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

	Financial Year:
	[YYYY–YY]

	Quarter:
	Q1 / Q2 / Q3 / Q4 ([DD/MM/YYYY] to [DD/MM/YYYY])



	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]



Quarterly 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



A. Quarterly Targets / OKRs
	Objective / Target
	Planned
	Actual
	Achievement %
	Rating
	Q-on-Q Trend

	[Objective 1]
	[Planned]
	[Actual]
	[%]
	[1–5]
	[Up / Same / Down]

	[Objective 2]
	[Planned]
	[Actual]
	[%]
	[1–5]
	[Up / Same / Down]

	[Objective 3]
	[Planned]
	[Actual]
	[%]
	[1–5]
	[Up / Same / Down]

	[Objective 4]
	[Planned]
	[Actual]
	[%]
	[1–5]
	[Up / Same / Down]



B. Wins and Blockers
	Key wins this quarter
	[Wins]

	Blockers faced (within / outside employee control)
	[Blockers]

	Help needed from manager or other teams
	[Help Needed]



C. Manager Feedback
	Start Doing
	Stop Doing
	Continue Doing

	[Feedback]
	[Feedback]
	[Feedback]



	Overall quarter rating (1–5)
	[Rating]

	Eligible for quarterly incentive: Yes / No – [Amount] ₹
	 



D. Goals for Next Quarter
	Objective
	Key Result / Measure
	Target
	Owner

	[Objective 1]
	[Key Result]
	[Target]
	[Employee Name]

	[Objective 2]
	[Key Result]
	[Target]
	[Employee Name]

	[Objective 3]
	[Key Result]
	[Target]
	[Employee Name]



Employee remarks:
[Employee Comments]

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