[Company Logo]   [Company Name]
EMPLOYEE GOAL SHEET
	Company:
	[Company Name]

	Employee:
	[Employee Name] ([Employee ID])

	Designation / Department:
	[Designation] / [Department]

	Reporting Manager:
	[Reporting Manager]

	Year:
	[YYYY–YY]

	Last Updated:
	[DD/MM/YYYY]



Status Legend
	Code
	Status

	NS
	Not started

	OT
	On track

	AR
	At risk – needs action

	AC
	Achieved

	DR
	Dropped / revised (see log)



Goal Tracker
	No.
	Goal
	Weightage (%)
	Annual Target
	Q1 Progress
	Q2 Progress
	Q3 Progress
	Q4 Progress
	Status
	Final Achievement

	1
	[Goal 1]
	[%]
	[Target]
	[Progress]
	[Progress]
	[Progress]
	[Progress]
	[Code]
	[Achievement]

	2
	[Goal 2]
	[%]
	[Target]
	[Progress]
	[Progress]
	[Progress]
	[Progress]
	[Code]
	[Achievement]

	3
	[Goal 3]
	[%]
	[Target]
	[Progress]
	[Progress]
	[Progress]
	[Progress]
	[Code]
	[Achievement]

	4
	[Goal 4]
	[%]
	[Target]
	[Progress]
	[Progress]
	[Progress]
	[Progress]
	[Code]
	[Achievement]

	5
	[Goal 5]
	[%]
	[Target]
	[Progress]
	[Progress]
	[Progress]
	[Progress]
	[Code]
	[Achievement]



Goal Revision Log
	Date
	Goal No.
	Change Made
	Reason
	Approved By

	[DD/MM/YYYY]
	[No.]
	[Change]
	[Reason]
	[Reporting Manager]

	[DD/MM/YYYY]
	[No.]
	[Change]
	[Reason]
	[Reporting Manager]

	[DD/MM/YYYY]
	[No.]
	[Change]
	[Reason]
	[Reporting Manager]



Check-in Notes
	Check-in Date
	Key Discussion Points
	Next Steps

	[DD/MM/YYYY]
	[Notes]
	[Next Steps]

	[DD/MM/YYYY]
	[Notes]
	[Next Steps]

	[DD/MM/YYYY]
	[Notes]
	[Next Steps]




	______________________________
Employee
[Employee Name]
	______________________________
Reporting Manager
[Reporting Manager]
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