THE PERFORMANCE MACHINE  ·  ONLINE TOOLKIT  ·  TOOL 13
Your-Own-Record Kit
Chapter 15 · for individuals · fifteen minutes a week
Nobody else is keeping an honest file on you, and in 2026 the systems keeping a file are not keeping it in your favor. Keep your own. Your employer has a file on you; symmetry is not paranoia, it is professionalism.
The career file (the weekly habit)
Fifteen minutes a week, four kinds of entries:
1. Outcomes you delivered: with dates and numbers.
1. Problems you solved: including the ones nobody assigned you.
1. Feedback you received and what you did with it.
1. Skills and relationships you built.
Same discipline your manager should be running (Ch9), pointed at your own year. Write it as a record: in the current era, self-identified weaknesses have been quoted in PIPs. Be honest about growth areas, and be deliberate.
The self-reflection matrix (for self-review prep)
Once it's time to write the self-review, fill the grid. It forces specifics and catches the dimensions you'd otherwise forget.
	
	Technical skill
	Team contribution
	Community contribution

	Excelled
	
	
	

	Grew
	
	
	

	Opportunity
	
	
	

	Fell short
	
	
	



A self-review built from a real file does what almost no self-review does: it makes your manager's job easier and your case stronger at the same time. (Use AI to help draft if your company permits; the polish arms race is already lost and was never the point. The claims must be yours and true.)
The quarterly synthesis (the step most people skip)
Once a quarter, one hour: turn thirteen weeks of entries into three to five claims, each with receipts. This is the artifact you bring to mid-year conversations, mentor sessions, and interviews. Careers are narrated in exactly this grain.
Know what the systems know
The second half of your record is the files kept about you: ratings history, calibration outcomes, productivity dashboards. Learn your data-access rights where you work (the EU pay-transparency regime, US state laws, GDPR-style access requests). You won't need most of it most years. People who know where the walls are walk through buildings differently.
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