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ma 
PERSONAL DATA 

m-1 
Part - I 

( ~ / h / * a : m ~ ~ ~ g - r m m w ~ )  
(To be filled by the Administrative Section concerned of the Ministry/Department/Office) 

1. 

2 

3. 

4. 

5. 

6, 

* m m  ......................................................................................................................................................... 
.................................................................................................. Name of the Officer 

m m. (R;r/m/d) .............. / ............... / ......................... (?-Id it) .............................................................. 
..................................................................................................................................................................................................... 
Date of Birth(DD1MMNWY) .......... I... ... I... .............. (In words) ..................................... 

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

m w m m  ..................................................................................................................................................................... 
............................................................................................ Designation of post held 

M. ........................................ 
..................... Grade 

* w i t q r * * m  
Date of continuous appointment in the 
present grade 

h. ............................... 
......................... Date 

m 3 l f h r a  m ?m 3ft3 m m 
mq & ji. 8 I 
Name of Officer with designation with 
whom attached during the period under 
report 
d j i & m - ; l , f i r n m 2 w &  
tm34;A*3pf?&ift& 
Period of absence from duty on leave, 
training, etc, during the year 

~ m ; r m * m , ~ ~ 3 f  
Name of Officer & date from which attached 



m-2 m-* 
Part - 2 SELF APPRAISAL 

( ~ ~ ~ w w , I P , R ~ ~ P I M ~ * )  
(To be filled in by the Officer reported upon) 

( v m d d t & * I d & w d )  
(Please read carefully the instructions before filling the entries) 

I. .............................. ......+ .............................. m d / & + h f 3 r p ~ d n d h ~  
(*yir loo~mmfm*) 

.................. Brief resume of the work done by you during the yearlperiod from ..................... to 
(The resume to be furnished should be limited to 100 words) 

2. q v n ~ d & , f = r ; r 4 ~ - i X u f m ~ ~ f i d h ~ m m b m n w 1  
Please also indicate items in which there have been significantly higher achievements and your 
contribution thereto. 

3. qvndd&&&3Tmj;mm~&+M&&m,VR*fi,dFth4m1 
Please state, briefly, the shortfalls in your input and reasons therefore, if any. 

4. m ~ f 3 i m ~ ~ d ~ m ~ ~ ~ ~ f + m T % a ~ ~ d +  
&+t31mmmimipl*p~1 s R ~ , 4 , a i m ~ * ~ i p l ~ l  
Please state whether the annual return on immoveable 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. 

m - & m m m w m M *  
Signature of the officer reported upon 



m-3 -1' 
Part - 3 APPRIASAL 

1. mTmMm*m-24~~h3tmrl'8? sR.rft,daMf3i31 
3Rq[rn8**rnrn*? 
Does the Reporting Officer agree with the statement made in part 2 ? If not, the extent of 
disagreement and reasons thereof. 

2. R d r t m d J r f i t m f t w * ~ / m & ~ & w m R i r r r m  
d f 3 i i - i o ~ W r n f r ; R ~ ~ i m d ~ ~ ~ ~ i o 7 ~ i l d  
m e 3 8 1  
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. 

( ~ ~ 2 T 3 ; j ~ $ R q l t ~ d ~ * d )  
(Please read carefully the instructions before filling the entries) 

(qm~dmW1(vi jS*F140mM) 
(A) Assessment of work output (weightage to this Section would be 40%) 

i) d * ~  
Quality of work 

ii) W F F I T R T ~ ~ V R  
Level of professional skill 

iii) ~ 3 t t 3 9 n - q - w d 3 t h d r n d & + m  
Trust worthiness in handling secret and top secret matters and papers 

iv) ~ ~ W W V Z T I T ~ ~ % ~ , T R T I F F R ~ & ~ ~  

-m- 
Maintenance of engagement diary and timely submission of necessary 
papers for meetings, interviews, etc. 

' ~ ~ m r d ' ~ 3 ~ d R  & ~ i [ i * i v ) / 4 )  
Overall Grading on 'Work Output' (Total [i to iv114) 

$f?/ Grading 



( a ) & ~ h m @ i n ~ ( g @ $ & 3 o ~ M )  
(B) Assessment of personal attributes (weightage to this Section would be 30%) 

( ~ ) & ~ m w ~ ~ ( ~ ~ i s i f t ? o ~ ~ )  
(C) Assessment of functional competency (weightage to this Section would be 30%) 

i) d$~&M%d% 
Attitude to work 

ii) m , ~  
Intelligence, keenness 

iii) 3 1 m ~ W T  
Maintenance of Discipline 

iv) M 
Sense of responsibility 

v) F h T  T h l 7  
Communication Skills 

vi) ~jfdd$h 
Ability to work in team 

vii) W-T?PTWVETT~*&TIT 
Ability to meet deadline 

viii) RIMI 3  RTkIT dk FtW TFF?I 
Regularity and Punctuality in attendance 

fl ift m dft [i viii)/8 
Overall Grading on 'Personal Attributes' ([i to viiill8) 

Th@/ Grading 

RoJoft ~ ~ 3 $ & j : ~ % @ $ & ~ + h ~ + * ~ 3 T [ F ; n f t ~ l  
Note: The overall grading will be based on addition of the mean value of each group of indicators in proportion to 

weightage assigned. 

i) ~ ~ ~ T ~ I T I T ~ R W  
Proficiency and accuracy in Stenographic work 

ii) & :~E~Ts  FFM 
Inter-personal relations 

iii) ;REm9dVTil 
Coordination ability 

iv) ~ d , ~ d k ~ ~ ~ d d k ~ + ~ ~ ~ ~ ~ d  
4 m-v  
Effective liaison, Initiative and tact in dealing with telephone calls & visitor 

$ ? m e  ( [ i  *iv]/4) 
Overall Grading on 'Functional Competency' (Total [i to  iv114) 

df?/ Grading 



m/ GENERAL 

Part - 4 
1. m $ m d ( M M q f i )  

Relations with the public (wherever applicable) 
( m ; R I ~ m r m w b @ i i ~ d % m m m ~ ? ~ )  
(Please comment on the Officer's accessibility to the public and responsiveness to their needs) 

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

officer.) 
I I 

State of Health 

4. m(qwrriiiftmhamfh4d) 
Integrity (Please comment on the integrity of the officer) 

1 

5. w m d * m * $ ~ f l 3 t h m f l , m ~ , ' t l * M 3 1 1 3  
~ d + J r f t ~ ~ & m ~ $ ~ 4 ~ m r n ( r n 1 0 0 ~ ~ ~  
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. 

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

r----l 
?W// Place:. ................. 
f?T@/ Date:. ..................... 

mMd-$me~3 
Signature of the Reporting Officer 

mm37&* .................................................................................. 
Name in Block Letters: ....................................... 
m: ....................................................................................................... 
Designation:. .................................................. 
M8Ml-l9&b; ........................................................... 
During the period of Report: ................................. 

6 



It is expected that my grading of 1 & 2 (against work output or allribute or overall gradr ) would be acieqtlately 
justified in the pen picture by way of specla1 failures and similarly any grade of 9 & 10 would be justified with 
&spec1 l o  sWkl ac&nnplishments. Grades of 1-2or 9-10 are expe&ed &be rare occurrences and hencc thc nccd 
to justify them. In awarding a numerical grade the reporting and reviewing authorities should rate the officer 
against a large population of his/ ha peers that m y  be currently working under them. 

lo. h ~ ~ % m ~ m 4 m m * ~ * , ~ ~ m m k  
Larmr: 
For purpose of calculating avmgc scores for empanelrnent/promotion, the lollowh~g gratlff will be 
ctrnsirfered 

~ t t ~ ~ i : ? f i f ~ * ~ ~ m ; r ~ * : -  
The following procedure should be fouowed in f i h g  up thc itcm relating to integrity- 

; ' ' ~ * , + ~ s t ~ - J r $ " '  ' ' ' _  
,, , >t1; 

. ,;~.,,,~AP&R~,gtad~ 
a 9 k 1 o t  3m 
llehveen 8 and 10 
6& 8 % d k l  
Between 6 and 8 
4 3 1 h 6 * *  
Reflveen 4 and 6 - - 
48;Rif 
Below 4 

i )  r r R ~ ~ ~ ~ ~ ~ ~ , ~ ~ ~ i r m r  I 
If the officefs integrity is bcyond doubt, it may be so stated. 

" 
If there is my doubt of suspicion, tl~r itrm shorlld he left blank and action taken as under: 
( a ) w t i ~ ~ & ~ a f ~ m & R I ~ r n 1 1 ~ z f t f i ~ M ~ m  

, Gndi@ 
T 

Outstanding 

Tm 
Very Gotwl 

3iWJ 
Cood 

& ~ , * * P T * I  
- 

A separate secret note should be recorded and followed up. A copy of the note should also be Aellt trrgrther 
wilh Ule Cimfidmtial Report to the next superior officer who WLU ensure that thc follow-up action is taken 
expeditiously. Where it is not possible eithrr to certify the integrity or to record the secret note, the Reporting 
Officer shodd statc either that he has not watched the officefs work for sufficient tlme to form a definite 
judgment or that he has heard noUung against thc officer, as the case may be. 

'mtfWinS&rrfm3ttm* 
Score to bemnd- 

9 

7 

5 

0 

( q s f t . , * M f s f t o m r r a m * ~ p f m i t . m * - w M * 3 1 h  
w V E ~ 7 b k ~ ~ ~ $ l  -A1 

If, as a result of the follow-up action thc doubts or suspicions are cleared, tl~e oflicer's integrity sholrld he 
certified and an entry made accordingly in theconfidential Report. 

m P R * * g R @ * P . m * m w ~ * * s t h * , m m * ~ ~  
am1 
If the dlwbts or su@cions are confirmed, the fact should also bc mordcd and duty communicated to the officer 
concerned. 

(a) sR~intar;S*-,*~4@Pslh~empmit,m*m~ 
m r n a m m ~ m * * ~ ~ ( ~ ) * ( ~ ~ m m 6 ; 1 m m  
If as a resull of the follow up  action, the doubts or susp~cions are neither cleared nor confirmed the officer's 
conduct should be watched for a further period arld thereafter action taken as indicated atb) and (c) above. 

(T Tf TdlPJ 7iTW e. 51/4/84-Fm.(iW) &b 21.6.1965) 
(Ministy qfHmr Aflmrs O.M. No.51/4/84-Estf.(a) dnted 21-64965). 



3$J / INSTRUCTIONS 

~ d k ~ ~ f i 3 i r ? - ~ R T ~ ~ ~ ~ m ~ ~ 1 r n : 3 m : ~  
~ ~ ~ ~ * ~ 3 n 3 ~ ~ * ~ ~ ~ ~ ~ * ~ ~ d & ~ R  
-m*1 
The Annual Performance Appraisal Report is an imyorhnt ducummt, it provides the basic and vital inputs for 
aspsing the performance of an officer and for his/her further advance~~lent 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. 

m M ~ m ~ h t ~ m m % ~ * v m z n m m ~ , * q  
r n ~ ~ r m ~ ~ i F f w * l ~ m $ * d m * i t , ~ m ~ n f f t i s r t l  
w w ~ m ~ , 3 f l m . ~ & m M * $ , * ~ ~ , m m m  * f;l 3Wfl 8 3 FdT .d. WdT Reporlu~g OFfi~rrs should realize that the 
objective is to develop an officer so that he/she realizes luss/her true potential. It rs not meant to be a faulf 
finding process but a developmental one. The Reporting Officer should not shy away frvm reporting 
shortcomings in performance, attitudes or overall personality of the officer rcported upon. 

8 # ~ m * s t h v d r r r m ~ a r 9 t ~ ~ 1 W * ~ ~ m m M * i S  
s l ? * F r ~ ~ ~ m n r 3 = T ~ ~ ~ s m a u m I  
Thc items should be filled with due care anrl attention and after devoting adequate time. Any attempt to fill the 
report in a casual or superficial manner will be easily discer~uble tu the higher authorities. 

miSMm&f v?*ui976sl*n;SfiPtqw3th~mmvrmrn;Iabhm1 
Every answer shall be given in a narrative form except whae numerical gradings is to be awarded. 'l'he space 
provided mdicates the desued length of the answer. Words and phrases should Iw chosen carefully and should 
accurateIy reflect the intention of the officer recording the answer. Unambiguous and simple liuiguagr may be 
used. 

The Reporting Officer shall, in the beginning ol the year, assign targets to each of the officers to whom he is 
required to report upon for completion during thc year. In the case of an officer takirig up a new post h 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 dearly be known and understood by the both the officers concemcd. 

f l w ~ = * ~ * 9 " ? l ~ ~ ~ r n l  
Although performance appraisal is a year-end exercise, in order that it may be a tool for human resource 
dwelopnrmt; the Reporting Officer should at regular intends review the performance and take necessary 
corrective steps by way of advice etc. 

& he~4ih4hd fi f4i m~ii~ f h  * aTfr * m, m, 
~ ~ 9 m S f h m ; R I * - - * ~ ; r ; t I  
It shnuld he the endeavour of each appraiser to prcsent the truest possible picture of the appraisee in regard to 
his/her performance, mndact, hehaviour and potential. 

u ~ ~ ~ , ~ ~ * a T i S ~ ~ ~ f  ~ ~ A ~ ~ R I ~ T ? ~ P I ~  
W I  
.4sscssment should be codhed to d ~ e  appraisee's performance during the period nt report d y  


