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INSIGHTS...IN SIGHT



Employee Retention Plan 

Employee ______________________________________________________________________________Date______________________________________
Internal responsible party_____________________________________________ Internal responsible party #2___________________________________
Employee key internal associate(s) _______________________________________Employee’s strengths_____________________________________________
Past action items (Three Years)_______________________________________________________________________________________________________
Current exciting work challenges ____________________________________________How do we know?_________________________________________
Employee’s three most important work-related priorities _______________________________________________As of________________________________
How will  we assist?__________________________________________________________________________Responsible party________________________
How will we say thanks?______________________________________________________________________Responsible party________________________
Long term career track?_______________________________________Next career move_________________________________________________________
Employee Retention Plan

	Month
	Action item
	Who
	Personal Communication/Marketing
	Who
	Complete Date

	September
	
	
	
	
	

	October
	
	
	
	
	

	November
	
	
	
	
	

	December
	
	
	
	
	

	January
	
	
	
	
	

	February
	
	
	
	
	

	March
	
	
	
	
	

	April
	
	
	
	
	

	May 
	
	
	
	
	

	June
	
	
	
	
	

	July 
	
	
	
	
	

	August
	
	
	
	
	


Lunch with firm executives (2 x /year); meetings with key clients; special assignments; training opportunities; development opportunities; note of appreciation 3 x /year; salary adjustment; bonus; formal appraisal (2); token gift; opportunities with employee friends.                                       (Build the employee’s strengths.)
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