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Annual Performance Appraisal Report For Officers of the Central
Subordinate Clerical Services
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Name of Officer :
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Report for the year/period ending to
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Annual Performance Appraisal Report of Upper Division Clerk and Lower Division
clerk of Central Subordinate Clerical Services.

i) . @ FATCT ¥ / 3afer fr RS
Report for the year/period from to

dufdas aua

Personal Data

Part-1

(ﬁmﬂmﬁ@m%ﬁiﬁammﬁ?ﬁmaﬁmmmb .

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

1. | ISR & 1
Name of the Officer

2. | o= AR (Ra/mde/as) (ersgi #)
Date of birth (DD/MM/YYYY) - (in words)

3. |uRa g 3Ta Aoit it
Designation of post held Upper Division Clerk

4. | T IO TR Sf/SITontT & & 2
Whether the officer belongs to Scheduled Caste /Scheduled Tribe?

5. | g I3 F WaAq i @ akda fetiep: ys: Grade: -

Date of continuous appointment in | Date:
the present grade

6. |a¥ & 2R e, wREwr sanfy &
FROT ZYET A Jeqafeafa fr safy

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

be) Emplngee e 9 d“‘cf“(‘/
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Part - 2 | SELF APPRAISAL

(waﬁaﬂfra?mmm,m@rﬁmémm%)
(To be filled in by the Officer reported upon)
(o fAfReal sy ¥ Upe el ol eATdE UG °)

(Please read carefully the instructions before filling the entries)

1.  @ededl o gfered faevor

Brief description of duties

2 L) % & au/3ET & SN Uk g fRT AT R o Wi WR-ged
(R ST arell WR-gead 100 el & 3ifAF o &)
Brief resume of the work done by you during the year/period from to

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

T / Place :- .
festier | Date:- O, foradhr RO fordr Selr 8, 1 gedei
Signature of the Officer reported upon
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PART-3

(g

ASSESSMENT BY THE REPORTING OFFICER

(mmﬁﬁﬁmﬁm%mﬁéaﬁﬁmeqaﬁ)
(Please read carefully the, guidelines before filling the entries)

mmﬁmmﬁmmwﬁemasﬁvmmammmﬁm
ﬁ10ﬁ$ﬁmﬁwmmmﬁ1mmm%ﬁm1owmm

pDERRE N

Numerical grading is to be awarded for each of the attributes by the reporting authority

which should be on a scale of 1 — 10 where 1 refers to the lowest

highest.

(@Mﬁwwwﬁm(w@gﬁWM%m)
(G) Assessment of work output (Weightage to this Section would be 40%)

grade and 10 to the

PR qarr Rar | A3 (A w2 @ weAd a8 | 3fRRT @
35 ®) e
Grades by Revised Grades by Reviewing | Initial of
Reporting authority Authority (if doesn’t agree Reviewing
with Col.2)) Authority
1 2 3 4

i).

Mg dR/FERT AWt & 3gER
Ieifed &R & QAT
Accomplishment of planned

work/work allotted as per subjects
allotted

i)
ii)

& T gUTdcar
Quality of work

iii)
iii)

gepor 3 gdorar (aifa 3t aRegedn)
Proficiency in typing (speed and
accuracy)

iv)

iv)

FF F ydorar, da: FuiRa SRt
3R arct geanfe & wwRaEE
Proficiency in work, namely

maintenance of prescribed registers
and charts etc.

FIF g oX GHT AT (1 to iv)/4)
Overall Grading on ‘Work Output’ (Total(1 to iv)/4)




(@) dafFas alwlﬁa’rqmaﬁ HI

(B) Assessment of personal attributes

Aot ( 5H TS & axatie 30% BT )
(Weightage to this Section would be 30%)

RArE fa@st arel e R ganr wenfed HHTET
Ry ganr R | I (AfE Fawe 2 & HgHAd gy | T &
I 35 %) TEATER
Grades by Revised Grades by Reviewing | Initial of
Reporting authority Authority (if doesn’t agree Reviewing
with Col.2)) Authority
2 3 4

:
D) | w3 o e

i) Attitude to work

) | searerfca & smmaer

1) Sense of responsibility

i) | TR T el

iif) | Maintenance of Discipline
iv) | owoT SRiRrer

iv)

Communication skills

V) | fazoNoneHs Jeddr
V) | Analytical ability

vi) | & # I Ee BT Adrear

v) Ability to work in team

vii) | Frr-er @ Orele e I A
Vi) Ability to meet deadline

Vi) | sicfafFa Hay

vii) Inter-personal relations

e RS 6 @ AR

Overall Grading on ‘Personal Attributes’
(Total(I to viii)/4)

(H)WWWW(w@ﬁaWBO%M)

(C) Assessment of functional competency

(Weightage to this Section would be 30%)

RAE for@er arer gaferr T garr wAfRd e
Ry gawr R | 35 (afd wawer 2 @ weAd ey | 3rfeenlr &
=T A Q) ISR
Grades by Revised Grades by Reviewing | Initial of
Reporting authority Authority (if doesn’t agree Reviewing
with Col.2)) Authori
1 v 3 4

) |smew & a7 # GoafRgwiagier &
7T 3R god WEY alih W o] e Y AAT

Rules/ Regulatfdns /
in the area of function and

Knowledge of
i) Procedures
1 ability to apply them correctly

i) | gAeay & Aegar

H) Coordination ability

iii) | gger

) Initiative

{Vg FFYEY T FE A A FROT
iv

Proficiency in working in computer

FTcHE TeTHAT 9 FHIT AT (1 to iv)/4) .

Overall Grading on ‘Functional Competency’

(Total (I to iv)/4)

feoqofy. e e, PuiRa Hr 7§ atele & e

The overall grading will be based on addition of the mean value of each group of indicators in proportion to

Note:
weightage assigned.

ﬁW*Wwa‘:mwm%umwmﬁ?ﬁl
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HT-4 AT /| GENERAL
PART-4

1.

ST & TRT T (STET FT oIl §)) @wm@raﬁmﬁmq@aaﬁrmsﬁrmm & ufe SeaaRica W
fecauft &)

Relations with the public (wherever applicable)

(Please comment on the Officer’s accessibility to the public and responsiveness to their needs)

2. WRBOTEHAT R & FRERAT IR T 7 GUR AT & sifasar o €S W diRwor 1 e <)
Training (PlcasegwmnunmdaMSfmmmmgmmavmmMGmmgﬂmeﬂmﬁmmaMQMﬁ&ofﬂm
Officer)
3. Fawey fr fRifa
State of health /
4. wcfssT @R ey T Heafessr | feool &)
Integrity (Please comment on the integrity of the Officer)
5. &WABT 3R PR &R, SRIGROT S9efetE, Fcaqol favwnit dur #eik @it & i sfgfeT & ar Hied
aﬁmﬂ%wgﬁwﬁqﬁéﬁmﬁaﬁaﬁmﬁm&wﬁawm el )
Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer inchuding area of strengths and lesser
strength, extraordinary achievements, significant failures and attitude towards weaker sections '
6. RO & APHI ¥ T3 &, @ 3N I F & I8 Ralg & MR R T ifeheh AfSIT
OverallnumericalgtadingonthebasisgfweigfltagegiverlMSecﬁonA,BandcmPart-IHoft}xeRepom
ROE @a arer AFRT & gEARR
TV L PIACE:. iosesivaastcsssnsis usnganasanninsses ' Signature of the Reporting Officer
: AT A IR A
m/ 1BY -1 f o r e DA 0 [ i e Name in Block Letters
YellH
Designation:... ... cuuveiss senessasananisinasis
RAE fr 3afr & e

During the period of Report
6




HIIT-5 I AR SaRT e
~ PART-5 REMARKS OF THE REVIEWING OFFICER
1. - AT AR & dgd qar Frel
Length of service under the Reviewing Officer
2. &1 9w f@Asues 3R N3 qur o4 F Rffe quifadvarst 6w & Rae e arer
AR @rT o I Fpdichel & HgAd § ? (Feal: #eT-3 3 om9T-4(5)) (A 39 oy apoti/faerwansit
& el o 31 FHedishell @ HgAd g & o 30 @Wos H U fav A av Tq# 0 7 3r9er
Ao gof Y 3 el gfafeat o e e i) |
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-4 ? (Ref: Part 3 and Part 4(5)) (In case you _
do not agree with any of the numerical assessments of attributes please record your
assessment in the column provided for you in that section and initial your entries)
3. 3wwgHlc gl o R  ROT SRS | war UaT e & Foe HRllteT e AT SiisHT Tige § 2
In case of disagreement, please specify the reasons. Is there anything you wish to modify or add ?
4.  3NSILASTST. AHEA F wE frsdrest w1 Hediwd e # R fowe are siftedr @ siffgiea
The attitude of the Reporting Officer in assessing the performance of SC/ST Officer
5. G SR GaRT ee T | (SETer 100 2recl # ) Hur sTAANT 3N FA AT & v 3 -
FHAR et & gfdr afga 3R & qoa qui W feoqoly #Y |
Pen Picture by Reviewing Officer. Please coment (in about 100 words) on the overall qualities of the officer including
area of strengths and lesser strength and his attitude towards weaker section.
6. RO F 9P F WS - F, W, 3N W - 7 & &) 96 Rolg & IR T T 3iifehep aifgar
Overall Numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part-3 of the
Report. :
¢ FHIET HTRRT & FEABT
b 11 O TR A S e I LS Signature of the Reviewing Officer
‘ ATH AIC e H
RS 7 Date. o sihan Lt Name in Block Letters
ECEGIE)
RERIENIHON:. v svvias ivis uvanmpasd tirsugoios
Rt fr 3afer & R

During the period of Report




