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	Individual Quarterly Scorecard Template
	

	
	Quarter
	Q1
	Year
	2026

	Employee Name
	
	Position
	
	Team/Dept
	

	
How to Complete This Scorecard: Choose Objectives that describe what you want to achieve this quarter using SMART outcome statements (specific, measurable, achievable, relevant, and time-bound). For each objective, select 2–3 Key Results that define how success will be measured: set targets & deadlines upfront, and complete achieved & comments at the end of the quarter. Identify a personal Development Goal for the quarter that describes the leadership shift you want to take, for example becoming more curious about others’ ideas or increasing delegation & collaboration.


	Objective 1.
	

	
	
	Target
	Deadline
	Achieved
	Comments

	Key results 1.1.
	
	
	
	
	

	1.2.
	
	
	
	
	

	1.3.
	
	
	
	
	

	

	Objective 2.
	

	
	
	Target
	Deadline
	Achieved
	Comments

	Key results 2.1.
	
	
	
	
	

	2.2.
	
	
	
	
	

	2.3.
	
	
	
	
	

	

	Objective 3.
	

	
	
	Target
	Deadline
	Achieved
	Comments

	Key results 3.1.
	
	
	
	
	

	3.2.
	
	
	
	
	

	3.3.
	
	
	
	
	

	

	Development Goal for Quarter
	





	MAKE-UP EXAMPLE - Individual Quarterly Scorecard Template
	

	
	Quarter
	Q1
	Year
	2026

	Employee Name
	Aline Mukamana
	Position
	HR Bus Partner, Commercial Banking
	Team/Dept
	HR Department

	
How to Complete This Scorecard: Choose Objectives that describe what you want to achieve this quarter using SMART outcome statements (specific, measurable, achievable, relevant, and time-bound). For each objective, select 2–3 Key Results that define how success will be measured: set targets & deadlines upfront, and complete achieved & comments at the end of the quarter. Identify a personal Development Goal for the quarter that describes the leadership shift you want to take, for example becoming more curious about others’ ideas or increasing delegation & collaboration.


	Objective 1.
	Acquire and retain talent to keep the Commercial Banking Department at Full Complement in Q1

	
	
	Target
	Deadline
	Achieved
	Comments

	Key results 1.1.
	Fill current three vacancies
	3 roles filled
	31/03/2026
	
	

	1.2.
	Maintain turnover under 5 percent
	≤1 leaver
	31/03/2026
	
	

	1.3.
	
	
	
	
	

	

	Objective 2.
	Ensure high engagement from staff in Q1

	
	
	Target
	Deadline
	Achieved
	Comments

	Key results 2.1.
	Achieve 80 percent engagement survey score
	>80%
	28/02/2026
	
	

	2.2.
	Respond to grievances within 24 hours
	100%
	31/03/2026
	
	

	2.3.
	Complete monthly team-building activities
	3 activities
	31/03/2026
	
	

	

	Objective 3.
	Build strong foundation for training, development and successful planning in Q1

	
	
	Target
	Deadline
	Achieved
	Comments

	Key results 3.1.
	All staff have development plans
	80 plans
	28/02/2026
	
	

	3.2.
	Team leaders complete development discussions
	8 leaders
	31/03/2026
	
	

	3.3.
	Succession planning workshop completed
	1 workshop
	31/03/2026
	
	

	

	Development Goal for Quarter
	Stay curious about other people’s perspectives and learn to ask for and receive help when needed.
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