[Company Logo]   [Company Name]
ANNUAL PERFORMANCE APPRAISAL LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Employee ID:
	[Employee ID]

	Classification:
	Strictly Confidential



To,
[Employee Name]
[Designation], [Department]
[Work Location]
Subject: Performance Appraisal and Compensation Revision – [Review Period]
Dear [Employee Name],

Thank you for your contribution during the review period [Review Period]. Based on your performance review and the calibration process, your overall performance rating is [Rating].
Your manager has specifically recognised your work on [Project / Client Name], including [Key Achievement, e.g. on-time release of the payments module and positive client feedback], and your completion of [Certification / Skill].
Revised Compensation
	Component
	Current Annual (₹)
	Revised Annual (₹)

	Fixed Pay
	[Amount]
	[Amount]

	Employer PF and Gratuity
	[Amount]
	[Amount]

	Target Variable Pay
	[Amount]
	[Amount]

	Total CTC
	[Amount]
	[CTC]



The revised compensation is effective from [Effective Date]. A detailed breakup is enclosed as Annexure A.
Promotion (if applicable): In recognition of your consistent performance, you are promoted to [New Designation], grade [New Grade], with effect from [Effective Date].
Focus Areas for the Coming Cycle
1. [Focus Area 1, e.g. take ownership of code reviews for the module]
1. [Focus Area 2, e.g. complete cloud architecture certification]
1. [Focus Area 3, e.g. mentor two new team members]
All other terms of your employment remain unchanged. Compensation details are confidential and should not be discussed with colleagues.

We look forward to your continued growth with [Company Name].

Warm regards,

	______________________________
For [Company Name]
[Authorised Signatory]
Human Resources
	______________________________
Received by
[Employee Name]
Date: [Date]
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