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	Employee Work Plan Form


Please submit this form (with new set targets/goals) to your immediate superior by end of working day on 29th of every month after the Employee Monthly PDI.
This work plan form is intended to enable employees to plan their work and it also acts as a guide when carrying out their work. The information given in this work plan form will enable the employees to work towards achieving their goals and also enable the supervisor in giving a hand to their subordinates in achieving their goals. This will then result in the organization achieving the common goals/targets of the organization.

Name:






Department:
 


 
Designation:






Name of Immediate Supervisor:
   





Date:




        

	Section A – Goals / Targets


What are your departmental goals for the month?
1. ______________________________________________________________________________________________________________________________________________________
________

	Section B 


 List down your weekly goal according to its priority: Please state the performance indicators that are needed to achieve the those goals/objectives
Week 1 Goal(s):

	KPIs
	Task/Activities
	Timeline
	Remarks

	
	
	
	


Week 2 Goal(s):

	KPIs
	Task/Activities
	Timeline
	Remarks

	
	
	
	


* Please attach additional sheet if you need to include more weekly goals
Week 3 Goal(s):

	KPIs
	Task/Activities
	Timeline
	Remarks

	
	
	
	


Week 4 Goal(s):

	KPIs
	Task/Activities
	Timeline
	Remarks

	
	
	
	


* Please attach additional sheet if you need to include more weekly goals
    Week 5 Goal(s):

	KPIs
	Task/Activities
	Timeline
	Remarks

	
	
	
	


* Please attach additional sheet if you need to include more weekly goals
Signature: 



  

 Date: 



Signature: 



  
 Date: 






Employee








Supervisor
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