[Company Logo]   [Company Name]
SELF-APPRAISAL FORM
	Company:
	[Company Name]

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

	Submit to Manager by:
	[DD/MM/YYYY]



	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



Section 1: Self-Rating on KRAs
	KRA
	Weightage (%)
	What I Achieved (with evidence)
	Self Rating (1–5)

	[KRA 1]
	[%]
	[Achievement]
	[Rating]

	[KRA 2]
	[%]
	[Achievement]
	[Rating]

	[KRA 3]
	[%]
	[Achievement]
	[Rating]

	[KRA 4]
	[%]
	[Achievement]
	[Rating]



Section 2: Self-Rating on Competencies
	Competency
	Self Rating (1–5)
	Example

	Quality of work
	[Rating]
	[Example]

	Ownership and reliability
	[Rating]
	[Example]

	Collaboration
	[Rating]
	[Example]

	Learning and adaptability
	[Rating]
	[Example]



Section 3: Reflection
	My top three achievements and their impact
	[Answer]

	Goals I did not fully achieve and why
	[Answer]

	Challenges I faced and support I needed
	[Answer]

	Skills I developed this period
	[Answer]



Section 4: Looking Ahead
	Training or certification I would like
	[Answer]

	Responsibilities I would like to take on
	[Answer]

	Career goal for the next 2–3 years
	[Answer]



Declaration
I confirm that the information given in this self-appraisal is accurate to the best of my knowledge and that the achievements listed are my own or are clearly identified as team contributions.

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