	Instant Performance Documentation Form

	Employee Name:

Date and Time:

	Exemplary or problematic behavior:



	Manager action and employee response:


	Follow-up:



	Comments:




Instant Employee Performance Documentation Examples 

Problem Behavior

	Instant Performance Documentation Form 

	Employee Name: Marty Grossman

Date and Time: Monday, August 5, 2012 - 12:00 Noon

	Exemplary or problematic behavior: 

Hung up on a customer. 

	Manager action and employee response:

I asked him about what happened. Marty explained the customer had sworn at him. We reviewed alternative responses. Marty said he would try those responses if it happened again.



	Follow-up:

12/22/2012: I asked Marty if there had been any other episodes with customers and he said there hadn’t been but he thought he was ready for them if they did.

	Comments:

Marty thanked me for helping him figure out how to handle the situation.




Instant Employee Performance Documentation Examples 

Exemplary Behavior
	Instant Performance Documentation Form 

	Employee Name: Debbie Dewell

Date and Time: Tuesday, August 17 - 3:00 P.M.



	Exemplary or problematic behavior:

Roger Aliped called to commend her customer service and ask that she be his rep for the remainder of his contract. 



	Manager action and employee response

I told Debbie what Roger said and thanked her for the good work. Debbie was pleased and told me about how challenging it was to adapt the order to Roger’s  needs.



	Follow up:



	Comments:




Instant Employee Performance Documentation Examples 

Problem Behavior with Coaching
	Instant Performance Documentation Form

	Employee Name: Karla Gibbons
Date and Time: Friday, August 15, 2011 - 2:30 P.M.

	Exemplary or problematic behavior:

Karla accidentally forwarded a proposal to the client instead of to me.



	Manager action and employee response:

I showed Sarah how to double-check her emails to make sure they are directed to the correct place. She said she understood and would double-check every time now.



	Follow-up: 
9/12/2011: I checked in with Sarah to ask if her emails were all going where they were supposed to. She laughed and said they had, but asked for a few more pointers on how to use Outlook. 



	Comments:

9/3/2012: No further problems. 




Useful links:

1. Free Phrases for Your Employee Performance Review
www.speakstrong.com/FreeEmployeePerformanceReviewPhrases.html
2. How to Give a Performance Review of an employee- Dos and Don’ts 
www.speakstrong.com/performancereviewdosanddonts.html 

3 How NOT to Write a Performance Review 
www.speakstrong.com/badperformancereviewphrases.html
4. Employee Review Preparation Form
www.speakstrong.com/employeeprepform.html

5. Instant Performance Documentation Form
www.speakstrong.com/instantperformancedocumentationform.html 

6. How to Say It Performance Reviews Store Page
www.speakstrongstore/howtosayitperformancereviews.html
7. Bonus Superlative Performance Review Phrases
http://www.speakstrong.com/Superl_Prfmnc_Revw_phras.pdf 

Sign Up Today for A Power Phrase a Week newsletter
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Reprint/Reuse Policy: You have permission to use any of Meryl Runion’s posted forms and articles in your newsletter, publications, or on your website. Please:

1. Let us know when and how you are using the article by emailing us at MerylRunion@speakstrong.com
2. If it is a web posting, please link back to this article.
3. Place Meryl’s tagline at the end of the article with all her contact information. If on-line, please make certain that her web address links to her site. Thanks!

Tag line: Meryl Runion and Speak Strong (SpeakStrong) provides Power Phrases (PowerPhrases) and other tools to help you improve communication skills at work and at home. She is the author of the books, Power Phrases!, How to Use Power Phrases, Perfect Phrases for Managers and Supervisors and How to Say It: Performance Reviews.  She can be reached at MerylRunion@speakstrong.com or 719-684-2633.

