
 
 
 
 
 
 
 

Missed Evaluation Memo 
 
 
 
 

Evaluatee’s Name    
 
 
 

Employee Identification Number   
 
 
 

Missed evaluation             Mid-Year             Summative 
 
 
 

Reason for missed evaluation   
 
 
 
 
 
 
 
 
 
         
        Evaluator’s Name 
 
 
 

Evaluator’s Signature Date 
 
 
 
 

Location 
 
 
 
 
 
 
 
 
 
 

Submit to the HR - Performance Management Office for each employee for 
whom a summative evaluation is not completed. 
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