
Draft Standard Operating Procedure for Online Performance Management System (PMS) 

The ICT/Human Resource section has incorporated with the online PMS system mainly to ease the lengthy process of manual filling up 

of forms and paper evaluation. The online systems will further assist in strengthening performance planning, monitoring, review and 

evaluation of development goals and objectives of individual level and at organizational level at large. The compact should be drawn 

for an employee who has physical and revenue target irrespective of position. The flow of compact and IWP: 
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1.  Signing of Compact 

The signing of compact between Management and in-charges shall be coordinate by the PMS focal person beginning of the every 

Calendar year. After completion of signing, the in charge and respective subordinate shall sign a compact within a week (1-

7/2/21). The in charges compact shall be kept with PMS focal person for assisting in monthly evaluation with ICT section 

followed by respective in charges for their subordinate’s evaluation.   

 

2.   Online Data Punching  

 The in charges or subordinates have to feed their individual monthly data in system in reference to their monthly BUP within 

the time frame. For that, the Region/Sections folders have been created separately for easy identification. 

Data Login Process: 

Login in respective Official mails   Google drive  Share with me  Open respective 

folder/individual sheet & data shall be viewed as follows: (Example 1): 
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Punching/ 



Example 2. 

 

 ANNUAL PERFORMANCE AGREEMENT (2021) Between .......................&........................... 

 Compact of year 2021 

SL Financial Indicator Units 

Target 

2021 Target January Target 

Februar

y Target March 

Weight 

(0%) 

Amount / 
Month (1 to 

12) 

Weightag
e  

A 

Total Revenue from 

activity: (Nu. In millions) Nu        0% 
  

1  Nu 0.000 
      

0% 
  

2  Nu 0.000 
      

0% 
  

B 

Operating expenses (to 

maintain it within the 

approved budget) Nu 0.000       0% 

  

 2.1 Exp. Same   

      
0.00% 

 
5% 

 

2.2 Exp. Reduction 1% to 

3%   

      
0.00% 

0.000 
7% 

 

2.3 Exp. reduction 3.1% to 

5%   

      
0.00% 

0.000 
9% 

 

2.4 Exp. reduction above 

5.1%   

      
0.00% 

0.000 
10% 

 Non-Financial Indicator         

Weight 

(0%) 
  

A. Physical Achievement  Units 

Target 

2021       0% 
  



Sl 

No Performance indicator          

  

1   0 
      0%   

2   0 
      0%   

B. 

Corporate 

Governance/Organizatio

n Management          0% 

  

SL Performance Indicator 

Targ

et 

2021 Dateline 
Remark

s  
Yes/N

o 
Remark

s  
Yes/N

o 
Remark

s  
Yes/N

o  

  

1     Yes  No   

0% 
0 #DIV/0! 

2          

0% 
0 #DIV/0! 

3          

0% 
0 #DIV/0! 

 

 

 

 

 

 

 



 

3. Monthly Achievement 

The monthly achievement/target achieved shall be rate by in charges based on their monthly target. The supporting document  

 Must be uploaded to respective section folders by an individual (folder name as: Supporting file).  

 

4. Evaluation by Supervisor 

The performance of individual staff needs to re-verify based on supporting documents submitted by the subordinate. The final 

performance evaluation will be carry out by the ICT section.  

Evaluation Process 

Financial  

I. Revenue  
1. Under the Financial category the amount for the revenue and expenditure should be in million with 3 point. (Nu. 0.000) 

 

II. Expenditure  

1. The expenditure reduction amount and its weightage is been calculated based on 4 category  

 

 Amount                                                                                               Weightage  

a. If the expenditure is equal to the target                                                      =
(5%∗𝑡𝑜𝑡𝑎𝑙 𝑤𝑒𝑖𝑔ℎ𝑡𝑎𝑔𝑒)

10%
 

b. If the expenditure is reduce from 1% to 3% from the target     =
(7%∗𝑡𝑜𝑡𝑎𝑙 𝑤𝑒𝑖𝑔ℎ𝑡𝑎𝑔𝑒)

10%
 

c. If the expenditure is reduce from target between range 3.1% to 5%=
(9%∗𝑡𝑜𝑡𝑎𝑙 𝑤𝑒𝑖𝑔ℎ𝑡𝑎𝑔𝑒)

10%
 

d. If the expenditure is reduce from target below 5%=
(10%∗𝑡𝑜𝑡𝑎𝑙 𝑤𝑒𝑖𝑔ℎ𝑡𝑎𝑔𝑒)

10%
 



 

Non-Financial   

I. Physical  

1. Any activity in physical and its required weightage along with its respective units to be specified  

 

II. Corporate governance/ Organization management  

1. Activity to be specified under performance indicator and with details under target 2021 and submission of dateline.  

2. Weightage to be given and under amount/ month (1 to 12) number of evaluation to be done within the range of 1 to 12 

month 

 

 

 

 

 

 

 

 

 

 



IWP Format  

 

The Individual Work Plan (IWP) shall be drawn all employees at beginning of every Calendar year irrespective of position and 

type of employment. It is in-charges and staffs responsibilities to feed data in online IWP form. The IWP shall be evaluated by 

the respective in charges and rating shall be done only the activities carried out in the particular month. The moderation section 

shall be executed by HR section. The Procedure as follows: 

 

1. Online Data Punching  

With the implementation of online system, in charge/individual staff needs to feed data in online IWP format in beginning of the 

year. The format should include your whole year activities (individual) which, it cannot be changed after completion of timeline.  

The Region/Sections folders were created separately in the spread sheet to furnish data through online. 

Data Login Process: 

Login in respective Official mails   Google drive  Share with me  Open respective 

folder/individual sheet & data shall be viewed as follows:  

 

 

 

 

 

 

 

 



Example 1 
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Example 2 

 

 

 

 

 

 

Data 

Punching/ 



Monthly Achievement 

The monthly achievement/target achieved shall rate by individual based on their monthly target/activities carried out. The 

supporting documents needs to keep with individual and need to furnish as and when asked by the management.   

 

 

Example 3: 

             

 

 

 

 

 

 

 

 

 

2. Evaluation by Supervisor 

Monthly 

Achievement 



The in charges need to evaluate the online IWP of your subordinate. The evaluation and rating shall be done only the activities 

carried out in the particular month. The rating can be done based on supporting documents attached in the form or submitted by 

the individuals in the particular month.  

Example 4. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Example 5. 

Supervisor 

Rating 



 

 

Monthly Compact & IWP Submission and evaluation Date lines:  

1. Online Submission  by individuals with supporting documents – Every 5th of next month  

2. Online submission by ARM, RM & In-charge to FMSD – 10th of next month  

3. Online submission by FMSD & Finance section to GM – 12th of next month  

4. Online submission by GM to CEO – 15th of next month  

5. Freezing of the system shall be done on next day of the submission dateline.  

 

REGION/SECTIONWISE SUMMARY REPORT:   

Supervis

or rating 



 

 

 

 

 

 

 

 

 
        



 

Ad-hoc Activity Record Form 

Employee Name:                                                                                                            Date: 

Section:                                                                                                                           Region:                                                     

         Dispatch no: 

      

Sl.No Division/Section  

No of 

Day 

/Time 

Activity  
Propose 

Percentage  

Supervisor  

rating 
Remarks  

Attached documents for 

reference 

       

 
  

 

Note: The activity shall be considered ad-hoc only if an employee is engaged in particular activity for more than three (3) 

days. Further, the activity which involves constant working/follow up but not incorporated in annual compact shall be incorporated 

during its midterm review. 

 

Employee Signature                                                                                                  Supervisor Signature 

 

     Management 

 


