Employee Accomplishment Report
Weekly / Monthly / Quarterly Template
Employee Name: ______________________	Position: ______________________
Department: ______________________	Reporting Period: ______________________
Assigned Tasks
What the employee was expected to do this period.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Completed Tasks
What was actually finished.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Key Achievements
Notable results beyond routine duties.
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Performance Metrics
Quantifiable measures such as output volume or targets met.
________________________________________________________________________________
________________________________________________________________________________
Issues Encountered
Obstacles that affected performance.
________________________________________________________________________________
________________________________________________________________________________
Recommendations
Suggestions for support, training, or process changes.
________________________________________________________________________________
________________________________________________________________________________

	 
 
Prepared By
Employee Name / Signature / Date
	 
 
Reviewed By
Supervisor Name / Signature / Date


