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$:orm of Annual Performance Appririsal Rep

Fnincipal Private Secre tary /Frivate Secretary/Cou

Personal Assistant & Stenographer [Grade

Ministry/Deperrtment/Office Of :

Report for the year/Period ending:

Partl:Petrsonal Data

(To be fitted by t:he Administrotive .Jection concerned of the

1. Name of Officer

2. Date of Birth

Designartion of the Post held

Whetheir the officer belongs

Schedu lle Caste/Schedu le Tribe

5. Present Grade

Date of appointment to the Present
grade

Name of officers with designations

with whom emPloYed during thre

year atrd the Period served wii:h

each

8. Perriocl o1' absence from dutY 0r1

le;lv€:, tra,ning r:tc. during the year

3.

4.

6,

7.

rt of
IVlas'ter/

D,J



t.

Part ll : :!elf APPraisal
(To be fitled by the Officer reported upon)

Brief resume of the work done by the durring the

......1o.............'..'..(The resume to be furnished should

words)

Please state whether the annual return on immovable property

calenclar year was filed within the prescribecl date i,e. 31"'t January, c

the calendar year. lf not, the date of filing the return should be given'

2. Please also indicate items in which ttrere have been significantly hi

and yc,ur contribution thereto.

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

/period from
to 100lirnited

er achievements

for the preceding

the year 1'ollowing
4.

Place :

Date :

(signaturer of the r report,ed uPon)



1..

to

Part-lll : To be filled bv Reportine Officer

Does the Reporting Officer agree with the statement made in Part ll?

disagre,ement and reasons thereof.

no, the e:xtent

authority which
igh est.

Numerical gracling is to be awarded for each of the attribute by the reporti
should be on a scale of L-10 where 1 refers to the lowest grade and L0 to the

(Please read carefully the guidelines before filling up the entri ,)

Assessment of work output (weightage to this section would be AO%l

Ileviewing
Authority

lnitial of
Reviewinrg

Authority

Quality of work

Level of professional skill

-lrust worthiness in handling
secret and top secret matters
and papers

Maintenance of engagement

diary anrl timely submission of
necessary papers for meetings,

in terviews, etc.

0verall Grading on 'Work Output'

[i to iv]/a

Sr.

no
Details Reporting

Authority

i)

ii)

iii)

iv)

4



Reporting
AuthoritY

Reviewing
AuthoritY

lnitial of
Reviewing
AuthoritY

5r.
no

i)

Details

Attitude to work

ii) lntpllisence, keenness

iii)

iv) eanco nrF rpsnonsibilitv

v) Communicatlon sKllls

vi) l..ili k in team

vii) I:ti., +^ *oot dpadline,|

viii) RegularitY and PunctualitY
:^ -++^h.lanro

Overall Gradirrg on 'Personal

Attributes [i to viii]/8)

s Assessment of functional competency (weightage to this section would be zl0%)

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

lnitial of
Reviewing
AuthoritY *

Details Reporting
Autl'roritY

Reviewing
AuthoritY

Sr.

no

i)

ii)

ProficiencY and accuracY in

StenograPhic work

lnter-Prersonal relations

ilr)

,)

Coordination abilitY

Effective liaison, lnitiative

and tact in dealing with

telephone calls & visitor

Ou.tof t Grading on 'Functional

ConrpetencY' [i to iv]/+)

J\,r*te: The orrera, grading w|, be based on addition of the mean varue of each group of indictors

in propr:rtion to weightage assigned'

fVf rintut"nce of disciPline



"#
Part -!V:" s-engfa!

Relatiorrs with the public (wherever applicable)

(pleasecommentontheofficer'saccessibilitytothepublicandre
needs)

State of Health

ess to their

ll qualiti,es of the

ary achievements,

, 3 and 4 in Part-lll

Reporting Officer

3.

4.

lntegrity (Please comment on the inte;grity of the officer)

PenPicturebyReportingofficer(inabout].00words)ontheove
officer including ,r.. oi strengths and leaser strength, extraordi

significant failures and attitude towards weaker sections'

Overall numerical grading on tlre basis of weightage given in Section

of the RePort.

Signature of t

Name in Elock letters:..."'Place:

Date: During thr: Period of RePort"



1.

Z,

3.

5.

F'lace

f);,, t e

PABJ-IV: Remarks rof the Reviewing Officer

Length c,f service under the Reviewing Officer :

Doyouagreewiththeassessme|nttnadebytheReportingofficerw
work output and the various attributes in Part-lll. ln case you do not

respect, to the
gree with any of

the numerical assessments of attributes please record your nt in the column

providerJ for you in Part lll and initial your entries'

ln case of difference of opinion, please give details and reasons for the

4. Comments, if any, on the pen Picture vuritten by the Reporting Officer'

Overall numerical grading on the basis of weightage given in Para 2' 3 nd 4 in Part-lll of

the Report.

Signature of Reviewing Officer

I\ame in Block Letters.'..,.,

Designation during ther lleriod o Report"'



JGJerr / INSTRU(IfiONS 
:

irt,lrr; h-\wmm ItFriE,q fi.r1t r.s nfiqTui r.{a;.1ct;T t, rrf :rft]q;rt] *;i,5;7ai_f;i".11,;1 .rr ;rzli,r;,r r;;.i;.i r t.fl+" ftftq'{ *:[r) frI a-dtilt] fi kr rlearyt;rnr4nfi jfi"rar {,Tarc7 il r :ra, a5 :rft)arft ft}{r;t} tt,r.r,{: tii , .

r& H .}ilr ft.if fei ;r"i flrl .lrftI-,rrtr ;rt "r* f)+-;iar{} *. mr 5's qT+i 6} ctr"} d} f,np};1ir {iiur;l} rn111,.,

The ,{.nnual Perfonrrance Appraisal lteport i,s ;ur inrportalt clocur.rrent, it provirles t}rg [asir: ;i r. ,t 
.inpuls-Ior asscssing the perforrrrance of un offjcer and for hisr/her furtlrer arlvarrccntent i:r lris/ir,,

Tha c'fficer reported uPon, tJrc Reportjng O[fi,:'er shoul<1, therefore, rrnclc:rh]<e tJrc iluty o1'l'illi.;., . iform rvith a high serrse of responsiLility.'-

fl[cilt fi}Ei il-t rtlAqrrft a;l u6 r5qw ;rrar rnfilv l+- Sror :rttzr :iiit*r{} fir lrlii;nr Ei{ar i., ;.itli. r,
sliiflt6 rrnrr:f q,t'l61rt;r €*- I qr \,6 3ft q-e;t ErSt cfi,.n adl B, afi+ u.tt li.sr+rrFrlo wlinrr f, I it(:t: .:. 

i-oll:tft-srft Ei, f,lr 3rftiltrt, lslr$r fBIS fAdI:;rrfi t, .i; zrart F.)un<a, trfilr.f.) Jr?rq *r, aqf;],1r; i:,,; ,.r,r
.]rq?fr itqlt :t fitrrs?l rt rie,lq adl qq;n irrfEr,

Reporfing Officers slrorrld realize that tIe objective i.s to clcvclop arr oI[icrrr so ti..at he,/slr(: realii:r::, 1 :tntc p'61q'n11a1' It is not n)eant to be a fault finrlirrg proccss Lut a clevr:lopr:rcrrtal orre. 'llrr: I.t.r1 , : .

oJficer should not shy away frorlr reporting shr:rtcon-rings in pcrforrnarrcc, iillir.r:des or overall ,. rr: :. i,of the officer reportcd upon.

t rI. rqfi;r E{t;{ Ti 3ik qqtT rsm'}rrq e{t;n;ll crftr, t fui}g ;r,}:nolhr+; irl{ q{ JrqaT s.qi} .ilr . i,i .

a;r +t$ alt rrqrw Jur .rrftinffqi ihl Frrat gal Eil iirrrrl I

'l'heitt:rr-rsshouldbefilledwithclt.recatreanclal.tentionandafter,devotinlla(lc(luatetir:rc. 
Any.1i1...r:. Ifill the report in a casual or.superficial nrarlner rvill bc casily <iiscernil;lc tJ tir,-'hjgher authoritjq;.

qFtr'F .r'R dvh{rirTEi $.I ,i ftqr ;nv I iiirrr nl u1r+r ;rdl irczrr€r.l; qill? rt :,tr11 1:] 1 Jrra;u i1;{-rrr:{r j, r ,

:-*t 4it :r'l1Tla mar* qrrhlT i' r lrtrJ rltr qrfiiql si urcrTd;F irirT .-rnr :ilr zr5 sa-r ft;mf q;tt ,"nit -ir,irr,, 
., ,.

nrl {,1 il& d-.T t atilrr I l$cy Jhr T{rrnrur aw ;fi nq}r ffiqr frrv r

Ilvery ansrver shall be given in a narrative fonn except n,here nunrerical graciinlls is to be ah,ar(i:(i lspace l:rovidcd indicates ihe desircd lcngth of the an.siver. Worcls iild phiases shr>ul<l be chos*. .-i.., .. ,

and shcruld accurately rcflect the intention oI thc officcr re.corciing thc zir-rsru,,-'r, Unrrnbiguoti:; ,r.:il r llanguagr': rnay be u.sed,

ft'tt' filrr"t Ent rri?re;r{t. 3ir $f?Jq]rfi t}{j?r,r ft,r)r: frdr ar,jr t, {i .jd -,6 1;q; ;I q.f f qt f,l;q ;i|;l r. :

rfr.trn r qft e;)$:rRrrr{} fHnfti;r trtl ii filv aql q{ ilJ:rrd?rr B, a} Srr nai,}r<n*, aai.lE {r rr,{i ,

arr fqru urc't t ;nrdraacq ita}, lisftaT .rrJi},rrftqi aHr rrrg 6rr t ;TE) lil{ wF} fir,} ?f&(r r

rhe lieporting olficer shall, in the beginning of tJre yr:rrr, assigrr targets to cac.h of tl-,c officr'r.s t. ,,.,: . .r ';isrequirc'clto-rcportuponforconrpletionctririnl:; theyear. l,,ii',ocu.oufanr>fficertakingrrpirr.i.., .;:,1
t-l,re cotrrs-e. of the IcportillS year,.such tarllcs/goali shall be.set at thr: tir:rc of a.s:iunrption or li ,r ;, ..,

cltangr:' 'l-hc tasks/targcLs set should clcarlf Lre lirorvrr and urrclersttr.cl ti1, tiro both tlrr: oli:i6-4r.s (\ i- \., .,

q<rr'T f-')o'trda qrur+.ai rr4 fi" fimrr ii* anrr Jrlznq 6 91 :rir fiil {16, ryr;-rir lftrtr;r lfonrn ir;r (,iri irdtii ,, :r

t, 'ir,r: ftqlt FdrE-i or.l :xfltrnrfi :iit Fhfia ;anrr r{{ G}u{r(a w rp-ur+a qirdr qrlt(r 3lk. rrcrir ,.,,r,,,1 
r

mrlr * {rrnrdrdr 
-qq:r *r,t rnltv r r: '

Although perfornrarlcc ap1>raisal is n ycar-errtl e.xercise, in orck:r that it nrav bt: a to.l [r:r hurr.iirr, rr., .. ]1,r-leveloprrent;thelleporti.rlofficcrslioultlatre6lularin[en,als,*rrl.rurt.,.jr"rfornrairct]irnri l.rl:r,:r: lcorrccLivt) slcirs by way, trf irch,icr: etc.

qttq' ;r;;qi;mr+-a1 6I zrd q'{ns n};n ilft('fu afl ,F.rr,r"r 1}rq art ari'i jt.trl.iirt ;h uldi,loql{;r, jitr.l.,.
:lJr nrat:i 4t al} {rrrubffi En{fit{r i{.dl qrrrr irt't
It shoultl be dre cnc.leavour of each np;rroi-r", t() presant tlu tnrcst po.ssible picture 6f tJrc a',.r ,., . ,rcgard to hisr/her perfonnarrce, conrjuci,' t,ehavio,urialci potenlial.

ql :[.afiT't, I{&rriq';r fl},r' or} utt SrfTt{,rlr ri; onltloqrda *; ari f ft.rirj.lft;r jiaii} rrir; r.;l rlrfilir fr,i i ,

Asstlssnrt:nt should bc confjnerj to rhe appraisec's Pr.ri'orrrralrcc cir.lrirr11 ihe irtrrit)d of rcpcr1.1 iy.;1j1

qf 3Ff)ii:fiI;'mt 3'fh r ;nrz rf,l +t.} rft q,tf?" i6t, (1h,., a(, trrd 3Jrk1i ,iur ,r*r* tlryrJ :)s ,i; l,,irr) , j.,, ,

}'mcr1;.r}.rftr:n+;r,-arY,tq10rqr}:lifirqa6{rqTil(rlv$cEnI9.Ir]I10tr.dgiu,l}.{;rir,.l','
*'rititr rt:ilfi)rq aFrrrr;trv I 1-2 t,- ds 3it{ 9.10 i; de fita} rr;nl- rt EH,:H: :a,r;r:rtli.-.r,:r
J{R?qEidr E r {riftq+i d.c fuN ;ir;} il rriv ,i ft,it Felu* aii 3il{ wfirrr ai{;t -.r,,} 3fiir61l} :fi .;,,.1-ifi :R{,ii .r,;a,ia :nni sr Tt il .I.I rnn .rrt liuql i6l. i{G;iT rt ir,}i2 ;r,T;ft rner 

t



8 Jilr 10 *' f,t-.r

Betrvectt B and L0
6:ilr il * Oq
llel'rveen 6 and 8
4:ir6*frq
Betwccn 4 and 6

It,is expecLcd lhat any gracling of 1 & 2 (ag,ilins.t rvork outl:ut or attrjbutc or ovr;r.all gra<Jc, ) r1,(-):i..adequatcly justifit:d ln the peniricture by wiy of specia) r.i,rr.r ,r.,j'rr,"ii",,y any grarle of 9 & 
.lg 

Lv,;rri:be justified with respect, to special u.iour1-ilirl,,n"nts. c,'radcs of l-2 or 9-10 are expcck)cl to 5i, ,rr...occurrcncL>s ancl hence tlre nceti to justi[y tirenr. Ilr arvardipl; n,.t,r,rre.icat grade Ure reporLinl;,rr,rireviewing authorities sl.rould rate rhe officcr agaurst a largc populatio,'of his/her pcers that rr.rri. 1,,1currelltly wor king ulldet'them. e 'o- vr rlrr/ rrsr P(cI5 ukrr' i:r'r.

taa a-ail/9Eb-4ft -.h Rs rit+ra;r qrmqll f,T Tlvr;lr FG) * nq)"{"T li, i}nrfilf&a *s} rn ldurr ls_rn il( r'
Hfi:'L:'" 

of calculati:rg avcraBe:;cores Ior em1:anclnrent/prorrrotion, rhe following gracle,s n,ill Lri,

*,ll

(ii)

I

I

I---' j
I
I

I

I
I

fiErEfr / NO'[E

rrcsft& t uaTOS n( ,ri err"i :) filzaftfl&a sfhqr or qrr;r $Tfrr wft,q :-
The following procedure should be foilowccr in fiili.g up rhe ih:m relaring to integrity:-

qlt Jrftrd;ft fi r.qFi6r itf ri trt t, tql a.aril ;rrc i

If the clfficer's i:rtegrity is beyond doutrt, it may brt so statecl.

rfd 6it ritr{ t, )r< 6} er& cts fp;qr ;rv 3it{ flar.ararrr ni<rg *ir ;rr, :

If there is any doubt of suspicion, the item shoull te left blank and aclion taken as uncler:
(6) \rci 3ric'rr Tg ttccuft 'e;,1 S] onrr. .rftr rK di q[rftn* 4) smr r fts.rvf| SI !-c, qffi rffi1-q ffif ;|; 16r,:prt qftstrr :rftt+,1ft qi el} lyfi dt ;w, dr rr-d VAfuil s;try f}i :raatff mr@ qlrs 4,r orrd B r

twrfffx"r ;rir nrrrl?ra qir;{r rlrlltr lturft +t f}ftaA mrr rirrr a-O a:, ffctl rrfftnrfi q_d. Tificr ,{,i

i ,rntunt ;"*",;'.',;:*rr :rft r:hl E$ trt!'tr) -l , .)
TTr afr, ffit eft tlqfii ri I

(1f n-rror n6"r s;rdiflr jxca. {i. s 1/4/B4,rerr, (,T,) fi5rr*- z r.e. r gosl
(Ministry of f!omc Aflairs O.M^ No.S1/4/E4-Estr,(a) datcd 21-6-1965)

xl.1l

'i;li

A sel arate secret note should ber recordc,J ancl follciwecl up. u\ copy of ttre note.shoul<l also tr* s;irnrtogether with tlre Cr:nfidential l(ePort to the next superior officer rvho rvill ensure t6at the ioll,rr.,.ttp action is taken expeditiously, wherr: it is not pnriib.lu eitlrer to certify tire inkrgrity o," ,o ,iu.u,,,tlle secret rrote, the Ilr:porting Officer shoulcl ,stateeither that he has not watchecl the officcr,s r.,.ortrfor suffjcicnt tirne to forrn a rlefjnite jrrd;;nrqnt or t[at lre lras heard lothini;-against the r-.[[iccr., .,:.the case rnay [.,e. "

(tq) rfA, :qaat a-'rtar$ .t qfropn:6pr1 T{f6 ({ d ;ri} S, :fr)-*;rfr :ft n;ffisffirTrBir r,r ffr irril}r, 1,r;
i{(;r{fl{ v,n sIfrl? fiGhq ftrir* * m-r & ;K, r

If' as a reult of the follorv-up acliort t].c cloubls or susprciors are clearecl, the officer,s i6l:gr irrshould be certificd and a. entry macle acrordingry in thc ionficreniint Ropo.t.

(rr) ul{ *i?.f 4iI 1lU tir ;n-c{I t., ar,, rlt li}lit-+< qi{ la( aF} qrfdv :ltr g{fi, iiafta ,f-e:r;rfi e,} trliirr ;,i,.
frsrv r

II thc doubLs or suspicions are colfirmeci, the fact sl-rould aLso be recorcled ar-rcl duty conrnrui)j(.air (i
to tJre officer concerned.

(u) ?rft 3rdd?{f mrtas i; qftumr+qrq, li}ir 1v a.& (tt 6:ilr;r 6t yatf,r $} dftfr t, yfo.+rt fi }fl.:i{,,r;I
J{rift 3rEfr h atrnr l,rgr imr ErlAr lik r-rh fir rrrlm 1n; li{ (?T) qi ruaft" mrta-rf ,gl nril ,rr(r.,
If as a result of tire folloiv up action, the cloubls or srrspicions are neither clear<:cl nor confirrr*:rt rji,
o[l'icer's cc'rrldtlct 'shou]d be rvat<:ltcci [or a furtlrer periocl and t.he'nafter u.riirr., 

"rr."u 
.. ,,,',i,,,,,.a ,,

b) and (c) abovc.

$



e

rBq"{]qBrylA

CER'TIF]CA1IE,

Certifie:d that a copy of my r\PAIt fol the periocl 2018-lg have been providecl to
me iti terrtrs o1'DoPT's O.i\4. No.210111112005-Estt.(A) dared. 14.05.2009 and O.M.
No. 2',0l1l1Dal0-Estt(A) dated 13.04.2010. I have nothing to represent.

Signature

Name

Designation

Min./Deptt.

Dated:

)Vith stamrp
I

+


