
 

     
 
 

Performance Documentation - Template 
 

Name: 
Position: 
Department:  
Supervisor: 
Plan Meeting Date:  
 
Purpose/Intent 

 

Identify the Expectations and Objectives in Each of the Areas 

 

Set Time Frames for Completion of Any Tasks  

 

Provide Details on Resources Available 

 

Follow Up and Check Back Points 

 

Conclusion 

 

 
         
Employee Signature      Date 
 
 
         
Supervisor Signature      Date 
     
 
         

 


