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Annual Performance Appraisal Report of Upper Division Clerk and Lower Division Clerk of the
Central Secretariat Clerical Services
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HOT -1
Part - 1

(FATOrT/RAsraT/epraTera & HAfa T e HegsmT gy 9T SeT &)
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

................................................

.............................................

T N D I R R

4. | I IR TR ISR BIE 2 oo,
Whether the officer belongs to Scheduled Caste / Scheduled Tribe? .

5. | adiena 9% & vee g A A® | R w0

Date of continuous appointment inthe | Date ..................... Grade,...ouiiniii
present grade

6. | a¥ & gk gl wiery seafe &
HROT SE & Hequieata Hr safy

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




HI-2 - ¥ Hggicha
Part-2 - SELF APPRAISAL

(39 PR gy 917 ST, Ty Ravé: forady smeht &)
(To be filled in by the Officer reported upon)
(o yfafRal ot & uee st A Caegde ug d)

(Please read carefully the instructions before filling the entries)

1. @daadr @ @ferga Ragoer

Brief description of duties

b Sl SIS R % & q/3raf & SR ek g Ree are ok o wEE TR-gee
(Ram et arelr /- e 100 QraE) A 31 7 &)

Brief resume of the work done by you during the year/period from .................... 40 oo,

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

Hure / Place :-
f&=Tas / Date -

3Tl forerdhy Raré foredy st ¥, 1 seamer
Signature of the officer reported upon




T 3 - ROWE Foreey arer 3Ry gnar AT
Part3 - ASSESSMENT BY THE REPORTING OFFICER

(mmﬁm#mmnﬁéeﬁaﬁmmuzﬁ)

(Please read carefully the guidelines before filling the entries)

¢ mmwﬁm%mmmammmﬁw # 10 & & SARY o e iR fraat
1 &7 e fPaeas 3z @ sk 10 &7 ATqUd sqaaH IS A Y |
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 grade and 10 to the highest,
(@) T4 ForquTea o1 Haiee (50 €s B aeeh 40% grof)
(A} Assessment of work output (weightage to this Section would be 40%)
v gr R [ire (R wperar 2 & weH | Ry o
T I (3] 3TaraR
Grades by Revised Grades by Initial of
Reporting authority Reviewing Authority (if Reviewing
doesn’t agree with col.2) Authority
1 2 3 4
D ARG /IR Rt 3 sreger smdfen
&1 B QT AT
) Accomplishment of planned work/work
aliotted as per subjects allotted
iy o oy oraraar
il Quality of work
i) Zapor 3 ydorar (nfy s aRgem
i) _Proficiency in typing (speed and accuracy)
iv) T4 3 weorar, e fruife Womest st
et s o v
iv)  Proficiency in work, namely maintenance of
prescribed registers and charis etc.
‘&Y fAryurea W FHT AR (@ {1 A iv)ra
bverau Grading on "‘Work Qutput’ (Total i to iv] /4)




(w)awﬁmqwﬁemmmm(wﬁsﬁmWW%mﬂ)

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

Roté foray arer | wofvam vl grar wente e
R ERT R | I (af e 2 @ weew e o
T I AT E) HrareR
Grades by Revised Grades by Initial of
Reporting authority Reviewing Authority (if Reviewing
doesn’t agree with col.2) Authority
1 2 3 4
) Tl wfargia
i) Attitude to work
iy sAaEAqa & smaer
ii) __Sense of responsibility
i) JEATHA T TWeAT
i} _Maintenance of discipline
iv)  HowoT sijrer
iv) _Communication skills
v)  fREwoTEsE A
v) __ Analytical ability
vi) O A ol R B D
vi}  Ability to work in team
vil)  EFU-HNAT BT YT a B D
vii) _ Ability to meet deadiine
vili)  redatees gay
viii) Inter personal relations
dafees aoT/RALrwanait A1 wawr AT
Overall Grading on 'Personal Attributes’
otal fi to viii] /8}
() vt ST o Sy (S wE i ooie 30% grvin)
(C) Assessment of functional competency (weightage to this section would be 30%)
RO forms arer | wafien 3fresrd grr et weT
e e R | I (R w2 A wew | iRy
I ai AR
Grades by Revised Grades by Initial of
Reporting Reviewing Authority (if Reviewing
authority doesn't agree with col.2) Authority
1 2 3 4
i) wA-E & a8y F ARy vefadt e
A AT G T 0 A Sy e B drar
i)  Knowledge of Rules/Regulations/ Procedures

in the area of function and ability to apply
them correctly

iy HHAET Y G
i) Coordination ability

i)y 9Eer
i Initiative

iv) FHIET W B o 3 vrorar
) _Proficiency in working on computer

‘mm'wmm@a[mmm

Overall Grading on ‘Functionat Competency’
otal [i to iv] /4)

ﬁm:m%.%ﬁﬁ%%m#%ﬁmwﬁmaH%mem !

Note:
weightage assigned.

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




AT / GENERAL

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

2 mm(mmm&mmmMW#mmmmﬂm#mmﬁmré)

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

3. warguy A Ry
State of Health

4, ma(mmammwmm

Integrity (Please comment on the integrity of the officer)

4 mﬁﬁmmﬁ,mm@ﬁ.m@ﬁmﬁmm@rmﬁ%uﬁm&mm
M%mgﬁwm&mmm:mamﬁa(mmawﬁ;

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. W%m—un;ﬁ@m,wﬁn#ﬁwéaﬁg%mwmmm

Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-1ll of the Report.

mmmaﬁmﬁmmﬁm
Signature of the Reporting Officer
et PSRRI SO ARBEINGR
gt O R R Name in Block letters: .................
s T SRR AN TR SO 0 )
b sbin RTRUESSEARPRAR R g Tl S
Rar€ fir 3rafy & ey -
During the period of Report: ... ...




1T — 5 Fhtem 3R grr g
Part ~ 5 REMARKS OF THE REVIEWING OFFICER

%

e 3 & Fea Jarwra

Length of service under the Reviewing Officer

AT 30 Y fAwuree Ak -3 a4 3 fafder qoifdwast & g ¥ R e a3 grr fre
T FFARBA A FEAS & 7 (WEst : 7T 3 3R W 4 (5)) (e 3 ot RAerwen it & R of 31ifRves spratenat & wewa
aﬁ#a}mzﬁsﬁmm%vmmw#mqavimaéﬁﬂhaﬁuﬁ@ﬁwmmmm)

Do you agree with the assessment made by the reporting officer with respect to the work output and the various
attributes in Part-3 and Pant-4? (Ref: Part 3 & Part 4 (6)) (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).

yragata & feafd & sror ggme 1 o O o § Fovaat T wene awen s s ared ¥ 2
In case of disagreement, please specify the reasons. Is there anything you wish to modify or add?

a.mma.av.m*mmwmmﬁmmmmarm

The attitude of the Reporting Officer in assessing the performance of SC/ST officer

aﬁmmﬁm?mm;mawmomg?ﬁ)mmﬁmmmsﬁawmmmmﬁ%uﬁ
rfdqfer wfker 3y & Torar wpott ox Reqoh |

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 section.

Raré & swrer-3 & wg e-@ AR ws-31 3 & 91§ AT B IR W TG Hifww AfSer
Overall numerical grading on the basis of weightage given in Section- A, Section- B and Section- C in Part- 3 of
the Repont.

Fater HfI o7 e
Signature of the Reviewing Officer

il o SRR S LR WRERE IR e i b
e DMe. o Name in Block letters: ..............................
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10.

FHegeer

INSTRUCTIONS

Raié 3 foreet § s =gt asear e

Reporting Officers 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.

aﬁmmammmmmmm1mwmmm«wmmammmmm

W 3T HRER @Y wvea: vay e s
The items should be filled with due care and attention and after devoting adequate time. Any attempt to fill the report
in a casual or superficial manner will be easily discernible to the higher authorities,

afammnmwmm%%mmmmammmmwmammam
€ H-iv & AT 2 3 5 A IS oot whvet | TR §H Heghr o R frwey aved sifRadt & aivgelr g 3
iz adaft |

If 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 remarks in the APAR of
the Reporting Officer.

gy RIS 3R FRT 379 1 Sy R S |

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 accura tely
reflect the intention of the officer recording the answer, Unambiguous and simple language may be used.

ﬁn&émﬁm:mmm.mmmmmm&nwmwﬁw#@mmmw‘mmfz

mmmw*mmwmamwmwawmuammﬁmavmm:

wh /ey B, #ﬁ&aaﬂwﬂﬁmmmammmmm [

The Reporting Officer 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 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 the both the officers concerned.

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 necessary corrective steps by way of
advice cte.

It 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.

AT FFyiw, WWWNM*W&W%MMW&%MW I
Assessment should be confined to the appraisee’s performance during the period of report only




11, it AT & et e e s waeh Rranfder
1. Guidelines regarding filling up of APAR with numerical grading
{i) mmmmawmmammmmmmm !
The columns in the APAR should be filled with due care and attention and after devoting adequate time.
(i) e saHTe B Sch & B 1 3R 2 B B ot Aoy oy (e e @ srerar aqor s Y I3 & ) A wiagt &
VTR AR e A qaitug w0 @ sty e 3w | T UFR 9 a1 10 & ¥ &1, Rew 1w o it ¥ waiy
# e seoa aw | 12 & 3% 3R 9-10 & Iz RRA st 3 g, HA, Sera MR o B v &
mwmmhmﬁmmmmmmmmmmmwmmm St 38® et wrd
T ¥, B v ah dw B g F A aeh R |
[t 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 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 the reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them.
(iif) aaﬂtmamw}gmmmﬁwzawiamﬂuwaﬁ'mw @A e 3R YA & afRe e
mmmmagmmﬁmmesmmswmm |
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) eammsammmmmmmmwwm'mmwvmm
AT |
APARs graded between 6 and short of 8 will be rated as ‘very good’ and will be given a score of 7.
W 4ammsam%mmmmmmw'mmmmswmm |
APARSs graded between 4 and 6 short of 6 will be rated as ‘good’ and given a score of 5,
(vi) 4#magmﬂrﬁmm%wmmﬁméﬁewmﬁmm !
APARs graded below 4 will be given a score of zero,
ool / NOTE

HewToTE & Hfer a1 Y o 3 PR ufdear e areres avee e .
The following procedure should be followed in filling up the item relating to integrity:-

0}
0]
(iiy
(i)

e v i wearer e @ 0¥ ¥, 0¥ garar |
If the officer’s integrity is beyond doubt, it may be so stated.

ﬂ&mm&mﬁmmﬁmmmmmﬁm:

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

() mmgnféwwﬁﬁ?ﬂmmxnz'&mﬁrm|ma&wmtﬁmw*mmmm

(@)

@)

(b}

{m
(c)

=)

(d)

mmmammwgﬁmm%mmmﬁam;;mmmmmmwmw
mmma&ammwz@ammwﬁmmwmmamﬁm#mm
A 2 2 5 Ty 35 Ty g e v, el o R @ ¢

A separate secret note 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 has 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.

R, 3geett atarg & aRoTRERRT W4T o7 & ot mammmmmmmmm

aheha Raré & 7 & e |

I£, as a result of the follow-up action the doubts or suspicions are cleared, the officer’s integrity should be certified and

an entry made accordingly in the Confidential Report.

o Wi &y o s &, e e o e o R o arfve s 58, HaAe it B Fefe o & @ |

If the doubts or suspicions are confirmed, the fact should also be recorded and duty communicated to the officer

concerned.

afe: siegaett antaré & uRvmTRRe, e gy 7 W ¥ R & 3o gfe B ¥, 3RV & 3marvor 3 syl 3Ry 2
mmmmmmasmmgmmmmwwmmwmma

It 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.

(70 FATSTA &7 FIATTT TGH . 51/4/84-F201, (®) & 21.6.1965)
(Ministry of Howe Affairs O.M. No.51/4/84-Esit.(a) dated 21-6-1 965).




