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Personal Progress Meeting
1. Personal data

  Employee
: 
X
  Job role
: 
X  
  With org. since      
: 
X












  Meeting date
: 
X
2. Introduction

· Objective

· Agenda

3. Input for agenda 
	Which topics should we discuss? Make a selection…



	
	Communication (intern-extern)
	
	Management

	
	Job role / activities
	
	Cooperation with colleagues

	
	Current activities and projects
	
	Cooperation

	
	Attitude towards job
	
	Personal development

	
	Output
	
	Previous agreements

	
	Organisation
	
	Conditions

	
	Private situation
	
	Business plan

	
	
	
	


4. General Performance
	Analysis of performance – strengths and weaknesses

	‘Strengths’

	

	‘Weaknesses’

	

	Objectives and approach towards improvement:

	

	Additional remarks:

	


5. Personal Development
	Competence
	Objective
	Activity and deadline

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


6. Personal input for business planning

	Business Planning 

	General

	

	Products & Services

	

	Marketing & Sales

	

	Organisation & Processes

	

	Personnel & Culture

	


7. Additional Topics
	Topic
	Agreement
	Activity  and deadline

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


8.  Signatures 

Signing date and location:  _______________________________________________________________________
Employee






Manager

_______________________________


______________________________
	Remarks:
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