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Part-1 (TR / T/ Braterd & aiRd Ui YT §RT HRT ST 8)

(To be filled by the Administrative Section concerned Ministry/Department/Office)

I LU R 18 TSNS
VET - Xe) R el X0 il = ] S
o f[afa (f[&s/789,/99) o S e S CIC-UIR: ) N
Date of birth (DD/MM/YYYY) ............ A e (iN WOTAS) e

T T T BT T T oo .

Designation of pOSt Neld. ...

gaATE U8 W Fad Mgfad @ arig

Date of continuous appointment in the
present grade

I BN BT 7 AR ggaH 9@
Ty Rureid= saf & SN 99 B |

Name of officer with designation with
whom attached during the period under report

ay & SRIE wecl, URien g w
YEd @ HRU |YST | IUfRfd @) Irafe

Period of absence from duty on leave
training, etc. during the year.

PR BT AH AR T

Name of officer & Date from which attached




-2 & T
Part-2. Self Appraisal

(B9 el gRT w1 9T, fogat Ruid o St 8)

(To be filled in by the Officer reported upon)
(®UaT vfAfedl ¥R= 9 Ugel QY Pl SHYdD UG o)

(Please read carefully the instructions before filling the entries)

L I RS db a9/37afd & SR 3US gR1 6T 0 H1Ef &1 Afdra gq
(HieTd gd 100 vr]] |9 AfFg 8= a1fav)
Brief resume of the work done by you during the year/period from............................. | (o TR

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

2. HUAT 9 A <X, 98 AEaqul STaar IuAiferd! & 8 iR S99 3wl ¢a1 drie E |

Please also indicated items in which there have been significantly higher achievements and your
contribution thereto.

3. UA BT & &< @ U 3y g™ fHhy 0 uget § wFe 3R I+ v, gfe dig =l
® GAY H §d19 |

Please state, briefly, the shortfalls in your input and reasons therefore, if ény.

4. g1 gAY & R gdadl HerveT o B e 9y 99 aiffe faarel fud adrg sl
FATER T G g F 31 A T qRge B & W | Ay 78, @ el efae wxe
Pl GRRG &1 0 |

Please state, whether the annuai return on immoveable property for the preceding calender year
was filted within the prescribed &1 - Le. 31st January of the year follcwing the calendar year. if not,
the date of filling the return shouid be given.

¥4 /Place 39 INEN B AR o Rue ford) i @

_ Signature of the officer reported upon
< /Date




YRl 3 — HAThA
Part 3 - APPRAISAL

T @ RO Bra gral SR Y- § f2u v faaver | w@Ehd 87 afd |8l @ IIeHia
frg 4 % & 3N S99 o] BRI &7

Does the Reporting Officer agree with the statement made in part 27 If not, the extent of
disagreement and reasons thereof.

2. RUE fora arel SR gRY yde 1o1/fAdvan @ @Ree wife @1 fAuRer fear S
FF 1—10 T w B =R Rrgd 1 &1 arcad for=am dife 9 3R 10 &1 dcad oA

Hifc q B

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

(@ wfafted w1 & uga fen— el @1 e e ug)

(Please read carefully the guidelines before filling the entries)

(@) fy ¢ B B ToAiE (59 TS DI RO 40% BN

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

HIfe /Grading

(i) DI DI TOTdC]

(i) Quality of work
(ii) TAATRE P Bl R

(i) Level of professional skill

(if) T 3R T A AR BT TR HR pI H faegEArTdr

(ili) Trust worthimess in handling secret and top secret matters and papers

iv) RS S @1 WERETg 3R od], WEPR 3le © (ol 3awd® -

BTG IRGd HRAl

(iv) Maintenance of engagement diary and timely submission of necessary
papers for meetings, interviews, €eic.

fhU U BRI B THA DI (i) 9 (iv)/4)
Overall Grading on 'work Output' (((i) to(iv))/4)




(@) Jafadaed TN BT ATHA (36 TS Dl avoiig 30% B

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

PIfe /Grading

) HTI B Ul ol
Attitude to work
™
i) Sl gDl
Intelligence, keenness
III) SR d1¢ G ]
Maintenance of discipline

V) RI™eRT &1 a1y
Sense of responsibility
V) GUYOT IS

Communication skills

ad H B BIH bl gGrrgdl

Ability to work in team

vii) FHI—SHET BI UTeld dY= DI Jd]
Ability to meet deadline

Regqularity and Punctuality in attendance

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

Vi)

(1) DTS &I B HATHA (39 Es Bl a¥olls 30% i)

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

) 3”55'%”3' PR H &I 3R Jadl dIfe /Grading

Proficiency and accuracy in Stenographic work

i) 37d: qufdkies e
Inter-personal relations

i) T T
Coordination ability

iv) TIEET) T, T8d SR TWIBIA O 91 X AR AP | 91 A H

GIBR—F eIl
Effective liaison, Initiative and tact in dealing with telephone calls & visitor

BIATTHD S&dl D FHT UST (1 9 iv)/4
Overall Grading on 'Functional Competency’
((1) to (iv)) /4

feouol) - @8y pife & ¢ IJS9 B U H, FIADI D TAD THE D A eI B S W
anenfRa B |

Note : The overall grading will be based on addition of the mean value of each group of indicators

in proportion to weightage assigned.



HATHT /GENERAL
HHT—Y¥
Part-4

1. SFd1 & W1 b (S8 Hal AR &)
Relaltion with the public (wherever appiicable)

(U STl Bl HABR T Ugd AR I Aaehadl & gfd IS fhareicara i) feao) o)

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

2 AR (HUdr AEERT B 9 TG dHdl R JHAdl B g1 @ qeoR NP0 o) ey &)

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

3 W@y o Rafa
State of Health

4 IS (Ul JEHR B FeafAeT uR el o)

Integrity (Please comment on the integrity of the officer)

5 Rurd forge gl AU R) gRT JEERT & g8 0N 3R HH 0N, IR U], HEayu] HHAdl 3R
FEST T P U X9 e SED FAY U B Fr H FRF BT 3ATher (ST 100 T H)

Per: “icture by Reporting Officer (in about 100 words) on the overall qualities of the officer including
area o strengths and lesser strength, extraordinary achievements, significant failures and attitude

tward weaker sections.
o .

6. e v L H T2 e, A A Q) Ty aVHIE P IMHR R 10 B YA W 9y Hiftger Bife
Qvoo oo eading on the basis of weightage given in Section A, B, & C in Part-ill of the Report.
-
— : RUre farar arr @) o1 aeieR
Signature of the Reporting Officer
U Pace L SORN AT AT CTERT H oo
Name in Blockletters . .................... e e eearrerern s
TAEDate 18 [ 1 I ettt ahea et i eraraten e araaaan,
D eSIgNatON & e
RaTE @1 018 1 e,
During the periodof Report.......cooeoeieieiieeen,
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INSTRUCTIONS

1. e Fee qeared R @ gecaqel Swd1a 8, I8 PR & PRI~ & AT i {0 TEA A @ foIg 3R IED
HRIR A 3T B gerax! & AU AEEyrl THHRNI ST HRA & | AT T2 AW ﬁh Ef° <uTe ford) o A @ Rure
Reas qrar IRy 3R el ISR Bl <! TN & 1Y 9 B B 91 1 fr=ardt 4= a1tey |

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 filiing out the form
with a high sense of responsibility.

2. W%@ﬁ&ﬁa@wﬁaﬂﬁwmm ﬂl%ﬁﬁ%sﬁmieﬁ‘maﬁwﬁm faer &Yt g, difd 98 U+l IEfdeh
AR B UEA G | I8 U Ffe ga- arel) ufhan 78 8, afed U fAdbraeas wishan & | Rare forg= arel ffdany o
Ffen e 31, S9 AfPeER e Rud ol I 2, @ o1 e, affsf s Ty afdaa 3 i
g+ RUTE # forg A Gabra =181 HR1 dlieV |

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 sky away from reporting shortcomings in performance, attitudes or overall
personality of the officer reported upon.

3. I HS FYfad s 3 3R gaie G I Y o ARy | RIS &1 e dik OR 31erar Hud diR A 4R O &6l Bl
W vy 3= fpRG] B Tased: gdl T S |

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.

4. TP IR qUiHTHS WU H g TV | dact S BISHR SiEl lfdves AT 1 ST 81 | STAE! DA 71T WA ITR Dl
ITTRYT iaTS SO 2 | el 3N ueey] B ey d® g oY AR T8 SR RBIE Y it ABRI B X< Pl el &7
Y UV | FHUYE 3R FEROT 9197 61 T fbar $y |

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.

5 Rurd forgs aral e, 39 e g Rurd fordt St 8, @1 a4 & 3% A fHQ S arel «ieg |iaw | afe a1
s Rureleh™ a4 & v 731 ug G&Tordl 2, @) 39 RE & ey J41 IS ARfTei- & GHY a3 fhU SITeH | 1 /ey
a1 Heafd fAeRAT gRT W ®U | A IR G ST =180 |
The Reporting Officers shall, in the beginning of the year, Assign targets to each of the officers will report to whom
heis required to report upon for completion during the year. in the case of an officer taking up a new post in 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.

6. Jaf ﬁmm I;Loﬂtcbﬂ T4 A I B9 aTef 3T & 3R U8 P U8 Aa F91H (I &1 U SRS a5 el 8, I
ROIE foras aral o) &) Fafd sraxrd R e &1 Jearda SRl Ay R 9ollg sadife & Aegd 9
JURTHD DHad IoT A8y |

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.

7. TP HATH &l H1 I8 FITH B =My f& I8 edrd 6y ST dTel 3R & w1l fere, 3TeaRvl, FaeR 3R
A Bl W JATHHT IRAMAD TR T DX |

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.

8. UE Yo, eih [T S aret SR & Srifare @ aR d Rureidi= srafe qo & Hifea g anfey )

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




10.

T8 SHIGY P STl € b 1 3R 2 1 FIg 1 AT 1 ( T T DR Sferan o1 srerel w99 U & forg) fawry wfaa @
qregH | AN a|¢ddﬁqﬁﬁﬁqﬁsﬂﬁmmmlsﬁuwwﬂm 10 & TS 1, fhu 10 A9y &t & Jau
H 3ffaya senal STY | 12 P US 3R 9— 10%@1@"&@ Iﬂtl?ﬁﬁ%ﬁ 31 wmlaﬁ‘i%rcmwﬁaﬁamwmm%l
wﬁzaaﬁa@ﬁt{ S & Hay A RuIe o aral ol Ten $7 arer IETY B a1 SHarRal, o Sud araia
BT B 8 &, B Tb g1 Gl & A1 H ARST HeAy anfay |
It is 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 special 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 the reviewing authorities should rate the
officer against a larger population of his/her peers that may be currently working under them.
Ul 99919 /Uarta & fofg 3irad Ureih! @] o1 R+ b w3 9, f=iferfRad i€t w fa=r favan som:
For purpose of calculating average scores for empanelment/promotion, the following
grades will be considered
T RIS pIfe y®, forg R faar fear s 2

APARs Graded Grading Score to be considered.

8 3R 10 & «I= SIS

Between 8 and 10 Outstanding 9

6 3R 8 & I dgd 3Ol

Between 6 and 8 | Very Good 7

4 3R 6 & 4T SUEX

Between 4 and 6 Good O

4 F A9

Below 4 l 0

fewofl /Note

s3] ¥ Gaiad 7 &1 vA # F=fafRad ufshar &1 arerqa &1 Tnfae —

The following procedure should be followed infilling up the item relating to integrity :-

() I B IAWPFRAT ST WaE 9 WX 8, U 9d1I7 ST |
If the officers integrity is beyond doubt, it may be so stated.

(@) Il Pl FIE 8, 7 DI Well BIS QA1 9V 3R R dRArs & 31 : |
If there is any doubet of suspicion, the item should be left blank and action taken as under
(P) T 31l I fewol) S5 Bl SIY 3R 1§ Bl HRarg D 9Q | fegol 331 v ufad Musira Rard & amer oarral afvssas
TP BT A A4S ) 1Y, ST Jg GHAPad Hn b rgad] drRarg Iy o Sl 8 98 9 a1 31 3 rforg $rn
g1 7 fewoh o) foftag w3 |@9g 181 8, Rui ferl a8 gfad o f& gy vt a3 & fog e &
BT ] W H G FHY FEl AT IT IEA SR & RIcATs HB FA1 781, 5147 H Ry & |
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.

(@) T, el PRATE B IRVMFEHY FaE g Bl A 8, SR B FAST JH1ford - <+ T1fRy @i degar
T gfafte My R 4 & €1 G |

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.

(@) afe, A BRAE S IRUTAEGHT Hag T 81 TR &, JAPR] 6] AT F91ford H2 <) iRy iR qaTar
U Yhafee Mu-ra Ruie # H3 &) 979 |
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.

() i<, GqE DI gie 8 S 8, I8 ded A fofieg #) fQr oM =nfey ok gyfe, wefta et &) agfad o) &
SITY |
If, the doubts or suspicions are confirmed, the fact should also be recorded and duty
communicated to the officer concerned.

(&) af, I PRATE P TRUMHERY, HGE g A8l 81d & AR 7 & 37! s 8l B, B B 3MMaRor Pl 37Ted)
Al b RTF <@l § A1fy 3R SH@ 916 IUYE (@) 3R (1) TR genHfefe sRarg o S arey |

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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