[Company Logo]   [Company Name]
ANNUAL PERFORMANCE APPRAISAL FORM
	Company:
	[Company Name]

	Appraisal Year:
	April [YYYY] – March [YYYY]

	Form Ref.:
	[Reference Number]



Part A: Employee Details
	Employee Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Designation
	[Designation]

	Department
	[Department]

	Reporting Manager
	[Reporting Manager]

	Date of Joining
	[Date of Joining]

	Work Location
	[Work Location]

	Reviewer (Skip-level Manager)
	[Reviewer Name]



Part B: Rating Scale
	Rating
	Label
	Meaning

	5
	Outstanding
	Consistently exceeds all expectations; a role model for others

	4
	Exceeds Expectations
	Frequently goes beyond targets and standards

	3
	Meets Expectations
	Fully delivers what the role requires

	2
	Needs Improvement
	Meets some expectations; clear gaps to close

	1
	Unsatisfactory
	Does not meet the basic requirements of the role



Part C: Key Result Areas (70% weightage)
	KRA / Goal
	Weightage (%)
	Target
	Actual Achievement
	Self Rating
	Manager Rating
	Weighted Score

	[KRA 1]
	[25]
	[Target]
	[Achievement]
	[1–5]
	[1–5]
	[Score]

	[KRA 2]
	[20]
	[Target]
	[Achievement]
	[1–5]
	[1–5]
	[Score]

	[KRA 3]
	[15]
	[Target]
	[Achievement]
	[1–5]
	[1–5]
	[Score]

	[KRA 4]
	[10]
	[Target]
	[Achievement]
	[1–5]
	[1–5]
	[Score]

	Total KRA Score
	70
	 
	 
	 
	 
	[Total]



Part D: Competencies (30% weightage)
	Competency
	Self Rating
	Manager Rating
	Evidence / Example

	Job knowledge and quality of work
	[1–5]
	[1–5]
	[Example]

	Ownership and accountability
	[1–5]
	[1–5]
	[Example]

	Communication and teamwork
	[1–5]
	[1–5]
	[Example]

	Customer focus
	[1–5]
	[1–5]
	[Example]

	Attendance, discipline and policy compliance
	[1–5]
	[1–5]
	[Example]



Part E: Overall Rating
	Weighted KRA Score (out of 70)
	[Score]

	Competency Score (out of 30)
	[Score]

	Total Score (out of 100)
	[Score]

	Final Rating (1–5)
	[Rating]



Part F: Strengths, Development Needs and Recommendation
	Key strengths demonstrated this year
	[Comments]

	Areas for development
	[Comments]

	Training recommended for next year
	[Training]

	Recommendation: Increment / Promotion / Role change / No change
	[Recommendation]

	Proposed revised CTC (if applicable): ₹[CTC]
	 



Part G: Employee Comments
I have discussed this appraisal with my reporting manager. My comments, if any, are recorded below. Signing this form confirms that the discussion took place and does not necessarily mean I agree with every rating.
[Employee Comments]

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Reporting Manager
[Reporting Manager]
Date: [Date]
	______________________________
Reviewer / HOD
[Reviewer Name]
Date: [Date]
	______________________________
HR
[HR Name]
Date: [Date]
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