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Self-Appraisal Form Narrative Option
EMPLOYEE INFORMATION

Name: [First Name Last Name]

Title: [Payroll Title]

Dept.: [Dept. Name]

Eval Period:  From  mm/dd/yyyy

Through  mm/dd/yyyy

SELF-APPRAISAL
Please describe your major job-related accomplishments, and the status of last year’s and future performance goals. You may include a statement regarding job-related training needs and future career plans. The objective of this summary is to provide an opportunity for you to reflect upon actual work, ensure agreement with your supervisor regarding accomplishments, and foster effective communication between you and your supervisor. You may provide supporting documents. When completed, please submit this Self-Appraisal Form to your supervisor. The Self-Appraisal will be attached to the completed Performance Appraisal document.
	Functions/Goals/Projects
	Employee’s Accomplishments and Comments

	I was expected to accomplish the following:

· [Describe expectation]
	I accomplished the following:

· [Describe accomplishment and add comments]

	I was expected to accomplish the following:

· [Describe expectation]
	I accomplished the following:

· [Describe accomplishment and add comments]


JOB-RELATED TRAINING NEEDS AND FUTURE CAREER PLANS

	Training
	Career Plans

	· [List training needs]
	· [List career plans]


SIGNATURES
Employee

Signature: 

Date: 

Supervisor
I have read and discussed this self-appraisal with my employee and I understand its contents. My signature does not imply that I agree or disagree with the contents.
Signature: 

Date: 
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