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~ Name of OfFICEF:... oo. .c ccc ccc cccccccccsccesecuecescceuscesearceecsseccurecenecennes 

ee nea al Gara Bret ae as/srater Fy Rate 

Report for the year/period Ending:....)............cccc cece ec cscs ee eee ees 

   



  

  

Perret ere ee eee eee ee eee eee eee ee ee eer Teer ee rare cere eee eer eee eee eT eee ee ee 

MinistryDepariirient OF. ..a00 ce vee vere va semeone tom ours mieneiers ees peewemencnne om vamramee more 

uda /Form 

aedrr ofdarere srefetter dar & fst whe, dara wer stk arefefte as a Fr aries 
areaet Hemet Kore 

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

al GACT Bley arr aw/srater ar Frac ere re reer reer ere reeterrr re rere errr errr rere reer e terre rere 

Report for the sopeentpaden ending .. 

aaa crear 

Personal Data 

Set | 

Part = 4 

(rera/ervaritea & arateua vera He RT ANT SNL) 
(To be filled by the Administrative Section of the concerned Ministry/Department/Office) 

  

  

  

  

4. | actaret ats a fertat ferafes Fr artrer FQFTA eee AE nsnccesabiiin 

. Date of continuous appointment in the Date oe. Grade .....0......... 

present grade :   
  

5. laa afett a a SN van feel ated aa shade fea ae 
are Reicher gay & chia wea F | Name of Officer& Date from which attached 

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

6. | at a dhrs wet oRrerr genie oe weet ; 

BRUT syct SH aepafeaia Ar srafey | 
Period of absence from duty on leave, 

training, etc. during the year ' 

  

   



  

  

tA 

  

  

  

a2 - FE asians 
Part 2~ SELF APPRAISAL - 

(So SREY err sre sre, fereeAr Prove feral are 8) 
(To be filled in by the Officer reported upon) 

(quar wiatear eet @ user waeeth Hf carerydes ge a) 
(Please read carefully the instructions before filling the entries) 

ee ee Be cess TH GYRE 8 Shreya ERT few ae sreal ar aes ga 

(afer gat 100 eset aren aire ger arey) 
Brief resume of the work done by you during the year/period from ............. 10 jasseetieng 
(The resume to be furnished should be limited to 100 words) 

  

  

2. wren & ad aed, fSent ageayet seaa soafeerat xt et athe seh arse sar aererer ETI 
Please also indicate items in which there have been significantly higher achievements and your 
contribution thereto. 

3. spre rah at aac By five ar eT Re are aca A mat the ss er aie Ars él, 

ar ero A gare] 
_ Please state, briefly, the shortfalls in your input and reasons therefore, if any. 

4. guar want fi war qdadt aust ah A grew weet dee atfle Bact Pa ante 
Hel HAVEL AY ae & 31 Saal aw afer we ay aes a | ale al, at awh afea 

ately AY ane al ST | i 
Please state whether the annual return on immoveable 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. - ! 

th 
- 

eet / Place: =, 

feates / Date : se sila a secret forset Role feat ari F 
Signature of the officer reported upon 

  

  

 



  

  

  

ST 3 - AeuleeT . 
Part3- APPRAISAL 

war fort Pad aren yfrerh amet A fee ae Rawr & aera Bo ae ae), a seeae 
fea drat aw & sit sae sar arr 
Does the Reporting Officer agree with the statement made in part 2 ? If not, the extent of 
disagreement and reasons thereof. 

  

    
  

RTS forwet are aired are wets aorfeerser Fr wifeachre wife ar feleoT fea sear 

Sis 1-10 Garnet ox set aise aa 1 ar ares faeraa aie Sik 10a aed seuaa wife 

aE | 
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. 

(pyar ofatsar ect & ge eerie at ears 7G) 
(Please read carefully the guidelines before filling the entries) 

(&) au ae ard ar year (Sa wos Ft artsie 40 vfeere seh) 
(A) Assessment of work output (weightage to this Section would be 40%) 

  

atic / Grading 

  

ay et UTE 

Quality of work 
B 

  

caquran alee sr Lat 

Level of professional skill 
  

wea sk Rasta aaa He Hresnal ot srt are A faeaetaar 
Trust worthiness in handling secret and top secret matters and papers 
  

fatter sry ar terara HN seat, creenrx seafe & fav sreeae 

PMATAMT WIA He 

Maintenance of engagement diary and timely submission of necessary 

papers for meetings, interviews, etc. 

  

    feu me ary st waar aife [i Biv] /4) 

Overall Grading on ‘Work Output’ {i to iv] /4)   
    
  

   



  

  

  

  

(a) date ait ar apatee (ga wus Sf aests 30 wider eh) 

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

i 

  

are / Grading 

  

i) are & ofa aera 
Attitude to work 
  

ii) Tecan, SeyHAT 
i 

Intelligence, keenness ‘ 
  

iil) - eA TNT Tear 
Maintenance of discipline —— - 
  

  

iv)  ferrererer ear ster 
Sense of responsibility 

v)  Seteor aera 
Communication skills 
  

vi) Ger ey ay tet FY Alezar 
Ability to werk in team 
  

vil) Bara-Aar ar oretat aay Fr Brewer 

Ability to meet deadline 
  

vill) sitar 4 ferafAaar six ware oredr 
Regularity and Punctuality in attendance 
  

“dane arr &t waa ale [iF viii] /8) 

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

(aT) arate sarc aT ASA (se wos Fr axshe 30 ofaert steht) 
(C) Assessment of functional competency (weightage to this section would be 30%) 

  

alfe / Grading 

  

i) srrerferie anrel af carer ate erear 

  

Proficiency and accuracy in Stenographic work 

ii) serdafway qeseer 
inter-personal relations 
  

ii) Waray areaer 
Coordination ability 
  

STEEN HMA 

Effective | liaison, tnitiative and tact in dealing with telephone calls & visitor 

iv) Waireeartt weae, i i ile ei lied : 

  

‘argc sata” hr Wa Ate [iF iv] /4) 
Overall Grading on ‘Functional Competency’ [i to iv] /4)     
  

feoqoh: war aft dt as Star & aa A, geet a wete aa a atlwa Apa & ahs ot anerita 

Bra | 

Note: The overall grading will be based on addition of the mean value of e6ach group of indicators in 

proportion to weightage assigned. 

  

   



      

  

  

  

aaied / GENERAL 

STieT-4 

Part 4 : \ 

1. waar 8 HoH (sel Fel AP] Bl) 

Relations wiih the public (wherever applicable) 

(Pra sere HY HE ae Tea HT SarHT Harel a vier SHY Hefsreefrra ax feavh we) 
(please comment on the officer's accessibility to the pute and responsiveness to their needs) 
  

/ 

  

2. aR (acre arferenk at are vendicnenar sie wrreatar at sgret a aearare ofRrerer Hr Ranier wy) 
Training (Please give recommendations for training with a view to future i igpreviag the effectiveness and 
capabilities of the officer) 
  

  

3. tareeq & aie 

State of Health 
  

  

4, Beater (trent Fr wearer ox fom wt) 
integrity (Please comment on the integrity of the officer) 
  

  1 

  

S. Rete feet are ake ant ater a gee qui sik wa qui, sreener so@fewal, agcagel afsral ste Haslet 
Gait a wie wae wig Sues Barer ait a wewetr A ate ar arrqeret (sere 100 erect a) 
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. Roe & srn3 At aes we, w HR aA A aS ache H aren W 10 & tas W aaa aifeadha He 

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

    
  Reore Forget aver sRrary a eEaae 

Signature of the Reporting Officer 

PT / Place: ce eeeeeeeeeoees SC de | 

Name in Block letters 

TSTIGT 5. semana enenwitteanmewassieisaiscrsiesuvieeeliaaadinrnmennmnn 

DeSIGnation: 20.0.0... eects 

FET / Date oeeecsseseccsnee POE Br START se ccsccesseccennseennsetennennees 
During the period of Report: ...0..0.000.000000... 

  

  

  

  

  

 



  

    

  

  

oe
 

HA / INSTRUCTIONS 

afte Reaes aeuient Role wes weet cede @, ae aifteertr a arb Rreneat an apa aed & 
fae aie saa SRa A orl sr agratl & fre mgeaqol orevarlt sueety wtaral @ | Ha: ae Hira 

Feed Poh Fe or oh ae RE FOr ar aie at ash oer eer ge mk wh a a 

fortart freret oer 
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. | 

Rare feet art aftert/ at ag mea wear ote fe sear stew aftert a fear wee, ahh ag 
aaah arcades ore ay gure wa | UE TH Te ded are oar agi e, afew um Peererern ofr S| 

fraie feat aver eer wt, sa _arferarh, reér Rott fel one 8, & ar Perea, Heh sea wa 

cafes ar wiser aoe Rote A fora S eta aét arat wee 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. 

a AG wade tard 8 HR vale ware cae at crelt aise | feaé a anemia a ox gear aot ak A 

st ae at as sf ware sea afterall st eqea: var wer areaT | . 
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. 

Vets Sat aia wo A fear one | hae se wlsay wet dearewa are A oie a | suey sara 

ary Talat Ta HT HGR orang cele F | veel a cael at carerqaay Yor ome sR ug say Raws aay 
are Hite a sue wt wel sar S aeire | AeTE sie Srey arer ar yar Fear sre | 
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. 

Peake feramet arel arid, se sftrentt frac Raid feel al g, a af & ae A ad A gy fee a ae 
wen Sitar | ufe as aiterh RoeNha af & fw aa ce arenaar @, ay sa ate H new war ae 

aeaeet & were ae fae onet | ariveer cet, deftra atrerital era eve so 8 one Hk Bast oma 

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

aera rear aeueet af a yore sea aren gee g sk we RH ag Aaa Herta ene a ve ae 
wa BHA F, He: Ree fered art after wt frais Heres oe Prone ar Aes Hee uree He 

Here SMe H AAR  YUNIEAH HEA sort aev | 
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. 

Weta Aearrraat BT re ware slat uriee fee ag aeateet fer amet ae area & ardieecee, sree, 
caaen se arread Sr ah aereisra areaiaa aes weqa HT | 
Ht 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. 

Ue Aswad, Feared fav ae ae wen w adfeoe & at A Reiciela Hatt an A dia gen 
age 
Assessment should be confined to the appraisee’s performance during the period of report only 

ue see ct ret & fe 1 aer2 sr ag sh He a, (eu ae wh Hear qT sar wT as & fez) 

fay offal & araa ao ay sveaa A vale so S aifier sever ome | seh ver 9 curio & ae a, 

fay av fete areal & wae A aiffer cer are | 1-2 % aS AR 9-10 & Bs fared areal A eel, He: 

Sree Sinies Webet Set SPN. PY Sie ea weer Ff Role fad ad ah asian at 

€ 

  
 



  

  

  

  
(ii) 

are HRrart et sua aehnRal, a sah oieetla art ar @ & A ww ag Gea F qaen A aie weet 
‘ 

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 currently working under them. 

dart wanayacleate a fee atterear sraiet Ar aroren, at & watt &, BeafofBer det we Paw fer 

  

  
       

  

  

  

  

        
  

10. 

SITS : : : 

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

é 

83 10% ae SHE 

Between 8 and 10 Outstanding 3 

63k 8& da IGA HET [ 7 

Between 6 and 8 Very Good cdl 

43in 6 & a@ React 5 
Between 4 and 6 Good 

43 ae - “i 0 
Below 4 

fecquil / NOTE 

wearer 8 Waa ae a aad A freafetea ofa ar weet axa ariew :- 
The following procedure should be followed in filling up the item relating to integrity:- 

aie Het hr aeuesr deg Fw 6, VS sara sn | 
If the officer’s integrity is beyond doubt, it may be so stated. 

aig ag Hee &, AG HT Gre ots fear sre ait eaegan antag A are : 
If there is any doubt of suspicion, the item should be left blank and action taken as under: 

(®) 

(@) 

(u) 

wa sera ae ooh ast a are sie ae Ay atargs A oe | eae A wa ofa arose Roe & are 
aaret aReaar aftreny at ef sat a ome, al ag aera ater fe seqech antaré ef St once @ 1 Set 
aera at venieret ara ar ar feorefy aw fatter ae Hare ae &, feote arte ag alos wt 
yeve fevra at & fae ster a art at cet A cue waa adt noo sea ated & fea ae 

Wan sel, shear eff Feerie et 
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. 

wie, seyedt akarg & oRomreaes wee ax ef ond g, arart Sr seafienenfeta |x et alee HN 
Tea va wate ataeirer foe A ae ch oT | 
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. fe 

af site @ gf et ont &, cea at Pita ae Bu or unite sy ga, aide after at dafta ar 
are | ® 
If the doubts or suspicions are confirmed, the fact should also be recorded and duty communicated to the officer 
concerned. 

ae seach aay & oRonarrass, wee qe vel eta & af a Mt sors GPR atch ¢, afer & ara a 
sorelt arate & ahr cea cre afew HR see are suey (@) aR (mq) oe aenfaiee areas Fr ore eriee 
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. 

(Je Aa Hr HaAT TT G. $1/4/34-a.() AR 21.6.1965) 
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1965). 

  

  
 


