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Report for the year/period ...................

dafre A
Personal Data
AWr—-1
Part~-1
mﬁmwﬁmma?mas#ﬁﬁammﬁmﬁmmmm%)
(To be filled by the Administrative Section concemed of the Ministry/Department/Office)

2. | sew AR (Ra /a8 /as) .. 1. 1. (ersey 3)

Date of birth (DD/MMAYYYY) ./ d. . (in words)

3 ORAGE oo

Designation of POSt NI .............ooeeeceeveeiireiseisieeciiiieenies oo

B R e e —
Whether thg officer belongs to Scheduled Caste / Scheduled Trbe? oo

Date of continuous appointment in the Date ......civiiresionin Grade.........ooceeverninins
present grade

6. |ad & 2k gedl, wRw seaTE &
TRT FYET F Fegafeafy i safty

Period of absence from duty on

leave, training, etc. during the year
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A2 - 1 {e i
Part- 2 - SELF APPRAISAL

(1 31T TRy R Sy, Fomehy RaYe faredh st &)
(To be filled in by the Officer reported upon)
(Foar wfafRal se & gwdt regait @ waegde ue o)

(Please read carefully the instructions before filling the entries)

1. wclgEt o ditge o

Brief description of duties

2. T — @ & q/3af & Shoe 3uds gRT e e R o SR IR
(R oY AT |- gt 100 wde & W A )

Brief resume of the work done by you during the year/period from ................. ..to. ... ...

{The resume to be fumished should be limited to 100 words)

|qAH / Place :-
faAia® / Date :-

R, Sy ROYE fordy st &, a7 seaeR
Signature of the officer reported upon
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T 3 - R oreey arey 1Y g Hediwa
Part 3 - ASSESSMENT BY THE REPORTING OFFICER

(o afafeal st F uee Rean-deit @ cnergde uz &)

{Please read carefully the guidelines befare filling the entries)

1L BN G IR & v anifters dfder & s anfee o e 4 ¥ 10 7% & 4t ) R TR fwad
1wmmﬁam1oﬂmma§#h

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

() T TIqaTEe & Hie (5 WS A ATeiE 40% 2
(A) Assessment of work output {(weightage to this Section would be 40%)

Rt fra ary | watven sl gy weita Eardicud
Ryl arr R [ @ W 2 @ A | R
1T s 3] IR
Grades by Revised Grades by Initial of
Reporting authority Reviewing Authority (if Reviewing
doesn't agree with col.2) Authaority
1 2 3 4

i) e wrdafee R & SR At

TR Y QR AT
) Accomplishment of planned workiwork

allotted as per subjects allotted
i) R IoTEEEr
i) _ Quality of work —
lijy o 3 wefrorar (et 3R wRpemm
i) Proficie in 5| and accuracy)
iv) T wEoTn, A i devmed Mt

=Tt gt & TaRaa
iv)  Proficiency in work, namely maintenance of

prescribed registers and charts etc.
o AU Ot W A (@ (| F )4
Overall Grading on "Work Output' (Tetal [i to iv) /4)

4




() AT TORINET 3 AFEiT (SH TS B aehE 30% e

(B) Assessment of persorial attributes (weightage lo this section would be 30%)

Raré frae o TR 3R gry e T
v IRyesrY g R Iz (AL TEHH 2 A FEAA kv oniend
T U &6 TR
Grades by Revised Grades by initial of
Reporting authority Reviewing Authority (if Reviewing
doesn't agree with col.2) Authority |
1 2 3 4
)y =&y
i) Aftitude to work
i) SeeRaaad B saar
i)  Sense of responsibility
iy IR TeATT &A1
iii)___Maintenance of discipline
v) EoEoT wiere
iv) Communication skilis
v) TRweTaEE degar
v) __Anaiytical ability |
vi) OF A oA i anmmar
vi) _ Ability to work in team
Vi)  EHEG-HHT T U F Y A
vii) _Ability to meet deadline
viii) ot FEu
viii) _inter personal relationa
Fgtorn aqui/RNATH 1 Faw AT - |
Overall Grading on ‘Personal Atiributes’ |
(Total fi to viiil /8)
(3N FTHTCHED &THT &1 Heuich=T (FH T Fr RE 30% 79
(C) Assessment of functional competency (weightage to this section would be 30%)
Roré fora arey | W 3Rl ero Hia L)
st g REr | AT @R AR 2 AW | Hfrda
T AT & E HRIET
Grades by Revised Grades by Initial of
Reporting Reviewing Authority (if Reviewing
authority doesn't agres with col.2) Autharity
2 3 4

1
i) awe-aTs &3 A BmATRETE ik o

in the area of function and abillty to apply
them comectty

A 3T vk T8 A A LA A @
)] Knowledge of Rules/Reguietions/ Procedures

iy  GHAga & dEar
i) Coordination ability

i) g
i) _Initiative

iv) AT T Y TR F udorar
iv) Proficiency in working on computer

B AT O FRY AT G [ A iv] /4)
Overall Grading on ‘Functional Competency’
(Total i to iv] /4)

Rl : Fovr Afker, Freifea 1 97€ AviE & FIR F Fhrrl & Uorie WHp &5 AT A1 3 2 O S €9 |

Note:
weightege assigned.

The overall grading will be based on addition of the mean value of each group of indicators in proportion to




WHATAT | GENERAL

AT -4
Part-4

1.

A & WY [ (o W WL W) (GO AT A A A wge A D W s ot B
SRR o Rquotr )

Relations with the public (wherever applicable)
{please comment on the officer's accessibility o the public and responsiveness fo their needs)

TRIETOT (e TR B AR S T R 3 T e b R A O & W ) e 5

2.
Training (Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer)

3 EEE AR
State of Health

4. weEfEge gpod e f waaiEe o R w1

Integrity (Please comment on the integrity of the officer)

5. & HR A GHETHT, HRURT SUaR, FErayr! Rwaara aur dA=iv avi & uia eghy & &9 Ja
T & ey Aot oy Roé Fvaey arey s1iard gro ane R (@veeT 100 2me )
Pen Picture by Reporting Officer (in about 100 words) on the overall gualities of the officer including area of
strengthe and lssser slienglly, ualiaordinury achlevements, significant fallures and attitude towards weaker
sections.
|
6. T & A0 3 s &, W 3T 9T Y & 7S cohE & MU W QR 37770 DT
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-1li of the Report.
e s ar HFAFD 31 SRR
Signature of the Reporting Officer
FURT/Place: ...... ....o.oeoveaverinan, AT AT BRI
s /Date ... .. oo Name in Block letters: ...... ...
Designation: ............ ...
v fr sy wake: ..

During the period of Report:




L]

3T — 5 [bveT Y T gt
Part - 5 REMARKS OF THE REVIEWING OFFICER

1

FolrEn 3R & e dare ]
Length of service ynder the Reviewing Officer

[T 31T 2 e MR AET-3 a7 ART-4 # R o/t & wdw oF Rad ey arey s aar fee
T FTAEA W TEAS & 7 (W 2 317 3 3R A1 4 (5)) (@ I oitRAdwenat & e o iR et ¥ wEHd
¢ § At 37 WY A 30 e BT T gaAw # 39AT AeEid gor o8 AN o wiafRal o sreer JmmeR 75%)

Do you agree with the assessment made by the reporting officer with respect to the work output and the various
attributes in Part-3 and Part-4? (Ref: Part 3 & Part 4 (5)) (In case you do not agree with any of the numerical
assessments of attributes please record your assessment in the column provided for you in that section and initial
your entries).

sreeRfa & Feafa & sy aere | g O 0 & R 3 S e e Siser O € 2
In case of disagreement, please specify the reasons. is there anything you wish to modify or add?

AT/, HITY 6 e AT 2T T BT 31 RUTE (Rt ey Jrrevady 4y ey
The attitude of the Reporting Officer in assessing the performance of SC/ST officer

-

FiET AT ERT g o | (SIS 100 gt A ) U ! I HAAT It F &7 3R For w0 S oy
HitgRy afta 38 & Fer 7o w Rquel 7% | .

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 atlitude towards weaker section, [

|

Frové ¥ arrar-3 3 WE -, W1 T T3 F & a1 TSN & IR W TR it afEr

8.
Overall numerical grading on the basis of weightage given in Saction- A, Seclion- B and Section- C in Part- 3 of
the Report.
" FHET HRFHY T THAER
Signature of the Reviewing Officer
A/ Place: .....ccoveenrne . amazamt
RAmE/Date ... i Name in Block letters: - s
Lo 1
Designation: ..........cc.eoeveeeciins
R Fafrdda: ... ...

During the period of Report: ... ................
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INSTRUCTIONS

mmmmNmmt.waﬁmatmﬁmmmmmmmm
Tt # 2T R TEAD & e FTqYt ST SURTY aRAE & | 3 a Sty R R R o 1 &, e
mmmmmmmwmmmwmwmwmmmu

The Annual Performance Appraisal Report is an tmportant decument, it provides the basic and vital inpuls for
assessing the performance of an officer and for his/ her further advancement in his/her career. The olficer reparted
upon, the Reporting Officer and the Reviewing Officer should, theretore, undertake the duty of filling out the form
with a high sense of responasibility.
wmmMﬁummmmmmuMmﬁmm&mwmm
AT T Or T | TE o R e A ufwar &, afites oo R ot § | o forary arey 3 3t
waha sy o, 3@ SR, Frwdh Rad Ryl ol ¥, & o e, SRR rrar W cafhen € w3
Rie 3 feres v =t ol Wi

Repornng Officers should realize that the objective is to develop an officer so that he/she realizes his/hor true
potential It is not meant to be a fault finding process but a developmental one. The Reporing Officer and the
Reviewing Officer should not shy away from reparting shortcomings in performance, attitudes or overall personality of
the officer reported upon.

A 38 T care A MY e T A o e anfire | Aol o st At O SR SUd Al B Y S o o o
IR 5% ARt 3 Fed: var ad s

The items should be filled with due care angl attention and after devoling adequate time. Any attempt to fill the repart
in a casual or superficial manner will be easily discernible to the higher authorities.
uﬁmmwmwzmmmmmwnmmmqummmgrmmumm
TE A-iv amzammmnmm|mwmmmmmmmvmmﬂ
e @t

If the Reviewing Officer is satisfied that the Reponting Officer had made the report without due care and attention
he/she shall rocord a remark 10 that effect in item 2 of Part V. The Government shall enter the remarks in the APAR of
the Reporting Officer.
Ve AR aoieTew $7 3 fan s | ae 30 o o Hites A @ S g | ST TN I AL ST B
0T wark Zofart | wqEt HRY qEEyt B AR A T HR TR ST T oA AT 3R & sk @ 98 G A
TUAT | FHRAYE R AR St 1 ey Rt 0w |

Every answer shall be given in a narrative form except where numerical grading is to be awarded  The space provided
indicates the desirad 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.

Pt fRrmet amy srfrady, s e Farerr R Fovadt et &, o o &5 o & ad % Y Py S ey e o |
b TRl Roeier ¢ i Ryw 7 o7 FeeT &, & 5 AN & SaY AW Ug W & wHd au PR S |
o /e 2, Heer et gR T w9 @ S AR @A S i

The Reporting Officer shall, 1n the beginmung of the year, assign targets to each of the officers will repeet 1o whem he i
required Lo report upon for completion during the year, In the case of an officer taking up a new past in the course of
the reparting year, such targets/goals shall be set at the time ol assumption of the new change. The lasks/ taegets sel
should clearly be known and understood by the both the officers concemed.
mmmaammmmamﬁmwmmmﬂmmmma Ia
mmmmmmmwmmmmmmmmmmwam
HTH TorA wiRw |

Although perfonmance appraisal 1s a year-end exercise, in order that it imay be a tow) for h ¢ development;
the Reporting Officer should at regular intervals review the pesformance and take neCesSTY corrective sleps by way of
advice e,

VEdT HeaaTad I UE AR Qe O B ax et R S ot et & i, 3R, ReR H
T A $lY TURT AT AElR weg @ |

It should be the endeavour of each appralser to present the truest possible picture of the appraisee in regard to his/her
performance, conduct, behaviour and potential

TR FFUR, Haithe BT T AT et 8 awdfovsarea & ok 3 Raverhar 3rafty aw & @i g i |
Assessment should be confined to the appraisec’s performance dunng the period of report only

mﬁ?ﬁtg‘unmmmﬂmt|Mqudqua1mmwmmtlsﬂaﬂ{#rm
= 85 ERT AT A T A AT HR 1 o 3w w2 FRequoft By oy wfke |

Some post of the same rank may be more exacting than others. The degree of stress and straing in any post may also
vary from tme to time, These facts should be bamne in mind during appraisal and should be o ted upon
approprialely.
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it AfEsT &5 AT ThT R we S SR g

Guidelines regarding filling up of APAR with numerical grading

() i AT A RO # e wa iR a3 51 quie g &7 sl st it
The columns in the APAR should be filled with due care and attention and alter devaling atequate bme

(i} T seE & S & 5 1 3R 2 B o of AT o, (Rew 1e F1 3w 70T 31w waa s & R R w et &
IR A IR I 3 gateE ¥ 3 R st e | 5o Uew 9 aan 10 ¥ 48 v, e e R anat ¥ @dy
3 A ST S | 12 & IS WK 9-10 & A5 RRA AT # @9, e A MR T B yravEwa B
HiRrw ¥ Be IR & way F Fravé Rwe grey 3R weher o o AR o WU st S sEd s e
B &, B v ok T H Geen 7 Afda aeh afew |
[t is expected that any grading of 1 or 2 (againal work output or attributes ar overall grade) would be adeuately
justified in the pen-picture by way of specific failures and stmilarly, any grade of 9 ar 10 would be justified with
respecy to specific accomplishments. Grades of 1-2 or 9-10 are expected to be rare occurmences and hence the necd
to justify them. In awarding a numerical grade the reporting the reviewing autherities should rate (he officer
agmnst a larger population of his/her peers that may be currently working under them,

Giiy 8 3N 10 & dra I3 = miEw of Pmes sFEir o T ammre Ser oo ¥R dae @ i e
AT ¥ IR TR B 10T A & IR0 F 9 FEHW Ry o
APARs graded between 8 and 10 will be vated as ‘outstanding’ and will be given a score of 9 for the purpose of
calculating average scores for empanelment;/ promotion.

(v) 6 3 3T T 8 A T A% ATl s e PR AT A HY g 3rqor A Swen AR 7w R
AT |
APARSs graded between & and short of 8 will be rated as ‘very good’ and will be gaven a score of 7

(v) 4 3R 3 6 B 79y 5 areh o T foraresT sy RO o 3T AT STeen 1T § GER R s
APARs graded between 4 and 6 short of 6 will be rated as ‘good’ and given a scare of 5

vi) 4 A% Iz areh e o Rwaree A= RO o oEa wR R snewm |
APARs graded below 4 will be given a score of zero

fRoyeh s NOTE
HeatE & Faa a1z 3 o e & AeAToTla uitvar o arae aer aiio
The tollowing procedure should be followed in filling up the item relating to integrity:-

(i
0]
(i)
(i)

(@)

@)

(b)

n
(e

(=)

(d)

e s By weafam wiw A W X, R Tarr I |
If the officer’s integrity is beyond doubt, it may be so stated.
afE s W &, vz o wrer o R are 3t Ferger avtar # g
I{ there is any doubt of suspicion, the item should be left blank and action taken as under:
e 3T A[F ool gt Y ST v A fr s i she | Rogoh # v afy aedrg Kot % @er 3 afeas s
=1 B & Sre, St ag G wven R Fgaet wrtar o A Al § | S AeaE @ g o g Roaeh @
foftrare o worm Al E RavE 3R a8 YRa 7Y v gere fvta R & e 3ol & 7 o 23 = adiw ana
A A 33 3T & R ooy a8, S Ry et
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 sccrel note, the Reporting Officer should state
either that he has not waiched the officer’s work for sufficient time to form a definite judgment or that he has heanl
nothing against the officer, as the case may be.
It diegaet atars & aRoTHERY TF iy € I € 3R A Frafere vt e 30 ek HR ez o afafy
el Fraré & o & 5w
If, as a result of the follow-up achon the doubts or suspicions are cleared, the officer’s integrity should be cernfied and
an entry made accordingly in the Confidential Report
af ww r gfe ¥ Swh &, 7w ave s Rt o R I @ive 31 5@, S aftardy = Fgfe ow & sme
If the doubts or suspicions are confirmed, Lhe fact should also be recorded and duty communicated to the officer
concemed,
af 3rgaelt atard & iR, WE gY A% A § R 7 & s g o &, srftedt & 3o 9 e oy &
g S e 3k 3wl g 3w @) WK ) W aafAfde wrian f sl oi
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 by and (c) above

T (T FAY B FUTAY ACA H. 51/4/84-F1.(F) RA® 21.6.1965)
(Ministry of Home Affairs O.M. No51/4/84-Esti.(a) daled 21-6-1965)
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