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Part - 1

(W/WW%W@HWWWW ST FT)
(To be filled by the Administrative Section of the concerned Ministry/Department/Office)

4. | g 33 & flew =gfe i ane o 8 cnamanmois

Date of continuous appointment in the Date ................ Grade ...............
present grade §

5 | 3g w0l & A IR ugww oraw | 3R e A, 3k ale, BEd Jee |

Ty frvelehe waf & e weag ¥ 1 | Name of Officer& Date from which attached

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

report
6. | a¥ & 2w gdr wReTT st W !
& HROT LN { AT Hr A
Period of absence from duty on leave,
training, etc. during the year _f




-2~ TH-FEgiw

Part 2 - SELF APPRAISAL ~

(39 AU g st S, formenr Rave fordr seh §)
{To be filled in by the Officer reported upon)

(o SfRfER sy & wEer et W A ag &)

(Please read carefully the instructions before filling the entries)

oo e o, 0 T30 & R O ERT BT AT BT T R g6
@t g 100 sl aw G gET @R

Brief resume of the work done by you during the year/period from ............. 10 cciiiiiens
{The resume to be furnished should be limited to 100 words)

2. FUW A A o, e Ageaqyt saaw suafut W 6t 3 3o snver = A T
Please also indicate items in which there have been significantly higher achievements and your
contribution thereto. :

3. mﬂﬁﬁmﬁ&fﬁvmmﬁvmmﬁmﬁﬁmwvﬁﬁéﬁ
# WY # T

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

4. mm%mmmwﬁmmﬁmmwmm
Wi, st o & aE & 31 S Jw afde W & ¢ o | afy =, ar Raoh o
A A AN & S | ,

Please state whether the annual return on immoveable property for the préoeding 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. - |

A

=]

I+ / Place : } B
fest® / Date 38 SR & granen foadr RuE o s g

Signaturé of the officer reported upon




1T 3 - HedidheT |
Part 3 - APPRAISAL

e e Ry arem ¥R ST & Rw e Rraver @ age B2 ARy wd o et

forg @rar o & 3R sTF Fa7 FWOT 87

Does the Reporting Officer agree with the statement made in part 2 7 If not, the extent of

disagreement and reasons thereof.

memmr&mmm@%m@m@ammmﬁw frar SO
FIRF 1-10 YR 9T £ TRT e 1 & aregd eras Fife ¥ 31 10 & aread 3Taad Hifc

TE

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

(Frar gfafial st & qf Rer-dal & comgs %)

(Please read carefully the guidelines before filling the entries)

(F) T 210 S @ A (39 WUS @ ateie 40 gfded ge)
(A) Assessment of work output (weightage to this Section would be 40%)

Hife / Grading

S T TpoTaCem
Quality of work

TGRS IR &I &N

Level of professional skill

I IR AT A IR HErEal W w A favaseTar

Trust worthiness in handling secret and top secret matters and papers

e 2l &1 wrEE AN St IR oty & AT HeeTs

RIS WA A
Maintenance of engagement diary and timely submission of necessary
papers for meetings, interviews, etc.

fHT T FR” T GFT A [1H iv] /4)
Overall Grading on ‘Work Output’ [i to iv] /4)




@) it Uit @ AeEiE (6 w@Us & awsl 30 SRR gl

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

>

5 Fife / Grading

) FE & gfa FEsR
Attitude to work

i) @A, SegEdr

Intelligence, keenness

iii) Hﬁ?m FATT JWAT
Maintenance of discipline -

iv) Srrersrae
Sense of responsibility
v)  HFEUEUT e

Communication skills

vi) &6 F P ST ST Megar

Ability to work in feam

vil)  GHEI-TAT S 9rele e T Jeaar

Ability to meet deadline

viil)  gIonT & farafAaar 3k g=g oedr

Regutlarity and Punctuality in attendance

“AfeheR ?:[‘Tﬁ’ &1 AT @IS [i & viii] /8)

Overall Grading on 'Personal Attributes’ [i to viii] /8)

(oT) FrieHe eIl ST AediT (39 @UE @ avehy 30 wiww geh)

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

e / Grading

o mfalyad & ewrer 3 gea

Proficiency and accuracy in Stenographic work

iy  3Tgafew wEeey
Inter-personal relations

iy WReGG ARTAr

Coordination ability

iv)  STASRY FEE, UEe 3N ST 9T AT e AR eI AT AR A ‘

SYaEN- FRISAAT
Eﬁecttve liaison, Initiative and tact in dealing with telephone calls & vrsntor

“HITCHAS BT & THT Hfe [ T iv] /4)
Overall Grading on ‘Functional Competency’ [i to iv] /4)

szmﬁ?ﬁmﬁmﬁ,gﬁﬁ%m%%mmﬁaﬁwmﬁ?
eI

Note: The overall grading will be based on addition of ihe mean value of each grogp of indicators in
proportion to weightage assigned.




HIAT] / GENERAL
MaT-4 .
Part 4 f\_
1. S § 996 (8T ) ) :

Relations with the public (wherever applicable)
(e St @ HOFED TF G WY 3 yraenmant F oy suh smtranivEr w ool wY)

(please comment on the officer's accessibility to the public and respo‘nsiveness to their needs)

/.
2. aRwe (FeEn Hftedt & ol wnaenesar IR AR @ s & aeR yREer A Rwe )
Training (Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer) .
3 oy O Rl
State of Health
4. vt (3fted & ae ® Roh &)
integrity (Please comment on the integrity of the officer)
5. m&mmmmm%mwmmmmmﬁmmwm
M%WWWMWTﬁ#m#mmW(mmo ey )
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. R & 5mr3 o @us &, @ AR T ¥ & o Ao & IUR W 10 ¥ B W gEY qiRghg an ‘
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-Ill of the Report,_
; Rere forgsr arer 3fterdy & geamr
Signature of the Reporting Officer
BT/ Place:  ovvvireeinee, TIH R H AT ¢ o,
Name in Block letiers: ... ... ..
HEATH § rirrvvrrirnierninneeriesierereenssireerernenesenns
Designation: .........................
ot /Date v, 1t 1 U .

During the period of Report: .....................
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3eEsT / INSTRUCTIONS

WMWWWWW?E@&@W@%W—WM%&WW%

%’UWWW#W@W%%@WWdMW& IUSE SNalEl § | A a8 3Rer
Freshy R forgt o <@ &3tk Rodd o v amy ey &7 oy Rewiard & a9 59 W & ane &
Rty foomeht anfee | |

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 filling out the form with a high

'

sense of responsibility. i

Rt R arer siferenly/ ) a5 wge@ s wiRy R sow Stew WS @ Qe T 8, A aw
3o areafas T @ gRue % | 9% U IR dont aneh uReer ad &, afew vw R ofE
Raie fawa arer 3l @, 30 3R, Sedr R R ol & & e Tsuea, sReR s ey
safce &1 wRAT 30 RO & Rws ¥ g AET &AT FET 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.

#ﬂéeﬂﬁﬁm#ﬁﬁmmmm\mmIWH#MM#?IWW,-M'H%Q

M I B S 8N A FTw wREREt #® wged: gar ve wmeen | ‘
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. .

T S avieoTE § A R Snv | daw 59 S oE SEAHE S & S o) | 3Ueey sard
TT T 3T @ AT emE gefar ¥ el 3R vgEYl Y eAegEE g S 3R ug 3 e ae
arer HRER & S ey 1 & aefe | gewr R auwer s & A R 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.

R o arer 3w, sg s fSradhr Rove foedl ol 8, o af & % F af & QU Bev oW e
e wan | afy #% awh Riede ot & [ am 9g weear & @ 59 aw F ey dar 9g
HEHIOR & HAY a9 AU S | srd/oed o, @eita aftefEt g Ty v @ o iR @ o
@IfeT | .

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.

T PreweEs Aeuiwe a8 F FAE @ aen snar & iR ur R aF Awe SN e @ 0% @R
T wET E, He R e o sfterdy @ BRifae smeue W PsaEa s gedima s R i
HAE $eAIfe & AITH ¥ QURTHS HTH 38 TIRU |

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.

YelF b H T T g AR B aw meaima fT o o e & s, s,
FEER AR e & ol gure aRaRe TRk TEE W |

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 AeAES, Ao U T @ 3wl & wifees & ay & Ravelde safr v & @fFe g
R |

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

T5 sEfIE T AT § R L T & e o &% (fhe a0 & 3rerar o7 svm@r WA AT ¥ R
fRly wAal & A @ ARy smwwe F i s @ sifae seuer sTe | g R o a0 & A A,

v v fRIv st & wau F MRS o s | 12 § 33 AR 910 ¥ 9% R Ame F &9
3 MeT @ @ amgea § | Gk I3 B e & ey fF Rl et e sk aeen s

7




R
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10.

e AR B AU FEATRG, o SEe A e Y © & & ww a3 g & qee T @ HA
| . §

Itis 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 simdlarly 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.

e TR & T S S S e e & e ¥, P a8 @ e
ST :

For purpose of calculating average scores for empanelment/ promotion, the following grades will be
considered ) .

8310 @ . 3FE -

Between 8 and 10 Outstanding 3

63k 8% & g et : 7

Between 6 and 8 Very Good ks

43T 6% Ay e 5

Between 4 and 6 ' Good

4 F A . 0

Below 4 J
feoaufy / NOTE

et & walw #e @ swa & PeAfai@a aiwr @ @eet e aige -
The following procedure should be followed in filling up the item relating to integrity:-

afy wedl & gfeEr §68 ¥ W &, W F@™T S |
If the officer’s integrity is beyond doubt, it may be so stated.

o #E wig 2, 7e A T oF A v iR REAER A & S

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

=)

(@)

@

T o Rowoh o @ o dR we & wled B s | Rl & oo ofg e Rod & an
s aREas Al @ o S & oY, S uF g wen B yeadt sdars o @ oo &1 S
MﬁmmmmwﬁﬁMM'mﬁ%m\éngwW%
e fofr s & v Red & o @ dme o gdiw wRE AE W A 3w ARl & Raw gw
o i, IR N AR &

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.

m,mm%mmmqawg,m@mmmmmm
memmﬁmﬁ T |

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.

AR witE B o @ s 8, avr s Rfmg R R o wRC A Sa, FERE A @ dRE

dem |
If the doubts or suspicions are confirmed, the fact should also be recorded and duty communicated to the officer
concerned.

afy sped! war & aRomeTey, WE ¥ A9 § AR A § s oY gl &, afew & smaver &
ey et & giua mmmwmmsﬁ?ﬁ(@)ﬁh(mwmﬁﬁ?mwamm
I 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.

(76 FAEA T FAE TG T, 51/4/84-T7.(&) A 21.6.1965)
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1965).




