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

	Date:
	[Date]

	Employee ID:
	[Employee ID]

	Plant:
	[Plant Name]



To,
[Employee Name]
[Designation], [Department]
Subject: Annual Performance Appraisal – [Review Period]
Dear [Employee Name],

We appreciate your efforts in the [Department] during [Review Period]. Based on the review by your Section Head and Plant Head, your performance rating is [Rating].
Key Results
	KPI
	Target
	Achieved

	Production vs Plan
	[Target]
	[Achieved]

	OEE of line / machine
	[Target]
	[Achieved]

	Rejection / Rework %
	[Target]
	[Achieved]

	Lost Time Injuries in area
	Zero
	[Achieved]

	Kaizens Implemented
	[Target]
	[Achieved]

	Attendance %
	[Target]
	[Achieved]



Revised Wages
	Component
	Current Monthly (₹)
	Revised Monthly (₹)

	Basic Salary
	[Amount]
	[Amount]

	Dearness Allowance
	[Amount]
	[Amount]

	HRA
	[Amount]
	[Amount]

	Other Allowances
	[Amount]
	[Amount]

	Gross Monthly
	[Amount]
	[Amount]



The revision is effective from [Effective Date]. PF, ESI (if applicable), bonus and other statutory benefits will be computed on the revised wages as per law.
Promotion / Upgradation (if applicable): You are promoted to [New Designation] / upgraded to [Skill Category] with effect from [Effective Date].
Expectations for Next Year
1. [e.g. Reduce changeover time on Line 2 by the agreed target]
1. [e.g. Train two operators for multi-machine operation]
1. [e.g. Maintain zero safety incidents in your shift]
Other terms of your employment remain unchanged.

Keep up the good work.

Yours faithfully,

	______________________________
For [Company Name]
[Authorised Signatory]
Plant HR
	______________________________
Received by
[Employee Name]
Date: [Date]
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