
	EVALUATION PERIOD: __________ (Quarter/Year)
DEPARTMENT: __________

1. EMPLOYEE INFORMATION
· Full Name: _________________________
· Employee Code (if applicable): ____________
· Position/Role: ________________
· Direct Manager: ________________
· KPI/OKR Period: From ___/___/20___ to ___/___/20___
2. GENERAL GOALS
(Apply for KPI or OKR)
Option 1 (KPI):
· Main Goal: (e.g., Sales, Conversion rate, New customers…)
· Measurement Indicators (KPI) + Weight (%):
1. KPI 1: __________________________________________ (Weight: __%)
2. KPI 2: __________________________________________ (Weight: __%)
3. KPI 3: __________________________________________ (Weight: __%)
 ... (depending on the level of detail)
· Target benchmarks: (e.g., 500 million in sales per month, 10 new customers, etc.)
· Formula/Measurement Method: _____________________________

Option 2 (OKR):
· Objective: “Increase online sales effectiveness”
· Key Results:
1. Increase online sales by 30% in the quarter.
2. Reduce advertising cost per order by 20%.
3. Achieve 90% customer satisfaction in online channels.

3. IMPLEMENTATION PLAN / KEY ACTIONS
· Action 1: ________________________________________________
· Action 2: ________________________________________________
· Action 3: ________________________________________________
4. SUPPORT EXPECTATIONS (FROM MANAGEMENT / OTHER DEPARTMENTS)
- Equipment, budget, manpower, additional training, etc.

5. REPORTING & UPDATE TIMELINE
· Update results every: [Week/Month/Quarter]
· Send reports to: [Department h Board of directors/HR department]

6. CONFIRMATION
· Prepared by (Employee): ______________________ Date: ___/___/20___
· Direct Manager: ___________________________ Date: ___/___/20___
· HR department (if needed): _______________________ Date: ___/___/20___



