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Name &Designation of the Officer

AT a¥ / 39 &1 gfaded
Report for Year /Period ending
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FNT wlREreT F 3y FRFER vaweE I AftEd & e aiffs geawa afade

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

wAICT a¥/3rafer &1 gfadesT

Reporting for the year/period ending...........cceeevereineenenreseesnnenessesesesscssssesssessess sesesssnsasens

HfFas =k
PERSONAL DATA

#TaT-1
PART-1
(GEIGR A CEIU G 10 LR R C TG I G L K GEIC CE IR R 1 G B I L)

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

1. FfOFR F1 A

LAV E T4 T 0 T =T N
2. A 1 aw (Ra/AEAEY) el A

Date of Birth (DD/MM/YYYY).......... y - Y SO (1IN WOFAS).eceueeeeeerereeneneeserasseseeserenes seeeeeeesses
3. gdA Ao & FamaR fAgfFa f adafars sroft

Date of continuous appointment to the:Date..................... (T T [T

present grade

4. FAA 9€ TUT 3§ W AgRFT #1 ad@ feare Sroft
Present post and date of appointment :Date...........c.c..... Grade .....c.ceccveeerrennnenns
thereto

5. a¥ A & & Iequfeyfa i srafar
(8, gfdreror nfe w) afe sea sfawd
gfdretor fom & aY 31 fQaawor &)

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




#HTIT-2 /PART -2

w3 #1 yfades fPar S §, 39% gart s 9= F e

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" April)

1. fFu v Ft F1 F@f@ca Qaor

Brief description of duties:

2. F F S d8T / 35T / LAY 9 9T I3 fow fpw gt |, A arad fAw PAuiRe frw e gt |, 3w
(IROTHAT AT 37T T #) FET T 36 @ AS NIRAFAT F HUR W a0 3N @¥F da7 Fefee & g
39T FdIU (3ETEI0T & AT 3T9d gmer & fav arfids «13 Asrm)

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) :

CLRIELAD A
Target/Objectives/Goals

3qafeurat

Achievements




3(37). FUAT AG 2 H qAIC AT A& /3E&AN/EAAT H wifta F W FAAT F1 wAT F eaw + IR
J&gt i wiftq & FE U’ I & ar § Taqw|
(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(d)  FUAT 34 Al FT ft 3w W e 3w sqaferar W § 3R 39 I AererT @
Ioa® HLl
(B)Please also indicate items in which there have been significantly higher achievements and your contribution
thereto.

4. FIAT Soa@ F & F41 qdad! Fast a¥ A 9w gufy arfis ol Puifa afie srefa st
¥ & 3wadt af F 31 el aF gof FU & 7 A IR 7E A AROr g5 FOA Hr @ §
e

Please state whether the Annual Return on Immovable Property for the preceding Calendar Year was filled
within the prescribed date i.e. 31*" January of the year following the calendar year, if not, the date of filling
the return should be given.

i a1 & A HUFE F g

Date...cccveeeeenecseceeseeens Signature of Officer reported upon .........ccceeveeveeceeceereeenens




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

#Tr-3 / PART-3

HEATcHAT geftator F1 fAuRor wfadesr aur gafdaror wited garr e smar € Y 1-10 & e @ e o
SET 1 Wa® F Al FT AT 10 3TdaH AV FT AW T ¢

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 Al May )

(37) FTF frsuTee FT1 AeAHA (FH AT FT AR 40% M)

(A) Assessment of work output (weight-age to this Section would be 40%)

wfdee e e TR AT ST
Reporting Authority (st 99T 5 9RT 2) & TSI
Reviewing Authority Initial of Reviewing
(Refer Para 2 of Part-5) Authority
\ERrE F #r aRastar / Rww &
YR 9T fHFAT AT FA Accomplishment
of planned work/work allotted as per
subjects allotted
i) fAsues i P
Quality of output
iii) fredvoTIeH® Qegar
Analytical ability
iv) TATETeHF 4 F aRquiarfFT v
IYATRAT F
Accomplishment of exceptional work/
unforeseen tasks performed.
fadta 1 o F e Aofiaor
Overall Grading on “work Output”
(¥) SafFaara ATt F1 ASATHT (30 90T F1 7R 30% WM
(8) Assessment of personal attributes (weight-age to this Section would be 30%)
e MR | gt wew e TR
Reporting Authority (;i—qraj- 19T 5 9RT 2) F TSN
Reviewing Authority Initial of Reviewing
(Refer Para 2 of Part-5) Authority

i) @ R

Attitude to work

i) oAy &1 aer

Sense of Responsibility

iii)ai?-_[ﬁm HT IHIraTor
Maintenance of discipline

iV)FFEIYOT &THATT

Communication Skills

v) ﬂqa’ aor Leadership qualities

vi) &oT T AT F FF o HT aTHAAT

Capacity to work in Team-spirit

vii)FHT FIROft T 3RO I A &
Capacity to adhere to time-schedule

viii) TREIR cqfFds FaY
Inter-personal relations

ix) 99T Bf9 vd FfFdea

Overall bearing and personality

sfFaara RAvaEt | Fo Aae dofiswor

Overall Grading ‘Personal Attributes’




(W) [FFETHS HETHAT FT Hedihe (38 AT F 6N 30% Hm)]
(c) Assessment of functional competency (weight-age to this Section would be 20%)

gfades Wit gafdetswa giftsr yafdatwa wftsr
Reporting Authority (HSeT o197 5 URT 2) & TN

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

i) PERTEE/FEE T Jeadr F
a7 # 9fpaw ve 39F TE v
A FARFRY

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

ii) Afdeeyr A T f aAAT
Strategic planning ability

iii) 0T At Y arHAT

Decision making ability

ivV)JdHead &THdT

Coordination ability

v) ey F IR T RERa
FIa Y &THAT  Ability to motivate
and develop subordinates

vi) gge AfFT Initiative

YHRATcHS FEHAT W el et
Aofieor Overall grading in

‘Functional competency’

AT
GENERAL

HIT - 4
PART-4

1. SaT & AT ARfER (SET st TAew)
Relations with the public (wherever applicable) :
@TOF A Fadr aF ggw A AIar dR 3TH W F 9fy swada | ool &)

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

2. 9fRY&TOT / training :
(F9am FfAFH A FEORAT IR FR awar F FUR a@ 7q dfasy i TR F 379F 9eor F @ [ w)

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




Tareeg &1 AT /state of Health

TATASST / Integrity
Faar st A Feafaser W Rt &)

(Please comment on the Integrity of the Officer)

yfdes 3R garT Ffted i Fred RAvarst f g (ST 100 o=t #), Sad e 849
FH AALE A, HATUROT SUATSUAT, HEcaYOl FAGAAIHT (Wesl : HT-2 FT 3(37) UF goer qait & Wiy
sfgfr anfaer &

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.

yfades & H197-3 & @3 I, F aUT ¥ A oA AT HR{A F WUR W FA AAHFT FEITcHF Faffhor

Overall numerical grading on the basis of weightage given in Section A,B,Cand D in  Part-3 of the Report

gfaded FAFEN & gEaEr
Signature of the Reporting Officer........ccocunieesecrernnneeeneniinnnnns
U= ATH W6 AR A
Place.....cciveseerernreenssencnennnne Name in BIock Letters.......ccccueiiiiinecenecnesiinsscssnesssssnssnsnsanssesssnsses
ReTw qeATH
Date....covernnnsncsnnssnnsnnnennns [0 TE 3 F= 4 - 1 Lo o PP
Aarsd 7. / SAAT
Mobile NO. & EMail ID.......cccooiiiiiimninnnisnnnneinesnsisnsssesssssssses
gfadgsr & safer &
Period of REPOIt.......cccveieerrciennmnerersnssessnsnenssssssnssesssssssssssssssssnns




PART -5
1. gAfdewa FftER A syl
REMARKS OF THE REVIEWING OFFICER

gafdenda FftF{ & siaea Jarwre

Length of service under the Reviewing Officer

2. F1 39 AE-3 AR A4 F Bea w1 aur e qoit & 9w F gfadee sftedt qarr e e e
¥ FeAd & 2941 T HAFH A FWUROT 3Tt / FAgeaqot wGaat F @@ F e a€ AeAwa ¥
weAd ¢ (WSS : AW 3(3n)( iv) aUT AEr-4(5)]1 AR T wfedes wftER qawr R A Uit F R
TEATHT Hediwd ¥ WgAd A1 § a1 FIAT HIT AediHa 56 &S & Y v waoor # &)

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. JrweAta Hr ufy & Fror gad| w7 ¥@T Fo ¢ O T Gty FIE Irgar SEAT G @

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

4. gafdeFa FOFH @R FAW qEdR| FOAT FATEES FU (eal H 100 ) e wfterd f e
Rawast f wEred 87 vd 3w gEe @t & wiy AR ol B

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.




s.qﬁlaa?ra;m-sa;a’:e:—ar,m-awm-vﬁmmmar$mﬁwmml

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

Signature of the Reviewing Officer
AT |TE e A

TYTeA/Place......ccceereeereenerneenenne

LG IE T[0T 2T

qeaTH/Designation

yafdaldwe AAFR & gEanr

Name in Block Letters........ccoeuvreincennneesnrerennsnnesanennnes

AT o, / AT

Mobile No. & Email ID

CERTIFICATE BY THE OFFICER REPORTED UPON FOR HAVING SEEN THE APAR

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

in my APAR for the year

| have ho comments to offer.

| 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.




(ii)

(iii)

(iv)

(vi)

The columns in the APAR

time.

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.

GUIDELINES REGARDING FILLING UP OF APAR WITH NUMERICAL GRADING

should be filled in with due care and attention and after devoting adequate

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.

APARs graded between 6 and short 8 will be rated as “Very Good” and will be given a score of 7.
APARs graded between 4 and 6 short of 6 will be rated as “Good” and given a score of 5.
APARs graded below 4 will be given a score of “Zero”

TIME SCHEDULE FOR PREPARATION OF COMFIDENTIAL REPORTS

SI.No. Nature of Action Date by which to completed
Distribution of blank CR forms to all concerned | 31% March
1 (i.e., to officer to bee reported upon where self- | (This may be completed even a week
' appraisal has to be given and to reporting officers | earlier).
where self —appraisal is not to be given)
5 Submission of self-appraisal to reporting officer by 15" April
) officer to be reported upon (where applicable).
Submission of report by reporting officer to
reviewing officer
- Where self appraisal by officer 7" May
reported upon is prescribed.
3. - Where self-appraisal by officer 21% April
reported upon is not prescribed.
- Where officer reported upon is 22™ May
himself a reporting officer for
subordinates under him.
Report to be completed by Reviewing Officer and e 231 May where the due date
sent to Administration or CR Section/ Cell for the reporting officer is 7"
May.
4 o« 7 May where the due date for

reporting officer is 21" April.

e 5" June where the due date for
the reporting officer is 22™
May.

Importing Notice:

i)
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" June following the annual reporting period.

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* August following the annual

reporting period.

3k 3k 3k % 3k %k %k k k

10




