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997 / Form
aftfer e frsoe wedma Rafe
Annual Performance Appraisal Report
Aeel I €&Th
Multi-Tasking Staff

FE/FER s oo, a1 Rdfe
Report for the vear/period .......ccovvvenene.. L0 covonnssivs v s
afdad e
Personal Data
A - 1
fawmr/smicm & et gemEiE SIAT ERT A 9 3
Part-1
(To be filled by the Administrative Section concerned of the Department/Office)
AR HT AH
Name of Officer
. | AR
Date of Birth
aid ug

Designation of Post held

.| T IR sgla /S B8
Whether the officer belongs to SC/St?

T e § aaq, P @ ae

Date of continuous appointment in the
Present level (date & level)

FA A/ famT

Section / Division

& A ged e @ik B en
A & Ry B ey

Period of absence from duty on leave,
Training, etc. during the year




W2 ~ ¥4, G:IiEq

Part-2 - Self Appraisal

(39 aftamd grar wmr i, Ry Rute faedy oy &)

{To be filled in by the Officer reported upon)

1. @l o1 ftvw g f%:'-T_iaam-——w-»-w-w-w-'--—w-.—m_q}mmw.m.—ww_wu._
Brief description of duties

W+t / Place: -

fesia Date:- Y A @ g Rraa Rufe foredt wrd) 2

(Signature of the Officer reported upon)

.3/-




e

7T 3 — RUIE e o IReN g e
Part 3 -~ Assessment by the Reporting Officer

{quar wfafedl «RA ¥ wwa Rkl @ argde g )
(Please read carefully the guidelines before filling the entries)

1. BN Ve /R @ R aifee ART @ Sl iR i 1 ¥ 10 a5 @ G W e
FTRrRd 1 oo frma de 9l o ad S TS A 8 |

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.

(@) Frifees &1 geuies (3 e &) aeee 40% &Nh)
(A) Assessment of work output (weightage to this Section would be 40%)

foe fomm =
angmﬂmﬁmﬂm

Grades by
Reporting
Authority

TR ARET BN wONG S

(afz == 2 % woww =t 2)

Revised Grades by
Reviewing Authority (if
doesn’t agree with Col.2)

THET A Bl
TENEN

Initial of
Reviewing
Authority

1

2

3

4

{ij = @ e - Quality of work

fi) = == =Hi/deR B FEeN™ § -
Does he/she know  the
machines/store

{iii) 7n ¥ wAEI/dSR/RRET B W
fraffq w1 ¥ &W § — Does he/she
maintain the
machines/store/building
properly and regularly.

{iv) oo ¥ o /vomdgs /deror A/ 9
B We-ueE o =M Wy € — Does
he/she clean and takes care of
chart, visual slides/storage
items/premises.

(v) @1 ¥ wigT ol /Al B A / ASY
# e /Eell T ol ¥ e o 8
—~ Does he/she help and do the
work of erection/repair of
machine/loading/unloading of
stores.

‘& faET T AR (ga (I to v)/5)
Overall Grading on “Work Output
{total (i to v)/5]

A -




(@)dufaas Tor/fadwar @ euiea (39 WS @) owele 20% g1
{(A) Assessment of personal attributes (weightapge to this Section would be

30%

30%])
e fem 9« | w0 aiteN ga waRa 7S | Wl anor @l
ST B R T (aft o 2 4 e e ) Initial of
Grades by Revised Grades by Reviewin,

. Reviewing Authority (if g
Reporting Authority
Authority doesn’t agree with Col.2)
1 2 3 4

i) =14 9 ufty afgfy/ Attitude of work

iijgamiR@ @ wwm/Sense
responsibility

of

iifjgifordr % fufa @ W@ @ dEw/
Regularity and Punctuality in
attendance

ivjarqames ¥ w@w/ Maintenance of
discipline

vjuise wlee/ Communication skills

vi) €W § o w1 9t grmm/Ability to
work in team

vii) ¥g-Em @ 9Es Bk @ Oradr/
Ability to meet deadline

viii) ofcdafms <§a/Inter
relations

personal

ix) wew @l w1 wam/Clean use of
uniform

Bafds o1/ ersarll @ w5 aren
Overall Grading on  “Personal
Attributes’ (Total i to ix)/9)

() PR Tl @ Yeuiee (39 WS B TReiE 30% B
(B) Assessment of functional competency (weightage to this Section would be

30%]) :
Rafe  Rrer @@ | we e g eita G | el e o
ﬂw@ﬁﬁmmﬁmw (a2 & 2 & e =€) ml "
Grades by Revfsec! Grades_ b:V l;];viewing °
Reporting Re.wevftmg Aut%lonty (if Authority
Authority doesn’t agree with Col.2)
1 2 3 4

i) oo & &= # st/ Rt/ gefeal
B T AR 3R W W ¥ " e D
argdr - Knowledge of
Rules/Regulations/ Procedures in
the area of function and ability to
apply them correctly

fijem @ drawr - Coordination
ability
iii} v&st ~  Initiative

iv)jamger o o W@ A wdom, Wst Suess
¥ Proficiency in working on
computer’ wherever available

‘prfE @A W oW W€ ww (i to
iv)/4)
Overall Grading on “Functional

Competency’ (Total(l to iv)/4)
ferapf

= Y A, FeilRa H1 7$ ool 3 ouE ¥ goas) @ Yde 99 @ 9HE AW O 99 9% EG 2 |




Note: The overall grading will be based on addition of the mean value of each
group of indicators in proportion to weightae assigned.

.5/~



g

GENERAL
AT — 4
Part — 4
1. SAA P AR G (Se FE AFL B (T o @ ARSN 9% 9gd 3 g iR SHa
wEval © wiy SwwETde wR feupf <€)
Relations with the public (wherever applicable)
{please comment on the officer’s accessibility to the public and responsiveness to
their needs)
2. 9Rer (Gum AR @ sRdr iR e e ¥ guR o g a9 gfie | ulteer @)
Ry <)
Training (please give recommendations for training with a view to future improving
the effectiveness and capabilities of the officer)
3. wrey o Rufy
State of Health
4, TS (g9dr Fer @ gafer w) fRwd o)
Integrity (Please comment on the integrity of the officer) ]
5. gaaRll 3R HHER &HARN, JWHRY SUARA), Agwqrl fabomRl @ HRWR @il @ ufy
FAgfa & &3 wfea IeN & i O w® Rufe e 7 Ao gw e fo (e
100 el )
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 and attitude towards weaker sections.
6. Riedwm3ddess @akTH AT ol D IUR | T97 Fifes IR
Overall numerical grading on the basis of weightage given in Section A, B and C in
Part-IlI of the Report. _‘
Rdfe foem aret e @7 TwmER
Signature of the Reporting Officer
W /Place: : 9 A HER A
fewia / Date: Name in Block Letters:
QAT ... v cenrsensssssasssnsenns
Designation:
Rafe @1 3@ F TR

During the period of Report

B/




ag &

-5 e AWER G FEYREE
Part-5 Remarks of the Reviewing Officer

1. i R & wea S
Length of Service under the Reviewing Officer

2. @ i B e SR 93 71 A4 % R 1o/ Rdvaei @ W ¥ Rfe e e sREn grn 5y T
Teaie ¥ wena § 7 (3l : A 3 oY A 4(s) (@R e e/ RevaRl @ fardY <1 anifire ool 9 e T 8
& vy W N TS B R Ty W F S qegied g9 BY Sl AT FRfe! IR S SRR W) _
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 (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).

3. arael 2 Rty % GO 9 | UG U6 GP § (o A WEE Bl S el ded § ?
In case of disagreement, please specify the reasons. Is there anything you wish to
modify or add?

4. ol /ad SReR @ o Preea o geied et i Rife s T aftmm 3 Sl
The attitude of the Reporting Officer in assessing the performance of SC/8T officer

5. wien aferd g e = | SRR 100 WS ¥ qudl SWATel SN @R A @ aF dR sAdN 9l @
Ay wiEa e & T T W Rwdl o | :
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 section.

B Ao A ¥ Ge—v, We—@ 3N W7 F 41 T8 TNelE B AR IR FAY it AT -
Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in part-3 of the Report.

T AT BT BRI

Signature of the Reviewing Officer
%/ Place: W A FEd A
fa=im / Date: Name in Block Letters:

ggeH ¢

Designation:

fdle =1 ol & ERM :

During the period of Report




SR _
INSTRUCTIONS

i feRT e Rl & weaqel gwmaw 8, 37 SR & sE-Faes o it o 3 R o s s ¥ e
Wt # R vyl dre syew FEm § | o g8 aferd R Rofe faed o w2 Ralfe e o st ol
e a7 el & o g8 w31 R 3@ R P it

The Annual Performance Appraisal Report is an important document, it provides the basic and
vital inputs for assessing the performance of an officer and for his/her further advancement in

his/her career. The officer reported upon, the Reporting Officer and the Reviewing Officer should, -

therefore, undertake the duty of filling out the form with a high sense of responsibility.

fute R ot afeTd o g5 7EaE T Wik 5 s egdw AR B e o 8 afs 98 A9 g wned ot
T W | 48 e FR ge gl viEw 2, afve w Rerners s ? ) Rt e 9 afierd ok i sferd @),
o6 e, Rwa Rdfe fodt orh &, & o P, aftefl aemr i afia @ s gl Rl g & dom T
FHRAT AT |

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

1 7 W @ ¥ R iw W ) wd wrh wfty | Rdie 2t e e R sud SR AR A W o @ B A s

= aftfidl =) e gar we W | .
The items should be filled with due care and attention and after devoting adequate time. Any

‘attempt to fill the report in a casual or superficial manner will be easily discemible to the higher
authorities.

R T sftem gu aun Wae § 5 Rofe faes o ot 3 Sfa e ol am @ e @ Rdle R @ 8 o g8 3
# 7g 2 A 3W 9w ongfn & S /AN | weR 59 srgfa 1 Rfe R @ e 3 i I # v Bl |

If the Reviewing Officer is satisfied that the Reporting Officer had made the report without due
care and attention he/she shall record a remark to that effect in item 2 of Part V. The
Government shall enter the remarks in the APAR of the Reporting Officer.

vl SR qiers @ ¥ R Wiy | dad o oiewd sl sifde AR @) @F @ ) Suee svarm T R SeR @ SR
v wwfar & | Wt o weaEl B aegdE g wie R u Sew Red o o afnd @ wmR o v 2 ¥ T | gee
R HrEIReT AT B w6 R W | .

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

Rafe ford art sfterdl, v st R Rofe o orft & & of & o % of 4 @ B o9 T @ S ) aft B
aftrer Reendim of & Rl 71 ox e 3, A TE aE @ @ T uE W 3 Wi a8 T W | PR/ e O wea
sftreiRal BR1 T wY § W o e wE TRy ) ‘

The Reporting Officer shall in the beginning of the year, assign targets to each of the officers will
report to whom he is required to report upon for completion during the year. In the case of an
officer taking up a new pest in the course of the reporting year, such targets/goals shall be set at
the time of assumption of the new change. The tasks/targets set should clearly be known and
understand by the both the officers concerned.

gaf Preme eaisa af F waer @9 A onarg ¢ alk ar B 9 AT SO Qe o U6 oRE o1 a5 2, o R frad

e SRET ) Pt e s e @ i e i ok G it @ ARE ¥ EENETE $aT SR 9 |
Although performance appraisal is a year-end exercise, in order that it may be a tool for human
resource development; the Reporting Officer should at regular intervals review the performance
and take necessary corrective steps by way of advice ctc.

Wi euieTEdl B a8 vare @ aifde ¥ v e Ry wr ARt e & arifraes, R, @een v weed w0
TYRE RIS Tl TR A :

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

.. T EEIE, Ried R O o s @ st @ e § Rdehie sy oo 4 W de e |
* Assessment should be confined to the appraisee’s performance during the period of report only.

...9/-




11.

10.

- G

AT D TP 5 AT T 8wl § 1 D ol g o o1 WR TTO-0 W IO WeaT § ) 59 adt o fedied @
=R A § e W 9fRe @R 3 W ST w9 R Ruvll A wrh =if )

Some post of the same rank may be more exacting than others. The degree of stress and strains
in any post may also vary from time to time. These facts sould be borne in mind during appraisal
and should be commented upon appropriately.

aiftres AT B w Thoer Wi =y Wl Rt
Guidelines regarding filling up of APAR with numerical grading.

(i

(i)

(i

-—

{iv)

v

vi)

affs BT i Rife % w7 wqa o ¥ ot 2fa W 2o w8 ar Tk |
The columns in the APAR should be filled with due care and attention and after devoting
adequate time.

Tz 99 A A & £ 1 olR 2 A 9 N W L (R T e srer Tt s vy 9 @ o) fadm ofdl @ AR | wRA
wFEs F wgie WY Y S SEN 9T | 5 YeR 0 I 10 B IS @, Ry g v ot B wWew ¥ shfimm sewam S | 1-2
3 13 it o-10 & e e Amel ¥ BN, A T stk TN P angemem @ | Hifew 3v Ry 90 F <dd § Rde e
;ammmmmaMﬁmmmmmmmmwaaﬁwwmwm#m T
1 4
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 by the reporting the reviewing authorities should rate the officer against a
.larger population of his/her péers that may be currently working under them.
aaﬂ?ma%ﬂfgv}smmﬁfﬁmﬁﬁwq\aﬁaﬂﬁmaﬁ‘mwwmamhﬂﬁmﬁamm/uz‘mﬁ?gm
R F T FE D Sqevd ¥ 9 WK @ W |
APARs graded between 8 and 10 will be rated as outstanding and will be given a score of 9 for
the purpase of calculating average scores for empanelment / promotion.
6 ¥ R ot o | w s wredl s Wl fraeR eain Rafe @Y 9ga BT A e ok 7 SR Rur s |
APARs graded between 6 and short of 8 will be rated as Very Good’ and will be given a score of
F i

e & e ot 5 @ o e 2 e o P geaied Rife B 5RO AT 0T o 5 TR R e |

APARs graded between 4 and short of 6 will be rated as ‘Good’ and given a score of 5.
4 ¥ 79 e el wiffs wrd Prarea qwaiea Refe 1 @ @R R e
APARs graded below 4 will be given a score of zero.

feaoft / Note

e @ watE wg B A 1 Pl wfem A S Tt -

The following procedure should be followed in filling up the item relating to integrity:-

af2 s A ufror w@E ¥ N 8 1§ e 9n |

If the officer’s integrity is beyond doubt, it may be so stated.

afz @i w2 & W B Gl ve R o st FrrER SRaE @ ;

If there is any doubt of suspicion, the item should be left blank and action taken as under:-

@
(i)

(@)

)

(c)

(d)

@ e T el T 9@ S ok AR A s 9@ e | fomel B @ ¥R e Rule @ AR o aws sfer @
f ¥ & WY, W 9% ghiftTs won e omgadl el 9w e @ | wigt weafar ) it e o 7w R @) Ry
mmaa?,ﬁﬁzmﬂmwﬁ%ﬁ,ﬁﬁ?wmm$ﬁr&m&$mﬂmﬁmmﬂﬂwmm
s & faae @p G 79, okl Rl @ ¥
A scparate 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 secret note, the Reporting Officer should state either that he has not watched the
officer’s work for ‘sufficient time to form a definite judgment or that he has heard nothing
against the officer, as the case may be. ‘
%?ﬁgﬁmmmm@amammmmmmmmmwmm
B Q] WY
If, as a result of the follow-up action the doubts or suspicions are cleared, the officer’s integrity
should be certified and an entry made accordingly in the Confidential Report.
mmﬁg&ﬁma'wmﬂmmmmmmz‘mmmammﬂm !
If the doubts or suspicious are confirmed, the fact should also be recorded and duty
communicated to the officer concerned. .
mmm@%m.mgwmzm#mmﬁmamﬁmaﬁmmﬁmm
T Ry si v aE wadaa (@) o (1) ® enfifde arad @ @ i | _
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 (b) and (c) above.



