
 

 

 

Year:   2015-2016 

Period:   Quarter 1 (July 2015 – September 2015) 

Name:   ___________________ 

Role Title:  ___________________ 

Managers Name: ___________________ 

Date:   ___________________ 

 

By signing this I agree to live by the values of our company and be the best I can be 

 

Signature:  ___________________ 

 

 

Our Values 

List your company values and a short description of what they mean.  When reviewing KPIs, it’s 

always good to have a refresher of what the company values.  Here are the values of Chorus 

Executive as an example: 

Karma: We believe that what goes around comes around.  We know that by doing the right thing for 

all, the rewards will come.  

Reliability: You can trust us to do what we say we are going to do when we say we are going to do it. 

Passion: We love what we do and we are 120% committed to getting the job done and doing it well.  

Integrity: We are honest, tell it as it is and are transparent in all our dealings. 

Creativity: We go out of our way to find new and better solutions. 

 

  



 

 

 

Now list the KPIs in the following format so that the meaning of the KPI and how it is measured is 

clearly defined.   

 

Nature of KPI Definition Performance 
Target 

Measurement Process Timeframe Weighting 

Short and to 
the point, 
what is the 
“Promise” 

Clearly articulate 
what this promise 
entails. 

Input a clear 
goal.  

Have a formal way of 
measuring the success 
of this goal. 

Articulate the 
timeframe to 
achieve this 
goal. 

How much 
of the 
person’s 
time is 
required to 
achieve 
this?  

 

Keep listing each KPI in this table format so you can clearly articulate the goals, expectations and the 

way these will be measured.  

Here are a couple of examples for a Sales Manager role to give you an idea. 

 

Nature of KPI Definition Performance 
Target 

Measurement Process Timeframe Weighting 

New Accounts 

Manage sales team 
activities to ensure 
establishment of new 
accounts for the 
business. 

12 new accounts 
per month. 

Finance Manager’s 
report on monthly 
billings will distinguish 
between new and 
existing accounts.  
This report will be 
provided to GM 
before monthly 
management 
meeting. 

Monthly, 
ongoing 

30% 

Opportunity 
to Win Ratio  

The number of sales 
leads that are 
converted to closed 
deals for the whole 
sales team 

75% of leads are 
converted to 
closed deals.  

Number of open leads 
in the CRM per month 
vs number of invoices 
raised.  

Monthly, 
ongoing 

10% 

 

 

 

 

 

 

 


