
	

	Date completed:
	

	Objective 5
	

	Date completed:
	



	
Employee’s signature:________________________________________________           Date:____________________________________________

Supervisor signature:________________________________________________             Date:____________________________________________
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