[image: A blue oval with a person in a horseshoe and a crown

AI-generated content may be incorrect.]				
Short-term targets and deadlines for period XX/XX/2025 to XX/2026
	No.
	Short-term target
(aim/overview)
	Details
(Specific, Measurable, Achievable, Realistic, Time bound)
	Review Notes
(Document how the target was achieved/not achieved and by when. To be completed by the employee)
	Achieved/ Not achieved

	1.
	
	· 
	
	

	2. 
	
	· 
	
	

	3.
	
	· 
	
	

	4.
	
	· 
	
	

	5.
	
	· 
	 
	

	6.
	
	· 
	
	

	7.
	
	· 
	
	





Notes for review period xx/xx/xx – xx/xx/xx
	Jobholder name:

	

	Manager name:

	

	
























Short-term targets and deadlines for period xx/xx/xx to xx/xx/xx (insert dates) 
	No.
	Short-term target
(aim/overview)
	Details
(Specific, Measurable, Achievable, Realistic, Time bound)
	Review Notes
(Document how the target was achieved/not achieved and by when. To be completed by the employee)
	Achieved/ Not achieved

	1.
	


	· 
	
	

	2. 
	


	· 
	
	

	3.
	


	
	
	

	4.
	


	· 
	
	

	5.
	


	· 
	 
	

	6.
	


	
	
	

	7.
	


	· 
	
	





Notes for review period xx/xx/xx – xx/xx/xx
	Jobholder name:

	

	Manager name:

	

	
























Short-term targets and deadlines for period xx/xx/xx to xx/xx/xx (insert dates) 
	No.
	Short-term target
(aim/overview)
	Details
(Specific, Measurable, Achievable, Realistic, Time bound)
	Review Notes
(Document how the target was achieved/not achieved and by when. To be completed by the employee)
	Achieved/ Not achieved

	1.
	


	· 
	
	

	2. 
	


	· 
	
	

	3.
	


	
	
	

	4.
	


	· 
	
	

	5.
	


	· 
	 
	

	6.
	


	
	
	

	7.
	


	· 
	
	






Notes for review period xx/xx/xx – xx/xx/xx
	Jobholder name:

	

	Manager name:

	

	























Short-term targets and deadlines for period xx/xx/xx to xx/xx/xx (insert dates) 
	No.
	Short-term target
(aim/overview)
	Details
(Specific, Measurable, Achievable, Realistic, Time bound)
	Review Notes
(Document how the target was achieved/not achieved and by when. To be completed by the employee)
	Achieved/ Not achieved

	1.
	


	· 
	
	

	2. 
	


	· 
	
	

	3.
	


	
	
	

	4.
	


	· 
	
	

	5.
	


	· 
	 
	

	6.
	


	
	
	

	7.
	


	· 
	
	






Notes for review period xx/xx/xx – xx/xx/xx
	Jobholder name:

	

	Manager name:

	

	
























Short-term targets and deadlines for period xx/xx/xx to xx/xx/xx (insert dates) 
	No.
	Short-term target
(aim/overview)
	Details
(Specific, Measurable, Achievable, Realistic, Time bound)
	Review Notes
(Document how the target was achieved/not achieved and by when. To be completed by the employee)
	Achieved/ Not achieved

	1.
	


	· 
	
	

	2. 
	


	· 
	
	

	3.
	


	
	
	

	4.
	


	· 
	
	

	5.
	


	· 
	 
	

	6.
	


	
	
	

	7.
	


	· 
	
	





Notes for review period xx/xx/xx – xx/xx/xx
	Jobholder name:

	

	Manager name:

	

	
























Short-term targets and deadlines for period xx/xx/xx to xx/xx/xx (insert dates) 
	No.
	Short-term target
(aim/overview)
	Details
(Specific, Measurable, Achievable, Realistic, Time bound)
	Review Notes
(Document how the target was achieved/not achieved and by when. To be completed by the employee)
	Achieved/ Not achieved

	1.
	


	· 
	
	

	2. 
	


	· 
	
	

	3.
	


	
	
	

	4.
	


	· 
	
	

	5.
	


	· 
	 
	

	6.
	


	
	
	

	7.
	


	· 
	
	





Notes for review period xx/xx/xx – xx/xx/xx
	Jobholder name:

	

	Manager name:

	

	
























Short-term targets and deadlines for period xx/xx/xx to xx/xx/xx (insert dates) 
	No.
	Short-term target
(aim/overview)
	Details
(Specific, Measurable, Achievable, Realistic, Time bound)
	Review Notes
(Document how the target was achieved/not achieved and by when. To be completed by the employee)
	Achieved/ Not achieved

	1.
	


	· 
	
	

	2. 
	


	· 
	
	

	3.
	


	
	
	

	4.
	


	· 
	
	

	5.
	


	· 
	 
	

	6.
	


	
	
	

	7.
	


	· 
	
	





Notes for review period xx/xx/xx – xx/xx/xx
	Jobholder name:

	

	Manager name:

	

	























Page 12 of 14

image1.png




