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sTeT Ut suRe (Vs ) @ foy aiffe eriftwred eaies ufdded
Annual Performance Appraisal Report for Data Entry Operator (Grade D)

At ¥ / 3rafyy o1 wfde:

HT—Th Jufades =GR
PART-1 PERSONAL DATA

( HaATeTd / favTT / wrafery & et v ST §RT R W @ oy )
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

1. BRI BT H
o g e T RN
2. O 1 A (R /#1g / ad) (ot # )
Date of Birth (DD/MM/YYYY) ... [N D (INWORdB) o i i RS R T

3. T AfERY Irgfaa i / R St @1 g 7

4. gaAr SOl H SR Fgfdd @ aRie AT syofy
Date of continuous appointment Dol il vl dicnin Grade...........
to the present grade

5. gAM Ug qUT 99 W Fgfad @ akim feeie sroft
Present post and date of appointment thereof © Pates i i i al Grade....i......

6. 9 # BRI I arguReIfa @1 rafd (gedl

yftreror onfe wR) afe @ AfHER A
ufdreer foram & 1 ST faavor < |

Period of absence from duty (on training leave etc.)
during the year. If he has under gone training, specity

7 T WRY /3R /ATE9H © |

Whether permanent/temporary/officiating

8. 3P AGAId dSMd 3R Theld! TFIATY
T & 7 7 fUwelt RUIid &1 arven g=H

g Ifg g9 & 7
What are his professional, scientific and technical
qualifications? Have these improved since the last report?

9. HHAR BIS
Employee Code.




T2 3T I &1 uftaed forar o 8, S9d R R O & forg
PART-2 To be filled in by the Officer reported upon

(e SRt P ¥R W el SRS B e A 7E A )

(Please read carefully the instructions before filling the entries)

1. P8 T BTAT BT Aferd faavor

Brief description of duties

........................... T o O @ a8 /@ § fRU U B F Al fdaRer %W‘-r
ﬁ/mﬁﬁﬁﬂwﬁmﬁmﬁwaﬁ?m@ﬁﬁaﬁéﬁﬁﬁmmmm
100 Seai ¥ offdrs FEY BIFT =R 3R seIRd 841 A1RY )

Brief resume of the work done by you during the year/period from ........................ (o R R
bringing out any special achievements durin the year/period. In the event of any shortfall in achievement, furnish reasons

(the resume to be limited to 100 words and is required to be signed).

3. TUIT Seord N b @ qdadl dovey af @ e wufer afie faxdll feiRa e st
PR g8 I SeaRad] q§ BT 31 THA) T T B A M off | IR AE @ fawer I FRE A
AaRIE &1 oY |

Please state whether the annual return on immovable property for the preceding calendar year was filed within the
prescribed date i.e. 31¢ January of the year following the calendar year, If not, the date of filing the return should be

given.

fe=trep: T I dTel DRI B BER

Pald s S R Signature of Officer reported upon




HT—3
PART-3

e RO BT PR GRREH qer gARRar SR gy fsn S @ S 140 @ A W
BT A1RY, S8l 1 9 FH Aol B T 10 IeEaE Aol B Yoo HRA T |

Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale of 1-10, where 1 referes

to the lowest grade and 10 to the highest.

(E@Wqﬁ&?ﬁaﬁﬂﬁﬁqﬁﬁmﬁéﬁﬁwﬁq@ﬁ)

(Please read carefully the guidelines before filling the entries)

(1) B frsaTes @1 Hedid ( $H HTT BT AR 40% BI )

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

ERICEIES!
PIBEAR FIBEIR TIIHRNT & JHTER
Reporting ( ¥ A5 @1 | Initial of Reviewing
Authority T 2 Authority
Reviewing Authority
(Refer Para 2 of
Part-5)

i, gEfRiia @rl @ aRyefar / fava &
R GR refed fabar Tam &

Accomplishment of planned work/work allotted as
per subjects allotted

i eI @ BIfe
Quality of output

i fasersoTeRd A
Analytical ability

v gonrare Rare /sy Rure e ddeie!
9+ /e fore= @1 &Hdr

Ability in writing Engg.reports/research reports and
technical memoranda/notes.

forfa ®rl o ger ATy sofidxor
Overall Grading on ‘Work Output

(8) afaerrd RANvawRi &1 qeaiee ( $9 AT BT AR 30% BT )

© (B) Assessment of personal attributes (Weightage to this Section would be 30%)
gfrdes wifdrer | gAfdetie FSIERIES!
Reporting Authority PHEEARY] PIEEARIC RSN
(g 9T—5 @7 | Initial of Reviewing
7T 2) Authority
Reviewing Authority
(Refer Para 2 of
Part-5)
i ot @ st
Attitude to work
i e @1 ae
Sense of responsibility
il STIUTH hT IfRETT
Maintenance of Discipline




iV YT ATy

Communication skills

v Ay

Leadership qualities

Vi g1 @) ¥1aT H Bl HRA D ETHT

Capacity to work in team spirit

Vi g |TReft BT STIERU B D T

Capacity to adhere to time-schedule

Vil IRER g Fde

Inter-personal relations

iX gy ©fd vd Aafdwa

Overall bearing and personality

fdaTd Ny R el ety
SR o7

Overall Grading on ‘Personal Attributes’

() TepTaicHeD HETHAT BT Hodidd ( $9 9T &1 ¥R 30% &N )

(D) Assessment of functional competency (Weightage to this Section would be 30%)

CRIESICE]
FIBEAN DG UIIHRT & 3fTeIer
Reporting | ( &ed wmT—5 @7 | Initial of Reviewing
Authority PWT 2 Authority
Reviewing Authority
(Refer Para 2 of
Part-5)

s / fafra /& vd dargar @ e A
UfFad Td S Tl WA B SAHDRI
Knowledge of Rules/Regulations/Procedures in the
area of function and ability to apply them correctly.

Nfdeg Tro™T g9 B AT
Strategic planning ability

i

foaofg o= @) erar

Decision making ability

IV FH &THdT

Coordination ability

v 3Ry a1 URT Ud fAwfid R @l el

Ability to motivate and develop subordinates

vi ugd sfda

Initiative

HETaicHd REHTT TR Bl (AATDR HUTHRYT

Overall Grading on ‘Functional Competency’




e B

-4 } ATH
PART-4 General

3 AT @ A1 WEERY (T8t AT wasy )
Relations with the public (wherever applicable)
(mﬁmﬁww&ﬁa@aﬁwﬁmmwwﬁvﬁél)

( Please comment on the Officers accessibility to the public and responsiveness to their needs)

2. yfmefor

Training
(m@wﬁﬁmw%m@ﬂwﬁﬁﬁgwﬁq@wﬁaﬁq@eﬁw%ﬁm%
forg RawRY & | )

( Please give recommendations for training with a view to further improving the effectiveness and capabilities of the Officer)

3. WrRey o Rerfa
State of health

4. AT
Integrity
(T e B Fafer w fewrfl <)

( Please comment on the integrity of the officer)




-6 -

5. yfades Ry gRT AR @) A faverdmer & dRdR (T 100 weai # ), forad amed &
Uq A ATHRY &, TRVl YU, HEwqyl srqherdrsi ( Hed: WI—2 &1 3(31) Ud 3(d) Td gad
it @ wfy sifgfe wfiet & |

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

lesser strength, extraordinary achievements, significant failures (reference: 3(A) & 3(B) of Part -2) and attitude towards weaker
sections.

6. URIACH & WM-3 & WS AT a1 ¥ H AU T RV & MR W HA AP FATHD DR |
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.

T gfdes  MfOeRN & SRR
6 - M R S e N Signature of the Reporting Officer



HIIT-5
PART-5

1, Afdele e @ rfigfa:
REMARKS OF THE REVIEWING OFFICER:

BN & = HdT bl

Length of service under the Reviewing Officer

e :

) T TG 3 T WIT—4 § BT e R o @ e # ke sl g Y T e
@W%?wmaﬂmaﬁwmﬁmﬁ/%ﬁ{dmﬁfﬁﬁwﬁ%@
T A FEAd € ? (e W@ (v) T HT-4(5))

(ﬁmqﬁﬁma@wﬁm%ﬁ@@$%ﬁwﬁﬁwﬁ%ﬁmmw
o WUe @ el T Wit # & aur fEmar @1 seRR a ) |

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? Do you agree with the assessment of reporting officer in respect of extraordinary achievements/significant
failures of the officer reported upon? (Ref.. Part 3(A)(iv) 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).

L ] el J

Yes No
4 o BR @) Refy # G s9 SR Sar, a1 PIg W 9 8 R o B ggerT
ST aTEd 7

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

4, QAR AP ERT B TR | U A B, (ST 100w # ) Rrad e @
e RINSTaTa @ WHed & ud n amed 85 vd Swe gde anit @ i sifgfe Wit &

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.




i |

5 gRReT @ W3 @ We— Ad auT We— A Iy MY HRIY B R W ol AerdR AT
TR |

Overall numerical grading on the basis of weightage given in Section- A, Section-B and Section-C in Part-3 of the Report.

IT: qAfdcle ATl & FRAER
MBI o i iy i Signature of the Reviewing Officer

IEEIE A ATE el H
BRI vt i g s o Name in Block Letters:............ecccciiimminsinsinensns
DESIBRBION. ..o ciitvreimmini it s

qe-mH:



=9 -

A AofieRl & A TSR 41 Hdy ey
Guidelines regarding filing up of APAR with numerical grading

i TR & ¥wT fafdrad Aragr iR eamyde den Taw ¥HY < §U R @Ry |

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

i T8 T B Wl ® B 1 serar 2 b ) aftewor (efa wrd o favwanel @1 g
ety Sofierr & yfdren) @ faffe srawaamet @& At § Fom fF § 9w w9 9
sifered faar oo 8k S bR 9 3terar 10 @ ol ool & Hay # At Suarferd
& ey # sfifercn faar o | g 1—2 aterar 9—10 faRa Bl © o Ian aiifucy fau
S @ TRd B | WiRegd Sl ue wRd §Y ufided Ud gAfddied GiebiRal d
fpefy ey @1 TuiifaeiRor S9e erlH 98 Wwedl § gdHE H BrRikd ggaiial @
o # AT =A1RY |

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 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.

il TReR BT 8 W 10 B I B FeR ‘I fordm ST den gArdR / Wit @ forg
3T UTWies 1 ITUMT DR D [ Ui 9 feam g |

APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a scope of 9 for the purpose
of calculating average scores for empanelment/promotion.

IV TRIR &7 6 T 8 | BICT & drd Bl qHTHRl “9gd sl foran e e yrwfiss 7 faan
SR |

APARs graded between 6 and short of 8 will be rated as “Very Good" and will be given a score of 7.

V. THIBIR BT 4 AT 6 A BT B &1 BT JHTHROT “3resT’ forar e den uradie 5 far
STRIATT |

APARs graded between 4 and 6 short of 6 will be rated as “Good” and will be given a score of 5.

vi TIRIR BT 4 | & AR "I forar Qe |

APARs graded below 4 will be given a score of “Zero".



