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                  Do you handle too many employees that you tend to lose track of your workforce's progress and development? Worry no more for we provide you one right business solution, and that is through report templates. Choose from our selection of Ready-Made PDF Employee Report Templates which you can download for free. All of our designs contain excellent customizable layouts that allow you to input the details of your report without any hassle. Our template designs include the Employee Accident Report, Employee Weekly Report, and Employee Weekly Status Report. Grab the opportunity of achieving effective employee management using any of our Ready-Made PDF Employee Templates today.
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                  When creating an employee report, you have to divide its purpose. Examples of that would be an incident report and warning report for employee disciplinary conduct and actions. Grievance report for raising concerns. Employee training status if they are ready and set to work on the field. Daily attendance sheets for employee’s presence or absence at work, team building travel expenses, and evaluation report based on performance. Statistics say that Gallup’s recent announcement states that employee engagement in the US has ticked up to 34% showing a sign of progress on the increase of the workforce. The increasing numbers of employees worldwide may require a more efficient report to handle such amounts. Let us give you a few essential pointers and tips as you create your employee report for your company. 

                  1. Have A Reason And Purpose To Your Report

                  As you make your sample report towards the employee, you need to have a purpose on why you are making that report towards that employee. Deliberating about an employee can vary depending on its use. The employee could have done something good or something that could get that employee terminated out of a job. Even so, it always requires a purpose when creating your report. 

                  2. Apply Employee Information

                  One crucial piece in making an employee report is the information of the employee itself. You have to keep a good track record of the employee’s performance once you add it in your deliberation. Always be aware of your employees. You might have a criminal in your company without even knowing. It may lead to a lot of bad stuff which may ruin your company’s reputation. Always check on your employees. If you catch them doing something criminal-like inside the premises of your company, terminate their employment contract immediately. 

                  3. Setup A Draft

                  When making your simple report regarding your employee, you have to draft out your statement before finalizing everything. Be sure it is professionally written and free of errors. Don't rush things. Always accurate and precise as you draft out your report. It's a report, not a track and field race to the finish. 

                  4. Compile Your Information

                  Once you have completed your draft on your statement towards the employee, it's time to collect and compile it as one. Gather all the necessary information about your employee and organize it all on your report sheet. Keep it neat and understandable for the others at work to understand. 

                  5. Time To Deliver

                  Once you have your files all done and set, its time to finalize and deliver. Have your employee evaluation report ready on the day and be as professional as you can when confronting your employee. Regardless of what your employee has done, always separate personal to professional. They differ a lot and don't let anything get way out of hand because that may lead to something else. We hope you got our tips crystal clear, and may you manage your business and employees with care and thought. 
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