Monthly employee activities forecast and report


Monthly Staff Activity Forecast and Report

In order to successfully meet the needs of a programme/project, it is important to have a high performing Project Team comprising individuals who are both technically skilled and motivated to contribute to the project outcome. 

One of the many responsibilities of a Manager is to enhance the ability of each Team member to contribute to the activities, while also fostering individual growth and accomplishment. At the same time, each individual must be encouraged to share ideas and work with others toward a common goal.  

This report will give to your manager the information she needs in order to ensure that the team has Adequate skills and knowledge, Works efficiently and Establishes a Healthy communication climate, (thereby fulfilling the basic requirements for a projectised and employee empowering organization).

more in  How to forecast Employee Activities in accordance to the Employee Performance Objectives.
First The person lists out the activities s/he plans undertaking in the following month in order to implement her responsibilities with the team and achieve the agreed performance objectives.

1. Fill the Leave Plans and 

2. fill the rows under these two columns:

	What you agreed to achieve
	Monthly activity Forecast  (what you plan to do to in order to produce deliverables you agreed to)


Second, at the end of the month, 

1. indicate what deliverables have been produced. Fill the data under the column:

	Monthly Report (What did you deliver this month)


2. fill the “Quick Self Evaluation”. 
3. Optionally:  fill also the section on Satisfaction and improvement plans

Performance Plan and Implementation

	NAME: 


	POSITION: 

	MANAGER:    Vrinda Dar
	Month:  


	LEAVE PLANS:
	


	What you agreed to achieve


	1. 

2.

3. 

4.



	
	


► Individual Performance Plan and Review

	What you agreed to achieve
	Monthly activity Forecast  (what you plan to do to in order to produce deliverables you agreed to)
	Monthly Report (What did you deliver this month)

	1:  EG:  manage the program of …

	Eg: Monitor the performance of projects undert my programme:

- 

-

-


	Programme Status monthly report sent the CD




	2:  


	
	


	3. 
	
	


	4. 
	
	


	5 
	
	


	Quick self Evaluation.

	Communication

	

	
	(5) = Exceptional
	(4) = Exceeds Requirements
	(3) = Meets Requirements
	(2) = 
Gets By
	(1) = 
Needs Work

	Processes received information
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Listens to others
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Communicates effectively
	
	
	
	
	

	Verbal communications
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Written communications such as reports
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	


	Leadership

	

	
	(5) = Exceptional
	(4) = Exceeds Requirements
	(3) = Meets Requirements
	(2) = 
Gets By
	(1) = 
Needs Work

	Leads by example
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Finds realistic solutions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Acts decisively; meets problems head-on
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Brings out the best in team members
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Resolves conflicts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Establishes clear expectations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Delegates clearly
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	


	Relationships

	

	
	(5) = Exceptional
	(4) = Exceeds Requirements
	(3) = Meets Requirements
	(2) = 
Gets By
	(1) = 
Needs Work

	Sets aside personal biases and wants
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Gives good, practical advice
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Fosters loyalty in employees
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	


	Project Management

	

	
	(5) = Exceptional
	(4) = Exceeds Requirements
	(3) = Meets Requirements
	(2) = 
Gets By
	(1) = 
Needs Work

	Prioritizes tasks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Responds quickly and well to problems
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Manages costs effectively
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Organizes tasks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	


	Productivity

	

	
	(5) = Exceptional
	(4) = Exceeds Requirements
	(3) = Meets Requirements
	(2) = 
Gets By
	(1) = 
Needs Work

	Makes realistic goals
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Meets deadlines
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comes in under budget
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Works smarter, not harder
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Completes tasks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	


	Personal Development

	

	
	(5) = Exceptional
	(4) = Exceeds Requirements
	(3) = Meets Requirements
	(2) = 
Gets By
	(1) = 
Needs Work

	Even-tempered under pressure
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Sets challenging goals
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	


OPTIONAL

Satisfaction and improvement plans

	Are you satisfied with your performance? …

· Have you been able to prepare in time those outputs that your colleagues needed as inputs for performing their responsibilities?

· Have your colleagues given you in time their activity outputs that you needed in order to properly perform your tasks?


	If not do you have a plan on how to improve your performance? 


	Are there any barriers or obstacles that are hindering your performance?  


	Suggestions / solutions around barriers, work improvements
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