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Appendlx-V

RICHARDSON & CRUDDAS (1972) LTD: BYCULLA IRON WORKS# BOMBAY 
PROFORMA FOR PROGRESS REPORT OF TRAINING

1- Name
2- Qualification
3- Department
4- Date of starting
5- Date of Completion
6- Total Working period in 

the department.
7- Discipline
8- Aptitude for work
9- Job Knowledge
10- Skill
11 -Adaptabil ity
12- Dependability
13- Attendance
14- Ability to learn
15- Progress
16- Performance :-
16 a) By Quality wise 
16 b) By Quantity wise
17- Efficiency
18- Short comings if any
19- Attitude towards 

Corrective action
20- Day to day work
21- Grading
2 2—Consideration ^sogptIon7Sxtendion of"TralnIng

period/ Termination.
Grading Al-Excellent

A2-Good Signature of the head of the departmer
t •A3-Above average

B- Average Remarks ^ signature of
C- Poor Production Manager

Remarks & Signature of 
Personnel Manager.



9
ANNUAL PERFORMANCE APPRAISAL

TRAINING NfeJEOS
------------------------------------------------------------------5

PART HI

NAME DESIGNATION
5MA :/$MT. KlU.

GRACE PRESENT LOCATION DEPARTMENT

/

» TRAINING PROGRAMMES ATTENDED BV THE OFFICER IN THE LAST SEVEN YEARS. 
iTtt be completed by the Training Centre}.

3. No* NAME OE THE PROGRAMME YEAR DURATION LOCATION

1

2

3

4 •

b

6
'

7 .. •......................... j

8 •

9

10

11 •

!. Considering the Officer's areas of strengths ami the areas where improvement is needed, what specific training would you 
recommend ? (These recommendations should be proposed in consultation with the Officer and keeping in view his own perception 
of the training needed by him. This may not he restricted to only courses or programmes being conducted by the Training Centre.:.

There are two types of training needs : namely ‘Staple!Functional' training which is required by him to do his Job well and 
‘Developmental Training’ which would be useful for his further development (so that he can shoulder higher responsibilities in 
due comse of time). The nominations fot external training, programmes can be proposed where in-companv training programmes
arc not available, and keeping the organisational areas in view.

S. No. STAPLE/FUNCTIONAL COURSE S. No. DEVELOPMENTAL COURSE

1 1 . • ■ i

s 2
........................................... ....................................-... - f

3 3

DATE OF DISCUSSION OF TRAINING NEEDS K

name : • ._____________ -______________ .__________ _

SIGNATURE OF REPORTING OFFICER
DESIGNATION

.............. ............................... ...1. . ...................... ■ ............... ...............................'.............................— -- -

NOTE : Training mull form should bo forwarded by the Aaporting Officer to the Training Contra,



Itt
nrpftn n*m <ft »

CONFIDENTIAL FORM NO. PA ' *

tlWrWTtfRr m W*T - SFqftFT
N PERFORf^ANCE APPRAISAL OF PROBATIONER

Tr.xtn tr-j^T nn-fanT» tWtw-M sra 
\ j ^t=t nrr =fr rmi ttt tm tt irn oral ^rfPTf'

hpt NAME

ttttrDESIGNATION frjfrr/Tirwht «ft M?
DATE OF APPOINTMENT/ PROMOTION

(To be completed on expiry of every three 
months’service by a probationer, 
either promotee or new appointee)

iawn thm DEPT./LOCATION

hr- m> TCPq) TT OT
!••.- mr -ifmm Tt tttt

NATURE OF DUTIES ASSIGNED
TYPE OF TRAINING IMPARTED

J nd nT-jr-j? str arte if vnfa

^DURESS IN ACQUIRING
JCC KNOWLEDGE

. i-rjn tff rrvrr!'r^- OTftT

i /-DIEITY TO LEARN m .,w .
! GRASPING CAPACITY

-'TT-ri-nr-t ft iim?n

tXECUTION Of
WORK/WORK ASSIGNED

■ 2*m -ite if Neer^rr

PUNCTUALITY IN ATTENDANCE
nT-rrm njrm <r<r atm rnny.
(lirrz nzTiftm T4i rf'-w#) $ ima 

GENERAL BEHAVIOUR & RELATIONS
WITH 01 HERS (SUPERIORS, COLLEAGUES 
& SUBORDINATES)

'

site

INTELLIGENCE

ftnfFn nfc, nfe tm f-i

SHORT COMINGS,IF ANY IN GENF.H!

(D

(2)

(3)

STATION

ffrtrr 
| DATE

’/rranrT srftirte/frfsrTJ TOOT aftjtptff yftt KThtSTf COUNTER SIGNATURE
Rti-t/r OFFICER (IMMEDIATE
SUPERVISING OFFICER)

HPT NAME -m NAME

TfTTTT DESIGNATION HHHPT DESIGNATION

«te 5Fl^ riTfft srrotfiOT'rfr^wsfl^A^HtnTxff TftjrAf nurrhi*Ytfjnrnnrf%*inrfafwritnfetn fernami fitter*fft*rei-

If any short comings are noticed the same are to be communicated in writing to the Probationer Trainee counselling AjP*,0 improve upon them. 
Copies of such memos shouid be attached’ J

wwra; irtats * «rr? te tenm* n fanm nfrvftn fa®r if an A, spr rmHhn frrm *f ^ Jfi /
AFTER DOING THE NEEDFUL, PLEASE RETURN Tw PERSONNEL Dt -»yCOVER SUPERSCRIBED 
"STRICTLY CONFIDENTIAL” / •.

/


