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Annual Appraisal Sheet 
(Confidential Report for Admin Staff)
	Name of the Employee
	«Name_of_Employee»
	Designation & Department
	«Designation»
«Department»

	Date of Joining 
	«Date_of_Joining»
	Year of Last Promotion
	

	Year of Assessment
	2014-2015
	Name of the Assessor (HOD)
	Mr. Niladri Mallick



	S. No.
	Evaluating Parameters
	Max. Marks 

	Self Assessment
	Assessment by HOD

	Assessment of Work Capabilities

	1. 
	Work Knowledge  
	15
	
	

	2.
	Work Quantity as given by HOD                                               ( Willingness to accept the work and dedication to complete it without much of follow ups & Reminders ) 
	40
	
	

	3.
	Work Quality                               
(Accomplishment of work with Accuracy &  Exactness)
	15
	
	

	4.
	Timely Delivery – Ownership                     (Pace of work & Consistency in meeting the deadlines without much of follow-up)
	20
	
	

	5.
	Adherence to the laid down Systems and Procedures
	10
	
	

	Assessment of Behavior & Attitude

	6.
	% Attendance
	10
	
	

	7.
	Communication Skill
	10
	
	

	8. 
	Honesty & Integrity
	10
	
	

	9.
	Discipline  ( Compliance with Co. Rules & Regulations) 
	10
	
	

	10.
	Attitude & Behavior
	10
	
	

	11.
	Cooperation with Seniors & Peers
	10
	
	

	12. 
	Desire to learn the New Things
	10
	
	

	13.
	Work Place Improvements  ( 5S)
	10
	
	

	14.
	Any improvements / cost savings done 
	10
	
	

	15.
	New Initiatives  taken
	10
	
	

	
	Total Marks
	200
	
	

	
	%
	-
	     %
	       %





Major Strengths: (To be filled by the Appraiser in consultation with the employee)

1.

2.

3.

Major Weaknesses: 
(To be filled by the Appraiser in consultation with the employee)

1.

2.

3.

Major Training Needs: 
(To be filled by the Appraiser in consultation with the employee)


Comments by HOD:





Final Result: 			 					       HOD 		 (To be filled by HOD concerned)
· Final Score 										

· Grading

· No. of Increments Recommended/ Approved 	

· Recommended for promotion  

· Recommended for Transfer



Signature of Employee 						            Signature of HOD
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