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Ministry/Department Of... ..0..0c0 ccc cceccsecccescereeccescenvrsuteserteseeeerseseees bcs ok 

wat / Form 

ama Ura srefets tar a wert carp afsert, afte sere fers afea sie were frst 

afaa fr afte are fremest aeutaet Rate \ 

. / 
Annual Performance Appraisal Report of Principal Staff Officer, Sr. Principal Private Secretary, and 

Principal Private Secretary of the Central Secretariat Stenographer Services 

Tere Leet ev verw ere e nba este e erro eeen eee ete enue eee Hts ea sees eeeetseereenanseseur 

Report for the year/period Ending ................cccec ccc ccc cee eee cecaee see useeeeseuteesesceeaaneerseseees 

aah ay 
Personal Data 

set ~ 1 

Part —1 

(Harera/fesmayeapratear & safle wenefera BPH EAT SRT ST) 
(To be filled by the Administrative Section concerned of the Ministry/Department/Office) 

  

  

  

  

en ke ee ee me IE RS «| Lr ML 

Name of the officer 00.0.0... ce ccec cee cee cee cee bee cee cevcuuceuves tes eesveceeetivverineeeteaeeennntes 

2. | seafare (eevare/ag) ........ a Oo | 
Date of birth (DD/MM/YYYY) / (IN WOFS) 00... ee ec ccc ce cee eect erates 

il el a ee eee eee RS 
Designation OF Pist (GIG isc in, cnisciicicnns vie sd oonoeonidrdiocenn snepeamrqune wxecestoes bnawneslicad ited daniel, 

4. | adera ds A woe ferafes Fr arta | —— 
Date of continuous appointment in the me eee eer Grade .............. 
present grade . 

  
  

5. | sa aiftertt a ara aie ccera foreach ure | afar) ar ay otk ante, fee dae @ 
Name of Officer& Date from which attached Ratetefter safer & chr weae F | : ' 

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

  6. | at & ahr oe, waren seenfe oe weer 
HRT SyCr S sreqafeaia Hr state 
Period of absence from duty on leave, 
training, etc. during the year       
  

  

    
 



  

  

  

“RT 2 - Fa Apaiaat 
Part 2- SELF APPRAISAL 

(3a atten arr arr sire, foray Pave ferdt oneit 2) 
(To be filled in by the Officer reported upon) ‘ 

(Faw watwar sxe A veer see wt carerqden ue eh) 
(Please read carefully the instructions before filling the entries) 

1. ecenssssesseene :: ee aes atyaraftr& toot anes a Pow ae ret AR 

(afer get 100 eset aay Mia Sra arise) 
Brief resume of the work done by you during the year/period from Vagieaissisiennas to a oeer esas 
(The resume to be furnished should be limited to 100 words) oe - 

  

1   
  

2. HM a He axel, fore Ageaqel seqae suefeeray Ter et athe Sere scar war Ahererer TET 
Please also indicate items in which there have been significantly higher achievements and your 
contribution thereto. 

3. PUT wrat wr ae a fore sige eRr feu ae gaat A afaal sie sah areon, wie wg a, 
Lae A Tae 

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

4. Roa wae fe wer qaadt aetosr at Ft sae aecia dath aie faawh faa atta 
Seeley areteae a Se are A 31 rere ee eafeaer aa at ag At 1 alee vet at fararoit after 
aed br ata af one | . 
Please state whether the annual return on immoveabie 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. 

SAM PPlaGe s scisscstsniesasscomnses Be aferenrty a gecmane foray feare fered ore F 

festie / Date oe Signature of the officer reported upon 

  
 



  

  

TT 3 - Heat 
Part 3— APPRAISAL 

i. on PRES ohh ae a oe HR ee eee ahiisiiaal 
fea dar an & ait sae Far wR 8? . 
Does the Reporting Officer agree with the statement made in part 2? If not, the extent of | i 
disagreement and reasons thereof. ! 

  

  
  

2, Reuhe Ferme are aiftrenth er eds apo Rerar ay wiRerrer ade aor Praieor rar sea SN 
1-10 Sater ox plot arige forest 1 ar aread ferearaar alfe B aie 10 ar area sear He AE I 
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. 

(pra wiawar exer A oe feen-Meeit wr ear 4) 
(Please read carefully the guidelines before filling the entries) 

(@) “fre ae are” ar Aemesag (sa Wes Hr ataite 40 whee eefh) 
(A) Assessment of work output (weightage to this Section would be 40%) 

  

. lft / Grading 

  

i) sre Ar qoraar sie careranfeear alerer ar Fae 
i) Quality of work and level of professional skill 

  

ii) ayer atte oar are arareAl HT aaTaTaT-TaT Sh Marrevet a feareetra Hr TT 
ii) Trust worthiness in handling secret and top secret matters and papers 

  

iii) art srt ar Tara sit saat, i ll lle 

OR Wedd PAT 

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

iv) stoaricen card ear oer ferar otter ferearicet/ SMa ahreT , : 
iv) Accomplishment of exceptional work/ unforeseen tasks performed. 

    ‘few ae wre" ar aaa atie (Her [i F ivi/4) 
Overall Grading on ‘Work Output’ (Total [i to iv] /4)   
    
  

   



  

  

    

(qa) dates quit ar apaiset (ga Gos Ft arate 30 fae Ash) 
(B) Assessment of personal attributes (weightage to this section would be 30%) 

  

alfe / Grading 

  i) wre & ofa arfargher 
i) Attitude to work 
  fi) Se, Seger 3k Agora ‘ 

ii) Intelligence, keenness and industry f 
  

lil) HelMAeT Foe LAT 

iii) Maintenance of discipline 
  

iv) formant apr ater 
iv) Sense of responsibility . 
  

v) Berar alee 
v) Communication skills 
  wi) Agra ar 

vi) Leadership qualities 
  

vil) Crear Fy pret aeey Ay Aeaayr 
vii) Ability to work in team 
  vill) 31ferat TARY cen caret ORT ater HY UeaAT 

viii) Ability to meet deadline 
  
‘date ani” hr waar He (Her [iF viii]/8) 
Overall Grading on ‘Personal Attributes’ (Total [i to viii] /8)   
  

\ 

(1) BACH eata HT ASAT (SA Ws Fr arsite 30 sae esi) 
(C) Assessment of functional competency (weightage to this section would be 30%) 

  

wife / Grading 

  
i) Wey fecaray, cat & ariga, afere fearon cen aren seaie dane seer Hr Asya 
i) Ability to draft notes, letter minutes, briefs and ability to prepare summary etc. 
  ii) Pbererercen arora dae aot Ay AeA 

li) Strategic planning ability 
  

ii) TREC water 
iii) Inter-personal relations 
  

iv) Waray aeaa4r 

iv) Coordination ability 
  V) ware euch, ager Se aRenhlen enter ater TAM aaron ay OTe eaaeTT- ahr 

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

vi) Heater Hepeanftat a faere cen see OR aot HY Aeaar™ 
vi) Ability to motivate and develop subordinates 
  
‘prac aaa” HY Berar HS (HT [A iv THE) 
Overall Grading on ‘Functional Competency’ (Total [i to iv] /6)   
  

feoooh: waa atfe af ag deo a send A, gaat & weds wag H aie aa & ais 

arena eet | 

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

proportion to weightage assigned. 
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aad / GENERAL 

FaT-4 

Part 4 

1 aaa B AIH (ET Het APT Bt) 
Relations with the public (wherever applicable) 
(pre sere Hr aePart aH WT she sorh sraeaensit % oft sar epfsrareiteray a fecaoh Ht) 
(please comment on the officer's accessibility to the public and responsiveness to their needs) 
  

  

witerr (poe afte by arty wenaleneener sie area at age a aeaae waren Fr Pamriter Hi) 
Training (Please give recommendations for training with a view to future improving the effectiveness and 

  
capabilities of the officer) 

  

  

  

  

  

  

  

  

    
  

3. Farrar Hr feuke 
"State of Health 

4. weaferar (arent hy wearer ox feoqeir at) 
Integrity (Please comment on the integrity of the officer) 

§. Rae ferwet art airemt arr sitet a gga yot sik war aM, arene, soefeual, aerayel aiaat sik waraiy 

ant & ofa waa afta sab wera apt & araeu A ofa ar aac (aI 100 erect FH) 
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. Rove & ane-3 A wes w, w she 7 A a ag arahe H ave Ws 10 & Yared We aaa aifeadie aie. 
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-IIl of the Report. 

Rrave forget aver HRANT a SeaTAT 
Signature of the Reporting Officer 

PNT / Places eeeeseseseeeseeeeees CS ae | ee 
Name in Block letters: ......... ccc ce cence re ees 

IGQOTT: © .cnsdinavsiemuanndhinapoionensiomcndeatan me aaeinantarns 

DESIGNAUGH? ccisnsccmsattinmndaturs alroatans te albeenns 

faster / Date : sem PROVE SBT START cece cceeeeeeeeteeeeeees 

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

  

  

  

  

  

  

 



  

  

3eet / INSTRUCTIONS 

a ee ae aftent & arkfromen ar apaiser at & Faw sik 

sah Sitar a amt ff aah & fae ageapt snare somee aarar & | 3a ag sftentt foreach Rate ferdt ar 

wel & ote Rate ret oret aver arfereareh at ag retard & are sa wet aw at Hr Brean fran wee | 
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 filling out the 
form with a high sense of responsibility. 

Sie ek nd tt os sg se ir Bop aes abet He af ane ag aac 

araias wat BH agar wh | UE wea Tie goer arelt visor aMt F, aioe va farce what & 1 Rote ed 
are sitenrtt a, sa after, Brash Rate faa ott ¢, & are froned, aiele sera waa/eaienca Fy Hira 

aoe Rote F ferset B ara ah aan wise 
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. 

a ad wafta tart 8 sit vate ware dae ah one aide | Roe at srenfeae att ox srerar aoe ake W art at 

wt ay of vara seq Hara el Cres: Yar ae SET | 

The items should be filled with due care and attention and after devoting adequate time. Any anaes to 
fill the report in a casual or superficial manner will be easily discernible to the higher authorities. 

TAH sa alas KT A Rar are | Haar se olsar sel Gears He A oelt et | sce aKa TAT PUT 

See ay arti oeang azn & | eedt ste cadet at eaarqda ger ore sik ag SaR Res at are Hfteanth a 
FU aH A sat S aie | YEoE aie Bremer ener ay welt fear sae | 
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. 

Rae ferwet are ater, sax afdeantt foreach Role foak oe 8, at ad & ow A at A yy fe ot ae ae 

ator | af ais arity Reteieiter af a Av aa oe arenaar 2, al sa ate & Te aa ue BEd & aa 
are few orest | predyeee alett, waiter aitenRal err eae wy SB one aie wash oiet MRT | 
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. 

ware fersoead Aeainet oF A ware eet ae Hee F sit ae fH ae Ara Perey fears a wae SNH Te WHT 

6, Ha: Rete fevaet aret ae wt faire sreeTer We ferearer aT APU are urfee SK HoTe Seas a 

AIA H YUNIcAa HEA sort aS | 

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. 

Wels AeuirHat s ue wart sen aiee ke ag Aeuiser Pee one are Hieentt a arlfeonea, sree, crag 

aie array at st wereera areafae ara weqa wt | 
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 Feta, Fours foe ont are afar & aelfereaest a at A Rulelefer ara aw a aa sen aie | 
Assessment should be confined to the appraisee’s performance during the period of report only 

ae sere hy orc & FH 1 see At Ay ah Mie a, (ee ae ars Hear aT Hea WaT as & foe) farky wai 

& area & uta amet A gala oo So aiffer oper one | set wan 9 autio & as a, feu ave fee arf 

& dau A sifaer sever ae | 12 % as ak 9-10 & as fara aral A ehh, aa. saa aifter aad Fr 

area § | ava as feu ot water A Rake fad are aie water Heat oe Hiterl ar aoa Hererfrat, 

of sat siesta art ae we 8, HT eH ast Gea ht goon a ae weet wee | 

  
 



  

  

  

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, 

dora mercy 8 Fhe ater wot ot aera ach Be mataRy faretehaa ast ox frac fer ores: 

   
    

  

  

  

        
  

10. 

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

considered 

aan 9 
Between 8 and 10 Outstanding 

63k 8% aa age eet . 7 
Between 6 and 8 Very Good 

4 ait 6 & ata ICT 14 5 

Between 4 and 6 Good . 
42 afte 0 

Below 4 

fea! / NOTE 

wearer S eat AE at set A haeafeaa vida a ureter Hear afer 

The following procedure should be followed in filling up the item relating to integrity:- 

aie ara hy weafersr veg B ot 8, CY sara are | 
If the officer's integrity is beyond doubt, it may be so stated. 

ae ws dee &, aa wt welt ols ar one sik frronegae stay FF oe 
If there is any doubt of suspicion, the item should be left blank and action taken as under: 

i) 

(ii) 

(*) 

(@) 

(7) 

(®) 

wa Heat we fecocf ast Ar one sik ae ar aars A one | Roseh Hr ves ofa sic Role & wer 

arene afeacor afttenty at aft ator & are, st ag gear ator Be arqeclt anerd eter arch Boel 
eae at vena ateT a ae feo at fetta wren dara al s, Roe aftant ag afta wr fH 
aeve fervor aget & fae aftentt & ary at duet A vale aaa al or ar suet aiteant & arm Fe 
ar agi, ste ef ates Vt 
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. 

ate, sqadt mas & GRonavaed Fee ox ef od o, after Fr aeafreenivra we aeft urge se 

aaa wa wate aicete Rate Aa a sre 
Tf, 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. 

aie dee Hr yi et oct s, ae at fae ay fer set ier se sae, weitla Hert a Haha ax 

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

ute sac aars & oRonaaE, dee ox al at F SH a St seer oe ach &, HER & seT aT 
stare staf a& ahr cer oer urfew sik See ae sade (G) sie (am) we enlace artarg Ft oie wee! 

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. 

(Ee Hares HT HAST FIT A. 51/4/84-E.(H) fees 21,6.1965) 

(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1965) 
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