[Company Logo]   [Company Name]
MONTHLY PERFORMANCE REVIEW
	Company:
	[Company Name]

	Month / Year:
	[Month] [YYYY]

	Working Days in Month:
	[Number]



	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]

	Shift / Process (if applicable)
	[Shift]



Monthly Rating Scale
	Rating
	Label
	Description

	4
	Exemplary
	Performance well above the standard in every area reviewed

	3
	Proficient
	Solid, reliable performance at the expected standard

	2
	Developing
	Progressing, but support is still needed in some areas

	1
	Below Standard
	Performance is not yet acceptable for the role



1. Monthly Targets
	Metric
	Monthly Target
	Actual
	Achievement %
	Rating (1–4)

	[Metric 1, e.g. Sales Value ₹]
	[Target]
	[Actual]
	[%]
	[Rating]

	[Metric 2, e.g. Calls / Visits]
	[Target]
	[Actual]
	[%]
	[Rating]

	[Metric 3, e.g. Quality Score %]
	[Target]
	[Actual]
	[%]
	[Rating]

	[Metric 4, e.g. Customer Complaints]
	[Target]
	[Actual]
	[%]
	[Rating]



2. Attendance and Punctuality
	Days Present
	Approved Leave
	Unapproved Absence
	Late Marks
	Remarks

	[Number]
	[Number]
	[Number]
	[Number]
	[Remarks]



3. Overall Rating and Incentive
	Overall monthly rating (1–4)
	[Rating]

	Monthly incentive eligibility: Yes / No
	 

	Incentive amount (if applicable): ₹[Amount]
	 



4. Coaching Notes
	What went well this month
	[Comments]

	One thing to improve next month
	[Comments]

	Support / training to be provided
	[Support]

	Focus targets for next month
	[Targets]



The employee has seen this monthly review and the coaching points have been discussed.
Employee remarks: [Employee Comments]

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Team Leader / Manager
[Reporting Manager]
Date: [Date]
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