[Company Logo]   [Company Name]
KRA EVALUATION FORM
	Company:
	[Company Name]

	Appraisal Year:
	[YYYY–YY]

	Date of Evaluation:
	[Date]



	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]



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



Key Result Areas
	No.
	KRA
	Weightage (%)
	Success Criteria
	Evidence of Achievement
	Self Rating
	Manager Rating
	Weighted Score

	1
	[KRA 1]
	[%]
	[Criteria]
	[Evidence]
	[1–5]
	[1–5]
	[Score]

	2
	[KRA 2]
	[%]
	[Criteria]
	[Evidence]
	[1–5]
	[1–5]
	[Score]

	3
	[KRA 3]
	[%]
	[Criteria]
	[Evidence]
	[1–5]
	[1–5]
	[Score]

	4
	[KRA 4]
	[%]
	[Criteria]
	[Evidence]
	[1–5]
	[1–5]
	[Score]

	5
	[KRA 5]
	[%]
	[Criteria]
	[Evidence]
	[1–5]
	[1–5]
	[Score]



Weighted score formula: Sum of (Manager Rating × Weightage) ÷ 100. Final KRA score: [Score] out of 5.
Manager Comments
	KRAs where performance was strongest
	[Comments]

	KRAs needing improvement and why
	[Comments]

	Suggested changes to KRAs for next year
	[Comments]



Employee Comments
[Employee Comments]

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Reporting Manager
[Reporting Manager]
Date: [Date]
	______________________________
Reviewer
[Reviewer Name]
Date: [Date]
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