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Annual Performance Appraisal Report of Upper Division Clerk and Lower Dlwslon Clerk of the
Central Secretariat Clerical Services
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Report for the Year/Period .............ccivviieiiiiiniininieieniiienetiareiesienrireeesrnriesterensresrssmseos
daform avg
Personal Data
AT -1
- Part~1

(e fsm/aaiEy & St s 3T g R e )
(To be filled by the Administrative Section concemed of the anstry/Department/Ofﬁce)

HIUBTR BT ATH .o ervirsarnenisivensasesmmsisisiosie peansamsurbsiepas i ussasasreneins ko -

Name of the officer .......... os 4wostey TP ST P . A P

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

---------------------------------------------

Designation of postheld ......................... T —— T

4. | gar SR TR snfarsentey & % . ORI R——.
__| Whether the officer belongs to Scheduled Caste / Scheduled Tribe? .

S |wdrmdsdaaq My draie | RaEd e, 3 o
Date of continuous appointmentinthe | Date .............ccccvee (0 [ S S
| present grade ‘ _ : _ :

| 6. | a¥ & et ged, wReT sl &

RTS8 & reTaTey B vy

Period of absence from duty on

leave, training, etc. duringthe year .| -




HTT-2 - ¥ HFATehet
Part- 2 - SELF APPRAISAL

(8 Oy gRY 7137 S, FoRrehy Ravé el seh §)
(To be filled in by the Officer reported upon)
(o wRARAl IR | uEe IEgeet A CAegdE us o)

(Please read carefully the instructions before filling the entries)

1. aqar o dfEge faager

__Brief description of duties
- S s  pree— e 3 qi/3rafl & ERie 3maes gRY s e e o witae aR-gee
(far S aTe BR- P 100 @t F A7 7 Q)
Brief resume of the work done by you during the year/period from .................. ... to .o

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

AT / Place :-
=i / Date :-

FfREdY, Formehy fave foral sieh &, o g
Signature of the officer reported upon




s 3 - Rale forerey aret e dy gRy i
Part 3 - ASSESSMENT BY THE REPORTING OFFICER

(uan ufafRal e & ued RR-fAdRit o voregds ue )

(Please read carefully the guidelines before filling the entries)

1 gRTUS JUI/RAAAT & e iftee e & s arive 5 B 1 ¥ 10 a6 & e W e Tt e
1 1 ATead TRAAAH A3 A IR 10 B Aqud SqEaA WAL |

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.

(@) T FANUIEH & FegideT (39 WS &Y AT 40% arh)
(A) Assessment of work output (weightage to this Section would be 40%)

R fem g | wolten st g aeifer | welvem
ey FRT R | (X e 2 @ weAd A 3R o

T (3] ITanR
Grades by Revised Grades by ~ Initial of
Reporting authority Reviewing Authority (if Reviewing
doesn’t agree with col.2) Authority
3 4

2

1
) - droenae w/ITERa Reat ¥ e rdra
I Y QT A
i)  Accomplishment of planned work/work
aliotted as per subjects allotted

iy o &y o
i)  Quality of work

i) ey 3F weorar (1R AR aftgEem
iii) __Proficiency in typing (speed and accuracy)

iv) o 3 udoren, A i Rt iR
wvet g a v

iv)  Proficiency in work, namely maintenance of
prescribed registers and charts efc.

‘e Twure X wRg A @ | F iv)4

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




(@) ¥aTres TOT/AAAVAT T FFEPA (SH TS A GE 30% wef)
(B) Assessment of personal attributes (weightage to this section would be 30%)

fRoré e arer | wereT ey gy wWenfta wHe
e g R | ¥ (9 waew 2 @ weRa F &
oz ' ¥ FHTaTER
Grades by Revised Grades by Initial of
Reporting authority Reviewing Authority (if Reviewing
; doesn’t agree with col.2) Authority
1 2 3 4
) o & e i
i) Attitude to work
i) AR P g
iiy _Sense of responsibility
i) TR TATT 7@
i) __Maintenance of discipline
iv) o Hhers
iv) _Communication skills
v) Rr@worass e
v) _Analytical ability
vi) R A FA A i Qe
vi) _ Ability to work in team
vil)  EHG-EAT &7 UTereT g Y Qe
vii) _Ability to meet deadline
vill) Jiadiafes dEY-
viii) Inter personal relations
Yfewes spor/fAdwenait Ay worwr AfEar
Overall Grading on 'Personal Attributes’
(Total [i to viil] /8)
(1) T ST & HediA (§H WS A avshE 30% B
(C) Assessment of functional competency (weightage to this section would be 30%)
Roé foree arer | wetram el grr welfta wahverr
AR | @R IR EEHEa | S A
AT : asd HRER
Grades by Revised Grades by - Initial of
Reporting Reviewing Authority (if Reviewing
authority . doesn't agree with col.2) Authority
1 2 3 4

AT B 8 3 e ey e

e AR s W a0 & A ae A anmEar

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

i) WU A

i)  Coordination ability

i) qFer

li) __Initiative

V) THIYEY W R aRe F weorr
iv) Proficiency in working on computer

DI AT O T AFar (P [1 A iv] /4)
Overall Grading on ‘Functional Competency’
otal [i to iv] /4)

fquoh : gAY AT, ﬁu&ﬂaﬁnﬁa@;&m#a&aﬂﬁmwmmmmmwmm !
The overall grading will be based on addition of the mean value of each group of indicators in proportion to

Note:

weightage assigned.




WAET | GENERAL
HM -4 ‘ e
Part-4 '
1. mtma@@mﬁm@mmﬁaﬁwﬂmwﬁnﬁmﬂkmﬁa@%uﬁ
SaeRanday W feaquohr &) :

Relations with the public (wherever applicabie)
_ {please comment on the officer's accessibility to the public and responsiveness to their needs)

2. T e S el 3R T e 3 AR ey e SR e A oovrer o e Rer &)
~ Training {Please give recommendations for training with a view to future i lmprovmg the eﬂ’ectaveness and
capabilities of the officer) A : s g

3. TRy Ay

State of Health

Integrity (Please comment on the integrity of the officer)

5w AR FHER R, rTUROT sUmiRat, mqﬁmmsﬁmmrwﬁaru%masmm

mwmmwmmmmWWmmmmm .

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of tﬁe officer mcludmg area of
strengths and lesser strength,  extraordinary - achievements, - significant failures: and attitude towards weaker
sections. .

6. RaYE & arr- 3w @, o 3N I 3 &Y v avehE & INUR W wer R Afder |
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-lil of the Report.

2 , Raé forersY arer HFYFRY A7 FHEAER
Signature of the R Reporting Officer
YA/ PIACE: ...veecvv v sn e ATH AT AR ;.. NSR——
PN 1 DS Lo v sopsmans sossgmmnins inn. ~ Name in Block letters: ............................«
TG & costionns somewsmns nis cssmpwesnsss supsedssmssdion
DEBIGNAUON, wxs vvensmmsass son sssmmmmsitanesioafanss i
fratt &y 3 2w

During the period of Report: ..........
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ST — & T R gRY Jegfwar
Part - § REMARKS OF THE REVIEWING OFFICER

+: mmakasam

Length of service under the Reviewing Officer

2. g 3 v rEIER 3 -3 T ser-4 3 e /ROt 35 e 3 R v e iy @ P

T S § TR & 7 (e : #T 3 IR 3T 4 (5)) (@R 3w oit/Rrvait & Rl ofr iR axFiEt § e
et § a3 wis 3 3o e Rw 1w weeny # s apEie Zsf ¢ 3R Ho rRfREr o e IR a )
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 initial
your entries).

3. 3o & Tl 3 ot sad | g e 3o § TRt 3T Jeiue acer e e Trea § 2

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

4, T3, 3T & F TANUTEH P A e 3 RO e arer ity fY gy
The attitude of the Reporting Officer in assessing the performance of SC/ST officer

5. mmamamml(mwmoommagmmmﬂammmmﬁasmsmmmﬁtw%

g wfte SRy & Far apoit ot fequofy #°% |
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. RE & Her-3 & Ty -, Te-W HR W-97 & & 778 AT & INUR W FAw JHiftwn Afar
Overall numerical grading on the basis of weightage given in Section- A, Section- B and Section- C in Part- 3 of

the Repont.
wehe 3T o wweaR
Signature of the Reviewing Ofﬁcer
HUA/PIACE: ....ovvvveecivvirreniivennnes AT AN et A .
RAs/Date:.......cccooveerecieninnn ' Name in Block letters: ............................. »
' TEATH  oveeveeereseesecennessae e cennes eneanens
Deglgnation: . Sessesmmmimmessmmsmimis
RUE R FARAFAT: .o,

During the period of Report: ...
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10.

10.

FHegerr

INSTRUCTIONS

arfes e Aeaiea Naé v Ageaqel g &, 3z sl & srt-fasaea o spaies w & R ik sws
FRET 3 I Y TR ¥ T ApEIqEt IR STy awar ¥ | 3 aF Ay R Rad R S &, Rard
ey arey 3y 3wl riterdy Y @t ol & |y 30 St & 1 Y oredtardy Preredy o |

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,

Roé rarst at SRy Y T AR IR TR P ST 3207 Y oy Rrepr o ¥, et ap A arReaRm
[ACH B TEE T | 98 U IR gon arely uftsar ad ¥, 9T v Rerarens uitear § | RO e arer 3iferd 3k
wehen el o, sw Hwd, RDredy Ravé el sneh &, & ot s, SR siya sa caftea & wr o
R 3 e & wwrg At oo e |

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,

A 7 TR a ¥ 3R wate waa g sl seh e Imwmmmmmmammmmm

IR 30U AR A Fed; uar g S |
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.

I wehen R 5 arae Haue & Br RO fores arey 3t A 3R wraur 3R uae & Ren @ Ravé R @ g ar
IE FA-iv & AT 2 A W aRe Y ol FEVEEN | WER & gie B R Frew o 3 & e de 3
wRyg wh |

If the Reviewing Officer is satisfied that the Reporting Officer had made the report thhout due 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.

WA 3R I0TIAAS €9 3 T e | dvae 39 ovEa Ste AR AT & oiel @) | SUSaY SRarr T JUE SAE) A
mﬁmmﬁmﬁmhmemmmmgmmmuFWMWWM$mwaamﬂ
T | GRUSE A /IUROT Sy 1w R S |

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.

R Rrwet aret 3, 3@ Sfrendy Fvedy Raré fvaly et &, a0 o & oo 3 o 3% Y e ot ardy we o | afy
oré 3t Roeider af & v 7 o wee g, mwmtmmwm$mmmm|
W /me 2y, Faflre bRt g Foe ¥ @ 9 3R aee IW alRe |

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers wﬂl 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/ targets set
should clearly be known and understood by the both the officers concerned.

Tufy Avaree FFmeet ad F waw e arer e ¥ 3R IE B O% Ae SRS Re a1 e SRS a7 Ao §, 3
R vt a1l w0t Fovafaver SimeraTel O PYSarees a5 Ao e it 3N Ao geae; & AT A JURen
WEH 351 IR |

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 ctc.

TR FEITEr T aF TAT Qe G 5 a% Aeaied AR o ard ST & sfasaes, MO, TR At

HOTEd A HY JUTHNT AR TR R o |
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.

IF Heud, Hpdind T ST are 3ferd & R & o # Rl 3af g & S @ oo |
Assessment should be confined to the appraisee’s performance during the period of report only

v Y& & 3O ug A AR-aYF @ o € | B o a2 i a9 o {ER GRG0 W 9EH ST ¢ | 5 audt
FEEP ¥ R ARRAYD 3 TE S aie 3R 5 ¥ sugee wv S Raueh £ s o |

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.

8
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Fifomes AfEeT &5 ATy TUNUINT WA S wad Renfady

" Guidelines regarding filling up of APAR with numerical grading

i) mmmm#wmm@mmmmmmmu
The columns in the APAR should be filled with due care and attention and after devoting adequate time.
@iy I% sHElE B el & B6 1 3R 2 f d oy Afor o, (Rew are et v JuT IRrEn WA A & ) RIS Bt &
AER A TRT I # vRige w0 A 3R s I | 5 wwR 9 aw 10 & ¥ w, Rew e R wrat & way
# 3w sewrn v | 1-2 & 3 3R 9-10 & A5 RRA AR A ¥, I T MR g B I
i A% BT W & TUu F RUE oras et 30T when ane arey ey o 3o wnsfenft, Sy se sieta vl
o XX &, ) v 98 Fa A Joen F Aer veh o )
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 the reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them, -

(i) 8 3R 10 & fru Iz wh affw e Fuuew AFEs Rod o mwmmmmﬁem‘w
IR/ & AT HER B Iro@ar R F 30T W 9 {ER Ry sew |- '
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) sammsammmmmmq@mmtwwmmmmrmm
Sween |
APARs graded between 6 and short of 8 will be rated as ‘very good’ and will be given a score of 7.

(v) 433 IR 6 W o I areh e Rt ot s RO @ ‘3T AT S 3R 5 FR R s |
APARs graded between 4 and 6 short of 6 will be rated as ‘good’ and given a score of 5.

(vi) 4ammmmmmwmm@awmms
APARs graded below 4 will be given a score of zero.

foguh £ NOTE
weataer & WA g o $et 3 s ulear o oveet e arfe -
The following procedure should be followed in filling up the item relating to integrity -

i
@
(i)
(if)

e 3y Fr weaforer wide F o &, W warr A |
If the officer’s integrity is beyond doubt, it may be so stated.

o ok Ww &, A o) wreh oY R sime R PerRaR st & S
If there is any doubt of suspicion, the item should be left blank and action taken as under:

() v 37T g Reeaol g3 B Sme IR arg B wiend B s | Rogoh B v oy Ay o & @y s aReaw 2t

(a)

@

(b)

m
(©

=)

(@

o ot A &1 e, S A% GRATNA wen s iegaclt aiard oy Y Siveh & | S SR ) wenitve ST A I ool ay
e o v A &, R st ax gfta wt R grae v e & e el & o o a3 o v
FEF o1 2 3w Y & RRywron e o o, S of Ry o ¢

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 waiched 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.

IR, 3rgach aniar$ & oRUERERY W3E 57 O I §, mammwmwmmwm
aweirg R % ot & S

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.

ofy wiw A i o el &, a5 ava - Ry o Re a% oifte 3R 598, Fdfte 3iftad) o dgfta o &y ame |

If the doubts or suspicions are confirmed, the fact should also be recorded and duty communicated to the officer
concerned.

IRy iegaet wiar & qRemRe, aa{:agaé!ma?maﬁmgﬁmt Fd & meRor o Iered vl &
ahre & S arive AR 38w 39w (@) 3R 0 | Fafaie s & e el

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.

(3% FATTY P PIETHL YA . 51/4/84-F1.(%) Rt 21.6.1965)
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1965).




