Employee Review Preparation Form 
Ask your employees to answer these questions in preparation for the review. 
Answer these questions and provide your manager with the answer 
in preparation for your own review.
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1. Past performance

· How have your job and responsibilities changed since your last review? 
· What skills or areas have you grown or improved in?
· What lessons have you learned over the past year? 
· How well did you meet your goals and objectives over the past year? Compare the past year with previous reviews. Be specific.
· What areas can you improve your performance in? And what activities/plan would assure that improvement?
2. Present situation

· What are the predominant current requirements of your job?
· What areas of challenge do you currently face?
· What do you enjoy about your job?
· Where does your job fit in the organization? (How does your job impact internal and external customers?)
· How happy are your customers with your performance?
3. Future 

· How will your job responsibilities stay the same or change in the future?
· List your job goals/objectives for the next 6-12 months.
· What areas do you need to grow or improve in to meet your goals?
· What training programs or coaching areas, if any, do you need to meet these goals?
· What additional assistance do you need to reach your peak performance level?
· What are your career goals?
· How can management help you be more effective?
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