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Using this template:

Use this form-fillable template as a guide to conducting a Quarterly 
Performance Review. The employee should fill in every slide prior to 
their review, with the exception of the “Strengths and Improvements –
Manager to Provide” slide, which is designed to record feedback from 
the manager to the employee. 

This template is designed to reflect the employee’s goals and 
performance for the prior quarter. 
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Quarterly Review

Start by adding your organization’s logo to the top left-hand side 
of the document. The employee should add their name to the bottom 
left-hand side, as well as the quarter and year being reviewed. 
For example, if the review takes place in January of 2024, the quarter 
and year should reflect your financial calendar. For most, it would be 
Q4 2023.
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Our Cultural Beliefs

This section is meant to allow employees the opportunity to remind 
themselves of the organization’s Cultural Beliefs – the beliefs that 
have been identified as critical to the shift in your culture. There are 
only three spaces to reflect best practices to guide organizations.

If your organization does not have clearly defined Cultural Beliefs, 
your company values can serve as a replacement, though the 
meaning may not be as impactful. 

Learn more about Cultural Beliefs here: 
Changing Cultural Beliefs Starts With You

https://culture.io/resources/changing-cultural-beliefs/
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Our Cultural Beliefs
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Our Key Results

Employees should use this slide to revisit the organization’s Key 
Results – or the most critical goals – for the year, as well as the 
overarching vision (or long-term goal). This should be pre-defined by 
your leadership team. Record the goal and the metric for 
measurement.

Learn more about Key Results here.

https://culture.io/resources/propeller-the-digital-leadership-tool-that-focuses-your-team-on-key-results/
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Our Key Results

R2
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Q_ Expectations

In this section, employees should enter the organization’s three Key 
Expectations as communicated by leadership. For example, if one of 
your Key Expectations is $50M in revenue, the user would record 
$50M in the numbered box, then the word “revenue” in the lower box. 



Key Expectations
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(Year) Department Goals

The user should record any and all Department Goals in this section, 
which apply to their department only. 
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Department Goals
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(Year) Personal Goals

In this section, the employee has the opportunity to share their top 
three personal goals for the year. Encourage authenticity but not to 
the point of discomfort. For example, the employee may feel 
comfortable sharing that they would like to lose 10 pounds, but 
another employee might only feel comfortable sharing how many 
books they’d like to read during the year. Both are perfectly 
acceptable. 
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Personal Goals
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(Year) Professional Goals

Similarly to the previous section, employees should identify their top 
three professional goals for the year. This can include learning a 
new skill, moving to a different department, or completing a large 
project.
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Professional Goals
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(Year) (Quarter) Goals

There is space in this section for one goal, though you likely have 
more. The employee recaps the organizational, departmental, or 
personal goals (it’s completely up to you) from the previous quarter, 
as well as the result, or outcome, of their efforts.
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Goals (Last Q)

• Goal:

- Result:
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(Year) (Quarter) Highlights (Last Q)

This is a list of achievements, whether personal, departmental, or 
company-wide. For example, a person in an individual contributor role 
may choose to list all of their completed deliverables, or they could 
input the immeasurable – no number attached – achievements from 
the previous quarter. 



19

Highlights (Last Q)
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(Year) (Quarter) Strategic Execution

This slide is designed to help employees see how they impact 
performance. Users can answer each individual question. 
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Strategic Execution

• Most important strategic accomplishments in Q4 2021:

• How we have changed the field of play in our favor in the last quarter:

• One area we fell short in executing our strategy:

• One thing we learned about our strategy in Q4 2021:
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(Year) (Quarter) Top Goals

Employees can identify the top three departmental goals, as well as 
how they plan to contribute. 
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Top Goals (This Q)

• Goal:

- Execution plan:
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(Year) (Quarter) Challenge (This Q)

This slide helps employees identify any potential challenges or 
blockers that may prevent them from reaching their goals so that their 
managers can help mitigate the impact. 
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Challenge (This Q)

What is the biggest challenge standing in the way of your ability to 
achieve your 2022 Q1 goal?
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Other Adjustments/Initiatives/Ideas/Recommendations

Employees should use this slide as an opportunity to share feedback
with their manager about their department or the organization as a 
whole. This feedback can include ideas for improvements, changes 
the organization can make to increase performance, or any other 
suggestions the employee may have. 
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Other Adjustments / Initiatives / 
Ideas / Recommendations
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Strengths and Improvements – Assessment of Your Manager

Perhaps the most important slide, this is a perfect opportunity for the 
employee to give their manager constructive and appreciative 
feedback. They should provide what they believe are the manager’s 
strengths and improvements and be prepared to elaborate during 
the discussion.



Strengths and Improvements
SELF ASSESSMENT

What strengths are you most 
proud of?

Where could you improve?
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Strengths and Improvements – Manager to Provide

Similar to the last slide, the employee’s manager will provide their 
assessment of the employee’s top three strengths and 
improvements. The manager should provide them verbally during the 
review in order to give a thorough explanation of their assessment. 
After the review is complete, either the manager or the employee can 
add the manager’s assessment to the slide.



Strengths and Improvements
** MANAGER TO PROVIDE **

Strengths Improvements
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Strengths and Improvements – Assessment of Your Manager

Perhaps the most important slide, this is a perfect opportunity for the 
employee to give their manager constructive and appreciative 
feedback. They should provide what they believe are the manager’s 
strengths and improvements and be prepared to elaborate during 
the discussion.



Strengths and Improvements
ASSESSMENT OF YOUR MANAGER

Strengths: Improvements:

33



34

Review Questions

The final slide is an assessment of both the manager’s effectiveness, 
as well as an opportunity for the employee to give very specific 
feedback about what is – or isn’t – working for them. The review 
questions ask the employee to rate their experience on a scale from 
1-5. The total number is reflected in the box on the left-hand side. 



Review Questions

• I know what is expected of me.

• I have the right resources and tools to do my work right.

• I have the opportunity to do what I do best every day.

• I receive recognition or praise for good work.

• There is someone who encourages my development.

• My co-workers are committed to quality work.

• My opinions count.

5-Strongly Agree  /  4-Agree / 3-Neither Agree nor Disagree  /  2-Disagree / 1-Strongly Disagree

TOTAL

35



36

For 30 years and counting, we have empowered clients across the globe to harness 
the power of culture. Our human industrial-organizational psychological methods 
activate organizations to achieve results, year after year, by connecting experiences, 
beliefs, and actions. Our purpose is to unleash the power of culture to inspire 
businesses and people to reach their full potential. 

Unleash the power of your culture.
WWW.CULTURE.IO
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