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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