F.No.A-28011/1/2010/Estt-VII [[?K
Government of India 9
Central Water Commission

Room No.806, Sewa Bhawan,
R.K. Puram, New Delhi-110066.
Dated ¢ July 2010.

Office Memorandum

Subject:- Revised APAR forms in respect of officials belonging to Ministerial
cadre of subordinate offices of Central Water Commission.

A copy of Ministry of Water Resources O.M. No.14/15/2009-Admn. Dated
21" April, 2010 of the above mentioned subject is enclosed for further necessary
action. Headings on the front page may suitably be changed in r/o Subordinate
cadre.

<

Engl.: As above.

%%Agzaﬂ%_

(S.SNAIK)
Section Officer-Esit VI

Copy to:-

All Field Chief Engineers/Superintending Engineers/Directors/Executive
Engineers of Central Water Commissions.



No. 20/10/2010-CS.II
Government of India
Ministry of Personnel, Public Grievances and Pensions
(Department of Personnel & Training)

Lok Nayak Bhawan, Khan Market
New Delhi, 16" April 2010

OFFICE MEMORANDUM

Subject:  Maintenance and preparation of Annual Performance Appraisal Report of
CSCS ofticials.

The undersigned is directed to invite attention of all the
Ministries/Departments/Cadre - Authorities of CSCS to this Department's OM  No.
21011/1/2005-Estt(A) (Pt.-II) dt. 23 July. 2009 on the subject referred to above and to
say that these guidclines will also be applicable to all CSCS officials from the reporting
vear 2009-10 onwards.

In the light of instructions in the above OM and on the basis of APAR format
used for TAS and All India Services officers, the existing format of APAR for CSCS
officials has been revised. The revised format with guidelines is circulated herewith for
the information of all cadre authorities where CSCS officials are working. All nodal
officers identified in the cadres may kindly have adequate number of blank APARs
printed and forwarded to the concerned CSCS officers in accordance with the time
schedule laid down for completion of APARs. The revised/new format is applicable trom
the reporting year 2009-10 onwards.

All Ministries/Departments are requested to bring the above to the notice of all
the offices/officers of CSCS working under them for strict implementation / compliance.

This issues with the approval of Secretary (P).

Under Secretary to the Government of India
Tel: 24623157

Enel: 9 pages

All Ministries/Departments of Government of India
JS(Estt/Admn)
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Annual Performance Appraisal Report For Officers of the
Central Secretariat Clerical Service

3= Aol fafe
Upper Division Clerk

¥ Aoft forfiie

Lower Division Clerk

--------------------------------------------------------------------------------------
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Ministry/Department of ...
U/ Form

WWWW%WMWWWMWEﬁWWW
Hedina

Annual Performance Appraisal Report of Upper Division Clerk and Lower Division Clerk of the
Central Secretariat Clerical Services

................................................................................................... &Y AT qu/37a7 &y e
Report for the year/period ..o
Fafber azg
Personal Data
HET -1
Part-1

(FATI/ AR/ B GEa TIE S STTHTIT gIRT T ST §)
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

Whether the officer belongs to Scheduled Caste / Scheduled Tribe? ....................

S | adar U # Faq Hghe A adw featem D) - S

Date of continuous appointment inthe | Date .................... Grade.......ccccrrir .
present grade

6. | a9 & gk gedl, wiery st %
PR 5T § IquieAia & waf

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




HTI-2 - ¥ Hggiche
Part- 2 — SELF APPRAISAL

(38 311Uy gR o1y ST, Faradhy RuYé g oy )
(To be filled in by the Officer reported upon)
(o afafEr s & uee egeit B warmgde ug o

(Please read carefully the instructions before filling the entries)

1. ac(dadr & dfdad faager

Brief description of duties

20, S m%ﬁfaaﬁ*mmmmmaﬁmmmqaﬁ
(fe Sy aTeT /- I 100 sl & #aw 7 &)
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)

HYTT / Place :-
fedi / Date -

R, Sraehr R ford seh &, @ aearer

Signature of the officer reported upon




AT 3 - RO forgey arer 3Rl gRT Aeioner
Part 3 - ASSESSMENT BY THE REPORTING OFFICER

(puar wfafedt oRa & gee Rem-fadel o waregde gz o)

(Please read carefully the guidelines before filling the entries)

1L R YcAd u/RaRwar & faw sifhe I & s arfv s fs 1 @ 10 @ & YA oY = Irfew faraat
1 97 A AT 35 @ H#R 10 B aqed soaaA s AL |
Numerical grading is to be awarded for each of the attributes by the reporting authority which should be gon a
scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.
() T FAYUTE FT Hpaih (36 @3 BT ATiE 40% 2
(A) Assessment of work output (weightage to this Section would be 40%)
Rt e arer | wolen sford gry Wiy | wobe |
HRyRr gRT e 19 (o womey 2 @ wema 8| aRe
T A ) HTIETY
Grades by Revised Grades by Initial of
Reporting authority Reviewing Authority (if Reviewing
doesn’t agree with col.2) Authority
1 2 3 4
i) AT PrTafe fwat ¥ sgEn sehy
HR P GRT FRAT
i) Accomplishment of planned work/work
aliotted as per subjects allotted
iy R Y U
iy Quality of work
iiiy o & wEoraT (nfa 3R aRygam
i} Proficiency in typing (speed and accuracy)
iv) @R 3 uEere, S feiRa dered sk
et gt @ e
iv)  Proficiency in work, namely maintenance of

prescribed registers and charts etc.

T fryuEa W 'Ry Afgr (@ {1 F iv)i4
Overall Grading on "Work Qutput’ (Total [i to iv] /4)




(@) dafehes TOT/RAATAT 7 Fe@ieT (30 WS H T 30% )]

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

R e arer | wolem 3Rt gy wenfRra LSt
HRPRIERIR | V5 (afe qeeger 2 & wea HIFT o
I i e ¥) AR
Grades by Revised Grades by Initial of
Reporting authority Reviewing Authority (if Reviewing
. doesn’t agree with col.2) Authority
1 2 4
) P Fufy g
i) Attitude to work
i) SAAEAaE & sraar
i) Sense of responsibility
i} FIRMEH FATT TG
i) Maintenance of discipline
iv)  HUWOT e
iv) Communication skills
v)  RREwoTaHAE ST
v)  Analytical ability
vi) O A B A B e
vi) _ Ability to work in team
vil)  HIFT-HIAT BT U T Y Argar
vii)  Ability to meet deadline
vill)  IAdTThe T9y
viii) Inter personal relations
Aiehen Aot/ RT3t Y ger afEer
Overall Grading on 'Perscnal Attributes’
Total i to viii] /8)
(1) SPIATEHD &1 1 Healehel (SH T2 T aNE 30% 2
(C) Assessment of functional competency (weightage to this section would be 30%)
Ao foraey arer | wafver 3 grr s FaTET
FRFd R | dm @R w2 | aRwd e
M A a4 ) HTTER
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) @H-TA F A A iR uefagt o
A 3N 3 B F8F F AL B Fergar
i) Knowledge of Rules/Regulations/ Procedures

in the area of function and ability to apply
them correctly

i) WHATEY & I

iy Coordination abiity

i)  Oger
i) Initiative

V) AT W P T F wefrorar

iv)  Proficiency in working on computer

‘mm'wmm(ﬁ[imv]m

Overall Grading on ‘Functional Competency’
L(Total i to iv] /4)

m:mm,ﬁ%ﬁﬁﬁmﬁwﬁw*u@mw%mm%w“mmﬁf

e of each group of indicators in proportion to

Note: The overall grading will be based on addition of the mean valu
weightage assigned,




TIATAT / GENERAL

HIT-4

Part - 4

1. ST & WY §US (6T B AN 8 (FUA T #1 HUPRT a6 uga Fr DerEar AR s et 3 uly
ST W feqautr &)

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

2. ufegor (mﬂﬁmﬁﬁm&ﬁmﬁm#wmmmﬁﬁﬁwﬁmﬁmﬁw&)

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

3. wargyw & iy
State of Health

4. wafaver (puar 3w F Feafavs ) Rugo 5t

Integrity (Please comment on the integrity of the officer)

5. BTHAINT HN Forax SHant, 3Earor systet, Fecayo! fweranait aun waeit auif & ufy 3l & a7 aita
HADRY & Faray qort ) R foraey arer 3t grr 2reg R (arorsmT 100 et 3

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. RO & oo & we &, @ 3R 7 3 & 7 TUNE B YR W THT 370 TS

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

RurE fore= arer 31t 1 ggamr
Signature of the Reporting Officer
QAT / Place: ............................. ATHFE IR A
feier /Date ... Name in Block letters: .............................
Designation: ................................ .

During the period of Report: .................. .




HIT — 5 FHTET HRABHY gRT 3 g
Part - 5 REMARKS OF THE REVIEWING OFFICER

1. HHET JFEr & ged T

Length of service under the Reviewing Officer

2. & 3w fAvuea 3k a3 T2 51914 3 fafdegeT oifdvanst & dey F R oy arsr 3Ry g s

T ST & FeHAd & ? (Fe ; 397 3 3R 51T 4 (5)) (@ 3 o/t & T off 31TRYer s ¥ FEHT
aﬁ%Fﬁmﬁgﬁmﬁmmmwﬁmmﬁﬁaﬂ?mmﬁmmmmﬁ)
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 Part-4? (Ref: Part 3 & 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. yweaAla & FRufd & SRt aard | g Oa o & Fovee T e e A e aed ¥ 2

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

4. AL HRGH & B FAqUIEs o1 Feren e 3 Roie fRwa arer sfwery £ sifdgh
The attitude of the Reporting Officer in assessing the performance of SC/ST officer

5. wafem TRy g ereE R | (G 100 Qe 3 ) Fuar eHaTat #R FHA eI & 87 3R A avit & ufy
Hihght aiRa 3RF & Faw 7o @ Rauefr w7 |

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.

6. NUE & #nr-3 3 Te @, Te-w 3R we-a1 & &) 918 arehE & YR R TAT i AT

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

the Report.
BT HRIBTY T THAE
Signature of the Reviewing Officer
HATA / PIaCe: ..o AR AT HERTF
feamm/Date ..o Name in Block letters: ............................
EATH L
Designation: ...
fue Hryafadsghm: .




10.

10.

Her

INSTRUCTIONS

WMWWWWWRWM$W-MWWW$WWW
mﬁmﬁaﬁﬁa@aﬁﬁf‘maﬁa{ﬂ?mwm%Imzaga{%m%wﬁrﬁcné%@m@%,ﬁmé
WWWWWWMW@W$WURW$TW&WWWI

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,
Wmﬁmmmwwmmﬁﬁmﬁwmwmmﬁaﬁa@mm
AL i T T | Te 0 IR G areh ufear 74 &, afte v ReTeHs uhear ¥ | Rt forga amr Ml sk
FERT STy Y, 36 STy, e R Rt st &, & et v, 32V verar Waver e 6 et el
Rt & fergr & g A8 e arfew

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,

AT TS e § AR v gorm da ol eh i | fraté @1 3nenfesTes dit W 3rar sod alt § 5Y o & A o
T 3= Rt © TeE; uar 99 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.

e Flien S S e W ¥ R R ey a1 3R 3 st e R @ & R & R Rra 21 o
aF HI-iv & #E 2 A 57 aRid TS go HEVEER | W g8/ FHYRe B R foresy oy 3y & owdrr e &
ufgz et |

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,

WelE S OATHAS &0 & R S | mmmmmmammmwmmmﬁ
HUTETS wang T § | Q@mmﬁﬁmﬁmwmmwmmmwmmmaﬂmdﬂﬁ
zelffe | gaIYE 3R TreReT HTT A e Rea 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 accurately
reflect the intention of the officer recording the answer., Unambi guous and simple language may be used.

wmﬁmm,mmmmﬁwmmg,mr&mﬁﬁaﬁqtmmmawm|uﬁ«:
aﬁéaﬁwwﬁ@maﬁﬁﬁwamuamm%,a’rwméﬁﬂ&wamuamﬂaﬁé?mmﬁsvmﬁ|
mmwm,wmmmmmﬁmmmmm|

The Reporting Officer shall, in the beginning of the yeat, 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.

mﬁﬁwmﬁmaﬁﬁmmmm&m%mwﬁﬁwmmﬁmwwmmm%,31?:

Wmﬁmmmﬁﬁmmwﬁmmwmﬂmmmmgmr%$mwﬁm
FEH 35T TR |

Although performance appraisal is a year-end exercise, in crder that it may be a tool for human rescurce development;
the Reporting Officer should at regular intervals review the performance and take necessary corrective steps by way of
advice ctc.

quﬁmﬁwwmﬁmmﬁaﬁswmﬁmﬁmaﬁmﬁaﬁﬂﬁm,m,mm
T2 B ot TS AT SEIR e A |

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.

wm,mmmmm*m&mﬁmmmammm|

Assessment should be confined to the appraisec’s performance during the period of report only

T @ {d & O ug 3G AH-AT @ wwd E | Rl 3t 92 & T @ G FHT-FH W 9ew qwar | ESiGtivilen)
W*mm#mmmmﬁwwwﬂmtﬁmm f
Some post of the same rank may be more exacting than others. The degree of stress and strains in any post may also
vary from time to time, These facts should be borne in mind during appraisal and should be commented upon
appropriately.

8




11.
1.

Hifere AT & Arer TrwINT et R el Renfadar

Guidelines regarding filling up of APAR with numerical grading

i) mﬁmmmmméﬁmmamﬁmmmmmmm |
The columns in the APAR should be filled with due care and attention and after devating adequate time.

(i) e 37pfE 61 SR & 76 1 3R 2 1 A o A1 o, (Rew 1w ok 3r2re aor 3reren T = 6 YT RN TR 5
HIYIH 3§ TN el A waqd ¥ & 3T sean A0 | 590 THR 9 qar 10 & 3 77, o0 arw fa9w st & gau
# 3T TR A | 12 & 392 WK 9410 F I3 AN A & 2, Fe: 3w MRTT g i smavasar &
mmmm¢mﬁmmﬁmmaﬁmmmmwmmmmmm
T §, B v T HEGAT Y Forelr F Ay el =i |
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 stmilarly, 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.

Giiy 8 3t 10¢mmwmﬁmmmwﬁmwwmmmmmmm
aﬁmﬁaaﬁ%gaﬂnamzﬁrmmﬁaﬁﬁmﬁsmﬁmml

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

(iv) 6#mmaﬁmmmmﬁmmmmﬁ%ﬁ'a§ﬂm'mammﬁh?mﬂ?%m
ST |
APARs graded between 6 and short of 8 will be rated as ‘very good” and will be given a score of 7,

) 4#mmﬁﬁmmmmﬁmmmmmﬁ'mwmmaﬂHWMM [
APARs graded between 4 and 6 short of 6 will be rated as “‘good” and given a score of 5.

(vi) 48 FH A Al arfifes ard vt s RO ot epra woR R s

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

feogolt 4 NOTE
mﬁm?mﬁamﬂmﬁﬁmﬁﬁauﬁmaﬁrwmm:-

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

{i
]
(i)
(ii)

(e,

-

(a)

{)

{b)

(m
(c)

=)

{d)

afe TG 7 Tt GiE & oY &, 0 gewEr A |
If the officer’s integrity is beyond doubt, it may be so stated,

e B FEE &, BE Qe o5 R S IR Ra=gE wiars i

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

e 31T I et oot 1 S 3 ar B wriars B s | feogeh F v uly s Ror 3 e s aREa 3R
ﬁmmam‘mwmﬂm%mmmaﬁrm% | STE HEATABI Y GO et a1 I fecaoft
et @t wiora et &, Relé 10l o Gfe Y 5 gere Bt ot & fire s & o o 2 3 adg wsra
T AT A1 3 BT F T o ge A, Sl oft Rewfy 2y |

A separate secret note should be recorded and followed up. A capy of the note should also be sent together with the
Confidential Report to the next supetior 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,

=Ty RO # o1 & s |

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

T W A e & s &, e e oft Fofta ot e s o 3t 538, wefta s o sy w8 s |

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

aﬁwﬁmﬁuﬂm,ﬁa@qyﬂﬁﬁﬁ%maﬁmg@mtaﬁmﬁ%maﬁmﬁrmﬁ?}?
amaammammmmm@mmm(mwammaﬁrmm;

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.

(TP FTY B BIATTT AT H. 51/4/84-T1.(F) Al 21.6.1965)
{Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1 965).




No. 20/10/2010-CS.11
Government of India
Ministry of Personnel, Public Grievances and Pensions
(Department of Personnel & Training)

Lok Nayak Bhawan, Khan Market
New Delhi, 15" April 2010

OFFICE MEMORANDUM

Subject: Maintenance and preparation of Annual Performance Appraisal Report
(APAR) of CSSS officers.

The undersigned is directed to invite attention of all the
Ministries/Departments/Cadre Authorities of CSSS to this Department’s OM  No.
21011/1/2005-Estt(A) (Pt.-11) dt. 23" July, 2009 on the subject referred above and to say
that the guidelines shall be applicable to all CSSS officers from the reporting year 2009-
10 onwards.

In the light of instructions of the above OM and on the basis of APAR format
used for IAS and All India Services officers, the existing format of APAR for CSSS
officers has been revised. The revised format with guidelines is circulated herewith for
the information of all the cadre authorities where CSSS officers are working. All nodal
officers identified in the cadres may kindly have adequate number of blank APARs
printed and forwarded to the concerned CSSS officers in accordance with the time
schedule laid down for completion of APARs. The revised/new format is applicable from
the reporting year 2009-10 onwards.

All Ministries/Departments are requested to bring the above to the notice of all
the Offices/Officers of CSSS working under them for strict implementation / compliance.

This issues with the approval of Secretary (P).
(Rajiv Manjhi)
Deputy Secretary to the Government of India
Tel: 24622365
Encl: 16 pages

All Ministries/Departments of Government of India
JS(Estt/Admn)




Foeard FRaTerT 3mefaftes dar & ARwRar & affs
FrfSIIEs Hediwsd R

Annual Performance Appraisal Report For

Officers of the Central Secretariat Stenographer Service

s afae
Private Secretary
dafther T@EOH
Personal Assistant
eftes I35 @
Steno Grade ‘D’




Ministry/Department of ... ...

999 /Form

Wﬁmmmmw*%sﬁaﬁa,hﬁ%maﬂtmﬁﬁm%w#mﬁa
FrfAET Hearra RAE

Annual Performance Appraisal Report of Private Secretary, Personal Assistant and Steno Grade “D”
of the Central Secretariat Stenographer Services

.................................................................. T FATCT g gt av/3afey fr e
Report for the year/period ending ..o
Fafrer Tz
Personal Data
AT |
Part -1

(FrTerT/fesTen/Erier & weefrua gearafEe AT gRT A o)
{To be filled by the Administrative Section of the concerned Ministry/Department/Office)

LR car i i |
Name of the OffiCer e

2. | o= fafd: RammEay ... I A LG A ) U
Date of birth (DD/MM/YYYY) ... Lo (inwords) ...

Designation of postheld ... ..

4 | aowe 95 7 e Bl fr ada 111 N WS e
Date of continuous appointment in the Date ................ Grade ...............
present grade

5 | 3@ 3wl &1 A W wEEw ud | e oA, 3k alde, e dee ©

a1 Rdieteer 3afe & aivs g £ Name of Officer& Date from which attached

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

6. | a¥ & 2R= o uftwror sanfe W
F FROT LT A IquiPAfey Hr yafy

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




HET1-2 - ¥4-
Part 2 - SELF APPRAISAL

(39 AR g7 T v, Sraedr R o s §)
{To be filled in by the Officer reported upon)

(Foar gfafEal st & ggd ARl Y CAEEE 9% o)

(Please read carefully the instructions before filling the entries)

P c- S aaaau‘r/aﬁﬁra?maﬂqaam%vma?m’fawmqﬁ
(@ferT ga 100 U=y F WA gamr =few)

Brief resume of the work done by you during the year/period from ............. (SR
(The resume to be furnished should be limited to 100 words)

2. T d A @M, T wgeaqel sTaR suafeuat W g s 3 s w4 A @

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

3. FUA FE A FET F AT HIF R U S0 gt F wiEEt it 39 Snor, afr 915
Fr AT & Fad)

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

4. F9W FAU & FA QEact FAvst av f w9 geafy @ affs Raoh Pea alda
FUI FAVH I§ F 9€ F 31 SAall % @ F & 75 O | IRy 78, O Aol af@e
3 T afw & S |

Please state whether the annual return on |mmoveab!e 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.

0+ / Place :
fe=ti= / Date: 38 3l & granew Sadr o o s g

Signature of the officer reported upon




S$IRT 3 - FHedichel
Part 3 — APPRAISAL

Fgr e fa@er arar ¥R dwr-2 7 ffr av faaror @ ugaa &7 oty /6 o sraeafa
g O g% & 3R saF Far aror §7

Does the Reporting Officer agree with the statement made in part 2 7 If not, the extent of
disagreement and reasons thereof.

Wﬁ@ﬁaﬁmﬂmm@/ﬁﬁm#mmﬂﬁtﬁw R Frue
SR 1-10 YA ) glel AT fAwe 1 1 aresd Aearas Fife ¥ 3¢ 10 &1 arcad 3=adq fife
agl

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.

(Fuar gafdar swa @ g7 fexr-fdel & e o)

(Please read carefully the guidelines before filling the entries)

() hT 210 S T FeiTFeT (37 @95 A awele 40 wfaerd gel)

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

Hfe / Grading

S & IO
Quality of work

egaaiae IR &7 TaT

Level of professional skil!

I 3R AT #AFeAT R BETEE T B A A AREEIr

Trust worthiness in handling secret and top secret matters and papers

e sl & tavEEe AR dow!, aRieer Foaife & AT smaeTs
FATSAIT S AT

Maintenance of engagement diary and timely submission of necessary
papers for meetings, interviews, etc.

‘e T FE & gHEA R [ Fiv) 4)
Overall Grading on "Work Cutput’ {i to iv] /4)




(@) dRH IO 1 Fedihd (S0 WUZ H AeNs 30 Fierd gl

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

#HIfe / Grading

T F ufa wEeR
Adtitude to work

i) i, Scgear

Intelligence, keenness

iy FIRMHA FATT TG
Maintenance of discipline

iv) oAerare
Sense of responsibility
v)  wEooT e

Communication skills

vi) & H PR Fe Y Jeaar

Ability to werk in team

vii)  FHEG-TYAT FT Irele e I AIar
Ability to meet deadline

viil) g # afaaar 3T ae wisey

Regularity and Punctuality in attendance

“daferer IO @ SIS i F viii] /8)

Overall Grading on 'Personal Attributes’ [i to viii] /8)

(1) FrcHS SET FT FedissT (3§ @ &I atehg 30 gfderd gem)

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

FMfe / Grading

i) eIy o 3 gwar K T

Proficiency and accuracy in Stenographic work

iy Hadafoew gEaey
inter-personal relations

iy HHead AT

Coordination ability

iv)  TIAPRI FFTF, ggel 3R T IR A Fe 3R iRt F ard ey

THAEIX - I
Effective liaison, Initiative and tact in dealing with telephone calls & visitor

“FIATcHS BT &Y THAY HIE [i ¥ iv] /4)

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

feoaol: wagr A & 715 RS F IIT #, YA F uDF GAF F AT Hpg F g | Imeia
G

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




HIHA { GENERAL

HIT-4
Part 4

1.

ST ¥ HqE (STE FE 9] )

Relations with the public (wherever applicable)

(T T A HOP TF T A ITE HAAFA F A SHH eAARNer o feoqolr #Y)
{please comment on the officer's accessibility to the public and responsiveness to their needs)

gRIeror (Fo Hfwdr i SR aEEcTEES 3R AT S a F AR wreer # RmRe )

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

ey & Ry
State of Health

weataer (HREdr 1 acgfEer w oo #Y)
Integrity (Please comment on the integrity of the officer)

Rt fomer el Edr g HiRerd & gpe aof 3 &9 Il rmuweT Suatedl, Ageaqyt wfAEt AN FEeR
it & ofey @Y FRT 39% T IO F wEE A AT F 30 (SN 100 2t H)

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer including area of
strengths and lesser strength, exdracrdinary achievements, significant failures and attitude towards weaker
sections.

RoE & a3 F@us &, @ W T F & a7 e § IUR | 10 & A W §ET Ay SR
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-1ll of the Report.

o foraer areh el & gFaRR
Signature of the Reporting Officer

TART/ Place : oo T BT F T 0 e

Namein Block letters: .....................ocoeioe

Designation: ...

ATH /DAt oo, AEE & 3@ ¢ e,

During the period of Report: ......................




31837 / INSTRUCTIONS

At Feaea Aeaia Rt v Apeaqel crarer 3, 98 Awd ¥ w-Rreage w e W B
v M 366 FNE F 3 B QAT & WU FEAQT ATFL I A & | W aF WO
mﬁwmm!ﬁ%mW%ﬁEﬁWMﬁ@ﬁﬁmﬂ*mwmﬁmﬁ
et frsmeh ofge |

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 should, therefore, undertake the duty of filling out the form with a high
sense of responsibility.

Wmmmﬁwwmm%mmu&Wwﬁmmamﬁag
ey areafad @aAd F wEa @% | a5 v IR den AT whar a@ ¥, afew Uw R whear ¥
Wﬁ@ﬁmm&,mm,mwwmg,ﬁmm,mmm
cafthea &1 wfAgT 3o RO & Rrae ¥ dora a8 e MR 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 should not shy away from reporting
shortcomings in performance, attitudes or overall personality of the officer reported upon.

#ﬁﬂﬁam#mmmmmmmlwwmﬁhwmmm#
W I F A N v sod 3OeREt #1 e9ed: gar 9e See |

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

TAF I AOHE T F RAT A0 | e S SR T GEATE # & T B | 3oy s
AT T 3T R IR g g § 1 el R vgasl A cawqds go A AR A s RS e
arel HfOF & S F WG & ¥ qefe | gEoE AN AOReT S 7 gART Bar S |

Every answer shall be given in a narrative form except where numerical gradings 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.

ﬂ'mé%@ﬁamaiﬁa«‘m,mmﬁlﬁmﬁﬂv}éﬁi@m&aﬁa&%aﬁﬁa&ﬁgmmm
a&'crﬂﬁm|aﬁﬁ§mmﬁ$mmwmg,ﬁwmaa&wqu
mmﬁ%mawﬁwmﬁﬂlw&maﬁ,maaﬁmﬂﬁmmmﬁmmmm

=fRw |

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers 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.

T Tsues Aeama o # wAE @ o s & iR wp B 9 A S e ® U SRS
T R E, A RN e a s & PR sme W Preaes w1 aeaime e aRe ik
HAE MG &F AR ¥ GURIHS F6H Sol TRy |

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 etc,

WelF HEdrn TG A Qe G g Aedide U et AT 3R & s, 3R
AR AR A H ol Fure ARl aRR SR Y |

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.

ugaﬁm,amhm%uaﬁmﬁmﬁﬂ%mﬁﬁw%ﬁﬁﬁmmﬁﬁﬁmﬂm
=T |

Assessment should be confined to the appraisee’s performarice during the period of report only

Iz 3FAE H Sl B 1 w2 &1 = o AR (fPT 71T & sremr aor 3T @ET A % AT
mhmﬁmﬁaﬁamﬁmm%mmmlsﬁrmammﬂ;:}gﬂ
T v R FEE F g6y A MR s Sv ) 12 F A2 3R 9-10 & Iz fover et & 2 3
3o AR sam gl § | OiftadT 9y R 99 & dEv F RO e e sk sden s

7




(ii}

10.

mmﬁﬁmm,mmmmwﬁﬁﬂw@#@nﬁwﬁmm
=ifgT |

It is expected that any grading of 1 & 2 (against work output or atiribute or overall grade ) would be adequately
justified in the pen picture by way of special failures and similarly any grade of 9 & 10 would be justified with
respect to special 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 large population of his/her peers that may be currently working under them.

YTl FAR/Te & T stEas gmie B e ae & sem A, Seete 38 W fAer R
AT

For purpose of calculating average scores for empanelment/promotion, the following grades will be
considered

W, T R G e e §

_ ‘ _ Seore tobe considered
g3k 10% @ 9
Between 8 and 10 Qutstanding
s 8% &g H=H 7
Between 6 and § Very Good
4 ¥ 6 & A kg 5
Between 4 and 6 Good
4 ¥ - 0
Below 4

feoqufy NOTE

e @ Wl AT @ s F et afean & arae e iR -
The following procedure should be followed in filling up the item relating to integrity:-

afe witerd & gt §g & @ &, 0 sawn an |
If the officer’s integrity is beyond doubt, it may be so stated.

A g HE &, 7E A @ B3 R v AN PSR Frar o

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

()

@)

{n

(=1}

o HO AN Roaelt oot & aw AR ag & Wi & | Rogoh f o vy dede fOd & @y
mﬁmm&sﬁm&mﬁﬂwgﬁﬁmmﬁ?wmemﬁm%lm
Feafm # AT e A g Rowoh @ Aieg e e A d o e o gie W B
wmm%mmmmmm#mmaﬁmmmmqﬁmﬁ
g AgT, Sl o ek ey

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.

afe, At s ¥ oRvmREET W o @ O & Rl f sefmmee w0 e R ik
AT veh qfafy el R & sv & anw |

If, 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.

7R weE B IR @ I ¢, Fw o Rfter W Re I ARk i 1@, wfea sl @ weRe w
& Fme |

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

e st wbary & afomereTed, WeE oy A A ¥ I A & AR I S §, D F T @
mm%mmmmﬁvmmmm@m(@)m(mwmmﬁmm

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 (¢} above.

(T8 AT W FAST AGA W, 51/4/84-TUL(F) AT 21.6.1965)
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1965).




Frg wRaed IRfafs dar & AfOFRE i af¥s
Frifasares Hediwa R

Annual Performance Appraisal Report For

Officers of the Central Secretariat Stenographer Service

T 6 TEHRY

Principal Staff Officer
aRE g et gfRg

Senior Principal Private Secretary

v e gfea

Principal Private Secretary

Report for the year/period ending:......................o




Ministry/Department of ... ...

HF / Form

aﬁﬁﬁmmﬁﬁmwa;mmmw,aﬁEmﬁﬁsﬁﬂﬁaammﬁsﬁ
afg I F1 Teaes Aegiad e

Annual Performance Appraisal Report of Principal Staff Officer, Sr. Principal Private Secretary, and
Principal Private Secretary of the Central Secretariat Stenographer Services

............................................................................... S AT g gty gu/3aier #r Qe
Report for the year/period ending ...
Fafehs a=g
Personal Data
AT -1
Part -1

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

Vo ST T AT e
Name ofthe officer ...

2. | F=AfR (ReAEaEY) ... S — (2152 F)oeviiie e,
Date of birth (DD/MM/YYYY) ../ oo (INWORS) coooo oo

B0 ERT G& e
Designation of past held ...

4 | acF e 95 # waq Bake & adw (551 N AT s
Date of continuous appointment in the Date .................. Grade ..............
present grade

5 | 37 3SR 1 A 3R veTHE SEd ay HRFEY & aH 3R dRw, e gag ©
Rareieher safer & ko arag ¥ Name of Officer& Date from which attached

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

6. a¥ & 2R o), afeT sy w e &
FROT YL A IEreAfy i ety

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




R 2 - T Hpdichel
Part 2 - SELF APPRAISAL

(39 HHR g T e, foadr R fodr S §)
(To be filled in by the Officer reported upon)

(FIaT FATEAT o @ TES IR F CAGEF UG o)

(Please read carefully the instructions before filling the entries)

1. c e, T T/3AT & SR 39 g7 U et W EfEE 99
(Fﬁﬂmqﬁwoal?cﬁaaﬂﬂﬁﬁcﬂmaﬁtr)

Brief resume of the work done by you during the year/period from ............. | (o
(The resume to be furnished should be limited to 100 words)

2. FUAT A gAY, TR Fgeaqet seaer Ivaferal W g AR 3o snae = avee T

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

3. FU FE B HE & VT 39 gRT U A0 qqST F w0t d swF 0o, 988,
FI JET F Famd)

Please state, briefly, the shortfails in your input and reasons therefore, if any.

4. P FEC F A7 gdadt FAvsw a§ H ymw FEAy Tl A ol Baa ata
3R FAVH I¥ & TIg & 31 SN b AT I & 75 o | ARy AF, O R afEe
e H T & S |

Please state whether the annual return on |mmoveab|e 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.

BT / PlaCe © wooveeverveernnoeenne 37 T & gFaRR fawdr RO fdr s §
feetiss / Date: ................. Signature of the officer reported upon




T 3 - Hedichel
Part 3 - APPRAISAL

1. Far Roie RBEsr aen 3SR der2 § e v Jawer & #@gaa &2 3T =8, o smeety
e @ a § AT 3E& 4T Hor g7

Does the Reporting Officer agree with the statement made in part 2? If not, the extent of
disagreement and reasons thereof.

2. Rt forge arer st gt ade aen/faRae i wiftadg ift &1 RuRer fear s fs
1-10 AT W gl=iT AR 5@ 1 &1 aread fae=iad AIfe @ 31 10 &1 areqd s=aaq st @ |

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.

CRRIRIEIE Skt i CRCHIBCES IR IEE CLON )

(Please read carefully the guidelines tefore filling the entries)

(@) “FFT AT IR T FASAiGT (3T @WUS H AwNE 40 giaE gem)

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

Ffe / Grading

i) @ Ioraar AR sareEies B #; R

iy Quality of work and level of professional skill

i) I 3 R I AHA 3R FETST-T5T F Herrera F fargeaan o

i) Trust worthiness in handling secret and top secret matters and papers

iif) SR ST T TEIETT 3R Yo, TETCPRT s ¥ TIRa FeTe-Tat F EET
TR I AT

i) Maintenance of engagement diary and timely submission of necessary papers
for meetings, interviews, etc.

Iv) 3T9ETieeh s T T TR ST frsarfea/ e

iv) Accomplishment of exceptional work/ unforeseen tasks performed.

T T FE" F wHT PR (FA (i F iv)/4)
Overall Grading on "Work QOutput' (Total [i to iv] /4)




(@) dafhen IO F1 FHegiws (7 GUZ A dloig 30 gfaea gl

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

HITE / Grading

i) & i arfdgf

i) Attitude to work

i) fE, Iegerar IR Agera

i) Intelligence, keenness and industry

ity AR FTC 8T
i} Maintenance of discipline

iv) Tor ey & rarer

iv} Sense of responsibility

v) HFEIYUT ST

v} Communication skills

) S

vi) Leadership qualities

vii) & 3 I S i A7ar

vii) Ability to work in team

viii) 31T FRy aF e U X oy A

viii) Ability to meet deadline

“daferd TN H FET PR (T [ H viil/s)

Overall Grading on ‘Personal Attributes’ (Total [i to viii] /8)

() FrATcHE ERIAT & Aedicl (30 WOT I aTNg 30 wiawrd gel)

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

e / Grading

i) ey feeqiorat, auf & wrdgd, Wit fawor aur e ety R F i degdar

i} Ability to draft notes, letter minutes, briefs and ability to prepare summary etc.

ii} IR TIAAT A FL=T T AoTar
i) Strategic planning ability

i) IRESTE ey

i) Inter-personal relations

iv) HH=aT AT

iv) Coordination ability

V) ST EF, Ee 3R ETHITT HieT Ftet T AT & WY STARR-FIRIT

v) Effective liaison, Initiative and tact in dealing with telephone calls & visitor

vi) FHNTET FATRGT & AT 727 3¢ INT e A Qregar

vi) Ability to motivate and develop subordinates

“FricHS &I H FHT M (T (19 v TH/6)
Overall Grading on ‘Functional Competency’ (Total [i to iv] /6)

feoqol: worg #fT & o T F e F, gEH F 0 wIF F T AW F AE W

e gl )

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

proportion to weightage assigned.
5




HATY / GENERAL

HIT-4
Part 4

1.

S & s (Tt wE A A

Relations with the public (wherever applicable)

(G e Hr HOF 76 g AR ST sraRghadit & 9T swh sepfrariear o ot w1
(please comment on the officer's accessibility to the public and responsiveness to their needs)

2. vRwroT (Fear Hftw & sl gemlcaear AR FE@ B ae ¥ AR witeror f famier 1)
Training {Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer)
3w # fal
State of Health
4. gt (3RS §r geaEr w Rogefr w5
Integrity (Please comment on the integrity of the officer)
5. R foEer ard sfwd err #fAHd & gee it AR F ao, smmaRer svafual, Area wEE sk FEeR
Tt & i @AY wRa 3u% @ TN & wweey § aRT @ e (FIET 100 weEt #)
Pen Picture by Reporting Officer (in about 100 words) on the overall quaiities of the officer including area of
strengths and lesser strength, extraordinary achievements, significant failures and attitude towards weaker
sections.
6. Rult & a3 F@vg &, @ 3 7 & & 7§ aEE F IR W 10 F §79 W 87y JEgHT A
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-lll of the Report.
RO sy are AR & gEami
Signature of the Reporting Officer
A/ Place : v, A 3BT AT ¢ e,
Namein Block letters: ............................
L = 5 S
Designation: ...
fAF /Date : oo, R & 3@«

During the period of Report: ......................




rgeer / INSTRUCTIONS

mmn@mmwwma,%mmm*m-mwmm%mm
3F SR F 7 AT F R Aoyt A STF AT § | e g e Srad RoE e @
@%WW%WWW&@W*W%WﬁWﬁMWWI

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 should, therefore, undertake the duty of filling out the
form with a high sense of responsibility.

Wmmmﬁwmmmﬁ?mmuﬁﬁmﬁwmm&mﬁagm
IRAfIF TR F OgE §h | 9F U AR gEe Al whear a ¥, afw ve RemeRd e £ | RO R
arer A 50 Jeeer, e R Rreh sl &, % S Proagw, W svar wea cafeer 9 ST
HTA R F et & gwrg adt s afike

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 should not shy away from reporting shortcomings in performance, attitudes or overall personality
of the officer reported upon.

#Hﬁﬂ'ﬂﬁﬁtwﬁﬁmmaﬁﬂﬁmaﬁvlWﬁmmwmm##ﬁm
H H5 o I 379 wUERE B toE: v 99 ST |

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. .

T 3¢ JolecHs w9 & Rar e | FAT 3H BIFF TG TEIHF T & I 27 | I9ast Farn 77 e
AT Y ST g e § ) ol AR vedth F Cagde gem e AR 7F 3eR R a o s &
FE B AE G J ST | FEIE AW AUROT $TST H WRiT AT A€ |

Every answer shali be given in a narrative form except where numerical gradings 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.

Wmﬁmm.mmmwmm?ﬁﬁﬁﬁ*%ﬁﬁaﬁﬁﬂjﬁvmmﬂ&w
dham | afe A aftedr RoeTdha of & e 7 9z anear &, @ 36 @ & TR T 9T gEnes ¥ w9y
aa fEv s | F/ae o, wefte wfteiEt gRr T v @ o AR e o anR |

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers 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.

Tl Torsaest Aeaichat ot # wAW @ aren 3 ¥ R uF R ag Aeig ST R TR SN a5 a
%,m:ﬁ%ﬁaﬁmﬁaﬁmﬁaﬁ%uﬁamw%mmamﬁmmaﬁvaﬂvmmﬁ%
ARHA W YURICAS FGH 36 AR |

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 etc.

AT eI F1 AF FA QA MR B ag Teaiwa v A e it & SEESEs, HERen, caaEr
R wwrt $ir ot T aRaRE AR T

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.

wmﬁ,wﬁhﬁﬁ%%wﬁm%ﬁﬁﬁ%ﬁmﬁ%ﬁmm%m

Assessment should be confined to the appraisee’s performance during the period of report only

g AT &7 Al & R 1 aur2 & B o AR (foFT 1T Fmt srema ToT T wE A F B) Ry S
%W#aﬁamﬁmm#ﬁﬁmmmimmgwm%mﬂmmﬁﬁ}waﬂ’f
& H9Y &7 HMReT oA @ | 12 & 9 A sa0 F I3 TR A=t & @, 39 3o WMoew qay &
mm%:amﬁ%mmﬁﬁuﬁmmﬁmmmmmmﬁmﬁm.
S 3% T FE A W@ E W vF ) F©W f g F PR FEh o |




It is expected that any grading of 1 & 2 (against work output or attribute or overall grade ) would be
adequately justified in the pen picture by way of special failures and similarly any grade of 9 & 10 would
be justified with respect to special 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 large population of his/her peers that may be
carrently working under them,

10. mmmmﬁﬁmmmﬁmmﬁmﬁ.maéwﬁw%mm:

For purpose of calculating average scores for empanelment/promotion, the following grades will be
considered

83K 10% & kT ‘ 9
Between 8 and 10 Qutstanding
63k 8% ¥ TG IoD 7
Between 6 and 8 Very Good
4 3N 6F a4 =T .
Between 4 and 6 Good
4 ¥ A 0
Below 4

feoaofy | NOTE

A § WO AT @ S & Petaf@a uidr & oee wen R -

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

i) i 3 Fr woafEr wig ¥ oF & 0 S9mEr 7w |
If the officer’s integrity is beyond doubt, it may be so stated.

(i) Ffe P WE & AT B wRh O3 R AT AR BeER wdEd & F
If there is any doubt of suspicion, the item should be left blank and action taken as under-:

(F) U HT T Roool o & Fw AN T A FiES A Aw | Rl & o 9y sl RO & oy
ol aREe AfUE @ o A & A, o 7GR Fom B seadt was fw & o & | ot
mﬁmaﬂmﬁammgﬁm&ﬁrﬁwmmﬂﬁ&wmuﬁﬂﬁﬁﬁﬁ:
Wmm%mm*mwm#mmaﬁmmmaﬁm%@m@
o T, S oh Ry @

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.

(@ m,a@ﬁmtmmqamgmammmmm
- OEER U g Al RO d & Fw

If, 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.

() I seg F G @ wreh & 7o o RfE = R @ Gl @R 58, Wit dRed @ dgRe w
& s )

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

() Ff st i & Romrraey, @7 o 8 A ¥ R A & 3 ofe o 3 sl & smerer @
mm%mammmﬁvsﬁTMaﬁmﬁm(@)m(w)wmmﬁaﬁﬁmm:

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.

(T HAET T FAAT A9 W, 51/4/84 TU(F) AF 21.6.1965)
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a} dated 21-6-1965)
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D gfarerd Ja1 & NAHIRAT

P forg
¥ R Mwres gedie ufdded

Annual Performance Appraisal Report
for
| Officers of the Central Secretariatl Service

AT BN Td HED
Section Officer & Assistant

JJHTY BT 99

Name of
(03510 STTT O

i au/erafd o1 afaed
Report for the year/period ending................oooeviiiiiiiiini,



AT/ fam
Ministry/Department of

T wluarerr & ) wiga/su whaaMeemss go e Sivh & sfaeRal & for oite Yrams afaded

Annual Performance Appraisal Report of Under Secretary/Deputy Secretary/Director/SAG Level officer of the Central
Secrelariat Service.

iia ad/oraf & aRide
Report for the year/period ending

datTas &R
PERSONAL DATA

qry

ARG

(Farcrffaanyaaiers & xrdfte vemaiis Jmn gRT W IR & fog)

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

1. JMHBRI BT TH

Name of Officer

2. 57 o axkr(femmR/aY) (vri /)
Date of Bith(OD/MM/YYYY) ... [ (0 WOTAS) ..o ens e esee e
3. e ot & emaR fgfea & akRg ESi i
Date of continuous appointment Date e Grade ..o,
to the present grade
4. TAAE Ue 1 37 R Tigfam & aria e Gt
Present post and date of appointment oo Post Date .o
thereto '

5.3 & o ¥ sruiwrfa & sait (ged
uf¥reror anfe W) afe 3o AMTHRT 2 giRemT
Toran & 3o faamor &

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



T - 2 i sftrerY &t ufades e s &, 390 g1 R 5T @ fore
PART-2 To be filled in by the Officer reported upon

(puan gfafiedl @ ¥R | Tget IF[RY @ e ¥ wg T)

(Please read carefully the instructions before filing the entries)

1. T T eraten wfara faazorn

Brief description of duties

2. 3 & 3 wea/IEReA/Rd Fen @Y s o fraffia e &, o snod fee FrafRa e 1 & 39 (aRomrmrn ar s
o0 #) Pt B Fe-aw A AfEa & SR R & 3R & 7e B gt ¥ I Juae qane | (3aTeRer & fore e
gum & foau aiffs e drsem)

Please specify targets/objectives/goals (in quantitative or other terms) of work you set for yourself or that were set

for you, eight to ten items of work in the order of priority and your achievement against each target. (Example :
Annual Action Plan for your Division)

Tea/IEL T/ Juateerat
Targets/Objectives/Goals Achievements




3. () quar WE 2 7 adr e el fEeeal/erl & mfE % i afidl e wd d e | aft weal o wita § o aremd
@ & a9 gan|

(A) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in item 2. Please
specify constraints, if any, in achieving the targets.

1

(er) AT 37 Hal @ 9 seerar ¥ T ey ifte saefEgal <@ & 3R 3T s dnert @ o) 3@ o |
(B) Please also indicale itemns in which there have been significantly higher achievements and your contribution
thereto.

-l

4, AT I o} 15 a1 Ydadt daves af o T dufa affe faaoh foife arka owfq dduss of W
Ieradh ad @ 31 A a6 T3 B A T8 Al afE g @ faaRer & aR @ aRRg & sl

Please state whether the annual return on immovable property for the preceding calendar year was filed within the

prescribed date i.e. 31st January of the year following the calendar year. If not, the date of filing the return should
be given.

Teeyie: A1 2 A SR B ETRIER
Date: o ,

Signature of officer reported upon



T - 3
PART-3

i aifaxor o frafRor gfades qar gafieor mfter) far smr & st 1-10 & dwW @ afee, S 1 e B
Sroft &1 T 10 Ieaaw ol @ Ieera BT B |

Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale of 1-10, where 1
refers to the lowest grade and 10 to the highest.
(e wfafeat & = | wed Renfdet @ eam 9 v d)

(Please read carefully the guidelines before filling the entries)

(3@ frees o7 JeaTed (39 9N & 9K 40% &)

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

gfcide JTEPRT GAraeie UTaeR]  geiaeid SHdR!
Reporting et W 31 ¥ 2) B &R

Authority Reviewing Authority |nitial of Reviewing
Refer Para 2 of Part-5) Authority

i) qdfrasta ot @ aiRguianfava & amaR K smafea
forar mn ard

Accomplishment of planned work/work allotted as per
subjects allotted

it) rd-fearesT a dife
Quality of output

iii)
Analytical ability

iv) FUATETHS B B gRguTal T e s ard

Accomplishment of exceptional work/ unforeseen
tasks performed

fota a1 W) g7 Premas sivfraor

Overall Grading on ‘Work Output’

(@)t faerasl & graied (3% 9T & 9K 30% 28

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

glde USRI GATGAaET TIUPRI  GAGAId SadHR!

Reporting e s @ 1)1 2) B 3MUeR

Authority Reviewing Authority §nitial of Reviewing
Refer Para 2 of Part-5) Authority

i) 1 o sfigfa
Attitude to work

i) formery @ g

Sense of responsibility

if) SR & RE0T

Maintenance of Discipline

| iv) SSUT GraTe
Communication skills

v) Aqe 01

Leadership qualities

vi) &0 B WTET § BT R B &HaT

| Capacity to work in team spirit

vii) TG AR B FTAROT A bl &1

Capacity to adhere to time-schedule

viii) RER Sfeana gae
Inter-personal relations

ix) TAY Bid vd safdda

Overall bearing and personality
T ﬁm&ﬁw o1 Femax sty

Overall Grading on ‘Personal Attributes'




(SR Jerar o Heua (331 W a1 9 30% 2m)
(G) Assessment of functional compelency (weightage to this Section would be 30%)

Para 2 of Pan-5)

et TitrprATa e MiteN &
TRy s wnrs @ 8 2) BIRIER
Reporting Reviewing initial of Reviewing

Authority Authority (Refer  laythority

) Traw/iatarerd v dvaar & &7 7 hean o e
A& TN & SR

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

i) STaa g QTS g ) e

Strategic planning ability
m)ﬁﬁa o eqar

Decision making ability

iv) AH<GY &HdT
Coordination ability

V) HOTRY o TIRa 0F Taaraa o oy emat ' N
_Ability to motivate and develop subordinates

fnitiative !

S Teftelian RIaHA U e Prenm < &}U'ﬂES{UI .
Overall Grading on ‘Functional Competency'

-4 I
PART-4 : GENERAL

1. T & ar e (sigt o yarsa)
Relations with the public (wherever applicable)

(sTa & JmaRaEArt & sEket g vl St @@ Jfm W ol )
(Please comment on the Officer's accessibility to the public and responsiveness 1o their needs.)

2. gireroT
Training '
(par Fferer) d wwfan od @ emensl ¥ ok afte o ol gz ot & e < wds fgwr & foe fawfd %))

{ Please give recommendations for training with a view to further improving the elfectiveness and capabilities of the Officer.)

(@3]




3. Wy & ferfa
State of health

4. FATST

Inte ity
(ua sftret & weafrer W) fewof &)

(Please comment on the integrity of the officer)

5. yferde sfterY gRr siftre & T faRivant & axdR (e 100 vl #), foRmy Il a7 vd aw aned &7,
FETGRVT JucTfeerdl, eeaquf Frroensi (e -2 @ 3(37) ve 3(q)) v gaer ant & ufa sl wnfier
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 (ref: 3(A) & 3(B) of Part-2) and
attitude towards weaker sections.

6. gfqae & 9MI-3 & WS I, § 947 ¥ ¥ fEv MU WRie & UR W $at Framas Feres anteon

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

gioaes fUasRT & gwaier
~_ Signature of the Reporting Officer
H: A | &R H:
Place: ..o Name in Block Letters: ...........ccooooiiiiiiiice,
Ugqam:
Designation: ........cccooviiiiiiis
TeAT: gferaed @ afer #:
Date: ... mmsimimasimanmams. i During the period of Report: ........ccc.ccccciiniiiiiiiiiniennn




HAT- 5
PART-5

1. gATdeies ST & sifigfe:
REMARKS OF THE REVIEWING OFFICER:

gafdeie sttt & gt a1 o

Length of service under the Reviewing Officer

T IR ) |

Do you agree with the assessment made by the repuiling officer with respect to the work output and the various
attributes in Parl-3 & Part-4? Do you ayree with assessment of reperting officer in respect of extraordinary
achicvements/sighificant fuiiures of the officer repo: upon? (Rel. Part-3(A)v) and Pairt-4(5))

(ir case you do ot agroe wilh any of this numenns aseussr iz o0 aivibutes please record your wosessmeni un the «olumn provided o yon o that
sectien and infbal your env s,

r g

&l s
Yes No

3. @ B Rafe & o s wrorgmd, war w3 ad @10 s G saem A g wied 87
In case of disagreement, please specify the reasons. s there anything you wish to modify or add?

. T I W-3 7 W4 Pt o e fafie ot 3 vea § shver sfterd oo el 1 geuic Qe €2 wa s
SR it FrRmeRoT Iyeferdiraayel st & Ty N ) 4l qraied  TRad €7 /e Ynra(@)(v) aur smr(s) -
(afa 3 wiedea siftrart g fed ot & forel Samane wratem R wroa 78 € ) v 0T Ty g avs &6 T v e o & v o

4, gAf&eTa SfeRY gIRT T SN U SRIETS S (e 100 wrel #) it sttt f e fagiwanst & el
&7 vd &0 T & vd i gder anl & wia afrgter snfie &1

Pen Picture by Reviewing Officer. Please comment {in about 100 words) on the overall qualities of the ofﬁcerj

including area of strengths and lesser strength ard is attitude towards weaker sections.




5. gfeded & WIT-3 & We-H, We-d qUN T4 fav M0 9Rie & I;OR ) g FenaR s e

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

Report.

Place: ....ccccoovvveiiiiiiiiieis

DALE; ..o eeeisonsansdinanisinssmmsss

gAfdee FUERT & §RANER

Signature of the Reviewing Officer
M A% HERT H:
Name in Block Letters: «uuswsmmsonmrommmmenmams ooy
UaATH:
Designation: ........oovvieeiiiecei e
iqaes & srafy #:
During the period of Report: ...




TS AR 3 o7 VAR 9o e ool

Guidelines regarding filing up of APAR with numerical grading

(iy vdrosre & winy fefraa e sk TAYdS Gut TiE Wi Sd ge W wlwel

The columns in the APAR should be filled in wi ¢ue care and attention and after devoting adequate time.
(i) T s Bt S R 6 1 greva 2 & fad etfescor Fonfa wrd ar fedaanait ar gt firemas Ao & yiftrgen @ e
SRIerISi & 7 3 er o A e o 9 st fear snem 3R 5 woR 9 s 10 3 fediy Ao & e A fftre
Jeiferal & e F sifie e smem o) 12 araar 9-10 e @ ¢ 3@ T St R T B oRwa &) wifes

AV S A B pferdet vl et mivsts’ @ fed st @ asifaiRor s wde ad) e & adme 4
B e @t e A ot

Itis expected that any grading of 1 or 2 {against work output or allributes or overall grade) would be adequately
justified in the pen-picture by way of specific faiiures and similarly, any grade of 9 or 10 would be justified with
respect o 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 numericai 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.

(i) AYeITR @1 8 ¥ 10 & et ot afifeor g e snear aar gdasonitafy 35 fe st wats & norm o & T
yais 9 fgar i)
APARs gracaod bebua
calvadming ©wrage

P and 10 vt be reted ar "Outstanding” and will ba given a score of 9 for the punose of

Ores for empanemer/promoiion.

it

(iv) eENESIR @1 6 21 6 R ©ieT &y @] aifaor “age srear far sie @ yeie 7 fe s

APARs graded between 6 and short of 8 will be rzied as "Very Good" and will be given a score of 7.
(v) DRUITR @ 4 99 6 9 BT & e o @ “enrey rger TR ST G Wi ds 5 Tear s

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

(vi) BAYEHR & 4 ¥ B qTaw0T e for s

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

e alvaea a1 % frefig ant gry vdusiR ouE W)y wwg <0 aree & geg § Refewl

Guidelines reqgarding the colour scheme 1o be used by diflerent grades of CSS while filling up their APAR form,

(1) & - .. /35T gamtis 3ol vl R
Green - JS/SAG Level & above

(2) e - e
Yellow - Directer

(3) Hfem - 37 wiag
Blue - Deputy Secretary

(4) remst - CCRIINES
Pink - Under Secretary

(5) e . I I v GEE
White - Section Officer & Assistant



