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Annual Performance Appraisal Report
for |

Officers of the Central Secretariat Service
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Section Officer & Assistant

FitHR) H A

Name of Officer: ......cccccovvevieviiiinnn. e PSR e b ok e e B e

I qd/3rate & gioae
Report for the year/period ending: ..........cocuiiviiiiiiiiiniiieiee et



HaATera/fasmT

Ministry/Department of ..........coooiiiiiiiii s e,

N e 3 g ARER W Were & foy aiffe e e

Annual Performance Appraisal Report of Section Officer & Assistant of the Central Secretariat Service.

et a/3raty & ufades

Report for the year/period ending ..........ccoceeviiiviiiiiiiini

Fafeas &R
PERSONAL DATA
HIT - 1
PART-1
(FreafasmiEriaa & et JemEe FuT gRT W T & o)
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

1. SUBRY & A

NAME OF OMICET = i commmmmsssmes v oovessons oo syay mmssas o nyas shsmommas sas o GESAH 05 H8 S8 S50 10 S TS BT T
2. 39 & arra(fermme/ay) (Tt #)

Date of Bith(DD/MM/YYYY) ... Y R— /[T — 5 (D WOTHS) vt iran i me s s
3. g ol # amaR Fgfea & arka ESIcGH Srofy ,

Date of continuous appointment Date . Grade .oovesssisiscosssassssvsnss

to the present grade

4. TEHM U A1 39 W Fgiad o ara U - e
Present post and date of appointment POSt s T o Date wisssssmmipisimss
thereto

5. 94 # ord | guivafy o sty (ged
af¥eor snfe W) af 3o sfteRT 3 mi¥eor
Toran & o 3@ faavor & |

Period of absence from duty (on training
leave etc.) during the year. If he has under
gone training, specify.



T - 2 fora srftrert &1 wfrdes foran s 2, 390 gRT R 579 & fore
PART-2 To be filled in by the Officer reported upon

(puan wfafReat & v | e sl & oo | ug o)

(Please read carefully the Inrstructions before filing the entries)

| 1;%& ) Frafar Gféra faa=or

Brief description of duties

2. 71 & 3 Mea/seeva/edy I W s fere fraiRa fer &, ar smuas fae freffa fesd mr & 37 (oRomrmen @ s=r
wﬁ)aﬂu‘fa%mavwé mﬁm$mwmﬁ?mmﬂﬁg&%mmmlmﬁm$ﬁmm
gum & fae aiffe st avs=m)

Please specify targets/objectlves/goals (in quantitative or other terms) of work you set for yourself or that were set

for you, eight to ten items of work in the order of priority and your achievement against each target. (Example :
Annual Action Plan for your Division)

Fea/3geea/ena Uttt
Targets/Objectives/Goals Achievements




3, (3) AT 7T 2 W AT T FaT/IEcel /et o Wit W @ SHal & Waw # 3o ) | afe weal & wift F 3¢ qnam
@ & ar 3 T

(A) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in item 2. Please
specify constraints, if any, in achieving the targets.

v

(a) uan 37 #Y & W Sevrw % T o afere sueferar & & 3tk 3 e anre & off I |

(B) Please also indicate items in which there have been significantly higher achievements and your contribution
thereto.

4, AT 30 % 5 T gdad! detvex @y @ A Wakd amte faaxon HaiRa ok srafq devex af &
IaRad! af B 31 A% de a5t o & TS | afe A8 A faaRur &5 aRM & aRig &) el

Please state whether the annual return on immovable property for the preceding calendar year was filed within the

prescribed date i.e. 31st January of the year foilowing the calendar year. If not, the date of filing the return should
be given.

fea: A1 & AT ATUBRY B ETER

B (- Signature of officer reported upon



qnr- 3
PART-3

s anaser & Frafkor gfedes qar gafRiaor miterr fsar s & 5 1410 & T w A Tfge, @ 1 e aw
ot @1 aar 10 Jearaw S F Ieere FRa 2

Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale of 1-10, where 1

refers to the lowest grade and 10 to the highest.
(e wfafet & == & vget feenfdet & e ¥ wg )

(Please read carefully the guidelines before filling the entries)

(@@ Torares 1 geaiaT (39 9T &1 UK 40% &)

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

giede NTUeRT GAtaeia ITUeN]  qAraed SedRT
Reporting Fof s e iRy @ ER
Authority Reviewing Authority |nitial of Reviewing
Refer Para 2 of Pant-5) Authority

i) QErTaIoT B B IRgUIAaYd & R R Fafed
T B

Accomplishment of planned work/work allotted as per
subjects allotted

ii) B -FereTe o dife
Quality of output

iii)
Analytical ability

V) FaTeTHS Brd B GIRqoTay T e eI T

Accomplishment of exceptional work/ unforeseen
tasks performed

forta a1 W g fenax siofidor

Overall Grading on ‘Work Output’

()t feeryanstt & geate (39 9 & YR 30% 28rm)

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

giade STEPRT GATdena SMtaR!  gArdena SmaeRt
Reporting (s w5 @ ¥ 2) B FIER

Authority Reviewing Authority Initial of Reviewing
Refer Para 2 of Part-5) Authority

i) @1 B AfugTed
Attitude to work

ii) TormYery @ &g

Sense of responsibility

i) TR & SREToT

Maintenance of Discipline

iv) YYUT &HATE

Communication skills

V) g o7

Leadership qualities i

Vi) &1 3 HIaT ¥ B o] & e

Capacity to work in team spirit

vil) T TR0 T HATEROT IR D &l

Capacity to adhere to time-schedule

viil) WRER Sfaaid qaer
Inter-personal relations

ix) g97 Biq v afada
QOverall bearing and personality

St faRivarsi R e ReTaR AoidRoT

' Overall Grading on ‘Personal Attributes’




(R)IPraHS TermaT & eI (39 9T & ¥R 30% &)

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

siftreRy
Reporting
Authority

ERIC gliﬁaﬂfrfﬁlﬁﬁlaﬂ ISR D
waf w5 @ R 2)
Reviewing Inmal of Reviewing

Authority (Refer IAuthority
Para 2 of Part-5)

i) Frawffafalert vt armaar & &3 & wfear ed 3 d
ﬂﬁmaﬁmﬂ

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

ii) Aifqag Qo a9 o &
Strategic planning ability

iii) ot &9 & awar

Decision making ability

iv) TR &HaT
Coordination ability

V) RO & AR vd (a1 3 &wer

Ability to motivate and develop subordinates

vi) TgeT i

Initiative

YOTAI® el U= qeT THETTDR SOINBROT

Overall Grading on ‘Functional Competency'

I - 4
PART-4

1. 7T 35wy sy (aref of srivs)

Relations with the public (wherever applicable)

HqIHY
GENERAL

(ST & FTIEST O IeRaIIe v FtaR) qs i W gaar fewf 3

(Please comment on the Officer's accessibility to the public and responsiveness to their needs.)

2. yferaror

Training

n

(e Siftrart & ganfean vd o arvarat § AR fte gor AR IfE 7 A g A Iwe gfeo & foe Frwfxel k)

( Please give recommendations for training with a view to further improving the effectiveness and capabilities of the Officer.)




3. Wy & fefe
State of health

4. gagferest

Integrity .
(@aar Fftard & weafer w feault &)

(Please comment on the integrity of the officer)

5. yiades FfteR gRT FfER & TuRa fadveamstl & axdR (@ 100 vl #), Ford wmedf @ vd o wmred &7,
FETROT IR, WEeaqot FrIwea (et H-2 @ 3(3) vd 3(9) vl e ant & wfey afdvgha nfer &
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 (ref: 3(A) & 3(B) of Part-2) and
attitude towards weaker sections.

6. yfeded & W3 & W I, e | ¥ fEv I wRie § meR ) oo fiemex werere aifaxor|

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

gfcides SR & BwAER

: . Signature of the Reporting Officer
®F: AT 1% JERT
PIECEE v Name in Block Letters: .......c..ccovvvviivvrnninsiveiniineeenene
UeAH:
Designation: .........ccccoeviiiiiiiie e
femie: ftides @ 3raftr #:
B | (T During the period of Report: ........c.ccoceevieeiivieceinns



YT -5
PART-5

1. gAfdeTe ATeH) & sifgfa:

REMARKS OF THE REVIEWING OFFICER:

qAfdea LR & FFra WaT et

Length of service under the Reviewing Officer

2. T 319 W13 T w4 § Pty ard ar fif 1uit & <y ¥ gl sfter aR R T i & wewa #7 a9 A
FUBRY B FFATIROT IueT el /MEyYt FrEweTars & Hea § fR) Y qraieA § wewd €7 (Fe: wn-a(37)(v) dr wmr-4(s)
(@fE s gfdes sttt gr e o & fad Wmﬁmm?ﬁmmwmmtﬁﬁwwﬁémﬁm
T FUER x|
Do you agree with the assessment made by the reporting officer with respect to the work output and the various
attributes in Part-3 & Part-4? Do you agree with the assessment of reporting officer in respect of extraordinary
achievements/significant failures of the officer reported upon? (Ref: Part-3(A)(iv) and Part-4(5))

(In case you do not agree with any of the numerical assessments of attributes please record your assessment in th& column provided for you in that
section and initial your entries).
gl &l

Yes No
| 3.3r7Ed 2R 3 fRafir # P 35 BROT qard, R 3 R @ & FIRY 1T P aeer A SirsAT ared &7

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

4. QAfSEET FUER GRT SO awdIR| PIaT FHICTT TR (T 100 AT H) Wa&mﬂa&m%ﬁw@ﬁm.
&7 vd oW WA &7 Bd 30 gd el anil & Wi sfuqhed nther A

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 sections.




5. §fee & WIT-3 & WE-H, We-q a1 W A few I HRI & MUR R 31 e Tears it
Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part-3 of the
Report.

qATaIe FUBRY & FReTIer
Signature of the Reviewing Officer
I A |15 AERT H:
PIACEL .ovsvsmmmmsnssssssssosss Name in Block Letters: ..........cccccceevierinviernnninieneninns
Yaqa™:
Besignation: . N L N e
R yfdes & 3ty 3:
Bater e e e Iy During the period of Report: .........c.ccccevvveieninvreenennnn.



RS AUNHRYT & 1 TR 9RA Haw feenfrdsr

Guidelines regarding filing up of APAR with numerical grading

(i) edEaR & W faftrae waer sk eamgds qour vafa w3 ge wA arfeel

The columns in the APAR should be filled in with due care and attention and after devoting adequate time.

(ii) T 3mem & ST & 5 1 Srgar 2 & e anfiawcor (Frfa o ar fardnyamstt an gt fremas Srofraor & wfage) o fafvre
Frawerarat & anf ¥ wew fax # vafa o 3 sitfasr far smem ik 32 waR 9 sraar 10 & fadt Soft & v 3§ faftre
Jumferdl & waa & st fmr smem) Aoft 1-2 st 9-10 faxer A @ s swa sitfue fae s & sRwa &1 wife®
Froft g axa ge yiidew wd gEideed mifteRal o e sttt o aaifrafRor 3% s o e § adae
TR AEAIIT B gereT § AT anfee
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 and reviewing authorities should rate the officer
against a larger population of his’her peers that may be currently working under them.

(iif) edTe3R 31 8 1o$€mmrmﬁmm'3w'mmamqmmmaﬁ$ﬁmmma%mmﬁsm
e 9 fer S|

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) TRESTR 1 6 7T 8 § BreT & dra @ @R “aga e ferar smem qar yrais 7 fear smam|
APARs graded between 6 and short of 8 will be rated as "Very Good" and will be given a score of 7.

(v) TATHAR & 4 4T 6 N BIeT & &g o quitawor “3reer ferar sem qar yais 5 fear smam|
APARs graded between 4 and 6 short of 6 will be rated as "Good" and given a score of 5.

(vi) TRESIR @ 4 & F¥ @Eitawor g forar smm

APARs graded below 4 will be given a score of "Zero".

g giuaery Aar e g anf gy ediesR wur s_a g 3 disen $ geg 3 feenfaden
Guidelines regarding the colour scheme to be used by different grades of CSS while filling up their APAR form.

(1) &= . .9./357 yemate Aot vd FuR
Green - JS/SAG Level & above

(2) drem . e
Yellow - Director

(3) Hem - 3 wfag
Blue - Deputy Secretary

(4) e - FR [aa
Pink - Under Secretary

(5) W . I FUDRY v GRS
White - Section Officer & Assistant



