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	PART - A: PARTICULARS OF APPRAISE

	Name:__________________________________________ Position:____________________________________ 

Date of Birth:______________________ Place of Birth: ___________________________

Department: _____________________   Date of Joining:_____________________________

	PART - B: TO BE COMPLETED BY APPRAISER, AFTER COMPLETING PARTS “C”

	(Cross appropriate box)

B.1 REASON FOR REPORT
                    Yearly                                                                       Special

B.2 ASSESSMENT OF PERFORMANCE:  TOTAL POINTS SCORED   (FROM PARTS “D” OR “E”)
     Outstanding     = 85 Points & Above                                   Average             =  51 To 64 Points

     Very Good       = 75 To 84 Points                                        Below Average  =  41 To 50 Points

     Good               = 65 To 74 Points                                         Poor                   =  40 Points & Below

B.3 COMMENTS:  If not reflected above, please comment on any strong points, weaknesses, etc.
B.4 Recommended for promotion?                                                                 

                                                                                                                                                    Strongly 

                                                                                                                                                    Normally

                                                                                                                                                    Not At All 



	Signature:

(APPRAISER) 

	Name:


	Designation 


	Date: 


	PERFORMANCE ASSESSMENT

	Appraisal date: 

What percentage of this appraisal was based on?

Own observation: _____%  discussion with other people : _____% 



	PART – C:   APPRAISAL FOR OFFICERS (TO BE COMPLETED BY APPRAISOR)

	ASPECTS
	POINTS 
	MAXIMUM

	1    Professional ability (job knowledge for his rank)
	
	15

	2    Work attitude
	
	15

	3    Reliability
	
	10

	4    Output/productivity
	
	10

	5    Initiative
	
	10

	6    Organization work
	
	10

	7    Consciousness
	
	10

	8    Sobriety
	
	10

	9    Relationship with other staffs
	
	5

	10  Appearance & behavior
	
	5

	TOTAL POINTS SCORED (to be filled in Part “B.3”)
	
	100

	PART – E:   APPRAISAL FOR OTHER THAN OFFICER (TO BE COMPLETED BY APPRAISOR)

	ASPECTS
	POINTS 
	MAXIMUM

	1    Professional ability (job knowledge for his rank)
	
	20

	2    Work attitude
	
	15

	3    Reliability
	
	10

	4    Output/productivity
	
	10

	5    Cooperation
	
	10

	6    Consciousness
	
	10

	7    Sobriety
	
	10

	8    Appearance & behavior
	
	5

	9    Punctuality
	
	5

	10  Relationship with other staffs
	
	5

	TOTAL POINTS SCORED (to be filled in Part “B.3”)
	
	100

	FOR OFFICE USE ONLY:



	Reviewed by

___________________

Principal
	Recorded by

______________________

MR
	Date
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