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केन्द्रीम सचिवारम सेवा एवॊ साभान्द्म ससववर सेवा  

के अचधकारयमों के सरए  
वावषिककामिननष्ऩादनभलूमाॊकनप्रनिवेदन 

 
ANNUAL PERFORMANCE APPRAISAL REPORTFOR  

OFFICERS OF CENTRAL SECRETARIAT SERVICE  
AND GENERAL CIVIL SERVICE  

 
 

अनुबाग अचधकायी एवॊ सहामक अनुबाग अचधकायी 
िथा  

साभान्द्म ससववर सेवाके गु्रऩ “फी” अचधकायी   

 
SECTION OFFICER & ASSISTANT SECTION OFFICER 

OR  
GROUP ‘B’ MINISTERIAL STAFF 

 
 
 
 
 
 

अचधकायी का नाभ  

Name &Designation of the Officer .................................................................... 
 

सभाप्ति वषि / अवचध का  प्रनिवेदन        

Report for Year /Period ending ........................................................................ 
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भॊत्रारम/ववबाग  
Ministry/Department of ........................................................................................................... 

 

प्रऩत्र  

Form 
 

कें रीम सचिवारम के अनुबाग अचधकायी एवॊसहामक अनुबाग अचधकायी के सरए वावषिक भूलमाॊकन प्रनिवेदन।  
Annual Performance Appraisal Report of Section Officer &Assistant Section Officerof the Central Secretariat Service.  

 

सभाप्ति वषि/अवचध का प्रनिवेदन 

Reporting for the year/period ending………………………………………………………….............. 
 

 

वमैप्तिक ब्मौये  

PERSONAL DATA 
 

बाग-1 

PART-1 

(भॊत्रारम/ववबाग/कामािरम के सॊफॊचधिप्रशासननक अनुबागद्वाया बये जाने के सरए) 
(To be filled by the Administrative Section concerned of the Ministry/Department/Office) 

 

1. अचधकायी का नाभ 

Name of Officer ...............................................................................................................  

     

2. जन्द्भ की िायीख (ददन/भाह/वषि)                   शब्दों भें    

Date of Birth (DD/MM/YYYY):………/………/……………. (In words)………………………………….. ............ 
 

3. वििभान शे्रणी भे रगािाय ननमपु्ति की िायीखददनाॉक        शे्रणी 
Date of continuous appointment to the:Date………………... Grade .......…..…………… 

present grade      
 

4. वििभान ऩद िथा उस ऩय ननमपु्ति की िायीख       ददनाॉक        शे्रणी 
Present post and date of appointment :Date………………... Grade .......…............... 

thereto 
 

5. वषि भे कामि से अनऩुप्थथनि की अवचध  

(छुट्टी, प्रसशऺण आदद ऩय) मदद उति अचधकायी  
प्रसशऺण सरमा है िो उसका वववयण दें।   :  

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

undergone training, specify    
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बाग-2 /PART – 2 

 

प्जस अचधकायी का प्रनिवेदन सरखा जाना है, उसके द्वाया बये जाने के सरए  

To be filled in by the Officer Reported Upon 
(Please read carefully the instructions before filling the entries and note that after filling the Self-Appraisal,  

it should be submitted to Reporting Officer directly before 15
th

 April) 

 

1. ककए गए कामों का सॊक्षऺति वववयण  

 Brief description of duties :  
 
 
 
 
 
 
 
. 
 
 
 
 

 

 

2. कामि के जो रक्ष्म / उद्देश्म / ध्मेम आऩने थवमॊ अऩने सरए ककए हों , मा आऩके सरए ननधािरयि ककए गए हों , उन 
(ऩरयणाभ/भात्र मा अन्द्म रूऩ भें) कामों की आठ दस भदें प्राथसभकिा के आधाय ऩय फनाएॉ औय हयेक रक्ष्म कीदृप्ष्ट भें अऩनी 
उऩरप्ब्ध फिाएॊ (उदाहयण के सरए आऩके प्रबाग के सरए वावषिक कामि मोजना)  

Please specify targets/objectives/goals (in quantitative or other terms) of work you set for yourself or that 
were set your eight to ten items of work in the order of priority and your achievement against each target 
(Example: Annual Action Plan for your Division) : 
 

रक्ष्म/उद्देश्म/ध्मेम  

Target/Objectives/Goals 

उऩरप्ब्धमाॊ  

Achievements 
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3(अ). कृऩमा भद 2 भें फिाए गए रक्ष्मों /उद्देश्मों/ध्मेमों की प्राप्ति भें यही कसभमों का सॊऺेऩ भें उलरेख कयें।  मदद 
रक्ष्मों की प्राप्ति भें कोई फाधाएॉ यही हों िो वे फिाएॊ।   

(A) Please state briefly the shortfalls with reference to the Targets/Objectives/Goals referred to in items 2. 
Please specify constraints, if any, in achieving the targets 

 

 

 

 3(फ)   कृऩमा उन भदों का बी उलरेख कयें प्जनभे अचधक उऩरप्ब्धमाॊ यहीॊ हैं औय उनभे अऩने मोगदान का बी 
 उलरेख कयें।  

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

thereto. 
 

 
  

 
 
 
 
 
 
 
 
 
 

 

4. कृऩमा उलरेख कयें कक तमा ऩूविविी कैरेंडय वषि की अिर सॊऩवि वावषिक वववयणी ननधािरयि िायीख अथािि कैरेंडय 
वषि से उियविी वषि को 31 जनवयी िक दजि कया दी गई थी।  मदद नहीॊ िो वववयण दजि कयाने की िायीख दी 
जाए।  

Please state whether the Annual Return on Immovable Property for the preceding Calendar Year was filled 
within the prescribed date i.e. 31

st
 January of the year following the calendar year, if not, the date of filling 

the return should be given. 
 

 

 
 
 
 

ददनाॉक      सूिना देने वारे अचधकायी के हथिाऺय  

Date…………………………….  Signature of Officer reported upon …………………………….. 
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बाग–3 / PART – 3 
 

सॊख्मात्भक वगीकयण का ननधाियण प्रनिवेदन िथा ऩुनननियीऺण प्राचधकायी द्वाया ककमा जाना है जो 1-10 के ऩैभाने ऩय होना िादहए , 
जहाॊ 1 सफसे कभ शे्रणी का िथा 10 उच्ििभ शे्रणी का उलरेख कयिा है।  
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. 

(Please read carefully the guidelines before filling the entries and after completing entries, do submit to Reviewing Officer directly by 7th May ) 
 

(अ) कामि ननष्ऩादन का भूलमाॊकन (इस बाग का बाय 40% होगा) 
(A) Assessment of work output (weight-age to this Section would be 40%) 

 

 प्रनिवेदन प्राचधकायी  

Reporting Authority 

ऩुनवविरोकन प्राचधकायी 
(सॊदबि बाग 5 ऩाया 2) 
Reviewing Authority  
(Refer Para 2 of Part-5) 

ऩुनवविरोकन प्राचधकायी 
के आध्मऺय  
Initial of Reviewing 
Authority 

i)ऩवूिननमोप्जि कामि की ऩरयऩणूििा / ववषम के 
आधाय ऩय ककमा गमा कामि Accomplishment 

of planned work/work allotted as per 
subjects allotted 

   

ii)कामि ननष्ऩादन की कोदट  

 Quality of output 

 
 

  

iii) ववश्रेषणात्भक मोग्मिा  

Analytical ability 

 
 

  

iv) अऩवादात्भक कामि की ऩरयऩणूििा/ककए गए 
अप्रत्मासशि कामि 
Accomplishment of exceptional work/ 
unforeseen tasks performed. 

   

ननगिि कामि ऩय कुर सभराकय शे्रणीकयण  

Overall Grading on “work Output” 

 
 

  

 

(फ) व्मप्तिगि ववशेषिाओॊ का भूलमाॊकन (इस बाग का बाय 30% होगा) 
(B) Assessment of personal attributes (weight-age to this Section would be 30%) 

 

 प्रनिवेदन प्राचधकायी  

Reporting Authority 

ऩुनवविरोकन प्राचधकायी 
(सॊदबि बाग 5 ऩाया 2) 
Reviewing Authority  
(Refer Para 2 of Part-5) 

ऩुनवविरोकन प्राचधकायी 
के आध्मऺय  
Initial of Reviewing 
Authority 

i) कामि की असबववृि  

 Attitude to work 

 
 

  

ii)   प्जम्भेवायी का फोध  

Sense of Responsibility 

   

iii)अनशुासन का अनयुऺण  

Maintenance of discipline 

   

iv)सम्पे्रषण ऺभिाएॊ  

Communication  Skills 

   

v)  नेितृ्व गुण Leadership qualities    

vi) दर की बावना भें कामि कयने की ऺभिा  

Capacity to work in Team-spirit 

   

vii)सभम सारयणी का अनसुयण कयने की ऺभिा  
Capacity to adhere to time-schedule 

   

viii) ऩयथऩय व्मप्तिक सॊफॊध  
Inter-personal  relations 

   

ix) सभम छवव एवॊ व्मप्तित्व  

Overall bearing and personality 

   

व्मप्तिगि ववशेषिाओॊ ऩय कुर सभराकय शे्रणीकयण  
Overall Grading ‘Personal Attributes’ 
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(स) [प्रकामाित्भक सऺभिा का भूलमाॊकन (इस बाग का बाय 30% होगा)] 

(C) Assessment of functional competency (weight-age to this Section would be 20%) 

 
 प्रनिवेदन प्राचधकायी  

Reporting Authority 

ऩुनवविरोकन प्राचधकायी  
(सॊदबि बाग 5 ऩाया 2) 
Reviewing Authority  
(Refer Para 2 of Part-5) 

ऩुनवविरोकन प्राचधकायी 
के आध्मऺय  
Initial of Reviewing 
Authority 

i) ननमभ/ववननभम/कामि एवॊ मोग्मिा के 
ऺेत्र भें प्रकिमाएॊ एवॊ उनके सही प्रमोग 
की जानकायी  
Knowledge of 
rules/Regulations/Procedures in the 
area of function and ability to apply 
them correctly. 

   

ii) नीनिफद्ध मोजना फनाने की ऺभिा  

Strategic planning ability 
   

iii) ननणिम रेने की ऺभिा  

Decision making  ability 
   

iv)सभन्द्वम ऺभिा  

Coordination ability 
   

v) अधीनथथ को पे्ररयि एवॊ ववकससि 
कयने की ऺभिा Ability to motivate 

and develop    subordinates 

   

vi) ऩहर शप्ति Initiative  
 

  

प्रकामाित्भक सऺभिा ऩय कुर सभराकय 
शे्रणीकयण Overall grading in 

‘Functional competency’ 

   

 

सामान्य  

GENERAL 
 

भाग – 4  

PART-4 
 

1. जनिा के साथ बागीदायी (जहाॊ बी प्रमोज्म) 
 Relations with the public (wherever applicable) : 

          (अचधकायी की जनिा िक ऩहुॉि की मोग्मिा औय उनकी जरूयिों के प्रनि उियदानमत्व ऩय दटतऩणी दें) 
(Please comment on the Officer’s accessibility to the public and responsiveness to their needs) 

 
 
 

 

2. प्रसशऺण / training   : 

 (कृऩमा अचधकायी की कायगयिा औय कामि ऺभिा भें सुधाय राने हेिु बववष्म की दृप्ष्ट से उसके प्रसशऺण के सरए ससफ़ारयश कयें)  

(Please give recommendations for training with a view to further improving the effectiveness and capabilities of the 
Officer) 
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3. थवाथ्म की प्थथनि /State of Health : 

 

   
 
 
 
 

 

4. सत्मननष्ठा / Integrity 

 ( कृऩमा अचधकायी की सत्मननष्ठा ऩय दटतऩणी दें) 
(Please comment on the Integrity of the Officer) 

 

 
 
 

 

5. प्रनिवेदन अचधकायी द्वाया अचधकायी की सभथि ववशेषिाओॊ की िथवीय (रगबग 100 शब्दों भें) , प्जसभे साभ्मि ऺेत्र एवॊ 
कभ साभ्मि ऺेत्र , असाधायण उऩरप्ब्धमाॊ , भहत्वऩूणि असपरिाओॊ (सॊदबि : बाग-2 का 3(अ) एवॊ दफुिर वगों के प्रनि 
असबववृि शासभर हो।  

 Pen Picture by Reporting Officer (In about 100 words) on the overall qualities of the officers 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. प्रनिवेदन के बाग-3 के खॊड अ, फ िथा स भें ददमे गए बायाॊश के आधाय ऩय कुर सभरकय सॊख्मात्भक वगीकयण  
 Overall numerical grading on the basis of weightage given in Section A,B,C and D in     Part-3 of the Report 
 

 
 
 
 
 

 

 

     प्रनिवेदन अचधकायी के हथिाऺय  

Signature of the Reporting Officer…………………………............... 

थथान      नाभ साप अऺयों भें  
Place……………………………..  Name in Block Letters................…………..……………………………… 

ददनाॉक      ऩदनाभ  

Date…………………………….   Designation………………………………………………………................... 

    भोफाइर न॰ / ईभेर  

 Mobile No. & Email ID...................……………………………………… 

     ...............…………………………………………………………………………….  

      प्रनिवेदन की अवचध भें    

      Period of Report…………………………………………………................ 
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बाग -5  

PART – 5 

1. ऩुनवविरोकन अचधकायी की असबमुप्ति  

REMARKS OF THE REVIEWING OFFICER 
 

ऩुनवविरोकन अचधकायी के अॊिगिि सेवाकार   

 Length of service under the Reviewing Officer 

 
 
 

 

     2. तमा आऩ बाग-3 औय बाग-4 भें ननगिि कामि िथा ववसबन्द्न गुणों के सॊफॊध भें प्रनिवेदन अचधकायी द्वाया ककए गए भूलमाॊकन 
से सहभि हैं?तमा आऩ अचधकायी की असाधायण उऩरप्ब्धमों / भहत्वऩूणि असपरिाओॊ के सॊफॊध भें ककए गए भूलमाॊकन से 
सहभि हैं ?[(सॊदबि : बाग 3(अ)( iv) िथा बाग-4(5)]।  मदद आऩ प्रनिवेदन अचधकायी द्वाया ददमे गए गुणों भें ककसी 
सॊख्मात्भक भूलमाॊकन से सहभि नहीॊ हैं िो कृऩमा अऩना भूलमाॊकन इस खॊड के ददमे गए थिम्ब भें दें।  

 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:Part3(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 the column provided for your in 
that section and initial your entries. 
 

 
Yes 

 
No 

 

   3.    असहभनि की प्थथनि भें कायण फिाएॊ।  तमा ऐसा कुछ है प्जसभे आऩ सॊशोधन कयना अथवा जोड़ना िाहिे हो? 

In case of disagreement, please specify the reasons.  Is  there  anything you wish tomodify or add? 

 

 
 
 
 
 

 

      4. ऩुनवविरोकन अचधकायी द्वाया कराभ िथवीय।  कृऩमा सभारोिन कयें (रगबग 100 शब्दों भें)  प्जसभे अचधकायी की सभथि 
ववशेषिाओॊ की साभ्मि ऺेत्र एवॊ उसकी दफुिर वगों के प्रनि असबववृि शासभर हो।  

 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 attitudes towards weaker sections. 
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5 .प्रनिवेदन के बाग-3 के खॊड-अ, खॊड-फ औय खॊड-स भें ददमे गए सायाॊश के आधायऩयकुर सभराकय सॊख्मात्भक वगीकयण।   
Overall numerical grading on the basis of weight age given in Section-A, Section-B, Section-C and Section-D in Part-3 of  

the Report 

 

 
 
 

 

 

      

     ऩुनवविरोकन अचधकायी के हथिाऺय      

    Signature of the Reviewing Officer………………………… 

थथान/Place…………………………  नाभ साप अऺयों भें 
      Name in Block Letters....…………..…………………………… 

ददनाॊक/Date……………………………. ऩदनाभ/Designation………………………………………………. 

भोफाइर न॰ / ईभेर  

   Mobile No. & Email ID…………………………………………… 

       .…………………………………………………………………………….  

      Period of Report…………………………………………………… 
 

 

 

CERTIFICATE BY THE OFFICER REPORTED UPON FOR HAVING SEEN THE APAR 

 

This is to certify that I have gone through the assessment given by the Reporting / Reviewing Officer 

in my APAR for the year  ………………………………………………………. 

 

I have no comments to offer. 

 

I will submit my representation to APAR cell / Administration within 15 days from today failing which 

the assessment /grading may be deemed to have been accepted by me. 

 

        

Signature with date……………………………………… 

 

Name …………………………………………………………. 

 

Designation………………………………………………… 
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GUIDELINES REGARDING FILLING UP OF APAR WITH NUMERICAL GRADING 

 

(i) The columns in the APAR   should be filled in with due care and   attention   and   after   devoting adequate 

time. 

(ii) 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. Grade 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. 

(iii) APAR 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) APARs graded between 6 and short 8 will be rated as “Very Good” and will be given a score of 7. 

(v) APARs graded between 4 and 6 short of 6 will be rated as “Good” and given a score of 5. 

(vi) APARs graded below 4 will be given a score of “Zero” 

TIME SCHEDULE FOR PREPARATION OF COMFIDENTIAL REPORTS 

Sl.No. Nature of Action Date by which to completed 

1. 

Distribution of blank CR forms to all concerned 
(i.e., to officer to bee reported upon where self-
appraisal has to be given and to reporting officers 
where self –appraisal is not to be given) 

31
st

 March  
(This may be completed even a week 
earlier). 
 

2. 
Submission of self-appraisal to reporting officer by 
officer to be reported upon (where applicable). 

     15
th

 April 

3. 

Submission of report by reporting officer to 
reviewing officer 

- Where self appraisal by officer  
       reported upon is prescribed. 

- Where self-appraisal by officer  
       reported upon is not prescribed. 

- Where officer reported upon is  
       himself a reporting officer for  
       subordinates under him. 

 
 
    7

th
 May 

 
    21

st
 April 

 
    22

nd
 May 

4. 

Report to be completed by Reviewing Officer and 
sent to Administration or CR Section/ Cell 

 23
rd

 May where the due date 
for the reporting officer is 7

th
 

May. 

 7
th

 May where the due date for 
reporting officer is 21

st
 April. 

 5
th

 June where the due date for 
the reporting officer is 22

nd
 

May. 

 

Importing Notice: 

i) The Reporting Officer is requested to complete the ACRs as per the schedule above. The Reporting Officer 
shall have no right to enter any remarks in the CRs after 30

th
 June following the annual reporting period. 

ii) Reviewing Officer is also requested to complete the review of the ACRs as per the schedule above. The 
Reviewing Officer shall have no right to enter any remarks in the CRs after 31

st
 August following the annual 

reporting period. 
********* 

 


