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& few 

TN SUMMIT Fula Weider 

Annual Performance Appraisal Report 

  

for 

Officers of the Central Secretariat Service 

HaX Bag 
Under Secretary 

SMO Sr A 
Name or Onicel: <2 ee ee ee ee 

Satta ad/aater or wider 
Report for the year/period ending: ............... cesses RO ee ee ee 

   



Farera/faan 
Ministry(Depaltiment Of i.e ale at ei ei 

Form 

Gay Ura & sax waa & fee ate gears wieder 
Annual Performance Appraisal Report of Under Secretary of the Central Secretariat Service. 

wane avisrattr on wear | 
Report for the year/period Ending ........... ce eeeseeeesseecsevecnsenessccatenevseeerearenees 

aafade ak 
PERSONAL DATA 

OM - 1 

PART-1 

(sorerafeamaatca & daft werahta aque SRT wt srl & fee) 
(To be filled by the Administrative Section concerned of the Ministry/Department/Office) 

1. HORN oT aa 
Name OFOlicen 2 er een Poe ee re ee ee 

2. 34 Ot ankra(fea/are/ad) (zteat 4) 
Date of Birth(DD/MM/YYYY) __........ Lees [oe (A: WOrdS)5 ae eee 

3. adam SUT A coma fagiad ot ANTE fortes SOT 
Date of continuous appointment Date = ee eae Grade eae 
to the present grade 

4, OTA Ue cea Se OX Prater cht ares qe forte 
Present post and date of appointment POSt= = oe eee lace Dalen. ieee 
thereto 

5.08 A ore B agate ar Hales (Bact 
wAsramT ste OX) ae seer safer AF wARreoT 
fern & at seat fran S| 
Period of absence from duty (on training 
leave etc.) during the year. If he has under 
gone training, specify.



  

  

aM - 2 fara aftont on ufeaes ftrar ara é, Sad ERT we aI & fee 
PART-2 To be filled in by the Officer reported upon 

(quer wfaftedt at sea @ oct satel a em a yea) 
(Please read carefully the instructions before filing the entries) 

4 Brera ardtan afin frecor 
Brief description of duties 
  

  

2. ort & a} measatvaeda amo wa oom fore Pathe fee et, a aod ftre Frat fee we et 3a (aRona/ara at HRT 
ora) of A ae-za Fe AIR OS Vere SN ca NaN Pia ee eee a 
gam & fae afte ort 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) 

measecsa/eaa SOCTeTAT 
Targets/Objectives/Goals Achievements 

  

  

    
  

 



  

3, (SH) QUE Ae 2A gare Te cadi/sqeval/exat a onfta A wat Hat wr Bata F secre ot! ale aaa a onfta F arg arene 
wt a at & gee! 
(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. 
  

  
  

(a) quar sa ret oh athe ok Bray aot afte surirat Ae ste el ee arrest geht 
(B) Please also indicate items in which there have been significantly higher achievements and your contribution 

thereto. 
  

    
  

4, quan secre ot fis aon dat datvex af ft sr olka ate frawh Patfes atte seq detox af S 
Sead af a 31 saat aw caf ax Bag a ale sel at feat asi aR at aNra | sie! 

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 following the calendar year. If not, the date of filing the return should 
be given. 
  

  
  

fait aT S3 are sities? 3 eee 
Daler eee Signature of officer reported upon 

 



WT - 3 
PART-3 

ees Tifa a ako wierdest aan garter wifteart fsa sate st 1-10 3 dary oz et ae, He 1 was oF 
| SOR ar AAT 10 Tea JOA ST serra GAT S| 
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. 

(pren sfahcat af ae 8 cect femal at ea & ve, ct) 
(Please read carefully the guidelines before filling the entries) 

(ajerd Frored ar AeaaH (se AMT HT AIX 40% eM) 
(A)Assessment of work output (weightage to this Section would be 40%) 

Wades UNG Katedettes Mera, = PAtaetart Wrerart 
Reporting ax arT-5 ar tet 2) a Seat 
Authority eviewing Authority |nit; iewi 

fee Para 2 of ety, heel 

  

  

i) Garattsre ara dt oRgvtarfara & Se 1 sated 
fear tat are 
Accomplishment of planned work/work allotted as per 
subjects allotted 
i) ord rarest at are 
Quality of output 
iii) 

Analytical ability 
iv) Harare ord at oRGU Te Feet me Aaa BTS 
Accomplishment of exceptional work/ unforeseen 
tasks performed 

wre UT ayer PaeTaHX SOHO 
‘Overall Grading on ‘Work Output’ 

(@joafecnra fastearst or Yeates (Sa AMT ST AK 30% rT) 
(B)Assessment of personal attributes (weightage to this Section would be 30%) 

Wades MMe Katdeet TIER,  Hatdetar wilt 
Reporting (aesf ars am ter 2) BS Sex 
Authority Reviewing Authorit iti iewi 

Refer pire? of Patsy ee 

  

  

  

  

  

  

  

i) oe Gt Hated 
Attitude to work 
  

ii) TRENT or ater 
Sense of responsibility 
  

iil) HARA GT SIRE 
Maintenance of Discipline 
  

iv) MYST atyrae 

Communication skills 
  

v) Aged IT 
Leadership qualities 
  

vi) Set at Meat A Ge Se SH aay 
Capacity to work in team spirit 
  

vii) PAA MRO BT ATMO GY Dr AAT 
Capacity to adhere to time-schedule 
  

viii) TRAX Saterearag WaT 
Inter-personal relations 
  

ix) WAH Bid Ud aledca 
Overall bearing and personality 
  

coteenta faxrearsnax aor Prerax soitaxvT 
Overall Grading on ‘Personal Attributes’            



(Aaa Maa HT AKASH (SH APT HT UK 30% er) 
(C) Assessment of functional competency (weightage to this Section would be 30%) 
  wtadea qatderasdt itreniqatdcivas oierart 

STTaTT oiferert ey ws ar ter 2) 

Reporting Reviewing Initial of Reviewing 
Authority Authority (Refer Authority 

Para 2 of Part-5) 
  ) Hana ws dvaay S da 8 wibae we as 
Bal Tan Gt SGN 
Knowledge of Rules/ Regulations/ Procedures in the 
area of function and ability to apply them correctly. 
  ii) Aedes ASAT SAM St ACT 
Strategic planning ability 
  iii) Fora a4 ot erat 
Decision making ability 
  

iv) Wada eA 

Coordination ability 
  v) Ferree ar Ra vd aorta Ge a aay 

Ability to motivate and develop subordinates 
  vi) Geet Stee 

Initiative 
  WONG PAA GX Bet HETHT HOH 
Overall Grading on ‘Functional Competency’           
  

aT - 4 STATO 

PART-4 GENERAL 

1, paar ds ara anftend (ret 8 parse) 
Relations with the public (wherever applicable) : 

(ara Ht Hazara ar seared Ud aftant ae afters wx pre feuoh S1) 
(Please comment on the Officer's accessibility to the public and responsiveness to their needs.) 

  

    
  

2. wPRrareT 
Training 
(pren sftrent at senftar vd ard armrenat 4 sik afte qa ak of oe oh afte O sad wren & few ferofket wt!) 
( Please give recommendations for training with a view to further improving the effectiveness and capabilities of the Officer.) 
  

    
 



  

  

3, tarea ot Rata 
State of health 
  

  
  
  
4, Wearrer 

Integrity 
(eran aftr at carer ax feat <) 
(Please comment on the integrity of the officer) 
  

  
  

5. Ufaded Seer! art aftreant & ware feersarst & axdty (erm 100 ere 4), fat aed aa ed oa ured aa, 
SAM Jeera, HEcagEl sracpensit (dest: wMT-2 wT 3(H) vd 3(a)) vd eer aif & ote afsrefer enter a 
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. Sieger & a3 H Us FH, gan aA fer me aie & SN W Het fener PeaS Hier! 
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report. 

  

      

giades Siren a eae 
___ Signature of the Reporting Officer 

war: ATA AH HEN F: 
Place... See Name:in Block Letters: 23.5 sc i Gale 

UGTA: 

DeSIGNallON Ne Salieace enn 

eaten: Wade cl Hater A: 
Dates ee During the period of Report: (6.2.2... 8iGas 

   



YT - 5 
PART-5 

1, Gaficton afte oft aftrefira: 
REMARKS OF THE REVIEWING OFFICER: 

Qafdcier aftant & seanta Yar rer 
Length of service under the Reviewing Officer 

  

    
  

2. ra AM wnT-3 & an-4 a Rta ore aan fais qui & dee a fdas aftret arr fed wa yeaion B wena &? Ga aT 
Stren & seen sunferairecagel semana & wae 4H fox 1a qeutaat S Bera S? (Mask: s07-3(37/(iv) se vM7-4(5)) 
(ale ara widen aftert ort fea ot & fet tects qoutes 8 wena veal & at Hoe gen yale sa woe H fed 1d Kier 4 & ae faa 
BW AEX Hr) | 

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.aaena WM & Rafa F Hoa gas SRT sar, ga ory Cat ara & FHV HT Ho seer A ssa Ted S? 
In case of disagreement, please specify the reasons. |s there anything you wish to modify or add? 

  

      
  

  

  
  

4, Vafdcion after) oer wert aa] PIA VAAN SX (ETAT 100 great A) forest aaftrort Ht aaa faerearsit Hr are 
aa td oa aed aa Ud saat ader ait & wher aafsrgten ener et 
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, Uaded & HN-3 & US-H, GS-s aan Gs-a A fer ae UNIT & IR Ww Ha fener Peas afar! 
Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part-3 of the 
Report. 

  

      

Gafdcias afta o eecex 
Signature of the Reviewing Officer 

WIM: ATA AI HERI 4: 
Places hacen: Name in Block Letters: ...........c:cccccescesssscesssssseeecoeereneves 

daar: 

Designation. 4. ee ee ana 

feate: wfades at safer a: 
Date: ee ae oice. During the period Of Report: ............ccccccesenescesenssevenees 

  

  

 



  

  

PIA SER & MY LUVIN wea Baer fesnest 
Guidelines regarding filing up of APAR with numerical grading 

  

  

(i) Corea & vies faftraa waar sik earyde aan vate wag ea ee at uifeTl 
The columns in the APAR should be filled in with due care and attention and after devoting adequate time. 

(i) ae aren Ht ara 2 fH 1 sua 2 & fat alfaxcr Fria ot a festerast or pe Frevax Aciraxnt & wfage) or fafere 
gamers & ant & aera fara 8 cater wo B sifers fear orem sit set THR 9 Hua 10 & feet Fol & dee F fafere 
soafterat 3 ede 8 sites fear sre! Bott 1-2 wear 9-10 faxet edt & Ha: Hear silfarca fee at Bt SeNa 21 Bikers 
Soft wart axe gu wfades ud yafdcies wftakal a fet afrant a caifako sr ela adh tea 4 ada A 
ore aeahral Ht ert Ht SAT uae! 
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 wr 8 A 10 & Sa or aifory “sap” Fever sem ey heres fore sitet sets at mover ae fete 
rate 9 fear sreaT| 
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) COHIX or 6 Tas B Bra b Aa wT afer “aga Hear” fren sem ae seats 7 fear sre 
APARs graded between 6 and short of 8 will be rated as “Very Good" and will be given a score of 7. 

. (v) Chea or 4 aa 6 B Brel & Ga or aero “Heer” fora stem car yreates 5 fear sree 
APARs graded between 4 and 6 short of 6 will be rated as "Good" and given a score of 5. 

(vi) PHeSX ar 4 S oA aifexct “yea” fora sre 
APARs graded below 4 will be given a score of "Zero". 

data aaa dar fafa of ono eden pos sea waa tn ast & der F feeneer 
Guidelines regarding the colour scheme to be used by different grades of CSS while filling up their APAR form. 
  

  

(1) et . O41. Sed Taran aot ed HIT 
Green «© - JS/SAG Level & above 

(2) den - Press 

Yellow - Director 

(3) “rer - 3a ufaa 
Blue - Deputy Secretary 

(4) qWerat - wax alae 
Pink - Under Secretary 

(6) cs HAA HGR vd Mera 
White - Section Officer & Assistant 

9


