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Annual Performance Appraisal Report of Private Secretary, Personal Assistant and Steno Grade “D”
of the Central Secretariat Stenographer Services -

.................................................................. & TATT gl arer a¥/3ef & fare
Report for the year/penod ending ..
Juftrer e
Personal Data
- |
Part - 1

(W/W@W&mﬁaﬁmm 3T RIS H)
(To be filled by the Administrative Section of the concerned Ministry/Department/Office)

Date of birth (DD/MM/YYYY) ..o ... (IWORAS) .o oo e

4. | et I3 3 fdaw gl i aliw oTH o, BAE s s

. Date of continuous appointment in the Date ............ Grade ...............
present grade 5

S| 3w FRHH & A AR wgemw orad | 3fed @1 A, 3R ale, Bed e ©

Ty fraveteisr 3afr & s s=e ¥ | Name of Officer& Date from which attached

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

6. | a¥ & ahuw gt yRmmoT seaTfe | @
& HRUT L F Jieqafeafa &1 yaf

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




T2 - FE- W
Part 2~ SELF APPRAISAL -

(3T FRFERY gRT o1y e, o e fordr Sl §)
(To be filled in by the Officer reported upon)

(Foar wfafal A & gge IR B eAmgde 95 o)

(Please read carefully the instructions before filling the entries)

oo admimss o T Y3 & SR H9F ERT T AT HEAf w G g6
@ifer g 100 wsel e dfEE gE @)

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

2. F9AT Y A R, %ﬁm@mmﬁm@ﬁsﬁrmﬁmm%ml
Please also indicate items in which there have been sagmfucantly higher achievements and your
confribution thereto.

3. mmﬁﬁaﬂﬁ&fﬁvmmﬁmmmﬁmﬁsﬁ?mw afe &5 &,
F Y F FaT|

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

4. G G B qdad wdvst af A I wR gddr @ifs Rk B e
Ui st a¥ & e & 31 SHal aF afed w4 a8 oA | afy A, o Reeh aftw
FHT @I A & ST | ;

Please state whether the annual return on :mnoveable property for the precedmg 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. |

¢ &

-

WU |/ Place :
f&H1F / Date WM%WWWWW%

Slgnature of the officer reported upon




8T 3 - Hodidhet /
Part 3 - APPRAISAL

1 RO R ater wRIET smr2 & R av Reer & oEEa 2 AR A8, o sAr
fore drar & & 3R sOF 1 FROT §?

Does the Reporting Officer agree with the statement made in part 2 ? If not, the extent of
disagreement and reasons thereof.

2. R foms arer 3R grT weds FovRiser i wiftadg sife & FuRor fmar s J
FfeR 1-10 YA 9T g TRT fRwe 1 &1 areqd Sewras Fife ¥ 31N 10 & arcad seuas e
TE :

Numerical grading is to be awarded for each of the atiribute 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.

(Foar gfafdar sna & @ Rar-fdel & caregEs %)

(Please read carefully the guidelines before filling the entries)

(%) BT aTv 1 @ e (56 @Us A ateis 40 gfaerd giel)

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

Hfe / Grading

) @R aoTEear
Quality of work

iy g @i & W

Level of professional skill

iiiy 9T IR AT RS A HErEEl W S H A Reawgar

Trust worthiness in handling secret and top secret matters and papers

v) Tafraes sl & tEvae H# duet, aneeR oy & T wreds

ST W A
Maintenance of engagement diary and timely submission of necessary
papers for meetings, interviews, etc.

T T FR T GHT I [T iv] /4)
Overall Grading on ‘Work Output’ [i to iv] /4)




(@)WWWW(%W%WSOWEM}

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

-

; Fife / Grading

) FTF g xR
Attitude to work

i) gfeHed, Segear

/
Intelligence, keenness '

i) IFETRITH FAIT TWeAT
Maintenance of discipline -

iv) foFFerd sratr
Sense of responsibility
V)  GFEONOT HIETT

Communication skills

vi) o F R e ST MEgar

Ability to work in team

vii)  FFHI-TYAT ST 9T A I Iegar

Ability to meet deadline

vil)  gTionlr & farafaaar 3R g3 gy

Regularity and Punctuality in attendance

“qafhe {T,U'ﬁ" &1 gHT @S [i & viii] /8)

Overall Grading on 'Personal Attributes’ [i to viii] /8)

(1) Frdices SR W7 Ui (59 WUs & el 30 g gem)

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

e / Grading

) 3mefariy s o gurer AT ergar
Proﬁcuency and accuracy in Stenographrc work

iy Jadafes meee
Inter-personal relations

iy HFETag AT

Coordination ability

iv)  TSTESRY TETE, mmmwmmmm?mmﬁ |

SHGEN - FRIAT
Effecttve ligison, Initiative and tact in dealing with telephone calls & visitor

“FTOeHS ST B TAT A [| T iv] /4)

Overall Grading on ‘Functional Competency’ [i to iv] /4)

%mﬁ:wﬁ%@r?@maﬁmﬁ,aﬁéﬁmaﬁgaﬁmmésaﬁgwsm
eI

Note: The overall grading will be based on addition of ihe mean value of each grogp of indicators in
proportion to weightage assigned.

HH




A [ GENERAL

TeT-4
Part 4

1

SR § HE (ol e ] §)

Relations with the public (wherever applicable)

(e st A A% T A I A & o e e w e &)

(please comment on the officer's accessibility to the pubhc and responsiveness to their needs)

¢

uﬁm(myﬁmﬂ@rmﬁwﬁ*wﬁhm@mﬁaﬁ%mmﬁmmmﬁ)

Training (Please give recommendations for training with a view to future i :mprovmg the effectiveness and

capabxlmes of the officer)

ey iy
State of Health

weafwE (FRe S et w ol )

integrity (Please comment on the integrity of the officer)

it Raer o e g sifed & ﬁmmmm FETUROT 3URfeudl, Agcaqul &Adl M AT

M&ﬁﬁﬁvﬁam&m@#m#mmm(mwmﬁm

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer including area of
strengths and lesser strength, exdraordinary achievements, significant failures and atlitude towards weaker

sections.

TTe1 / Place :

femtte / Date

RO & -3 # wos &, @ HR T 7 & o awolg & WUR W 10 & e W gHT TRy aIfe
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-ll of the Report. o

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

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

R frgsr arer 7R & geani
Signature of the Reporting Officer

[IF R & AT -

Name in Block lefters: ......................

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

Designation: .......ooooovei i

ﬁ"ﬁ?‘é‘ & e
During the period of Report: ......................

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

R




o

HERT / INSTRUCTIONS

- afis Rres AeaiEs RO ve el qwde 8, g% e & e-eaed a1 Aediee & &

for 3t 38 RW F 0 & o & v Apeaql TS 3qeey wWadl § | A a8
MWMW@%WW%@—ﬁMMﬁ@W&ﬁr%mwmﬁmﬁ
fSerarttl foseh arfew | "

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. i

R forgs arr el @ 5 weww wen AR B swe S yREN & RER L A @
3l aRAfed W F g §H | O UF IR geel and wiar ad , afew ve Remrens ofir @
sgftiea &1 HAa el Roe # fowat & worg 7@ & @ffT 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 A wiRE wae 3R v g aw o e g | RO @ neitEe div or e Fah aR |

I T 1 P oh s 3ew 3EREl # aEd: gar 9% 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.

TRE 3 avfercE §U A RIS | daw 38 SiseN 9E §eacAm Slic & STl 8 | 9oy swardr
AT TAA S A AT erarg gefier § | ol My ggael # eaegde 9o S 3R a9 3 R we
ane RIS F GG I § aeie | gerr 3R wmuRer e @ s B e |

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.

R R aer srftard, 5w sl e o e o &, & of & 9% & af & @ o o arer
Feg d@iter | afy F8 aTed Rdehe av & [ am gg genedr § 9 3w W F oY d9r 9T
RO & WY g9 e et | sri/eed gEt, weftd sftehat go ' s o8 9 R e o
wifee | ;

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.

afy Broures Fearmer of F @AE B aen 3 § ok ur B a9 Awa GOte W @ Ue SRE
T e §, e R e o afver @ PRfaw smave W saea w1 gedina s aiRe iR
HAllE $eIE o AR § YURHS FeH 30 AT |

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.

YR Heaiwasal # I WO g afye B ap gearee R e o e & e, e,
cHapR AR WA A sl gurve aRaRied awdR wea |

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.

Tg Helie, Aedied U e o #ReE0 & sRifses ) & Racids el aw & @@ e g
e |

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

IF 3G A ST E L aw e & g s R w, (U o sRE sryer 07 e §Ew U5 % )
oy s & Avgs ¥ 9y srwew F win w9 TR ssuE S | e weR 9 Furio & 4F &

v v R ot & guy & T sgvwm Av | 12 & 93 AR 910 & I R mwal F 89, e
mmmﬁwm%lmﬁgﬁvm T & o e e sk ader s

7




. ,

(ii)

aer HRE W s e, @ 3ES HeetE e e © § & ovw a9 dew & gee # @ w
e | ’ :

Itis expected that any grading of 1 & 2 (against work output or atiribute 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.

et TR & T S S B o w & wdon ¥, Peeiee g8 a R R

10.
ST . :
For purpose of calculating average scores for empanelment/promotion, the following grades will be
considered )
/
g3l 10% T -
Between 8 and 10 Outstanding
63k g @ g 3ot 7
Between 6 and 8 Very Good i
43 6 & i e 5
Between 4 and 6 Good
4 ¥ A - 0
Below 4
oavft / NOTE

Tl @ §eRE g @) s A eafafaa afem & aeet e o -
The following procedure should be followed in filling up the item relating to integrity:-

oy el & goulesr @68 § W R, V¥ §@rm Siv |

If the officer’s integrity is beyond doubt, it may be so stated.

MR S WeE €, FE A I O R S0 WK ReSAER Srars & e

If there is any doubt of suspicion, the item should be left blank and action taken as under:

()

(®)

@)

e e T Roaolt oof # se 3R e B wled & S| Rowol & e ofy et Rad & an
3 aiEan Hel @ off 5 & S, S aw gERE wen B seedt @ o & sl o S
qeAE A v A A I ool @ fAfteg s gy a8 ¢, RO s aF gRa W&
e foofr st & e sl & a1t o dus & i gaw af o o se aREd F R o
g e, S o Rufy &

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.

A, seed! sRae & oRoEResT W@E T 8 ot § Al S sefEmeite w0 G R 3R
AN v Uiy e R & w0 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. fo

afe Wi A g & o B, oy of Rfteg s v 9= aiRe it 378, e sl & agfid &

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

ol sped! Fiag & aRomEvasy, WeE ¥ A6 @ € AR A & s qR e g, el & R @
I 3raf & it & Sren ifev MR 3EE S 3w (@) 3R (1) W aufAide e & osweh ok
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 FA@A T FAT AGA H. 51/4/84-T41.(F) ReAF 21.6.1965)
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1965).




