[COMPANY NAME]
Pre-Conference Summary

Guidelines:
 
· Select a performance target/goal that will be most effective in (1) improving your department performance, or (2) achieving a department goal. 
· Develop a plan for achieving your target/goal. Include methods, objectives, means, etc. 
· Establish the evaluation criteria to be used in determining whether the target/goal has been successfully completed.
· Set the target/goal within a time framework. At what time will it be accomplished. 
 
1. Statement of Target/Goal:
	

	

	

	

	


 
2. Statement of Plan for Achieving Target/Goal:
	

	

	

	

	


 
3. Statement of Evaluation Criteria to be used in Assessing Target/Goal Attainment:
	

	

	

	

	


 
4. Time Framework:
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