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Report for the year/period ending .............c..oooiii it e
dofhs azg
Personal Data
1T -1
Part-1

(FaTe/fesmay/Eraea & et g 3ETHEET R $RT S)
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

LR U A TS ERE O SR LIRS
Name of the OffiCer ...

2. | =AY (Re/aAms/ad) ... I . i1 - S,
Date of birth (DD/MM/YYYY) .../ dcee. (INWORAS) ..o

o g T o L e et i i sy e i s e TS
Designation of POSLREI ... ... :.cximiums o isinmsasosisbinsn ssnsmmmsems s § st B oo S,

4. | g U3 ¥ waq Pgfe & ad 1121 | ——
Date of continuous appointment in the s R S Grade ..............
present grade .

5 | 3@ 3Rl & A IR ewH SeF o | ey @ At i o, e dee @
Roreleha aafr & ket weag ¥ Name of Qfﬁcer& Dzite from which attached

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

6. | o & k= oF), uRer senfy o« o &
FROT FYET § el & s

Period of absence from duty on leave,
training, etc. during the year




T 2 - T A
Part 2 SELF APPRAISAL

(33 3RS R 9T JA, mmmmm/
(To be filled in by the Officer reported upon) \

(mmm#mmﬁa#wmémwﬁ)
(Please read carefully the mstructuons before filling the entries)

s TR T o mﬁ/ﬂ*%%whmﬂmmaﬁ
(6feTE g 100 wsel & @A g wifpv)

Brief resume of the work done by you during the year/period from ............. 'to ............
(The resume to be furnished should be limited to 100 words) - o,

1

2. Fuar & wE e, T Fgeaqel seaay suafewar W gt 3 3t snve = e Tl
Please also indicate items in which there have been significantly higher achievements and your
contribution thereto.

3. Fwar St #F Fe & AU 3oE grr few v gt F SRRl AR 3aE wRon, oy @ e,
N HET ¥ Fard]

Please state, briefly, the shortfalls in your input and reasons therefore, if any.

4. U gaW B A qdad wA a¥ T Ew weufy wedr affe el fEa ol
azﬁamaéaqaﬁ%umﬂaaia@awaméaﬁluﬁraﬁ ar gl e
I T A & S | >

Please state whether the annual return on nmmoveab!e 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.

U FPIE08 1 csussdsissomseniens 3 el & gemw fGwdr RO fodr s §
fesier / Date @ ................. Signature of the officer reported upon




T 3 - Aokl
Part 3 - APPRAISAL

1. wﬁq}émmaﬁmﬂfrmzﬁmmm@m#ﬂﬁﬂﬁ ar regAta
fra @ a% § 3R suF Far et §7 "y

Does the Reporting Officer agree with the statement made in part 27 If not, the extent of !
disagreement and reasons thereof. '

2. Rhe foras aret rfReendy GRT e R Y iR Ff 5 Brefo e e i
1-10 YA W gl Wige fSws 1 & aread fesrasr AIfe & 3 10 #r aread soaaa FIt g |

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.

(o wafdar sRey & i fer-fdeit i wegEs 9%)

(Please read carefully the guidelines before filling the entries)

@) “frT aTT FE" F Aediea (56 WU A atolw 40 wiaerT &R

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

. @Ife / Grading

i) s aorEET AR sArawfdE e @ FR

i) Quality of work and level of professional skill

i) 7 3 R T A IR FITST-TA F wareret 7 e v o

ii) Trust worthiness in handling secret and top secret matters and papers

iy SFRY 3rIY T TERE 3T 5H, mmﬁmﬁ#wmmwwm

WWW

iii) Mamtenance of engagement diary and timely submission of necessary papers
for meetings, interviews, etc.

iv) Jrarfees & & T fmar S fersarfea) sirem v w . ]

iv) Accomplishment of exceptional work/ unforeseen tasks performed.

‘T T FE" F THT M (FT (i F iv)/4)
Overall Grading on 'Work Output’ (Total [i to iv] /4)




(@) dafies a0t B speaie (@ WS Fr avehy 30 SRR M)

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

#ife / Grading

) gt g

i) Attitude to work :

i) 9f&, Segear 3N Ager

i) Intelligence, keenness and industry ;

iii)  HRTHeT FATC IQAT
iii) Maintenance of discipline

iv) fa el e aer

iv) Sense of responsibility .

V) HFINUT BT

v) Communication skills

vi) 'ﬁ?({.?-a 3;0"[ ' =

vi) Leadership qualities

vii) 9  FRY e Hr Aegar

vii) Ability to work in team

viii) 3ifcreT TRy ek, ST qur Xt ahr Ao

viii) Ability to meet deadline

“dafchen U T wHT FfE (e [ 9 viiil/8)
Overall Grading on ‘Personal Attributes’ (Total [i to viii] /8)

\

(1) FRCHE SHIAT FT Hediwl (36 @3 ¥ aloig 30 wiawra giam)

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

@if¢ / Grading

i) ST Reeafora, aat & wrige, it favor qur anier s SRR Fe b degar

i) Ability to draft notes, letter minutes, briefs and ability to prepare summary etc.

i) PIRIETI TYSTAT AR Ft T gl
ii) Strategic planning ability

i) IRTYRE JaEr

ii) Inter-personal relations

iv) HFad Qeddar

iv) Coordination ability

V) ST s, Rt AR e Fier der aUT e & /1Y SAaER-ireT

v) Effective liaison, Initiative and tact in dealing with telephone calls & visitor

vi) HNTEY Feranial & fery aur 3w8 W oo i degar”

vi) Ability to motivate and develop subordinates

“FcHS ST B WA P (F (W v THF/6)
Overall Grading on ‘Functional Competency’ (Total [i to iv] /6)

feoof: g At & 8 RS F (T A, gEH F GAS W b AT T F S5 W
Jmenie gl |

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

proportion to weightage assigned.
5




ATAT / GENERAL

H1dT-4

Part 4

1. Soar & €69 (5T FE AR E)
Relations with the public (wherever applicable)
(Far St i HOEN o 95T MR R smaeaEarsi F i sudr Eghiariear ov ol &)
(please comment on the officer's accessibility to the public and responsiveness to their needs)

2. wRwT (Foar FEHT B ol wsmalcaewar AR GeRAdar # se & FRAeR wieror A fawRe &)
Training (Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer)

3. @Ry @ feufa
" State of Health

4. wegfas (el f st w ool #)
Integrity (Please comment on the integrity of the officer)

5. Rui¢ wa am el g wfbwd & gee ot ik ww ol srmurer syafeudl, FEcql s AR FAGIK
oot & ufa W afa 3% wea ot & sy & oRT F1 e (FEE 00 A=t #)

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. Rl & swr-3 & @os &, @ 3 7 & & 7 Ralg F MUR W 10 & 9 W AT WTHT Afe
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-lll of the Report.

R forgsr arer FIEFR & gEann
Signature of the Reporting Officer

A/ PlaCe : woeeeveeieereeanne TATE IERT T FATH ¢ e
Name in Block letters: ..........oocovviiiiiiien

DESIGHANGTY wimsamoshtimad b s Sa s

i@ /Date : ..o R & 3m@ff @
During the period of Report: ......................




721 / INSTRUCTIONS

A et seaiea Rt e Fgeayel avadst §, aF HOwR & F-fraea & aeiEa w6 & R 3R
3 SRER A I B Sl & A Apcaet SAERy sueey aRaTr & | 3@ g st fored R frd o
W ¥ 3R R B S o 3ftend Y o el & ary 5w e A ot A Seeier el oo |

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 f]llmg out the

form with a high sense of responsibility.

Wmaﬁmwmﬂmmm%mmuaf%wwﬁmm% ofF ag o=
ARATIE TS Y UEUe Fh | 9§ UF AiC goat aren fear a8 §, afew v ReraHs T ¢ | R R
e e A, 3@ dfRed, e Rt Sd ol €, % s @eage, e sar ge/safee & s
et R & forger ¥ wara 7T e aiRe

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.

¥ w7 wefaa vae ¥ AR wiE wer 4 ol ot aRe | R @ sreReew dl woar el ak ek

w1 @ N v 3o FENA S wEd: var a9 e |
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.

R FU qolellen &9 A R ae | e 39 ol SiE SEAIeTh P & SR g1 | 3eeH aNar T T
3 Hr I cwars axier 1 weal AR geddl @ cangdE gar s AR 98 3R RS we are sl &
FE W WO G @ T | GEAw N WYROT sy wrar S |

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. )

Ra fwa ot 3fted), 30 H0ed Ged Roe B oel &, & af & gF F a¥ & ¥ e o= o @
e | aft S 3w Roehier af & e 731 9z @Taar 2, O 58 T & T AT UG FANTEE § weY
ag fer sedt | Frl/eesr e, wEfter wehal g ToE v & oW 3R wEst o A )

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

Tafty fosaret Aeaiwa 9§ & @A g aren e § AN 9% B ug Ame wEes ene & vs $Re a9 |ear
g, 3 WWWMWWWWWHWWWWWM%
ATH ¥ JUNIHS HigH 38 aRT |

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. :

YT HeiwAdal & AE TAN g AT B aF draiea R o ae afteedt & srifavaes, smeRon, sgaer
I wored o TN aRRE AR e W

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.,

g FHpdia, Heaida 0 oo arr HOewd & Frifasaes & e & Ao 3l a & @ T dar oo |

Assessment should be confined to the appraisee’s performance during the period of report only

ag 3FAE A1 orch § 1 aur2 & w5 o AR, (Rew e e e T e W 3§ ) Ry s
& ArgA ¥ oA e & 9ol w9 @ RS oz v | sW gwR 9 @ur10 & I #, U aw Ry @t
& gou A MRAcT sgwar Aw | 12 & W3 AR 910 F Iz S A A g e e iR aawer #r
HERTGEHAT § | FifGH A5 BU o & qeav F R Raa ard it g@ien & o 30l B 3o sdeit,
S 3w et @ ST T B s o e i geen F AR e ol |




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.

10. mwﬁmam%a:ﬁmsﬂmwm#mma;mq# fesfaf@a a8t w ReEw & s

For purpose of calculating average scores for empanelmem/ promotion, the following grades will be

considered

3IR10% & Y ./ 9
Between 8 and 10 Outstanding
63 8% & g I ‘ 7
Between 6 and 8 Very Good
4 3R 6 & &= e 5
Between 4 and 6 Good sl
43 0
Below 4 ]

feoqofy / NOTE

TafRE @ Wil AT @ w@ A Feafaf@a afear & grae e aifge -
The following procedure should be followed in filling up the item relating to integrity:-

i) afe e H veafaer weg @ ® W Fam s |
If the officer’s integrity is beyond doubt, it may be so stated.

(i) af F% WE & 7w A weh B3 R g iR Pramar wiag # S
If there is any doubt of suspicion, the item should be left blank and action taken as under:

(F) F I g Roaolt gt Fr aw IR A@ B FRa K Tw | Rowol F ovw i Ao R &
e asaw Al @ o S & v, S 77 YRNT Wow & angadt sl o & oo @ 1 e
woafEr @ v W a1 g Rewoh @ e wen d@wa gt 8, RO wfted ow gfta & &
wror v A & A sRed & 7 # due F vy @ af ar o s el & A o
gar a7g1, S o R 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.

(@ o, seEdt was & Romewes @ @y § o €, Jtwd & weafEwmtEa v aie s
aeeaR vF wRfE Moty R & e

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.

(M X weE i g g ol @, avw o Pfeg W R @@ aitr 3k 518, wET wfed @ g &

& S |
If the doubts or suspicions are confirmed, the fact should also be recorded and duty communicated

to the officer concerned.
() o epadt sRa & oRumAwEsy, @eE g A od § IR 7 & IR ofy gl g, AR & rer A
3Tl 3y & dRet dmn S w3 WS A 39w (@) R () W aufaféy whars & el o

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.

(F[¢ HATT HT FAA AGH H. 51/4/84-F1(F) R 21.6.1965)
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1965)
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