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

AT 9¥ /@ @7 wideq

Report for the year/period ending ..........o.oo.ovovoooroooooo

Igfage &R
PERSONAL DATA

HI =1
PART-1

(F3rera / fairr / draferd & e werife SuET gRT R iRy @ forg)
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

1. SN &1 9M
Name of OfICEr e
2. o & g (e / wiE / qv) MR
Date of Birth(DD/MM/YYYY) ... Y i o L R —————
3. adar Aot # wraR frgla @ arda fe=tias ayoft
Date of continuous appointment Date .....cocvevneennnn. (& [/
to the present grade
4. 99 TR T 99 W gl @) afig ug [EHIED
Present post and date of appointment Post v Date .....cooovvvveiiecnn,
thereto
5. a¥ # o A rguRefy A arafy (ged
uRmEor anfe W) af Sad e N wfdeo
ferar & a7 Sw@T faaver <

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



HEL == 2

R affer &1 ufades forar & 8, SHa gRT WX o @ forg
PART-2

To be filled in by the Officer reported upon

(@ wafedi B W= ¥ Usel SRE B A ¥ U5 )

(Please read carefully the instructions before filing the entries)

1. {63 T st &1 wid faavor
Brief description of duties

2. I P Gl W8 /SR T / By 19w o forg fwiRa a5 &, an suas ferg fHutiRa fed wd €1 9w (aRuim /Wi
1 30 WY H) Hral B Ae—ad 7S RS D AR W g1 iR ¥ oied 31 gfie | 370+ Suafer aad | (SErervr
@ forg amaa s & forg arffes @Rl Qve)
Please specify targets/objeciives/goals (in quantitative of 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)

e /8T / AU Sy

Targets/Objectives/Goals Achievements




3. (3) m%zﬁmwa&ﬁ/eﬁwﬁ/eﬂﬁﬁmﬁaﬁ?ﬁmzﬁrmﬁqﬁmﬁ|af%a&u‘raﬁ It % a1
TG 3 & ot 4 e | |
(A) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in item 2. Please
specify constraints, ifany, in achieving the targets.

e |
@) quﬁwﬂmaﬁwma@mm@émwmemmw

(B) Please also indicate items in which there have been significantly higher achievements 2nd vour contribution
thereto.

4) mmﬁ%wmﬁmﬁﬁwmwwwmammﬁﬁ
Saradl af 3y a1 Wwﬁwﬁvﬁ@wﬁiﬁaﬁﬁaﬂﬁwﬁaﬁmﬁmi
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.

fera: I o e IR B geamy

Signature of officer reported upon
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PART-3

HETeTs PieReT B PR afdes qer gAfRereT witer R S 8 W 1—10 & 39 W 8 ey, el 1 w6
T S0f BT TAT 10 STEH 07 BT Fooid I 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.

(uan vl @1 W= & ved Renfidel @ e | g )
(Please read carefully the guidelines before filling the entries)
(31) ot freares @1 Yeaid (89 9T Bl qIR 40% &)
(A)Assessment of work output (weightage to this Section would be 40%)
uftrres wide) | gifdetas miRed | gafdere miderd
Reporting (e wrr-s w1k 2) | @ areer

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

i) g @l @1 uRyviar /gy @ AR
R arefed faman ar el

Accomplishment of planned workiwork
allotted as per subjects allotted

ii) HrRI-fwreT @ Bife

Quality of output

iii) fagcigueHas divadr

Analytical ability

iv) STqaTETee Rl ) uRgerar / {6 e s o1

Accomplishment of exceptional work/unforeseen
tasks performed

it &l W g feraw siofiaxor
Overall Grading on 'Work Output'

(@)eufarrTa fadiwanall &1 qouid (§0 9T &1 R 30% B
(B)Assessment of personal attributes (weightage to this Section would be 30%)

PIEEE R IEEaR %ﬁﬁﬁ‘m« urfereT rferT

Reporting FEH TRT—5 T IRT 2) STEER

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

i) BT I

Attitude to work

ii) foreTery &1 9N

Sense of responsibility

iii) TR T IAIRET
Maintenance of Discipline
iv) WUYYT &HaTY
Communication skills

v) g o1

Leadership qualities

vi) G @I 91T ¥ Bl A DY e
Capacity to work in team spirit

vii) W ARY ST RO 9RA @Y e
Capacity to adhere to time-schedule

viil) TER e qdg

Inter-personal relations

ix) w9y Bfd vg aafiaa

Overall bearing and personality

afeaTa fadwant w go Merax Softewor

Overall Grading on 'Personal Attributes'




()IPTITTHS HermaT BT eare (S8 AT 1 R 30% BT

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

PIGEES] PUEEAR] ?ﬁ?ﬂmw@mﬁ
TSR | (e WrT—s @ thr 2) JTEER

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

i) Fram / fafera /ot d draar @ &3 § uhband o
IS WE TN P SATBR)

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

ii) Hifag T g9 @ e
Strategic planning ability

iii) Frofa @19 &Y eprn

Decision making ability

iv) I ST
Coordination ability

v) sdleer T ORa ue fawfirg o

Adility to motivate and develop subordinates

Gl et

vi) Ugel wifad

Initiative

UPTUICTS T W ger ey Soliawu
Overall Grading on 'Functional Competency'

HIE[ = o
PART-4

HIRY
GENERAL

1. Sl & 1 ARy (Sre o i)

Relations with the public (wherever applicable)

(ST ) maegwar $ SuReie

(Please comment on the Officer's ac

vd SRR a6 AT W g fewd ¥ )

cessibility to public and responsiveness to their needs.)

2. gfereyor

Training

(paar e & waifadr va wrf evarai

(Please give recommendations for training with

@?mwmqﬁgmﬁq&éﬁmuﬁrm%mﬁ{wﬁﬁﬁl)

aviewto furtherimproving the effectiveness and capabilities of the Officer)




3. W@y o Rufa
State of health

4. gt
Integrity
(Fuar Afderd @ wafrer gv Ruf <)

(Please comment on the integrity of the officer)

5. TS eI GRT ARIBIY Y e fARyaal &) avd} (T 100 TreaY ), R e & vd
HH W &1, raTeReT Suaferd, Ayl sraweral (Fek: A—2 @ 3() vd 3(a) vd gdat gt
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. AT o T3 o WS 31, 9 72T | W Y 77 AR B SR W et P F@meras affe |
Overall numerical grading on the basis ofweightage givenin SectionA, Band Cin Part-3 ofthe Report.

gfiae e & sweEr

Signature of the Reporting Officer
R A9 A% ERT H
Place: ..o, Name in Block Letters: ............oovoooo.
g,
B0 (e s o]y S U
Rt SRR A arafy 3
EYal: o o e During the period of Report; .........ooocvovevi.,



HT — 5
PART-5

1. gl ifder & aifrgfe:

REMARKS OF THE REVIEWING OFFICER:
gAfdeledT e & smata Qa1 Hrel

Length of service under the Reviewing Officer

2. 1 Y -3 T HT—4 ﬁ%ﬂmﬁ%@%@uﬁ%mﬁmm%ﬁwmﬁ
e &7 1 311 R 9 SR SueRRl / Hecage st @ e ¥ ) Hedie
EHT 87 (Rigel: Ar—-3(31)(iv) aer 5id—a (5)) (ufe ey wfest aifyad) arr RY il & faed e HeiwT 9
STEHR TET € T SN 37U HeuiaH 20 WS o (22 T ¥ F § G e e a anee V) |
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 the column provided for you in that section and
initial your entries).

Bl 8l
Yes No

3.Wﬂasﬁﬁﬁaﬁﬁmsﬂfhwaﬁﬁwaﬁémaﬁ%m-ngﬁmmma@%*?

Incase of disagreement, please specify the reasons. Isthere anything you wish to modify oradd?

4. G ARG GRT @erw TR | ST AT B (T 100 wregl #) o arfereprd) o)
Wﬁ@wﬁaﬂm@ﬁaﬁqﬁmmaﬁmwmgﬁaﬁ$uﬁaﬁgﬁrwﬁaﬁl

Pen Picture by Reviewing Officer. Please comment (inabout 100 words) on the overall qualities of the
officerincluding area of strengths and lesser strength and his attitude towards weaker sections.




5. UfAdeT @ HT—3 & We—3, We—d AT We—3 # [T 1Y AR & MR W oA (AT s

FAfTBRT |

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

Part-3 of the Report.

AT -
Elace it s ity |

GGG
Blates .o

YAt Afd®R) & swier

Signature of the Reviewing Office;

A A% 3R H:

Name in Block Letters: .........cccieeeieciiicnnennens
UqHATH:

BTN T e s A R
yftdes @ srafd #:

During the period of Report: .........ccccvvveeeeeen.



HEITHD AP & A1 THIUaR W= weer fRenfydsr
Guidelines regarding filing up of APAR with numerical grading

(i mmﬁwmwwmwmammwéﬁgqma@m
The columns inthe APAR should be filled in with due care and attention and after devoting adequate time.

(i) T e @ STl & o 4 Srerat 2 % foret aeffeneor (Frfer et o Rrewensit ar gger Rratress Srofaor
$W)ﬁﬁﬁwmﬁ%w§ﬁmﬁaﬁmmﬁsﬁﬁmﬁmmaﬂwm
HPR 0 Sl 10 & faeft Aol & waler ¥ R suerterl @ wider 3 shforr frar wmow | Ao 1o
AT 9-10 faver Bl R 3t O SlfRed Ay WMy &) wewd R | wifes S0 ger wed Y
memﬁﬁﬁﬁﬂﬁmwmﬁwmamﬁﬁmﬁaﬁmﬁ
e TEARE @ gaar ¥ sem ARy
ltis expected that any grading of 1 or 2 (againstwork output cr attributes of overall grade) would be adequately juxtified 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
histher peers that may be currently working under them.

(if) TAIGR 1 8 W 10 & g @1 aeffaer S frar ST TR BT /AT & forg sivera
VTRTI BT VT 3 @ fore yreaizs o R smo |
F.PARs graded between 8 and 10 will be rated as "Outstanding” and will bs given a score of § for the purpose of
calculating average scores for em panelment/promotion.

(iv) mwmsawsﬁmazﬁéﬁaaﬂmﬁmm"@W"mmﬁwm?ﬁmwﬁ?m

APARs graded between 6 and short of 8 will be rated as "Very Good" and will be given a score of 7.

() R’fﬁvmzﬁmaweﬁa’iaa%é’rawmﬁmm"W"Wrmmammsf%mx—rrriﬁm

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

(vi) THIQIR &1 4 F T qeffesvor g forar wiRi |

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

WWW%%-%mﬁmemwﬁwwmahﬁaﬁﬁmﬁém

Guidelines regarding the colour scheme to be used by different grades of CSS while filling up theirAPAR form.

(1) &1 - . ¥, / 929 yemafie Sof vd suv
Green - JS/SAG Level & above
(2) drair - [BENED
Yellow - Director
(3) frem - I Afeq
Blue - Deputy Secretary
(4) oY - R Afaq
Pink - Under Secretary
(5) wmg - ST AIABRY 7F wgras
White - Section Officer & Assistant



	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8
	Page 9
	Page 10

