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Annual Performance Appraisal Report
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IBEG

Director

HfHHRY BT A

NameioE Oicerie S i i el s e s i s R SO R

It ad/3rafs & gfode
Report for the year/period ending: ..........coovveiciiinnnninnnen. c T



Harera/faam

S B s Taato e RN B e S R G DR SIERE B

e e @ Fews @ R aifs qRIed TR

Annual Performance Appraisal Report of Director of the Central Secretariat Service.

It a/aratt o gfee J
Report for the year/period ending ......... s s S e e e
Faferas &R
PERSONAL DATA
et - 1
PART-1

(et & defta geme swm gR1 W 59 & )

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

1, FUSRY &1 99

Name afOiicen ' 5 . i e e e e .........................................................................

2. 5 & aRa(f/ATE/ad) (et H)
Date of BithOD/MMYYYY)  ........ AR (In words)

...............................................................

3. FAE it # emaR Frgfed ot Rt feid Srofy

Date of continuous appointment ; B | el et Sk RS vt Grade
to the present grade

seerensesensrsrsiisiarsanane

4, THAF IR a1 39 W Fgfea & aka ug ' e
Present post and date of appointment BOSH 5 e e Dateis i e

thereto

5. 78 # B & arquivafa & sraft (ged
gf¥aror anfe W) afe e sftreRY = gf¥eon
foran & oY 3ga faaror |

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



T - 2 mMmgﬁm%@rmé 39D gRT R T & fore
PART-2 To be filled in by the Officer reported upon

(puwan sfafedl & w9 3 v SRl & o § wg )

(Please read carefully the instructions before filing the entrdes)

1,75 W rafe dfra famor

Brief description of duties

2.3 & St meafsgeTa/ea e ad Fw foe frefRa fod &, mmﬁ%vﬁufﬁaﬁﬁnﬁﬁw(aﬁmm/wmmm

mﬁ)aw‘?a%’rmmné grafiyear $ YR o) g0 ﬁ%a&uaﬁrq&%aﬁmﬁawum%%vm
gert & fore arfds s drsmn)

Please specify targets/ob;ectnves/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 achnevement against each target. (Example :
Annual Action Plan for your Division)

Tea/3geva/ey | JyEtEra
Targets/Ob]ectwes/Goals Achievements




3. (3) U 72 2 7 qaw ¢ edl/sgal/at @ mitd & <@ it @ e % sera e | afs awdt & it F B¢ qrem
<& & a1 § gam|

(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.

(&) a3 7 1 8 Soore R o e iftes syttt & € 3R I s dnes o ff oo ax|

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

4, AT 3E o T ar gdad! detlvex af & rge wule aide faaxen FafRa afre srafq devsx af @
- IREd! ¥ B 31 ST e &51 a1 &1 1§ | afe el Y faawon asf e e R & sl

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

a1 & e AR B BRIER

Bate o0 - A Signature of officer reported upon
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PART-3

s ifaRer o Frafkor ufedes @ur gafaor mitery faar smr & 3 1410 & S w 8 afee, 318 1 99 &

3rofY & @@ 10 Joaaw Aoft & IR TR 2|

Numerical grading is to be awarded by reporting and rev;ewmg authority whrch should be on a scale of 1-10, where 1

refers to the lowest grade and 10 to the highest.

(e yfafteat o w= & v Rt o oo @ we )

(Please read carefully the guidelines before filling the entries)

(@yaret freres @ qEaieT (39 9 & WK 40% &)

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

gedes JHtdRT
Reporting
Authority

gATETd STTEmR!
ey w5 1 )7 2)

Reviewing Authority
Refer Para 2 of Part-5)

RIEGIEE TGN
& ISR

initial of Reviewing
Authority

i) QETrdIToTe B @ URUIanasy & HUR W Saied
feam war o

Accomplishment of planned work/work allotted as per
subjects allotted

if) Bd-FeT & i
Quality of output

iii)
Analytical ability

uv)ammaéa%qﬁgohr/%awmf‘mm

Accomplishment of exceptional work/ unforeseen
tasks performed

ot o &R @ frare) siuftesor

‘| Overall Grading on ‘Work Output’

(@)eaferama fadranslt o1 Heaie (39 9 & HR 30% 8rm)

(B)Assessment of personal attributes (weightage to this S

ection would be 30%)

gTade gitraR
Reporting
Authority

AT eTTa TTieemT
(et amrs & 3Ry 2)

Reviewing Authority
Refer Para 2 of Part-5)

GATdena JTaaRT
B IR

Initial of Reviewing
Authority

) o & sfsgha
Attitude to work

ii) Fomert & a1

Sense of responsibility

i) ST B STR&T0T

Maintenance of Discipline

iv) TUYOT &HATE

Communication skills

V) T o1

Leadership qualities

vi) ST B WIaT H PRI R B &

Capacity to work in team spirit

vil) T ATRON BT SR A Bl GHAT

Capacity to adhere to time-schedule

viii) R Gleraia Gaer

Inter-personal relations

ix) Ty Bfg v afaaa
Qverall bearing and personality

AT faRars R #et e Aol

Overall Grading on ‘Personal Attributes’




()rprafcad Famar &1 YT (39 T o YR 30% &)

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

PIGEEGH
Butseanit
Reporting
Authority

(xiest wrrs o dRy 2)
Reviewing
Authority (Refer
Para 2 of Part-5)

AT el JTHSRIgTdeNa SESRT >

BITEI&N

Initial of Reviewing
Authority

vi)ﬁmﬁﬁﬂwfaﬁﬁqwqm%mffm vd 3D
T A i IR

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

if) ITIeE QST &9 & &qar
Strategic planning ability

iif) ool o &t e

Decision making ability

iv) I &l
Coordination ability

V) FURY B IRa va fashga o= o amar

Ability to motivate and develop subordinates

vi) T8t gifaa
Initiative

YOS HEHdT IR el [HedR SoasoT

Overall Grading on ‘Functional Competency'

qrT - 4 A
PART-4 GENERAL

i éwésmwnﬁarﬁ(aﬁ%ﬁm)

Relations with the public (wherever applicable) :
(FFaT B AT 1 SaRa e v At @e finm w g et )

{Please comment on the Officer's accessibility to the public and responsiveness to their needs.)

2. yfdragor

Training

(PTa FfteR & ywifder vd wid emar § 3R afte goR 3R Iz aRa B gie @ 390w & e fewfel ot)

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




3. W o FRufy
State of health

4. FeafeT

Integrity :
(@ st & et o e &)

{Please comment on the integrity of the officer)

5. gfede sftert e’y siftreRT o wav fadvant & axdiR (@maw 100 ol ), forad wmmed &7 vd &0 wmed @,
FETEIROT IUARet, Heeaqot SR (dfew: w2 @1 3(3) v 3(a)) vd gder ot & ufr st et 2
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. yfadeT B U3 WS N, § I | H I M0 9RIE & aR W g Fraes S arifaRor]

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

Rlaee e il

Date: ............ SR e ST S

gicde Ao & gxER
__ Signature of the Reporting Officer
T A6 38R H:
Namein Block Letftersi o i i i
YA H:
Designationine s, .ol sute Janl sase it i e
yltdes & sraityr #:

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




HRr-5
PART-5

1. et e ) sl

REMARKS OF THE REVIEWING OFFICER:

yrfdeie StBRY & sl et et

Length of service under the Reviewing Officer

2. T 519 W13 7 AAT-4 ¥ P ard aa fft qoii & wda § gfe sl g1 Y mr geaie ) wewa §2 7 3
FER B FRTRVT ITeterdi/Aeayol sRIGeas & dae A fdl T qeaied F wera &2 (vl wma(@)(v) @ wm-4(s)
(afE zmy wfedew sfte’ @ o 1ot & st semas wratet A wena =l & oY puar s graies 3 wos & Y m winy A & qun feonsan
B AER IK) | :

Do you agree with the assessment made by the reporting officer with respect to the work output and the various
aftributes 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).

&l el
Yes No
3 e B 1 R g 37 BT AT, g U & 51 319 o e ar e ared #7

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

4, QATdEE ARG TRT 0 aEaIR| PUAT FATATET B (T 100 9l #) ford aftrardY o o fashaansit & wmved
&7 vd o8 wwedf &7 vd Iwa gde ant & ufy sfgfe afver 21

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. JRded & WIT-3 & W3, We-q a1 We-H § fav 1w 9Rie & 3R W gt fenax varerd aiftexor]

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

Report.

Plaeces e

Patesemn i itau i D

YATGATe ATUBRT & JRA1ER
Signature of the Reviewing Officer
T AT &R H:
Name in Blockdiatterst vl GG sralies 2
gaqamH:
Besignations ot ot

gfedes & sraftr #:

During the period of Report: ........c..cocviviiinneiriiieien,



TR AUNTHROT & 912l TUITHR =9 gae feenfrdsr

Guidelines regarding filing up of APAR with numerical grading

(i) vdeaR & Wi Riftaa st stk samgds aar gt wwa 3 ge s aifze)

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

(ii) T e S S 8 o5 1 srerar 2 & Fosshr atfaeon (Ffar ot o faehwanstt a1 gt Foremas Srofraor & wfogen) & fafdre
FRIeTaI & AR F wo T A g v sitfa foar smem sk 30 goR 9 Fraar 10 & it Aot & e § fafre
Jyarfeerat & wdg § itfoeg fear smem Aot 1-2 srerar 9-10 faxer B & s1a: 3w Fitfreg fev sy & s &1 wifers
FoTt ge aRa ge gfaaa vd gAfdere gifteRal o foslt sifter) & asifraiRor 3% s o e & adwe &
FfRa weafiat & gern # s el
It is expected that any grading of 1 or 2 (against work output or attributes or overall grade) would be adequately
justified in the pen-picture by way of specific failures and similarly, any grade of 9 or 10 would be justified with
respect to specific accomplishments. Grades of 1-2 or 9-10 are expected to be rare occurrences and hence the
need to justify them. In awarding a numerical grade the reporting and reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them.

(ili) TesTR P18 F 10 & dra & getexor “Iap foran s qon AteRoiafy & fore st grie B omn a & foe
i 9 fear smem|
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) THTESTR 1 6 7T 8 | BITT & &1 & auiiaRvr “agd T forar smem aur yrais 7 fear smam
APARs graded between 6 and short of 8 will be rated as "Very Good" and will be given a score of 7.

(v) CHIUAR &7 4 471 6 BT $ &g & auifaxor "3 forar siem qar yraies 5 fear s
APARs graded between 4 and 6 short of 6 will be rated as "Good" and given a score of 5.

(vi) THESR &1 4 F TW qiffaxor g ferar s

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

g giuarera Jar & FBa-fig anf gy oo vog =9 gag 31 Qs & ey J feenfden

Guidelines regarding the colour scheme to be used by different grades of CSS while filling up their APAR form.

(1 = - .93 gaie Aol e FuR
Green - JS/SAG Level & above
(2) drem - s
Yellow - Director
(3) e - 30 wfaa
Blue - Deputy Secretary
(4) e - IR
Pink = - Under Secretary
(5) W - AT SR 0 AEa®

White - Section Officer & Assistant



