[Company Logo]   [Company Name]
PERFORMANCE REVIEW SUMMARY
	Company:
	[Company Name]

	Review Period:
	[DD/MM/YYYY] to [DD/MM/YYYY]

	Summary Date:
	[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]



Final Ratings
	Component
	Weightage (%)
	Score
	Rating Label

	Goals / KRAs
	[%]
	[Score]
	[Label]

	Competencies
	[%]
	[Score]
	[Label]

	Overall (after calibration)
	100
	[Score]
	[Label]



Rating scale: 5 Outstanding | 4 Exceeds Expectations | 3 Meets Expectations | 2 Needs Improvement | 1 Unsatisfactory
Key Achievements
1. [Achievement 1 with result]
1. [Achievement 2 with result]
1. [Achievement 3 with result]
Strengths and Development Areas
	Strengths
	Development Areas

	[Strength 1]
	[Development Area 1]

	[Strength 2]
	[Development Area 2]



Review Outcomes
	Increment
	[Percentage]% effective [DD/MM/YYYY]

	Performance bonus: ₹[Amount]
	 

	Promotion: Yes – [New Designation] / No
	 

	Development actions
	[Training / IDP]

	Improvement plan required: Yes / No
	 



Priorities for Next Cycle
1. [Priority 1]
1. [Priority 2]
1. [Priority 3]

	______________________________
Reporting Manager
[Reporting Manager]
Date: [Date]
	______________________________
HR
[HR Name]
Date: [Date]
	______________________________
Received by
[Employee Name]
Date: [Date]
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