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Annual Performance Appraisal Report

for

Officers of the Office of Development Commissioner for Handlooms
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Personal Data
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Part-1

(FATAT/fITT/BTaterd & Haied YeNES R §RT 9RT ST 8)
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

E23 | I DCARIIRC 5 13 USRS 1 R WG 15 11 TS 20 =S
Whether the officer belongs to Scheduled Caste/Scheduled Tribe ?....cooovveevevveii.l...

Date of continuous appointment in the
present grade

a9 @ SRIF gecl, ufdem sanfe &
PRV ! A IquiRkfd o1 3afe

Period of absence from duty on leave

training, etc. during the year.




HI— X W
Part-2. Self Appraisal

(S IfererRr gRT ¥_1 WY, forga Rure ford o 2)

(To be filled in by the Officer reported upon)
(@ ufdfedl w1 ¥ Ugdl S &bl LAHYdd 9g o)

(Please read carefully the instructions before filling the entries

1. paqdl b1 Fleqa fdaxor

Brief description of duties

S L5 IR, I & a4/3qa & SR JYd gRI fbU M0 $ o1 Fitra IR—gdd
(fear S arell IR—aqa 100 K] ¥ IA¥SH 7 B)
Brief resume of the work done by you during the year/period from...........................e. 10

(The resume to be furnished should be limited to 100 words)

I /Place
[¢Td /Date

SRIETS forae RUE ol ol ¥ @1 BRdER

Signature of the officer reported upon




9T 3 — Rue foreq 9rel fdR gRT HATH
Part 3 - ASSESSMENT BY THE REPORTING OFFICER

(e SffteT Y Q TEd R P B e e 9E )

(Please read carefully the guidelines before filling the entries)

1 Ru fa@e 9 e g’ ad@s qui/faewar & forg onifdbe 3f&w § s anfey o
fb 1910 @ & UM 9N B AMRT 5799 1 &1 arcgd F=1a9 O€ 39 3R 10 &1 ol
I=gdq US 9 2

Numerical grading is to be awarded for each of the attributes by the reporting authority which
should be on all a scale of 1-10, where1st refers to the lowest grade and 10 to the highest.

(@) BRI WG BT HdTha (39 WS D ARONE 40% BIN)

(A) Assessment of work output (weightage to this Section would be 40%)

Rure forgw arel | alen a9 g1 gonfaa | adlen
RN g1 f&an| e (Afe qaww 2 @ F8ad | Iffrer) @
T U T8l B) 3ITENER

Revised Grades by Initial of
Reviewing Authority Reviewing
(if doesn't agree with col. 2) | Authority

Grades by
Reporting
Authority

(i) Accomplishment of planned work/work
allotted as per subjects allotted.

(iii) SHOT H gAIord (7T 3R aRYgd)

(i)} Proficiency in typing (speed and accuracy)

(iv) Proficiency in work, namely maintenance
of prescribed registers and charts etc.

Overall Grading on ‘work Qutput' (Total((i) to(iv))/4



(@) Jgfaas [o1/fAQNdl &1 Jedied (39 TS B a3oig 30% a1

B) Assessment of personal attributes (weightage to this section wouid be 30%)

Rurd fora et | e SBRIERT e

ST g1 faa | HEIHT IS .

B (afe a9 2 9 Geqd -1l 8)

Grades by Revised Grades by

| Reviewing Authority

Reporting authority (if doesn't agree with col.2)
—

YRR BT
TN
) & b ufd fAghd
Attitude to work
SRGIRIG ) |1d]
Sense of responsibility

i) SR 41V XAl

Maintenance of discipline

iv) YUY BT |
Communication skills

V \ (_[-qcb :Eh—lm
Analytical ability

vi) dH H B HRA D QI

Ability to work in team

vii) FHI—JH BT UTed-] SR DI IR
Ability to meet deadline

argdafdde 4

Inter personl relations

Initial of
Reviewing
Authority

viii)

I=TdAfddd Y
Inter personl relations

agfadsd Tur/faoNams &) g9y AT

Overall Grading on 'Personal Attributes’
(Total (1) to viii)/8)

(1) SEATH® AT BT HdIdd (39 TS DI dxsie 30% &)

(C) Assessment of functional competency (weightage to this section would be 30%)

R forg= arel | Tlen JfRaRY gR1 enfed | FHiem

JfHY g7 foar | Te(afe |qaqW 2 ¥ GISEAN G
T— TS T8Td el ©) 3TTENER
Grades by Revised Grades by Initial of
Reporting Reviewing Authority Reviewing

Authority

(if doesn't agree with col.2)

Authority

0@Hﬁ$%ﬁ%WWW
wwmﬁwmewme

Knowledge of Rules/Regulation/Procedures in the area
of function and ability to apply them correctly

Coordlnation ablll
__
v) PR W BT BIT H FAToTe

Proficiency in working on computer

BIITTHG A U GG URET (bl | ¥ iv)/4
Overall Grading on 'Functional Competency’
(Total (I) to (iv)) /4

feggel) : T AfST ARG 3 13 RSl & 31U 4 Hdhddl & AP HHE D Hegq™ b
T R 3meTRd g |

Note : The overall grading will be based on addition of the mean value of each group of indicators
in proportion to weightage assigned.




HAT—Y%
Part-4

HTHT /GENERAL

ST & A1 HUS (ST Bal oY 8l) HuAT Tl Bl ARBR d ug™ B Il 3R I A
& ufa SRe@ R fegquef) ¢

Relaltion with the public (wherever applicable)

(please comment on the officer's accessibility to the public and responsiveness to their needs)

nf2reror (maﬂﬁ‘ﬂﬁaﬁcmuﬂm@?Wﬁwﬁwmﬁﬁqqﬁmaﬁq&qﬁmwaﬁﬁwﬁmé)

Training (Please give recommendations for training with a view to future improving the effectiveness &
capabilities of the officer) -

Wy & Rafd
State of Health

TS (HU ANHRY & FasT W) ool w)

Integrity (Please comment on the integrity of the officer)

awﬁﬁ?wmﬁ,mwwélﬁ,mﬁwmﬁammqmﬁ$qﬁmqﬁ$m
qfed ASRI & F9Y o IR RUTS forgq aret e g1 st o (71971 100 v #)

Pen Picture by Reporting Officer (in about 100 words on the overall qualities of the officer including

area of strengths and lesser strength, extraordinary achievements, significant failures and attitude
towards weaker sections.

6. RAC & Y-l H TS 5,9, 3R T H T T8 ol D IR W 9T Aifede afST

Overall numerical grading on the basis of weightage given in Section A, B, & C in Part-lil of the Report.

Rare foram aret IEHERT 1 8RR
~ Signature of the Reporting Officer
W /Place..............cocoe.... ATH ATC BT8R H Ceoee e
NameinBlockletters . ...
L 5 | R TR
fATB/Date ... . DESIGNALION - ...,
RUTE B AT B BRI . oo,

During the period of Report...........coooveviiiviinciineeenn.



YIT—5 FHIET AR gIRT G
Part-5 REMARKS OF THE REVIEWING OFFICER

1 qHeT TR & ded JaThTd

Length of service under the Reviewing Officer

2. U IY BRI (1eH IR A3 Tq2AT ¥1—4 H faf=1 o1 /faereasti & dau 3 Rure fora aret 3frer gk
fhU 7T JeATh= | e Hd 87 (e : |1 3 3R 4917 4 (5) (Af 39 It /faeyaneli & fod +ft anifdre Heaiar 9
AEHd T8 € dl 99 W § age oy v T Geew § ofu qRiie a9 o iR a HRfedl UR 19T SREneR oY)
Do you agree with the assessment made by the reporting officer with respect to the work output and the
various attributes in Part -3 & Part-47? (Ref.: Part 3 & Part4 (5) (In case you do not agree with any of the

numerical assessments of attributes please record your assesment in the column provided for you in that
section & initial your entries)

3. IIBHd Bl RUfT H SR gV | Ul THT $B & TFH 3 FINEH HRAT 1Tl Sire-T died &7

In case of disagreement, please specify the reasons is there anything you wish to modify or add?

4. AN/ASFS ATBR B B (e T Jodrdh« H3- | Rule forgs aret ey o 1figfy
The attilude of the Reporting Officer in assessing the performance of SC/ST officer

5. gHeET AR g1 ¥es A | (79I 100 TIe&] H) ST &3] 3R HHAAR &R & &3 3R AR a7
& gfd Afgla Fied JEHRI & F99 ol W) ol & |

Pen Picture by Reviewing Officer, Please comment (in about 100 words ) on the overall qualities of
the officer including area of strengths and lesser strength and his attitude towards weaker sections.

6. RUC & YF-3H @S &, WS T, 3R TS T H &I 7T A¥oIIg d IR TR THY 3Mfbes IS
Overall numerical grading on the basis weightage given in Section A, B, & C in Part-lll of the Report.

1] PR BT STER

Signature of the Reviewing Officer

AT/ PlACe.......ceeoeeeeaea. . |79 HIS 31eRT ¥

CGICTIE - D . oreczie=

Designation © ..........ovviiiii e

RUIE BT T B GIRTT L e,
During the period of Report.........ccooviviiiiiiiiien,



10.

CECR

INSTRUCTIONS

IS (wre Jearha Rué v Aeayel axaas 8, 98 e B $ri-Frares &1 Toaidd B & 7 ok S5

HRIH M P IR B oI Aol AR IUTel DHRaTdl & | 37d: T8 JIRAFRY g Rurd fored) o <8 2 Rore
forea aret 3rferepT) SiR FHlen fIeRT B 9t RFRer) & |1 36 B & 9= 9 R B =i

The Annual Performance Appraisal Report is an important document, it provides the basic and vital inputs for
assessing the performance of an officer and for his/her further advancement in his/her career. The officer reported
upon, the Reporting officer and the Reviewing officer should, therefore, undertake the duty of filling out the form
with a high sense of responsibility.

ROIE forgm aret Rt 31 98 Feqg8 )1 AR {6 S9! 323 SIRBRY B AH™ S & afh 98 39 arafle
| B UEA A | & U FE g e ufshar E ¢, afews v Rrararets ufipar ) R fray ard o)
AR FHIET BN B, I e, et R fordl 1) &, & o1t Frareq, el serar 99 aafyaa &) s
91 RIS | forg | Fhra 81 B =1y |

Reporting officer should realize that the objective is to develop an officer so that he/she realizes his/her true
potential. It is not meant to be a fault finding process but a developmental one. The Reporting officer and the
Reviewing officer should not shy away from reporting shortcomings in performance, attitudes or overall
personality of the officer reported upon.

4 e FYFIT er ¥ 3R vt wHa ) w8 A iRy | Ruid ) s dR uR st H99) AR W ST B S
q1 T 329 BTN 6 Weed: Udl gel STu |

The items should be filled with due care and attention and after devoting adequate time. Any attempt to fill the
reportin a casual or superficial manner will be easily discernible to the higher authorities.

afe FHIETT AT 39 q19d A 7 fb RO fora™ arel e ¥ SR Qe 3k e @ 391 & RO forg @1 2
Al 98 WIT— iv & A% 2 A 39 q19d 3Pgfad o Hl /a8l | aRaR 599 apigfad &) RAE forast aral sifiar & o=
el # gfdse & |

Iif the Reviewing officer is satisfied that the Reporting officer had made the report without due care and attention
he/she shall record a remark to that effect in item 2 of Part v. The Government shall enter the remark in the APAR of
the Reporting officer.

JAH TR qUIATHD 04 H &1 SY | Hact S Bledr ol anifehd T O T 81 | SUTey SRary 747 g I9% &)
FUTERT SETg T2ia & | Al 3R ueqs] 31 earigded g1 oY 3R 48 IR RS a3 arel Afa) & 102 31 98 a7
| U | GHUNE 3R FTIROT HINT BT ST 5y oy |

Every answer shall be given in a narrative form except where numerical grading is to be awarded. The space
provided indicates the desired length of the answer. Words and phrases should be chosen carefully and should
accurately reflect the intention of the officer recording the answer. Unambiguous and simple language may be
used.

Rure forgs aret Aferpr, %1 e e Rure o) o 8, 1 adf & 3% % by 9 a1dt wrew AT | afe a1
HPRY Ruretd= a¥ & v 737 v 9=9rerar &, af 39 RE B 8 71 U IR & 9 I U S0 | a1l /a1eg
I HaRd AfeTRA gRT Wse w0y ¥ S 3R 998 o1 91y |-

The Reporting Officers shall, in the beginning of the year, Assign targets to each of the officers will report to whom
he is required to report upon for completion during the year. In the case of an officer taking up a new postin the
course of the reporting year, such targets/goals shall be set at the time of assumption of the new change. The
tasks/targets set should clearly be known and understood by both the officers concerned.

ALY [TSATEH HouTh 94 H FHIG 81 ATl 3TRIT B 3R 8 b g A/ G RAFT &1 U R a9 FGadl & ard
Rure forgq aret sifererdl &1 Fafia sravtel W fAwred &1 e rie a3 aifke iR 9oe sl @ wegE 9
YURTHS DHeH IaT A1y |

Although performance appraisal is a year-end exercise in order that it may be a tool for human resource
development the reporting officer should at regular intervals review the performance and take necesary corrective
steps by way of advice etc.

HAS HeATHT Bl BT U8 Jard 811 AT & T- Heuid {6y o arel e & o1 fsred, a=Ryr aeR ailk
T B A YATEWY RS TR SR PN |

If should be the endeavour of each appraiser to present the truest possible picture of the appraisee in regard to
his/her performance, conduct, behaviour and potential.

Ie HTHA, g1 fBU S a1t SR & HrdfsaresT & R § Rureli= o@fd o & Dfg 8 arfgo |

Assessment should be confined to the appeaisee's performance during the period of report only.

U®h B Xeh B BY UG AP TH—-FET 8 Gahd ¢ | [ A ug § 9919 &1 W68 G99—999 ) g2 HEHAT € | 39 a2} D)
TTHT & R ARKSD § I@T S A1 3R 39 R Suge wu & fruof 35 9 =nfev |

Some post of the same rank may be more exacting then other. The degree of stress and strains in any post may
also very from time to time. these fact should be borne in mind during appraisal & should be commented upon
appropriately.




1. anfhep AT & 11 TR TR, BIH W= Fee) fenfdy
Guidelines regarding filling up APAR with numerical grading.
(i) afve® cbl!:igﬁwc:ﬂ AT Ra1e | w1 Fqfad ea 9 & 3R gl 997g S 99 S+ =rfey |

The columns in the APAR should be filled with due care & attention & after devoting adequate time.

(i) T8 IR Pl ST 8 b 130R 2 ) p1g N AT &1 (fHy 70 Hret 3rerar o7 srrar 97 s B forg) vy wHa &
q1egd | IRA her H AT © 3 T ST W | 38 HbR 9 941 10 @ Ve &1, fbv v A9y +rt @
ey A Ry o8 TY | 1-2 B 7S &R 9-10 & e fvel 5He # F, o I9G1 NATT T D) TaTIHAT
%|m%ﬁqwﬁ$wﬁﬁm€%u%qlaaﬁvﬂﬁwwﬁmﬁ3®mﬁwmﬁaﬁ ol 9P 3
B DR IR 8, DI U 8 &1 P Jorl § FST B R |

Itis expected that any grading of 1 or 2 (against work output or attributes or overall grade) would be adequately
Justified in the pen-picture by way of specific failures and similarly, any grade of 9 or 10 would be justified with
respect to specific accomplishments. Grades of 1-2 or 9-10 are expected to be rare occurrences and hence
the need to justify them. In awarding a numerical grade the reporting and reviewing authorities should rate the
officer against a larger population of his/her peers that may be currently working under them.

(ili) 8 MR 10 P 41 TS grell A B FrsaTes Feaip RUId B SEERor 9191 <o <R I97a 3 snfaye fag
ST/ TET=Ifd Bq 3ATEd TR B} TUET B D ST F 9 ThIY &A1 e |

APARs graded between 8 and 10 will be rated as 'outstanding’ and will be given a score of 9 for the purpose
of calculating average scores for empanelment/promotion.

(iv) 6 ¥ 31ferp 3R 8 | B U Tl AMfis BRI FwITe Hearas+ R ‘98 a1 |1 S iR 7 Wk f&an Jmeem

APARs graded between 6 and short of 8 will be rated as 'verygood' and will be given a score of 7.

(V) 4 1 36 3R 6 | HH TS a1ell aifiies s Frare= geaie+ Rard o1 smer 9 1 91Qen 8k 5 ®hiR &3 sire |

APARs graded between 4 and 6 short of 6 will be rated as 'good' and will be given a score of 7 for the purpose
of calculating average scores for empanelment/promotion.

(vi) 4 1 FH s a1l 91f¥s Hrd e gegred Rare 3= Wk fean s |

APARs graded below 4 will be given a score of zero.

fewofl /Note

AT | 99fad A8 & w=A § fA=faRaa ufshar &1 utes v anfze —

The following procedure should be followed in filling up the item relating to integrity :-
(i)  afs 3 frprRI AT 9 9 R 2, U 9911 910 |

If the officers integrity is beyond doubt, it may be so stated.

(i) e PIE T B, 98 B Wl vig fdd Y IR TR $RaE A g ;|

It there is any doubt of suspicion, the item should be left blank and action taken as under :

() wmgﬁﬁwﬁaﬁaﬁmaﬂ?mtﬁmﬁaﬁwlMﬁwﬂﬁwwzﬁwmm
BN BT A AT <Y 1Y, oF Ig YRRaa & & rgact erarg Mg & o) & Sie 9 A1 &1 s=ifoa
g1 feudh & fofteg o= a9wa 781 §, ﬁéaﬂwﬂaﬁqﬁﬁaﬁ%wﬁﬁﬂmﬁ¢ﬁm$
BRI Bl TG H YA FHG 8] A1 A1 I BRI & Raetes 7o G =181, ot f Refy 81

(@) A Separate secret not should be recorded and followed up. A copy of the note should also be sent together
with the Confidential Report to the next superior officer who will ensure that the follow -up action is taken
expeditiously. Where it is not possible either to certify the integrity or to record the secret note, the Reporting
Officer should state either that he his not watched the officer's work for sufficient time to form a definite
judgment or that he has heard nothing against the officer, as the case may be.

(@) 3afe aﬁﬂ‘cﬁfﬁﬁms%%trﬁvnﬂwmﬂé‘s'?ﬁaﬁ% IR & TS T Y 3 TRy ik
dEI9R U gfafte Moty R § = < A1 |

(b) If, as a result of the follow-up action the doubt or suspicions are cleared, the officer's integrity should be
certified and an entry made accordingly in the Confidential Report.

(M I, JFA PRAg & IRIMERY 9L8 T 8 9Id &, amrﬁaﬁwﬁfmwﬁﬁ‘m B g FIMRU IJR
JEIaR T Hidfte Mu-a Rure # &= ) 919 |

If, as a result of the follow-up action the doubt or suspicions are cleared, the officer's integrity should be
certified and an entry made accordingly in the Confidential Report.

(M Al A<E B fte 81 9IRi 8, I8 aeg A fafteg o= Ry o anfey ok ggfe, |@4fta aifierd & agfa ax
<1 ST |
(c) If, the doubts or suspicions are confirmed, the fact should also be recorded and duty

communicated to the officer concerned.
(7) Ife, Igacl] HRATE P URVITRGEY, TIE I Hﬁ?ﬁ%ﬁ?ﬂﬁﬁﬂﬂ%ﬁ%?ﬁ% HABI B IATTROT BT INTAT

N B TRE <@ wlﬂur%qaﬁ?wﬁm‘q’m@m )Wmmlﬂdléfﬁ\m'ﬁdl%ﬁfl

(d) If as a result of the follow up action, the doubts or suspicions are neither cleared nor
confirmed the officer's conduct should be watched for a further period and thereafter
action taken as indicated at (b) and (c) above.
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