Staff Performance Evaluation Form
[Drafting note, delete before use: Draft for professional judgment. Tailor it to the engagement and your firm’s methodology, and have legal counsel review it where needed, especially any fee, liability, dispute or records wording. It is not legal advice and does not by itself show compliance with professional standards.]
[Drafting note: A starting form for the annual or engagement-end review of audit, tax and accounting staff. It supports the firm’s system of quality management under SQMS No. 1 by documenting how the firm develops and retains its people. Adjust the competencies to your levels and practice areas, keep ratings tied to specific examples, and have employment counsel review the process and wording. Keep completed forms confidential.]
1. Basic information
	Item
	Detail

	Employee
	[Name]

	Title / level
	[Title]

	Reviewer
	[Name, Title]

	Review period
	[MM/DD/YYYY] to [MM/DD/YYYY]

	Type of review
	[Annual / mid-year / engagement-end / promotion]

	Engagements covered
	[List main engagements or clients by code, not name]



2. Rating scale
	Rating
	Label
	What it means

	5
	Exceptional
	Consistently performs well above the level expected for the role; a model for others; ready to take on more.

	4
	Exceeds expectations
	Often performs above the level expected; needs little direction and handles tougher work.

	3
	Meets expectations
	Performs at the level expected for the role; reviewer comments are typical for the level.

	2
	Developing
	Meets expectations on some items but not others; needs clear goals and closer support.

	1
	Below expectations
	Does not yet meet the level expected; requires an improvement plan.

	N/A
	Not observed
	No chance to see this during the period; do not average it in.



3. Competency ratings
Rate each item from 1 to 5, or N/A. Use the comments column for a specific example: what was done, on which engagement, with what result.
	Competency
	What to look at
	Rating
	Example or comment

	Technical knowledge
	Applies U.S. GAAP, auditing and attestation standards, tax law and firm methodology correctly for the level.
	
	

	Professional skepticism and judgment
	Questions evidence and explanations, follows up inconsistencies, reaches reasoned conclusions, and escalates issues.
	
	

	Documentation and work quality
	Workpapers or files are complete, accurate, cross-referenced and clear enough for a reviewer without explanation.
	
	

	Review notes and corrections
	Clears review notes fully and on time; the same mistakes do not return.
	
	

	Time and budget management
	Meets deadlines, flags budget overruns early, records time accurately and on time.
	
	

	Client service and communication
	Clear, courteous and prompt with clients; sets expectations; handles requests and pushback professionally.
	
	

	Teamwork and supervision
	Works well with the team; for seniors and above, directs, reviews and develops others.
	
	

	Ethics, independence and confidentiality
	Follows independence, confidentiality and firm policies; completes confirmations on time; raises concerns.
	
	

	Technology and data skills
	Uses firm tools, spreadsheets, audit and tax software and data analysis well and safely.
	
	

	Initiative and growth
	Takes on new tasks, seeks feedback, and improves from one period to the next.
	
	



4. Results summary
	Item
	Detail

	Number of items rated (not N/A)
	[Number]

	Sum of ratings
	[Number]

	Average rating (sum divided by number rated)
	[Average]

	Overall rating (reviewer judgment, supported by the above)
	[1 to 5]



[Example for the reviewer: eight items rated 4, 3, 3, 4, 3, 5, 4 and 4 sum to 30. Divided by 8, the average is 3.75. The overall rating is a judgment, not the average, so explain any difference.]
5. Strengths and areas to develop
	Strengths (with examples)
	Areas to develop (with examples)

	
	

	
	

	
	

	
	



6. Goals and development plan
	Goal for the next period
	Action or training
	Support from the firm
	Target date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Licensure and CPE: [Exam sections passed or remaining; license status; CPE hours earned in the current reporting period and hours still needed, including any ethics hours required by the licensing state; governmental CPE if the employee works on engagements under Government Auditing Standards.]
7. Career path and readiness
	Question
	Response

	Next role
	[Title]

	Ready now, within 12 months, or later
	[Select]

	What must happen first
	[Skills, experience, exam, leadership]

	Compensation or promotion recommendation
	[Recommendation and effective date, for the compensation process]



8. Comments
	Reviewer comments
	Employee comments

	
	

	
	

	
	

	
	



9. Acknowledgment
Signing shows that the review was discussed. It does not mean the employee agrees with every rating.
	Reviewer
	Employee
	Partner or HR review

	Signature: ______________________
	Signature: ______________________
	Signature: ______________________

	Date: [MM/DD/YYYY]
	Date: [MM/DD/YYYY]
	Date: [MM/DD/YYYY]



Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
