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30 Ufa 
Deputy Secretary 

Ser ar arr 
Name of Officer... 

waite ad/sale ar uladast 
Report for the year/period ending: ................-ceeecereeeeeeee re



qarera/faant 
Ministy/Deparinient Of - 3. 

Form 

ald Wea o wy aed & fee afte years waded 
Annual Performance Appraisal Report of Deputy Secretary of the Central Secretariat Service. 

waifta adisrattr or afaet 
Report tortie year/period 6nding ..2..655. Ge ee ee Z 

dufada aR 
PERSONAL DATA 

OMT - 1 

PART-1 

(qareraamveraiaa & daha parakia aquM SRI w a S few) 
(To be filled by the Administrative Section concerned of the Ministry/Department/Office) 

1, Stary ar aA 
NameoLOlicer == = = = ee ee 

2. SFA St ARS (es/are/ay) (seat #) 
Date of Birth(DD/MM/YYYY) ___........ Felis (IN WOrdS) scence. 

3. ada Stott of cman Praia Bt arta Reais 
Date of continuous appointment Date 
to the present grade of 

4, GGA Ue Ta Fa UN Praled Bt ARK ef 
Present post and date of appointment POS ee 
thereto 

5.08 4 ord 8 aqureeter ot salt (wect 
Ufseror sie OX) ale saa sfteary 4 ofrart 
Tear & ct seer rary S| 
Period of absence from duty (on training 
leave etc.) during the year. If he has under 

gone training, specify.



an - 2 Foret aftr aor aferdant fereat SHAT &, sad ERI A aM & fee. 
PART-2 | To be filled in by the Officer reported upon 

(quer wfateal a a4 ¥ veer seat at ears Be. ct) 
(Please read carefully the instructions before filing the entries) 

1 fed et orate aferca fear 
Brief description of duties 
  

    
2 ort & at measeczaeta amy wad at fore FrefRa ford at, or aod fore Prafita fist met ef sa (GRonayarar or arr 
wor) axel ace sre oer wae ate en eer eB eh ae we (sence Fre oe 
wart & foe ate art ays) 
Please specify targets/objectives/goals (in quantitative or other terms) of work you sét 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) 
  

Measeeeaeag SUCH STAT 
Targets/Objectives/Goals _Achievements 
  

    
  

  

 



  

3, (1) QUaT Ae 2A ware Te catisqevatedat at oifta A vet ohrat or sera Ft secthea wt] ale cael a oifta F as arene 
wel et at g eae] 
(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. 
  

  
  

+ 

(a) Guar sa Fel or ht stra ox fat ort afte socferat wa 3 SK aA ow trem oo oh seers wT 
(B) Please also indicate items in which there have been significantly higher achievements and your contribution 

thereto. 
  

    
  

4, qua sere ox fs aor ydadl Sever af a gue dole alta frat Meaika axka seufq deter af S 
Jed af GB 31 SHaN aw eat wer A as aA ale sat a faaxor asl aN SH ana | sil 
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. 
  

  
  

Date? cite earn ese Signature of officer reported upon 

 



  

HT - 3 
PART-3 

tears afexn a Faker wader aan gaan mftart fea srr & st 1-10 & tart ox eet afer, ae 1 Wat oA 
Soh ar Gar 10 Feaaa AU or secre HAT SI 
Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale of 1-10, where 1 
Be to the lowest grade and 10 to the highest. 

(aren pfaftcat at at & weet feenPeat a ens a ve a) 
(Please read carefully the guidelines before filling the entries) 

(aord Fronas a arated (Fe aT GT TIX 40% eM) 
(A)Assessment of work output (weightage to this Section would be 40%) 
  

Trades GER! Katdctroed INaRt = ataetet wiieearet 
Reporting et ares ortkr2) eb Ha 
Authority Reviewing Authority jnitial of Reviewing 

Refer Para 2 of Part-5) Authority 
  

) Ghai od O URqlaviasa & onan wy arate 
fear tar ore 
Accomplishment of planned work/work allotted as per 

subjects allotted 
  

i) ord -Proes Gt DC 
Quality of output 
  

iii) 

Analytical ability 
  

Ww) atarercees ora @ ufequtan/ faa ae amentera ort 
Accomplishment of exceptional work/ unforeseen 
tasks performed 
  

Pata ore ox aa Pree softer 
Overall Grading on ‘Work Output’ 
  

(ajeafeenra fasraarait Br AeaIoT (Ga NM GT A 30% arm) 
(B)Assessment of personal attributes (weightage to this Section would be 30%) 
  

WMO Haldar wittrant 
Reporting (asf am-5 wr eT 2) 
Authority Reviewing Authority 

Refer Para 2 of Part-5) 

atdenart erent 
E> HTeaX 
Initial ef Reviewing 
Authority 

  

i) ore or attgter 
Attitude to work 
  

ii) RENT ar ater 
Sense of responsibility @ 
  

il) HAMA GT SIRE 
Maintenance of Discipline 
  

iv) SVs eae 
Communication skills 
  

v) Aged WT 
Leadership qualities 
  

vi) Set OY Maa A GR SA St GAA 
Capacity to work in team spirit 
  

vii) FAT MRO GT ATALOT GRA HI TAT 
Capacity to adhere to time-schedule 
  

vill) (eae cated WaT 
Inter-personal relations 
  

ix) wan ofa vd aaleaca 
Overall bearing and personality 
  

caleerre FERTTMSTGR ayer PCTT HUH LO 
Overall Grading on ‘Personal Attributes’            



(Maras UAHA Si YAH (FH AMT GT AX 30% erm) 
(C) Assessment of functional competency (weightage to this Section would be 30%) 
  

ee 
wifey ast arts ar et 2) j 

Reporting Reviewing ae of Reviewing 
Authority Authority (Refer Authority 

Para 2 of Part-5) 
  

i) Ranfatraferd ud arad & era 4 wierd vd saa 
Gal watt dt saa 
Knowledge of Rules/ Regulations/ Procedures in the 
area of function and ability to apply them correctly. 
  

ii) Adee UST GAM SI AAT 
Strategic planning ability 
  

i) ota aa at saat 
Decision making ability 
  

iv) Waraa aya 
Coordination ability 
  v) Harer ar tRa vd foahta ee St aaa 
Ability to motivate and develop subordinates 
  vi) Wet Bert 

Initiative 
  
VORA Vata UX Har TSX HOST 
Overall Grading on ‘Functional Competency’           
  

aT - 4 SAra 
PART-4 GENERAL 

1. saat ds wre anfrerd (ret aft wetse 
Relations with the public (wherever applicable) 
(amar & srasgacat a7 sexataed ud aftant aa afin wx gan feat 1) 
(Please comment on the Officer's accessibility to the public and responsiveness to their needs.) 
  

    
  

2. wRreror 
Training 
(ra afteart & eafeer vd ard asaral 4 alk afte yer FIR gfe oe HI afte S sad wham & fore Feurkeei we!) 
(Please give recommendations for training with a view to further improving the effectiveness and capabilities of the Officer.) 
  

    
 



3. warea & Rafa 
State of health 
  

    
4. Uearrer 

Integrity 
(over sifted & weafresr ox fear 2) 
(Please comment on the integrity of the officer) 
  

    
5. Srades aftiert ant aftent & ava fasrsast @ aedx (err i00 wel 4), fort arred aa ud om ured oa, 
SATE Soeerat, AEM, sRHeNST (awk: wNT-2 wT 3(H) Ue 3(@)) ed ode aut & ula aPagiea efter Vt 
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, Sader & 93 H US H, ae aa aa fer me aN & aR Ke oat remax Vers Tift! 

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

  

      

Plate er 

Dales en ee 

Widder aise & aeanenx 
___ Signature of the Reporting Officer 

ATA AIG HaRy HF: 
Namein: Block lettersss-snaseacn a ee 

UGA: 

Designatlons..23.2 cn ne oe ee 

wiedas ot raft a: 
During the period of Report: oo... ccccssseecsesecseceseeceers 

  

  

 



ST § 

PART-5 

4. gaficttenn atrent a safe fee 
REMARKS OF THE REVIEWING OFFICER: 

Tidcion aftent & sents Yar art 
Length of service under the Reviewing Officer 

  

    
  

2. Fa ay ANT-3 o aIT-4 Ht Peta ors en fafa qi & ade a yfader after gre fed wa yeater S wera 87 ea ag 
aftent a srraru sraferaiaecat senna & dae 4 fed wa grates S eae S? (awk: sae ¢) 27 4(5)) 
(aft are wfater aftrert gre fea quit & fet tenets yeoter 8 wena val F at Goa seen qeatos gu wos os fea a eer an feo 
@ saat we)! 

Do you agree with the assessment made by the reporting officer with respect to the work output and the various 
attributes in Part-3 & Part-4? Do you agree with the assessment of reporting officer in respect of extraordinary 
achievements/significant failures of the officer reported upon? (Ref. Part-3(A)(iv) and Part-4(5)) 
(in case you do not agree with any of the numerical assessments of attributes please record your assessment in thé column provided for you in that 
section and initial your entries). 

al el 
Yes No 

3.amead aa & Rafe a quar gah oo aad, war ag tet ara 2 fra aw Go aacra aT Sg aad 2? 
In case of disagreement, please specify the reasons. |s there anything you wish to modify or add? 

  

      
  

  

  @ 
  

4. Gatco aftent an aera RAR Hoar wareiras aX (erm 100 erat A) forat afteart & wera fastoarsll a ares. 
aa ud or aed aa ud saat Set Gif & vat afteghed enftcr Sr 
Pen Picture by Reviewing Officer. Please comment (in about 100 words) on the overall qualities of the officer 

  
  

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

     



5, Mader & 01-3 & US-s, Us-e gan Ws-w F fer qe aie TER we Hat fener tents Tia 
Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part-3 of the 
Report. 

RlaGe sais 

@ 

  

      

Gufdciart Altra & exaerx 
Signature of the Reviewing Officer 

TA GI HER HF: 
WNamein Block Letters: os. cscssscstees scence 

UeaaTa: 

Designation! :2.icic8 acoustics sonny ee 

ofades abt states 4: 
During the period of Report: ...........ccccecscessesessseeetsvaeee



  
  

PAA Sax & Me Vales wea dade feenresr 
Guidelines regarding filing up of APAR with numerical grading 

  

  

() Chea & een felted weert ak coryde aan wake ara aa ge ae uifeel 
The columns in the APAR should be filled in with due care and attention and after devoting adequate time. 

(i) Te Hen St sit 3 fe 1 Herat 2 & fet affect (Fria orf or fasrearsit a pat frevex Aviraxcr & faEer) a fae 
seats & ant S aera fia 4 vata og @ aif fear soem She set Wax 9 Hear 10 & fort Aoh & dae F fare 
srefeardt & dder F atiferce fear semi Aoi 1-2 srar 9-10 faxct eth & ara: saan ailfercar fae ort Gt sea 7) ciRecas 
sot War od ge uitdes vd Paidcios miteRal a fort aftent a caifako se aids wet || TAA 
ora weahral & ger # oer afeel 

It is expected that any grading of 1 or 2 (against work output or attributes or overall grade) would be adequately 
justified in the pen-picture by way of specific failures and similarly, any grade of 9 or 10 would bo ‘v-tified with 
respect to specific accomplishments. Grades of 1-2 or 9-10 are expected to be rare occurs: 023 ai. ice the 
need to justify them. In awarding a numerical grade the reporting and reviewing authorities should rate the officer 
against a larger population of his/her peers that may be currently working under them. 

(i) eee or 8B saa aw aie “sap” fren orem cen adlexorsale & fare shra orate ot wort at & fire 
wreaie 9 fear sre 
APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 9 for the purpose of 
calculating average scores for empanelment/promotion. 

(iv) CHCA Sr 6 aa 8 S Bar da G Hiar “aga Heer” fern stem aan wae 7 fear se 
APARs graded between 6 and short of 8 will be rated as "Very Good" and will be given a score of 7. 

(v) cde ar 4 car 6 8 Ble & aa wt afer “meer” fran stem aan oreaies 5 fear aren 
APARs graded between 4 and 6 short of 6 will be rated as "Good" and given a score of 5. 

(vi) Corea or 4 @ oF afer “yea” fer sre 
APARs graded below 4 will be given a score of "Zero". 

asda after der Bev fea aif are ede wus od au tn tise ide A eee 
Guidelines regarding the colour scheme to be used by different grades of CSS while filling up their APAR form. 
  

  

(1) eI - GaSe TIGA FU Ca BAK 
Greeny ae JS/SAG Level & above 

(2) treat . Freer 
Yellow - Director 

(3) ersti‘“e 30 afaa 
Blue - Deputy Secretary 

(4) qerat - wax afaa 
Pink - Under Secretary 

(5) athe - ara aan vd wera 
White - Section Officer & Assistant 

 


