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Annual Performance Appraisal Report of Principal Staff Officer, Sr. Principal Private Secretary, and
Principal Private Secretary of the Central Secretariat Stenographer Services

................................................................................. ﬁ THE gl arter au/3afyr & Raie
Report for the year/period ending ................cocoo i e
dofhs Tz
Personal Data
AT -1
Part-1

(FATCRY/ AT/ & Ha e FRIRfAE AT §RT $RT SA0)

(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

LR = G N P S S ISR ST
Name of the officer

2. | geafafy (Revamgrad) ... A L |
Date of birth (DD/MM/YYYY) .../ (iNWOIAS) ..o e § e

SR R 2 - A T L OE WSS T R SR
Designation of POSt REI ...........cccvve e it rmemmenisiis v vereseenee i e ot vee e e eestan en e,

4. | aoema I3 F waq gfn & arde -2 L R . JERE——
Date of continuous appointment in the R 12 (- SRR E— Grade ..............
present grade .

5 | 38 3R @ A AR gewH SR Gy | el # a3t o, P e @
Relehe safr & ke weag ¥ Name of Qfﬁcer& Dafe from which attached

Name of Officer with designation with whom
attached during the period under report

6. | af & ke oF), wRwror srarfy W @ &
HROT YL A Ieqafeafa $r st

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




w2 -
Part 2 - SELF APPRAISAL

(3% 3B g o e, fwdhr R fordr el 8)
(To be filled in by the Officer reported upon) ‘;

(Foar yRfEat sta & uger 3RS A CaEqEs ue o)
(Please read carefully the lnstructlons before filling the entries)

; PR— : - S amaé/aaﬁt*ahmmmﬁwwmﬁmmaa
(GfeTE g 100 wsel @ WA g wfyv)

Brief resume of the work done by you during the year/period from ............. ‘to ............
{The resume to be furnished should be limited to 100 words) - o

1

2. FuAr & wE i, Tt Fgeaqel seaaw suafeuar W gt 3 3t sue = e el
Please also indicate items in which there have been significantly higher achievements and your
contribution thereto.

3w St FF Fw & AU 39F grr few v gt F SR v saE wron, oy @ e,
N HRT F FArd

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

4. FUA wan B Fr qdadt wAvR af  ww el Gath affw Raoh faa ada
mﬁmﬁ$m$31mmmmaﬂézﬂmﬁ:aﬁ ar el aifee
F B alrg & e |

Please state whether the annual return on |mmoveable property for the preceding calendar year
was filed within the prescribed date i.e. 31% January of the year following the calendar year. If
not, the date of filing the return should be given.

T / PIACE © vovccmnscrierrrsen 3 Al & gEmr fAed R ol s §
festir / Date:.................. Signature of the officer reported upon




T 3 - ekl
Part 3 - APPRAISAL

1w RO Rmer awen s s # R v R ¥ weEa ¥ A o, & et

fre @ aF § 3K S0F A1 FROT §7

o

Does the Reporting Officer agree with the statement made in part 2? If not, the extent of ;

disagreement and reasons thereof.

!

2. Rt v AT Y GRT S ST Y it AR T Preior i ST s
1-10 8T TR el TR Frest 1 a7 aread varas e ¥ 3R 10 &7 dread) segas MR A |

Numerical grading is to be awarded for each of the attribute by the reporting authority which
should be on a scale of 1710, where 1 refers to the lowest grade and 10 to the highest.

(Foar wfafdar sy & qF feem-fdalt @ camgds 9¢)

(Please read carefully the guidelines before filling the entries)

(@) “FrT IT FE" FT HAiET (8 @US T aeng 40 Sfarid g9m)

(A) Assessment of work output (weightage to this Section would be 40%)

. #if¢ / Grading

i) @ & AoTenr AR erawiis wierer &1 FR

i) Quality of work and level of professional skill

i) 978 31 o ITE AT R HTST-TET & HaHTeY ¥ Rl F T

ii) Trust worthiness in handling secret and top secret matters and papers

iiiy T STIY ST TERETE 3T S&H!, TRTERT s & Wl sHrersr-a=f 1 g g
TR STETA HT ’ '

i) Maintenance of engagement diary and timely submission of necessary papers
for meetings, interviews, etc.

iv) HaTTE S T T foar S e i ; \

iv) Accomplishment of exceptional work/ unforeseen tasks performed.

T v & i wHG e (el (i W ivl/4)
Overall Grading on 'Work Output' (Total [i to iv] /4)




(@) mem(wmﬁ'maomm@?ﬁ)

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

&ife / Grading

i) @& ufey g

i) Atftitude to work

i) &, 3T IR AgeTd

ii) Intelligence, keenness and industry /‘

iif) HRMHA FATT T@AT
iii) Maintenance of discipline

iv) fa el e e

iv) Sense of responsibility .

V) FFINOT HITA

v) Communication skills

vi) F}F{FCT 3;’01’ Y ®

vi) Leadership qualities

vii) & R ey Hr Fegar

vii) Ability to work in team

viii) 3ifereT Ry aeh s qur tet Y Aegar

viii) Ability to meet deadline

“dafhen AU T FHY R (P [ W vili)/8)
Overall Grading on ‘Personal Attributes’ (Total [i to viii] /8)

1

(1) FRICHS GBI I AeAF (SH WUS Fr ole 30 gfawra el

(C) Assessment of functional competency (weightage to this section would be 30%)

@ifc | Grading

i) e Reoafora, oait & Frdga, S FaaRoT aur AR S SR ey i AT

i} Ability to draft notes, letter minutes, briefs and ability to prepare summary etc.

i) RIRIETUE ANSTAT AR A T ATTeAr
ii) Strategic planning ability

iy TREGRE dE§y

ii) Inter-personal relations

iv) ¥HeaT QEgar

iv) Coordination ability

v) ST EFh, R 3R quenien sier oY T ST & WIY SqapR Ao

v) Effective liaison, Initiative and tact in dealing with telephone calls & visitor

vi) 3Ny St & faery aur 3¢ IR #er 6 Jegar

vi) Ability to motivate and develop subordinates

‘FRcHF SRTr #T qAT I (T (19 v dRY6)
Overall Grading on ‘Functional Competency’ (Total [i to iv] /6)

Rogolr. wogr A & o RT F I &, gEH F GAS G F AT 77T F 5 W
3menfe gl |

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

proportion to weightage assigned.
5




qrAT / GENERAL

HIT-4
Part 4

1.

SeAel @ W (oET HE ] )

Relations with the public (wherever applicable)

(e e $ HOEN 76 g R TR Iraeawarst F 9 T HegheareiieEr ov feraol )
(please comment on the officer's accessibility to the public and responsiveness to their needs)

wiRrEToT (A el i sl wswatenemar R wHEdaT W age & AR WReor Sy RAwRe H)

Training (Please give recommendations for training with a view to future improving the effectiveness and

capabilities of the officer)

ey # feufa
State of Health

weafasr (e f Teafsr w feogolt &)

Integrity (Please comment on the integrity of the officer)

R e o 3wl @o 3REN & geg it Ak @w o, smuRer sewuEl, weeaqer &R AR FAGIR
arit & ufa WY wfRw su% wwa It & aweey & ol @ e (ST 100 W=l H)

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.

ROlE & $e1-3 & @os &, @ AT 7 F & o a¥ely & IMUR W 10 F I W §AY Wighy fife
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-lll of the Report.

e s are #A¥Hd & gEanRi
Signature of the Reporting Officer

FATA/ PIACE :  wevvevveirerrereen, s BT AT ¢ o

Name in Block letters: ........cocoovvveiiviiniinien

DESIGNAtONT «iuws swstines s st s e yilfiew s

feiw /Date : .............. s RO & HafT ¢

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




3@geer / INSTRUCTIONS

mﬁmmmﬁ%wmm% wmm&mﬁwmmmmma:mm
3 FRER A I F TN F AT Apcaqyl ey Sy aater & | I ag et e R frdr
W@ & 3R R R o o aifterl @ 9 Redard & o 5w oRt @ et B Reeed Rt ol |

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

Wmmmﬁwwmm%mﬁwaf%rﬁmmm% Gut T
arafas WA W UgHel d@ | 9% U A geat aren sfsar o & I v RercHE TR § | RO P
T R W, 3@ ded, Sedr e O oel €, F S @eaga, e sar gy /safee B sRar
el R & former & wara At avar g
Reporting Officers should realize that the objective is to develop an officer so that he/she realizes his/her
true potential. It is not meant to be a fault finding process but a developmental one. The Reporting -
Officer should not shy away from reporting shortcomings in performance, attitudes or overall personality
of the officer reported upon.

¥ 7 s v @ 3R wdtw @ da ol ot aiiRe | RO @ amefRae @ oY drmEr Sl aRF s ae

w W v 39 3SR # TEd: var a9 S |
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 discernible to the higher authorities.

TEF S aofelicas 9 A T e | AT 3U OFE ool GEATHS HIfC &1 S g1 | IS aRarn a7 T
SR I wears geter ¥ 1 ueet AR geddl A canTgde gar S AR % W RES w o st &
T Y WE G @ aRATC | GEAE 3 WYROT T Ay fwar e |

Every answer shall be given in a narrative form except where numerical gradings 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. |

Ra Res o 3fted, 30 A0Ed Oed Roe B oel &, & af & gF F a¥ & ¥ e o o weg
e | R B 3R Rieide af & v @ g arear &, @ 59 oRE & 9N AT 9 WA &
ag fre et | FrR/ae e, wElte R gRr FoE ¥ @ oW iR wEst o R )

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers to whom he
is required to report upon for completion during the year. In the case of an officer taking up a new post 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 understood by the both the officers concerned.

Fafy fsaee Aeaiee ad # @aw §W arer I § 3N a7 B ug Aee s e & vw SRE a9 wear
g, mmmmwmmwmmmmmmmma:

ATH W YURTHS FeH 38T G |

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 etc. :

mmwwmmmwammmmmm*mﬁm JTERVT, SYEER
mmuiﬁrshwmsmmmﬁmammam’u

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

TE i, HEaiwa U e A Aftedr & Frifsaes & ey & Roehher et aw & @ o afRw |

Assessment should be confined to the appraisee’s performance during the period of report only

ag 3FAE ST & 1 qur2 f B o AR, (Rew e i s aor e wear 93 & fAv) R wfAa
& ArgH ¥ oy Ireee & iy w1 @ MRS swrar s | s 9eR 9 aur10 & I3 @, e aw Ry et
& HoU A HRew sgoar A0 | 12 F 38 3R 910 & 3 A AwEr F g, 3 3F s saer
IERgEAr § | Tt I Bu o & gev § R Raa ard it gdien & o 3Rel B 3w st
S 3ud et A W € B ouw a9 we f geen d IR ah afe |




It is expected that any grading of 1 & 2 (against work output or attribute or overall grade ) would be
adequately justified in the pen picture by way of special failures and similarly any grade of 9 & 10 would
be justified with respect to special 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 large population of his/her peers that may be
currently working under them,

mmmﬁ*mmmﬁmmtm@ frsrfaf@a a8t w ReEr & s

10.
For purpose of calculating average scores for empanelment/ promotion, the following grades will be
considered
e i TR i . {
SepE ./ 9
Between 8 and 10 Outstanding
63k 8% diw W yew N .
Between 6 and 8 Very Good
43R 6 & & e 5
Between 4 and 6 Good i
48 0
Below 4 |
oot / NOTE

weafEr Q WAt #E W A A PeAfafla ufker @ g ST TR -
The following procedure should be followed in filling up the item relating to integrity:-

i)

(i)

afg HERY #y weafsr Wi @ W, W gary sne |
If the officer’s integrity is beyond doubt, it may be so stated.

I A% weE & AT W wer o3 R e AR PR wdas f s
If there is any doubt of suspicion, the item should be left blank and action taken as under:

(@) F Haw g ool oof Hr s I A B wdE & v | Rogol @ v ufd e RAE & a@r
e aRees el @ o 99 & Sv, oY aF gRMT wen B sngadt slag ohe B et & 1 e
wafoEr # g W W o Rowh @ fofee wer wa af § R el a7 gia & &
mmmmmmﬁxmmmnmmaﬁmmmmxmm
e gl S o Rt e )

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 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.

(@ af, gt wias & oRomEreT W@E ¥ 6 O §, Al & weafRemve & odeh T v
aeER v R M RE A R & S

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.

(@) ok weE A g o oel @, avw o Pfter W Rr o wivw ik g9, wdMT 3wl @ Fgiea @

& S |
If the doubts or suspicions are confirmed, the fact should also be recorded and duty communicated

to the officer concerned.

(1)  afX eEdt @t & oRoTAr, @3F ¥ A8 i § AR & @ 3o g @i g HTFR & ITWOT A
mm&mmmmmmwmﬁmmm 1) W aufaféy wkas & e o
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.

(T FATT FT FATTT A9 H. 51/4/84-F1(F) Rl 21.6.1965)
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1365)
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