[Company Logo]   [Company Name]
60-DAY PERFORMANCE REVIEW
	Company:
	[Company Name]

	Date of Joining:
	[Date of Joining]

	Review Date:
	[Date]



	Employee Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Designation
	[Designation]

	Department
	[Department]

	Reporting Manager
	[Reporting Manager]

	Date of Joining
	[Date of Joining]

	Work Location
	[Work Location]



Rating Scale
	Rating
	Label
	Meaning

	5
	Outstanding
	Consistently exceeds all expectations; a role model for others

	4
	Exceeds Expectations
	Frequently goes beyond targets and standards

	3
	Meets Expectations
	Fully delivers what the role requires

	2
	Needs Improvement
	Meets some expectations; clear gaps to close

	1
	Unsatisfactory
	Does not meet the basic requirements of the role



Part 1: Progress on Day 30 Goals
	Goal Set at Day 30
	Progress Made
	Rating (1–5)
	Comments

	[Goal 1]
	[Progress]
	[Rating]
	[Comments]

	[Goal 2]
	[Progress]
	[Rating]
	[Comments]

	[Goal 3]
	[Progress]
	[Rating]
	[Comments]



Part 2: Skill Gap Check
	Skill Required for Role
	Current Level (1–5)
	Gap?
	Training / Mentoring Action
	By When

	[Skill 1]
	[Level]
	[Yes / No]
	[Action]
	[DD/MM/YYYY]

	[Skill 2]
	[Level]
	[Yes / No]
	[Action]
	[DD/MM/YYYY]

	[Skill 3]
	[Level]
	[Yes / No]
	[Action]
	[DD/MM/YYYY]



Part 3: Two-Way Feedback
	Manager: strongest contribution so far
	[Comments]

	Manager: area that needs most focus
	[Comments]

	Employee: what is working well for me
	[Comments]

	Employee: what my manager could do differently
	[Comments]



Part 4: Targets for the 90-Day Review
	Target
	Measure
	Due Date

	[Target 1]
	[Measure]
	[DD/MM/YYYY]

	[Target 2]
	[Measure]
	[DD/MM/YYYY]

	[Target 3]
	[Measure]
	[DD/MM/YYYY]



Part 5: Early Warning (complete only if progress is below expectations)
	Specific concern
	[Concern]

	Support agreed
	[Support]

	Weekly check-in day
	[Day]




	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Reporting Manager
[Reporting Manager]
Date: [Date]
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