[Company Logo]   [Company Name]
GOAL SETTING FORM
	Company:
	[Company Name]

	Performance Year:
	[YYYY–YY]

	Goal Setting 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]



Step 1: Team / Company Objectives for the Year
1. [Team Objective 1]
1. [Team Objective 2]
1. [Team Objective 3]
Step 2: Individual SMART Goals
	Goal
	Linked Objective
	Measure of Success
	Target Date
	Weightage (%)

	[Goal 1]
	[Objective No.]
	[Measure]
	[DD/MM/YYYY]
	[%]

	[Goal 2]
	[Objective No.]
	[Measure]
	[DD/MM/YYYY]
	[%]

	[Goal 3]
	[Objective No.]
	[Measure]
	[DD/MM/YYYY]
	[%]

	[Goal 4]
	[Objective No.]
	[Measure]
	[DD/MM/YYYY]
	[%]

	[Development Goal]
	[Objective No.]
	[Measure]
	[DD/MM/YYYY]
	[%]



Step 3: SMART Check
	Goal
	Specific
	Measurable
	Achievable
	Relevant
	Time-bound

	Goal 1
	[✓]
	[✓]
	[✓]
	[✓]
	[✓]

	Goal 2
	[✓]
	[✓]
	[✓]
	[✓]
	[✓]

	Goal 3
	[✓]
	[✓]
	[✓]
	[✓]
	[✓]

	Goal 4
	[✓]
	[✓]
	[✓]
	[✓]
	[✓]



Step 4: Quarterly Milestones and Resources
	Goal
	Q1 Milestone
	Q2 Milestone
	Q3 Milestone
	Q4 Milestone
	Resources / Support

	Goal 1
	[Milestone]
	[Milestone]
	[Milestone]
	[Milestone]
	[Support]

	Goal 2
	[Milestone]
	[Milestone]
	[Milestone]
	[Milestone]
	[Support]

	Goal 3
	[Milestone]
	[Milestone]
	[Milestone]
	[Milestone]
	[Support]



Step 5: Review Dates
	Q1 review
	[DD/MM/YYYY]

	Mid-year review
	[DD/MM/YYYY]

	Q3 review
	[DD/MM/YYYY]

	Year-end appraisal
	[DD/MM/YYYY]



We have discussed and agreed the goals above. Goals may be revised during the year by mutual agreement if business priorities change.

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