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Hareraffasn 
Ministry/Department Of 2.0.0.0... cece tntttettttssstsessseeeseeeee sesesasenenens 

aly Usa o aq stent va were & fey afte years wfsdea 
Annual Performance Appraisal Report of Section Officer & Assistant of the Central Secretariat Service. 

atta avisrater ar wieder 
Report for the year/period Ending .......... cece eesee cece eesseeersecseseneeesnasenenees 

qateaa ak 
PERSONAL DATA 

UT - 1 

PART-1 

(Harcrafaumaratca & sara WAITaS SIM ERT wR sr & fae) 
(To be filled by the Administrative Section concerned of the Ministry/Department/Office) 

1. Strat a ATA 
Name of Officer «§«--haaueeeeecsececcuseesssseceescesssuenssnssessseecusaueuenesecssuauseceesaueneesssssansensceesessesessesseseeces 

2. SA OT ANG (fes/are/ay) (great 4) 
Date of Birth(DD/MM/YYYY) —_........ Lessa sual cemeansanexe "(IN WOPdS) ncaa nukuuni mien anna 

3. ada SO A cma Prafed St ARTE festa Hurt . 
Date of continuous appointment Date iicicseccsssccsteceesteeeeeees GAPS wvcosesestveccosssnesatvends 
to the present grade 

4, TAM Ue cen Te OX Payer a ARTS We feat 
Present post and date of appointment POSt sexu aasuauaaEeRoueMaNNSENeY Dale vsccuvesnsmxnarvnen 

thereto 

5. af F ore 8 aqufeata a seater (yc 
ara safe ox) ate saat sftrearey A wPSret7 
fra & at sear faaxor | 
Period of absence from duty (on training 
leave etc.) during the year. If he has under 
gone training, specify.



  

HM - 2 fara afta} a fades fora ST &, FHS ERT I aA & fee 
PART-2 To be filled in by the Officer reported upon 

(ren vfafteat ar aa S cert srqeet a ears B oz at) 
(Please read carefully the instructions before filing the entries) 

| 1. rt me arate afer fraxor 
Brief description of duties 
  

  

2 oe & at mensqevaeda som wad sr fore Praia fee et, a sad fare Preaffta fs 1a ef 34 (Rove a eT 
wrt) ort A ao-z8 We SP TEER eG SSG A EET ST SE ET DN 
gam & fae afte arf arse) 
Please specify targets/objectives/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) 
  measeeva/era SOT TAT 

Targets/Objectives/Goals Achievements 
  

  

      
  

 



  

3, (H) va Ae 2 4 aan We Madi /sacvateat a mite a wa ahrat o satu 4 secre Gt! ale saat at ota F ars arene 
wa a at a eae] 
(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 

(8) Quan 34 Fel ort sere of fad ont afte softer wat f ik AA a ater or oh serra BT | 
(B) Please also indicate items in which there have been significantly higher achievements and your contribution 

thereto. 
  

    
  

4 guar serra at fs aor ydadh devsx af at sae doled ate feat Paika ara sala deter af S 
JeRad al G 31 saa aw asi wa A ng ah) fe saat a faa asi ax a anra a ae! 
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. 
  

  
  

feare: SUT oF at Hat a eeTAT 
Date? ccccasscmevercuadenereansees Signature of officer reported upon



HT - 3 

PART-3 

PeIMSG Aion o Pak wfrder aan gaat wftrant fear srt & st 1-10 S hrs ox eet ofa, Hel 1 wes oT 
SON Gr AAT 10 FoI MOH wr Tee SKA SI 
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. 

(purer vfaftedt a aa S cect feenPrcat a ear S ve, zt) 
(Please read carefully the guidelines before filling the entries) 

(ajar Freres ar araiast (Sa MT wT UI 40% em) 
(A)Assessment of work output (weightage to this Section would be 40%) 
  

UTTERT Garces weet alert arr MTT 
Reporting weet aTT-5 aT HRT 2) Gs SIT 

ina Reviewing Authority jnitial of Reviewing 
Refer Para 2 of Part-5) Authority 

  

i) Garratt ae ot oRqviarfavas & sre wx sated 
fesar tra ere 
Accomplishment of planned work/work allotted as per 

subjects allotted 
  

ii) ord-Prorest ot arte 
Quality of output 
  

iii) 

Analytical ability 
  

iv) Harare are at ogra Feed are earera Gre 
Accomplishment of exceptional work/ unforeseen 

tasks performed 

Fata ord ox ae Prerax srollexor 
Overall Grading on ‘Work Output’ 

  

  

(aateenra fastest or AeaTSs (Se AMT ST A 30% eM) 
(EySssesement of personal attributes (weightage to this Section would be 30%) 
  

Wrdest IMGORT Katara Meret — aldctrart Meret 
Reporting (eet wra-5 ar eT 2) eb HTeTeAy 
Authority Reviewing Authority Jnitial of Reviewing 

Refer Para 2 of Part-5) Authority 
  

i) ore ot altgted 
Attitude to work 
  

ii) Taeteny or ater 
Sense of responsibility 
  

iil) HARA GT HIRETT 
Maintenance of Discipline 
  

iv) UNIT aaAaTe 
Communication skills 
  

v) Aged TOT 
Leadership qualities z ae 
  

vi) Set St Maa F GTS GM GT aaa 
Capacity to work in team spirit 
  

Vil) FAT MRO GT ATER GL HT AAT 
Capacity to adhere to time-schedule 
  

Vili) RIX Caters ae 
Inter-personal relations 
  

ix) Way Bla Ud caleaca 
Overall bearing and personality 
  

SATE FATTASNTT eT PACTS AOSV 
' Overall Grading on ‘Personal Attributes’            



(AHA HG MAA GH YSU (SH UT ST UX 30% erm) 
(C) Assessment of functional competency (weightage to this Section would be 30%) 
  

Ratatat en SET 
witty asf ams or ter 2) 

Reporting Reviewing ee of Reviewing 
Authority Authority (Refer Authority 

Para 2 of Part-5) 
  

i) PaahaPrraferd ed unaan & aa ¥ vipat vd sad 
is at el edi 
Knowledge of Rules/ Regulations/ Procedures in the 
area of function and ability to apply them correctly. 
  ii) Aaag USAT Ta ST arAaT 
Strategic planning ability 
  

iii) Fora a St aaa 

Decision making ability 
  

iv) Waray aay 
Coordination ability 
  

v) Aaa a Ta vd feats eA St aay 
Ability to motivate and develop subordinates 
  

vi) Teer Shear 
Initiative 
  

TOMAS Marae OX et eH HVTHLOT 
Overall Grading on ‘Functional Competency’           
  

aT - 4 SAI ae 
PART-4 GENERAL 

1, SAaT & Bre ante (set sh arse) 
Relations with the public (wherever applicable) 
(sre A srevaeasl ar seaxarfara va Hftoant aa afters vx prar feaeh f1) 
(Please comment on the Officer's accessibility to the public and responsiveness to their needs.) 
  

    
  

2. wfRraroT 
Training 
(gran aftert & sunfire ot ort amerat 4 atk afte yor ak af ort ot afte 3 sae ore & fore Pause a!) 

a 

  

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

    
 



3. vara a fate 
State of health 
  

      

4, carrer 
Integrity 

(over aftrant a wearer ox feat 2) 
(Please comment on the integrity of the officer) 
  

    
  

5. wader Suert art afwert at waea farses ot axdte (erm 100 wel 4), fart aed aa ed om aed aa, 
SEM sera, AEcaqel see (awk: wIT-2 wT 3(3H) Ua 3(e)) ed Beer aa a whe argfer efter Vt 
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. Sader & an-3 & Us H, geen a A fer me aia & Ha WT Ge frenax PeNS aifaxvt| 
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report. 

  

      

Oieden AiO & eee 
: _.__ Signature of the Reporting Officer 

war: ATA BIG BER A: 
PlaCC? cee: NAMI I BIOCK L:SttOlS? wiiccicsscensiteuceslevsesndneteasereeronecovese 

UeTa: 

De@SIQMALION: oo... a cccccecsecsesesecsesesesecsssesesesestearacsees be 

Ferre: Wada ot safer a: 
Date? scesccessseenevoccarsaeessenerens During the period Of Report: .........ceeecsecssescerseeeeees



UM - 5 
PART-5 

1. Gafdetert altar at afte tera 
REMARKS OF THE REVIEWING OFFICER: 

Tadeo attrent & aenta Tar art 
Length of service under the Reviewing Officer 

  

      

2. Far ang HMT-3 & TT-4 8 Rafa are cen fafa quit & aide & pftdes strat are feed wa qeates 8 wena 27 Ta a 
AUG St HAIN sreeraiAecal sraraTaASy a Mae A fod wa yates Y wena 8? (Sasi: a-3(3H/ iv) ae VWT-4(5)) 
(ate sara wheter sttrart gre feet yon & fore Wea raat B Mera set S a BAT Hee Pea Fa we os fad ma Kier FS en fara 
wl Ha Be) | 
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 thé column provided for you in that 
section and initial your entries). 

al “el 
Yes No 

| 3.arrena en & Rafa F gre sam oro gard, ger arg det ara 2 Fa sy Ho acer TT sitsat area 8? 

  

        

  

  

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

  

4. Fader aftrent ant aor GAR) Hoa Tareas GX (ETAT 100 erect Fh) ey eee 
aa Ud oH araed ata ud saat der ant & ofa afirgfer eft eV 
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, Ufraer & W01-3 & US-H, Gs-e ten We-w A fee we aN & sree wx Her Prenex tears aifaror| 
Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part-3 of the 
Report. 

  

      

Gaidciar stant 3 senanx 
Signature of the Reviewing Officer 

ar: A BIG HERI A: 
PLAC? scssscssesccaasssseneseses Name in Block Letters: 0.00.0... cecescsersssseseeneseeseserees 

daar: 

BDSIQM AION, Freee oon Saeco ed cee 

Raia: Wieder a safer F: 
PDBLGE riecsce cccssce eet stent During the period of Report: ..........cceecsscssteereeeteeteees



    

PIAS FONE H MT VaR wea dae feenrést 
Guidelines regarding filing up of APAR with numerical grading 

  

  

(i) Cteans & est faftas wraert sk eamgde cen vate waa 2a ee ae ae 
The columns in the APAR should be filled in with due care and attention and after devoting adequate time. 

(ii) Ge Sen H sre B fH 1 Haar 2 & fot aia Fria ort a fasreansit ar per frorax soltaxct & ufeager) a fafere 
TeaeTaa & ant S wera fas F cater wo B sifeea fear soem sk set WH 9 Haar 10 H feet Noh S ase F fafere 
soaferat & dae A sitferee fee sre! soft 1-2 sterar 9-10 faxer att & He: Saar siifaree fee ait SH seRT 8) Tifeaw 
Jot Wart axa ge wfades ud Pafdcier witoRal a fort aftert a cata sm ais set Hen 4 ada 4 
OAT MEA ST erat A HAT TPE 
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. 

(ii) Cea a 8 oS de w ata sape" frm oreT ae Ghat & fee shea mere ower oe BR 
rtatie 9 fear Siem | 
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) CAHIR ot 6 Ta 8 S Ger & ra oT Hitaxor “aga Hear” fora sre sar wate 7 fear sreAT 
APARs graded between 6 and short of 8 will be rated as "Very Good" and will be given a score of 7. 

(v) CHSIX a 4 aur 6 B Bel H sta ot aifaxnr “seer” fear stem aan wai 5 fear sea 
APARs graded between 4 and 6 short of 6 will be rated as "Good" and given a score of 5. 

(vi) CURR ar 4B om aifercr “epa” fear sen 
APARs graded below 4 will be given a score of "Zero". 

eta uae wa & fta-fa ant are hea wos ae Ba TH ais & dee 4B fesnfrest! 
Guidelines regarding the colour scheme to be used by different grades of CSS while filling up their APAR form. 

  

(1) er . . a.3.Ser rerarre sor vs Bax 
Green - JS/SAG Level & above 

(2) Sen . Freer 
Yellow - Director 

(3) aren - 3a ufaa 

Blue - Deputy Secretary 

(4) meat - aX Ulag 
Pink - Under Secretary 

(5) whe - argu sfteart vd wera 
White - Section Officer & Assistant 

9


