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eh a nh ee Ee ee aan ane el ar Bare ad/srafey sy Peake 

Report for the year/period ..............ccccscccescncsconccscnanaeeascesaveteeseneeeeceesesseenn tga ssa cee eseasers 

ain avy 
Personal Data 

HTT — 1 

- Part~1 

_ (arena /Rrararerratert o aah wemeietes HPT AAT FAT Trew B) 
(To be filled by the Administrative Section concerned of the saline niccaaiaia 

  

IIT AT FET ives scsnccscerssacevtannnsactvsnsitetncianeveimontdsted jlecommonlidtagentToanensecuckencnes ce 

Name of the officer .......... sos GT gid the wn bs whith ning Liana instance 2 gg 

  

Corres eer sereen ree teresr sss oeeseserseseres roses 

POOH O LTH ETT POO TET FORE EH ERE OEE PDECOT ES ERE EIOO 
  

DO@SIGNMUGN OF GSU NCIS i oinsieisns ors redesr crn crssoveriaes sas coxveneexonve rence vengmenions sie 
  

4. | qar aitrnndt aepatad siict/steronict aT ' 9 cenersrzsurcqamnng seovmsmaioes cornmeal 
_| Whether the officer belongs to Scheduled Caste / Scheduled Tribe? . 
  

5. | actaret ts a Bere Feraien arte ARAMA ee YE rcsesneesnee 
Date of continuous appointment in the | Date .............c.ec08 * T GrBOG isccsnnscnannsecdionitios 

| present grade ; , oa SF     

| 6. [ad & ahr gedl, wfteror genie &   BRT Say S Heater Hr Ha 
Period of absence from duty on         leave, training, etc. during the year 

   



  

ST -2 - FA HAT 
Part- 2— SELF APPRAISAL 

(To be filled in by the Officer reported upon) 

| (PUA MARAT set S oer seal at Caverocen us ch) 
(Please read carefully the instructions before filling the entries) 

1. Welereeat any aera ferercer 

  

  
  

__Brief description of duties 

rn :- pertenreners aren Oh THAR oF ahret a1Ge Ener Rene sre wry an AGS AN-Feet 

(FRAT Set ATS A- Fler 100 eget S Berey a Mt) 

Brief resume of the work done by you during the year/period from ......5.......5..66 LO ee. 

(The resume to be furnished should be limited to 100 words) 
  

    

  Fare / Place :- 

fete / Date :- : 

aiftremrty, Foreehy Prove fora srreit B, aay ETAT 
Signature of the officer reported upon 

  

  

  

 



  

set 3 — Reale foraet aret aftr ER yeaa 
Part 3—- ASSESSMENT BY THE REPORTING OFFICER 

(prer wfateat area & rea Reen- Ase at careragien Us a 
(Please read carefully the guidelines before filling the entries) 

1. aT Vedas qUrAaerwen a fare aiftren Hisar Sy sett aie at fr 1S 10 aren a dared ay ele enide frat 

1 on arene freer AS S HK 10 aT ars Sea Bs AF | 
Numerical grading is to be awarded for each of the attributes 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. 

(&) wnret forqareat aT aeaaer (SA WS Hr ATaile 40% ehh) 
(A) Assessment of work output (weightage to this Section would be 40%) 

  

Rete foray art | water afte err aeniter | | wafer 
Seiten aren Ferar fats (afer Hera 2S Rae ae) aefenreh arr 

arr ay ®) HTTATT 
Grades by Revised Grades by ~ Initial of 

Reporting authority Reviewing Authority (if Reviewing 
doesn't agree with col.2) | Authority 

3 4   
2 

  

1 
i) Worenag ardisrafea favat % steqent srrafea 

ares HT WNT BAT 
i) | Accomplishment of planned work/work 

allotted as per subjects allotted 
it) ard Rr yore 
ii) Quality of work 

  

  

Wi) Cavey FF Westover (ariet She afeyeen) 
iii) __ Proficiency in typing (speed and accuracy) 
  

iv) ard a uedtoren, area: fauifta eoreedt st 
art separ ar Tara 

iv) Proficiency in work, namely maintenance of 
prescribed registers and charts etc. 
    ‘are Ferqareet Ox ara BSe aa [I B ivy/4         
  

    
Overall Grading on ‘Work Output’ (Total [i to iv] /4) 

  
 



  

(@) Sates qorraetwanr a aoa (Se WE Ar athe 30% Bre) 
(B) Assessment of personal attributes (weightage to this section would be 30%) 
  

  

  

  

  

  

  

  

  

  

            

    

rare fore art | Batrenr afGendt ara wenhtar ware 

after area | wee aar2caera | aitertiar 
rar as oer &) warez 

Grades by Revised Grades by Initial of 
Reporting authority Reviewing Authority (if Reviewing 

doesn’t agree with col.2) Authority 
4 2 3 4 

i) ad a ofa aitraier 
i) __ Attitude to work 

i) SaeRaAqea Hr sraayr 
ii) _ Sense of responsibility 

iii) SteqQIAet Were Tae 
iii) _ Maintenance of discipline _ 

iv) ewer epterer 
iv) _ Communication skills 

v)  faerereorrearen drpaar 
v) __ Analytical ability 

w) Gata aah apr 
vi) Ability to work inteam 
Vil) Bata-arat ar Urea ae Hy ALAA 
vil) Ability to meet deadline 

vill) 3ieéaferen Baier 
viii) Inter personal relations 

Safes soreaerranst HY Bare Bsa 
Overall Grading on ‘Personal Attributes’ 

_(Total [i to viil] /8) 

(a1) enraiearen atareT aT eater (SH WS Hr arsire 30% ee 
(C) Assessment of functional competency (weightage to this section would be 30%) 

Frave forest arr | aafran aiftrerdt aver defer eater 

aftrent get een | as ae aap 2a ae | aiftrent ar 
ren as ae 8) STRAT 

Grades by Revised Grades by - Initial of 
Reporting Reviewing Authority (if Reviewing 
authority . doesn't ares with col.2) Authority 

2 ‘ 
  

  

4 

anTa-anrst & ats a feraatfaferaay cefeat ar 

wire site Sart BA ates S aL ae AY SET 
Knowledge of Rules/Regulations/ Procedures 
in the area of function and ability to apply 
them correctly 
  

ii) 

ii) 
ware ey STAT 
Coordination ability   

iii) 

iii) 
Tet 

Initiative 
  

iv) 

iv) 

WALT OT ar aay A eoTaT 
Proficiency in working on computer 
    RTA ATA OL Hara DAT (Bret [i B iv] /4) 
Overall Grading on ‘Functional Competency’ 
{Total fi to iv] /4)           fequott : Barr Der, rela # ag aealie & Segara a eeheenl ah ueen wayp oh area ara Oh ahr ox smite ett ! 

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

weightage assigned. 

  

  

  
 



  

  

arama /GENERAL 

Part -4 | 
1. Sere ee SH GS PL). CET eT ety cea A ae ase eT a we 

seeNeraeer ox fequeit & ) ' : 
Relations with the public (wherever applicable) 

_ (please comment.on the officer's accessibility to the public and responsiveness to their needs) 
  

    
  

i Gam quar ste arora sik ord Gerd See ae be wawe cle Soa A em 
- Training {Please give recommendations for training with a view to future j improving ‘the ines and 

  

capabilities of the officer) , - eee ees 

  

3. Fae aa 
State of Health 
  

  

    Integrity (Please comment on the integrity of the officer)     

5. arareTSHt atte aera arate, saa suerfetrat, aera Rema er erate wet oS ag A ahs 

aeftrenrdt as weaver soit ox Poche: Fremet aay aifenrdy eer eree, FF. (ATITAT 100 grata 
Pen. Picture by Reporting Officer (in about 100 words) on the. overall qualities. of the officer a area of 

strengths and lesser strength, extraordinary achievements, significant failures: and attitude towards weaker 

sections. 
  

      

  
6. Prove a strat H ws a, w ste 7H Sy 1S ASE H Mee OT Bara aiferen Bisa 

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

      

_— , FROTE Fererey ater aa ar BeLTAT 
Signature of the oe Reporting Officer 

FATT | PLACE: oes teeee creer aa Ae HART FH: .... sagiteeapaypree 

POEM / Date oe eeeceeeteereeeenee Name in Block letters: 0.0.0... ccc cecseegenes 
GONG © cxsinsann ssonasawe vad vccnnnvsuses sxsendtevesetor 

Designation: . 

Pate fy arafe oy ahat 
During the period of Report: .. eid & 

   



  

  

SiTeT — & Bahn aftenet SRT Haylee 
Part - § REMARKS OF THE REVIEWING OFFICER 

  

+: Hatten aftent a aga Sareea 

Length of service under the Reviewing Officer 
      

2. mr arr ae Phau atte aeT-3 tr srrar-g ot ABET apoHRreraant as eater at AeeE wet erat aims er Fre 
Te ae eateTeT S are G 7 (Bea : aver 3 He sary 4 (5) (MAS ater ort Aeereenait a Pere ot ariferen aeparenet B aestA 

ae E at SH Gs Ft sree fore few are Heraqar A HoT aoa Sat HL HR aaah Waa oe acer STETAAT aT ) 
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 initia! 

your entries). 
  

      
3. werperier chy Feerier A enreor were | ape Ger ares F fora ara Tener Neer HVAT sheet aed E 7 

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

      
4, WSIS or. aed & and ferqarest an aeqaienet ara aH Peake feet are aired hy arPrqie.. 

The attitude of the Reporting Officer in assessing the performance of SC/ST officer. : 
  

      
5. SA REET eH P| A 100 HTH) eT RAN TH AT Tw A TA eo 

afereia Biker aftenrt & sare soit ot fequutt at | 
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. RoE a arer-3 A Bis ss, Vea HT Usa a M1 aS ATONE oh INU OL Tara aHiferen VST 

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

  

      

the Report. 

SATA SPUHTLT HT GATTTAT 

Signature of the Reviewing Officer 

FMA f PLACE: sees cscs sterecseeeees ara AS HEAT FH: ccopeentieres 

PPT DMD feiss) ike decsetestvesines . Name in Block iow: scsi icmceamesametn cassette . 

oo re 
Designation sci: Sessscssnansommaesnssemasinentis 

FONE Sr SHA BF ANTE sree 

During the period of Report: .... 

   



  

  10. 

10. 

Hee 

INSTRUCTIONS 

atte frees ara Role wa Hecaql axandat &, ae srftrndt a art-feaea ar apart ara & few si sa 

aaftat a at a ater a fore aecagl seer Soerey ara & | ater: ae atftrenne forarehr Rare erat or eer B, Rote 
Feremet arer aiftrennet athe after arherenrgt ay ast Steady oh rer Sa Ta aT seeey ar Feared Rent aise 
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. 

Peoke Ferarct act arfRrenrét wy ae aa Bee Unie fs sere Sewer arene an Rene ater &, ane ae araett areaferen 
BACH Rt pees HA | UE Vey Fe Gort are Oftwan at &, sews way Remrareaey witrar & | ave feraret aver arferertt ak 

water aiftrenrdt ar, Sa aiden, fray Rave feral one &, a ord frecraet, afaik sera aaa cafes a afta aoe 
Rote A forest B sara et aA UTART | 
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, 

SS Pe LENSE SAREE SE EA TS Ry SCL TO a 

Ware see HRA a LIE; Ta Ter SLT | 
The items should be filled with due care and attention and after devoting adequate time. Any attempt to fill the report 

~ ina casual or superficial manner will be easily discernible to the higher authorities. 

aie arattan sftremret Ser areal BANC & Pr Peare fered are ered A sheet aratrch sie tara & fae & Rate fore att at 

Ue HT-iv FT SEE ET Pee Ee ee 
wiege antaft | 
If the Reviewing Officer is satisfied that the Reporting Officer had made the report without: dye 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, 

cake SRR colaraenn weed Rey sme | Oars 38 oleae aet afies der Sse S| seems weer ne gee see 

SrehareT oraTg GeiTeM K | ermET se eel emt eerie or rrr IHC IE SA Ras ayer are setae bs Ue et eI Sat A 

eee | Bee she Brengoy grey er water Pra ST | 
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. Unambiguous and simple language may be used. 

Prove feraaet arer artrenrdy, ser aeitrendt rach Rate rah srt &, ar adh as ow at ant a gy Poe seat ares SET Aiton | ale 
ang aftr Roteiiter af a fore aa ve aeenear &, a ge ATE & UT aT Og Hea aT Ta Plow GTA | 

CITA Stell, Seer goat aT Soe BI A aay He Hay Sey AAT | 
The Reporting Officer shall, in the beginning of the year, 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/ kargets set 
should clearly be known and understood by the both the officers concerned. 

wate Frscea aeurenet ad a Bene eet ater eae & St we Pe ag aera sarees Rare a wy GING Ta Hee &, 3c: 

PRE Heremet eet Be ARrenreY at ererater areereTeT Oy Fetwarece ar aeaTNeT aM URE ST Bere SEAS Oh ATCT S BUNT AH 
HEA SOTA MKT | 
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. 

Weds apaiaernal a ae care een unite Rr ae zeit Pee ome are afte oh alee, HreeUT, cae ate 
Moree Ay oh area area SEAT Wea BY | 
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. 

UE eure, Ararat Ree STA area Hare a ariirectest a ay H Ratchelter stake aren & Sita ele Ve | 
Assessment should be confined to the appraisee’s performance during the period of report only 

we Ota & po ug Hea aaa et aad & 1 Peet of oe A aaa a Yay Waa-Was UW GEM Tea & | Seat AU BI 

apraiener & Shore HAH A TAT Se URE she gat ox SUPA STB areh A oreft aT 
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. 
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Th: 

11: 

Hiferes Disord Bret wares wa es Tae aenfereer 
' Guidelines regarding filling up of APAR with numerical grading 

(i) eater ere foregaeces ayeyerianen RINE at Hey HapTeaT Ceret Be aH rah Bae Save aT art TART | 
The columns in the APAR should be filled with due care and attention and after devoting adequate time. 

(il) ae saratte Hr arch & Re 1 atte 2 Br arg aft Aor a, (eww are amet sere yUT Hea Hara Ds & fore) fade wirat F 

ayaa BURT HR A Targa FoF steps Sea Se | Se WaT 9 ae 10 & de a, Roe are ihe areata ay 

A aif Seren sre | 1-2 & ds aT 9-10 & de Ret Aral A eid, Her: Serer Hea aeares Hy areepeene & 1 
Sifter dts Few orret ae Seer F Feve Fereaet aret ae Baten eet arel atiRrenndet at geet warenfeal, at See aerate are 

wT WE, Hy wen aS ae AM Aaren Fi Disa Heh alee | 
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 necd 
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, — 

(ii) 8 atk 10 & ara ds aett afte ard frames apie Rot ar RAIS Aa A SI eT A 
MAN ee Rey HIST TH Hr Tova BVT B TVET S 9 BAN Lay STAT |. 
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) GB Saft aie 8 Ura ey ere alas ore rear aeeT UNE BH “MET STON ar Sree ate 7 BA Fear 

Tea | 

APARs graded between 6 and short of 8 will be rated as ‘very good’ and will be given a score of 7, 

(v) 4 Sarites str 6 B amar dy arch arises ened ference aeratened Peeks at ‘argon’ ara srr ate 5 Bee a STAT | 
APARs graded between 4 and 6 short of 6 will be rated as ‘good’ and given a score of 5. 

(vi) 4B amar te arch anittes anres Prereer aeperioner ReCnE art epee HAT Fre STAT | 
APARs graded below 4 will be given a score of zero. 

fecgeh_ 7 NOTE 
Meaierer V ware ae ar seer A areata wire ear oer TET MART :- 
The following procedure should be followed in filling up the item relating to er - 

(i) 
(i) 
(ii) 
(il) 

ae aeitend Sr aeaictear see S aS, CH Tarn BT | 
If the officer's integrity is beyond doubt, it may be so stated. 

ale ahs Hee &, He wr ret ols Ren are she fsaepAR stars A Te : 
If there is any doubt of suspicion, the item should be left blank and action taken as under: 

(eh) wen areraT aR Pech got Hr sare aie are By enters ay sre | crofy er wen afer aihoette Fea a rer ararey aware artery 

(a) 

(@) 

(b) 

(™) 
(c) 

(3) 

(d) 

wey at Sat At sare, tt aE Aerie etary Pe Heeger ears ether Me arch Kt seed eevee entre ae UT aA ecaeh at 

ferttrere arent ware are &, Rake sftremrgt ae afta ar ee Yere fora azar as fore sired a ones at cent st ula Bas 

HAGE Or er Sere Seren Bs RVreres Bs Yow are", Stat oft FEU 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 jpeemen or. that he has heard 
nothing against the officer, as the case may be. 

aR, sequel anterg a ofrorareaey aE ax a ae &, fer eae ane a tee A AGE we AL 
aireetrs Reale vt ae ay aT | 
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. 

afer tae A Ge et ouch &, ae azar sh Adee ane ee aed cide ste SaqEh, Telftter arent at alee an at SAT | 
If the doubts or suspicions are confirmed, the fact should also be recorded and duty ‘communicated to the officer 
concerned. 

aie arequeit artens & aReranearen, ade ay ae Ba E athe a Ei or GE eK, Sifted a srrercos at arreht staf a 
aha Sar Stet Mige se sees are Soy (M) A (1) HR aeMietige antag A Srey eRe | 
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. 

(3G HATTA BT rater Be F. 51/4/84-EAT.(*) Rates 21.6.1965) 
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1965). 

   


