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T/ faHmT

Ministry/Department of

........................................................................

N e 3 g AER 1@ wers @ foy aiffe qeare wRde

Annual Performance Appraisal Report of Section Officer & Assistant of the Central Secretariat Service.

g qu/3rafyr & gfades

Report for the year/period ending .........cccooviviiiiniiiiiiiiiiiccde e

dgfaas &R
PERSONAL DATA
T - 1
PART-1
(FreafavmT/ERiaa & et JemEe FuT gRT W 5 & fae)
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)
1. FGSRY B TH

Name of Officer

2. 5 & aRa(R/ATE/ad) (rei #)
Date of Bith(DD/MM/YYYY) ... Lves il simmnanins T (I WOTdS) oo i S e e ot
3. 3w SOl # amaR g &1 ark ESIG Srofy
Date of continuous appointment Date . Grade ....c.coocvvevvienniininn,
to the present grade
4. TAHM U 71 39 R Fgiee o arha U - e
Present post and date of appointment | 211 R — o Date ivmininvimivmn:

thereto

5.7 & ord & srguivefy & sraftr (ged)
uf¥neror 3nfE W) afE 3o srfreRT 3 gfeeon
Toran 2 & 39a faavor 1

Period of absence from duty (on training
leave etc.) during the year. If he has under
gone training, specify.



HIT - 2 o FftreRY o1 wferde foran s @, 39 gRT W IR & fore
PART-2 To be filled in by the Officer reported upon

(o wfafReal & v F el arRet & oo | g o)

(Please read carefully the instructions before filing the entries)

| tﬁsﬁv&aﬁaﬁmﬁm

Brief description of duties

2. 7 & 3 Mea/sedTa/edy I W s fere fraiRa fe &, ar smuas fae freffa s mr & 37 (oRomrmen ar s=r
w#)mﬁa&mmq& mwﬁm$mwmﬁ?mawﬁg&%mmmlmm$mm
yam & fore aiffe ard arsmm)

Please specify targets/objectlves/goals (in quantitative or other terms) of work you set for yourself or that were set

for you, eight to ten items of work in the order of priority and your achievement against each target. (Example :
Annual Action Plan for your Division)

FeT/3geTa/ma U et
Targets/Objectives/Goals _ Achievements




3. (3) AT 7€ 2 N qaTC U cedi/3dedl /et o ity A & Sl & A # e e} | afe dedl oy § g anan
@ & a1 § gane|
(A) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in item 2. Please
specify constraints, if any, in achieving the targets.

v

(q) e 39 7l @1 ¥ Seora o for o sife sueerar 3@ E 3R 3 s e o o Seore

(B) Please also indicate items in which there have been significantly higher achievements and your contribution
thereto.

4,mmﬁ%m@aﬁﬁmﬁﬁmmmﬁaﬁmﬁmmmma&@
TeeRad! af @) 31 T a <of &1 &) T | afe 78T A faaRor &5t R & aRiE &) ShEl

Please state whether the annual return on immovable property for the preceding calendar year was filed within the

prescribed date i.e. 31st January of the year following the calendar year. If not, the date of filing the return should
be given.

o1 &1 AT AR & FRIER

Date: woovvevieeiieieeeenn Signature of officer reported upon



YT - 3
PART-3

Waﬁmamuﬁﬁﬁmgﬁﬁmmﬂ%mm%aﬁﬂo$mwmm & 1 a9
Aot & 10 Jeeraw Hof & ey SR 2

Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale of 1-10, where 1

refers to the lowest grade and 10 to the highest.
(puan gfafedt & == @ ozt feanfdelt &t oo 9 we o)

(Please read carefully the guidelines before filling the entries)

()P Foreares &1 geaidT (39 9T & 9K 40% &)

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

gidae STUeRT gATaeia JTU®RT e STHeRT
Reporting def s eI @ AR

Authority Reviewing Authority |nitial of Reviewing
Refer Para 2 of Part-5) IAuthority

i) QAT ST B1d 3 URgUIAT/ e & TR W ated
T war et
Accomplishment of planned work/work allotted as per

subjects allotted
ii) Prd-TreqTe o e

Quality of output

iii)
Analytical ablhty

Iv) FTATEIHS B B TRYUTal T e Sy s
Accomplishment of exceptional work/ unforeseen
tasks performed

Tt &1d IR a6 FHendR Sod<oT

Overall Grading on ‘Work Output’

(@)aferrTa faehwensit @ g (337 W & 9R 30% &)

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

yiddes SMeRT GAtaena- SaaR]  gATdend- SadRt
Reporting (fef a5 RI2) B SIER

Authority Reviewing Authority Initial of Reviewing
Refer Para 2 of Part-5) Authority

i) B o g
Attitude to work

ii) Foreiert o &1

Sense of responsibility

i) FFLT @ STRET0T

Maintenance of Discipline

iv) TNYOT &HATE

Communication skills

v) g o

Leadership qualities o sl

vi) 20 B IaT ¥ B ok B &l

Capacity to work in team spirit

vii) T |ARON 3T FEROT A DI &l

Capacity to adhere to time-schedule

viil) R iaaiTd aae
Inter-personal relations

ix) §97 Bid vd
Overall bearing and personality

e faRIvarsn o} §e fHeTdR SueRoT

" Overall Grading on ‘Personal Attributes’




() uEraleaTd qEmaT & JearaH (3 9 & YR 30% &)

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

wferery
Reporting
Authority

ey s @ R 2)
Reviewing
IAuthority (Refer
ara 2 of Part-5)

GTaee SUERIGIda STUaR! &
BTaER

Initial of Reviewing
IAuthority

) Frealed o8 arva & & § Siean i
WA A B TR '

Knowledge of Rules/ Regulations/ Procedures in the
area of function and ability to apply them correctly.

ii) Afaag A a9 D &Ha
Strategic planning ability

iii) Mo o o @EaT

Decision making ability

iv) T &war
Coordination ability

V) FURY & TIRe 0F Taabiad ax b &

Ability to motivate and develop subordinates

vi) TgaeT et
Initiative

YBTAIHS [EHAT IR ST THETSR SOID<oT

Overall Grading on ‘Functional Competency'

q0T - 4 R
PART-4 GENERAL

1. e 85w ey (st of sreivsa)

Relations with the public (wherever applicable) _
(T & v Y SeRarae vd Fter o A w g R 21)

(Please comment on the Officer's accessibility to the public and responsiveness to their needs.)

2. weraor

Training

n

(g Fftrardy & v o avd e 4 3 it or 3R I e A e A e wfe & fre Rrefeet at1)

( Please give recommendations for training with a view to further improving the effectiveness and capabilities of the Officer.)




3. Wy & feafa
State of health

4. gagferest

Integrity
(@var After & e w feaol &)

(Please comment on the integrity of the officer)

5. yfades Sfte gR1 FfteR) & wava fadwamst & AR (@ 100 ol #), o amed & vd ow w87,
FETOIROT IR, Weeaqot FrRIwea (dexf: w2 @1 3(3) vd 3(9)) vd geer ant & wifer afrgie anfrer &
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 (ref: 3(A) & 3(B) of Part-2) and
attitude towards weaker sections.

6. wfaded & W3 & @S H, g | ¥ T e WRiY & uR ) oo fiemax werere aifexor]

Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.

gferde sfter & g

. . Signature of the Reporting Officer
®_=: ATH G5 AR H:
Place: ....ccccovvvervireviiiiinen, Name in Block Letters: ..........c.ocoovviivvvieivicreeee
G
Designation: ..o
Are: fides @ 3rattr #:
Date! ovismssmmmmsmmesmmmmmmsmss During the period of Report: ........c..coooviievieiciein.



ir-5
PART-5

1, e st B s

REMARKS OF THE REVIEWING OFFICER:

qAfdeie STUPRT & St AaT Sl

Length of service under the Reviewing Officer

2. 7T I W3 T W4 3 Pt et e ffi ot % ey # wfe wftERt aRT R Y eate ¥ wewd &7 @ o
FUSR B FAUROT Iuerfeeral/mEayut srwerarsi & 6ea § fR) T yraied | wEwa 87 (Fal: W-3(3n)(v) 7T w-4(s)
(uﬁmnﬁrmmri’rmfaﬁW%Mwwﬁmmgmmmwmméﬁﬂwm#émm
o FmoER )|
Do you agree with the assessment made by the reporting officer with respect to the work output and the various

attributes in Part-3 & Part-4? Do you agree with the assessment of reporting officer in respect of extraordinary

achievements/significant failures of the officer reported upon? (Ref: Part-3(A)(iv) and Part-4(5))
(In case you do not agree with any of the numerical assessments of attributes please record your assessment in th& column provided for you in that
section and initial your entries).

Yes No
3 3w B B Rfiy # T 39 BRT gard, T g UR0 @ & PR 3 o waer ar g ared §7

In case of disagreement, please specify the reasons. |s there anything you wish to modify or add?

4, QAfdee FfERT TRT T avdIR| PadT FHIAE ) (CRTHT 100 e #) WME&WME&W«
8 vd oH e & vd I gder ant & wiy sifgfea enfier &1

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 sections.




5. gfedes & W13 & WE-H, WS-T A1 WS- # I M 4RI & R | o1 Frerex dkeres affawor|
Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part-3 of the
Report.

TATaea SUDRY &b EER
Signature of the Reviewing Officer
I AT |6 HAER] H:
Place: icmusssmmmossre Namein BIock Letters: vl vwmsmmemimmisiisbani,
UaHm™:
Besignation: .. . i R i R e
f=: gferaes & sraftr §:
Pater’. 2. W BAILG S During the period of Report: .........c.cccoeevevervineicrreennns



e SUTERUT 5 | PHUAR SRS Gae Rty

Guidelines regarding filing up of APAR with numerical grading

(i) TREIR & T faftraa wraar SR eaFgds ur vafe wag & ge s arfiel

The columns in the APAR should be filled in with due care and attention and after devoting adequate time.

(if) T e Bt Sl & o5 1 srar 2 & fody e (Frfa ot o fadrwamsit ar et firemes Aofyaor & wfirgen) o Rfire
FAGAATH & AR F Few o & gata oo ¥ sitfucy faan smem sk 53 g 9 araar 10 & Rl Soft & e & Rfvre
Iuefeeral & e & sitfur far smem| Soft 1-2 srgar 9-10 fawer &l & 31 e sitfir e sy & svwa &1 wifs®
ot g IR gE Wide td qAidereT witeal o foxlt sftedt a1 aaffaiRor 396 s aft wwn # adam
HRIRa WAl & gerer § T aifee

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 the reporting and reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them.

(i) TG 31 8 % 10 % drer 1 wifoRor e oran e e SRRy 35 e s Tt o a5 fre
e 9 fear S|

APARs graded between 8 and 10 will be rated as "Outstanding” and will be given a score of 9 for the purpose of
calculating average scores for empanelment/promotion.

(iv) BHTETR o 6 7T 8 X BT & &ra @ iiawuT “agd s frar e aar wrwies 7 R smm
APARs graded between 6 and short of 8 will be rated as "Very Good" and will be given a ‘score of 7.

(v) CHCIAR & 4 4T 6 ¥ BYeT B & &1 anieRor “3renr forar sem aur yreis 5 far s

APARs graded between 4 and 6 short of 6 will be rated as "Good" and given a score of 5.

(vi) BITeSR @1 4 & B arifexor g forar s

APARs graded below 4 will be given a score of "Zero".

g wiuamea a6 fre-fig gt gr1 edesR gu7 s=a awa T A b wey § R
Guidelines regarding the colour scheme to be used by different grades of CSS while filling up their APAR form.

(1) &= - .9, /357 yemate Aot vd FWwR
Green - JS/SAG Level & above

(2) e . e
Yellow - _Director

(3) A - 30 ufaa
Blue - Deputy Secretary

(4) Temd - FR whaq
Pink - Under Secretary

(5) W . FHIT AUDRY v HEaD
White - Section Officer & Assistant



