Most simple example of a template for questions: Performance reviews for <Company>
	Questions
	Notes
No actions needed
	Agreement and  

Objectives
	Follow-up
(date and responsible)

	What are the primary tasks you have undertaken during the last year?


	
	
	

	Which tasks do you have succeeded particularly well?


	
	
	

	Which tasks do you have succeeded less good?


	
	
	

	What are the main things you have learned in the last year?


	
	
	

	What tasks you like the most?


	
	
	

	What tasks do you like the least?


	
	
	

	What would you like to learn or work with in the coming year?
	
	
	

	What new knowledge or instruction is required to perform future assignments?
	
	
	

	How is the cooperation with your nearest colleague(s)?


	
	
	

	What works well?


	
	
	

	What could be better?


	
	
	

	What do you think about communication in company? 

Are you getting the necessary
information?
	
	
	

	Are you suggestions heard?


	
	
	

	How do you feel about project manager  / management?


	
	
	

	What helps to make you a satisfied
employee?
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