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Annual Performance Appraisal Report For Officers of the
Central Secretariat Clerical Service
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Annual Performance Appraisal Report of Upper Division Clerk and Lower Division Clerk of the
Central Secretariat Clerical Services -

............................................................................................... & FHTY T/ ARy & e
Report for the year/period ...
dufere gz
Personal Data
HTT -1
Part -1

(FETeT/ A /aTaTeT & gafia varafe STHTIT IRT 3T STrT &)
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

Name of the officer

2 | Sen Ay (e wd@ar/ad) s e

Date of birth (DDMMYYYY) /0. ... (in words)

Designation of post held .......

4. maﬁmﬁa@ﬁﬁaﬁﬁmﬁw%&? S—
Whether the officer belongs to Scheduled Caste / Scheduled Trlbe'?

S | adaT Uz # wAd Eyfn & ardrg 6.5 S, TS i,
Date of continuous appointment in the | Date ............... ... Grade
present grade

6. |a¥ & givar gedl, uRveror st &
FROT 5L § Fequieafa &t afy

Period of absence from duty on
| leave, training, etc. during the year




sazmes e

-2 ~ FF H2iche
Part- 2 - SELF APPRAISAL

(38 ST gy 9RT ST, ey Rrad R simedt )
(To be filled in by the Officer reported upon)
(mmmﬁ@mmﬁ?ﬁmtmwa

(Please read carefully the instructions before filling the entries)

1. wemeEt o AfEe Rraor

Brief description of duties

L

2 < A _— amasaﬁfmasahmmmemaTdmmwmqaﬁ
(ﬁmmwm—fﬁmoo et ¥ H#f% = a2

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

HYT / Place -
f&a7e / Date -

HiUHT, e R el s &, a7 eeame

Signature of the officer reported upon
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Part3— ASSESSMENT BY THE REPORTING OFFICER

(o ufafedl sve & g R on-RAdelt @ caraqde ug o)

(Please read carefully the guidelines before filling the entries)

1 R OCA®E on/RaLnear & fove sfones 3o & sl aifde & 5 1 @ 10 & & dere e wifte Ry
1 %7 e A= 9% @ HR 10 & aud SaaaR IE U E |

Numerical grading is to be awarded for each of the attributes by the reporting authaority which should be on a
scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.

() T TwTTEs @ Hparae (36 WS B ateies 40% aaf)

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

Provs R A | waieT SR g G | ween
| HRelr Ry B (i (ot geme 2 @ sewm el st e

T A %) TR
Grades by Revised Grades by Initial of
Reporting authority Reviewing Authority (if | Reviewing
= doesn't agree with col.2) | Autharity
! 1 2 3 4
) AT wrdsafes Rwdt & ygEr wafea
S Y I AT

)] Accomplishment of planned work/work
allotted as per subjects allotted

i) @y oradar

i) Quality of work

lii)  geor 3 wdorar (fa 3 aftyeam

i) Proficiency in typing (speed and accuracy)

v) @ 3w, e e et i
=ret St & TEw

iv)  Proficiency in work, namely maintenance of
prescribed registers and charts etc.

A AN Ot Haa AR (e | iv)/a

Overall Grading on "Work Output’ (Total [i to iv] /4)




(@) Auferas ayorfagrasy wr FEAYEA (30 T3 A el 30% 27

(B} Assessment of personal attributes (weightage te this section would be 30%)

1

2

3

) @ E Y wieghy
) Attitude to work

| 1) Sense of responsibility

iy SAAEAqa S sraar
n

i) TAET AT @

i) Maintenance of discipline 1
iv)  EUWOT e
iv)  Communication skills

v)  Te@wuress ammar

v) Analytical ability
vi) & & 7T g A anren

Ability to work in team

-~

| vi)
vii) m;ﬁmwmaﬂﬁzﬁrm

vii) Ability to meét deadline

vill)  dadsires w9y

|_viil) Inter personal relations

Aafres sorRerwanait i wor AT
Overall Grading on 'Personal Attributes’

(Total [i to viii] /8)

(1) raiesTes &THaT O Heaiaet (56 We i i 30% g9t

(C) Assessment of functional com etency (weightage to this section would be 30%)

]

B Rt fermer arer | welten sfard o waadfa | wsan |
Rl gRT R | O (@R wae 2 @ wee HRBEY
T 4 el 8) HraraT
Grades by Revised Grades by Initial of
Reporting authority Reviewing Autharity (if Reviewing
doesn't agree with col.2) _Authority

s

[ Ravé forest arar | wsten sy o wenfoe | ot
HUSR g e | U (@R w2 A e | wRed @
i e E) HTRT
Grades by Revised Grades by Initial of
Reporting Reviewing Authority (if Reviewing
authority doesn't agree with col.2) Autharity
1 . 2 3 4
) FTH-oTe & T WT@?W/WH
AT AR 38 TE 0 F ] e Y A
i) Kncwledge of Rules/Regulations/ Procedures
in the area of function and ability to apply
them correétly
i) WA & G
i) Coordination ability
i)y g
iii Initiative
V) FHIYET W B awey A weforar
| iv)  Proficiency in working on computer
‘a?m‘rawwar'wmr)%w(gm[miv] 14)
Overall Grading on ‘Functional Competency'
I_Lokal [i to iv] /4) _J
Raqaoh : wemr after, Ruifg @rwﬁaﬁgﬁm#nﬁmﬂ%mﬁmw%mm%ﬁwwmmm

Nate;

The overall grading will be based on addition of
weightage assigned.

the mean value of each group of indicators in proporiion to




AT | GENERAL

HIIT — 4

Part -4

1. S & \Y G (S S @V ) (FIEr sEa & JRdr aF Tgw & A M 3T Tt ol
SAeeTRieE o a2 )

Relations with the public (wherever applicable)
(please comment on the officer’s accessibility to the public and responsiveness (o their needs)

-
i
2. uiregor (Egum&ﬁ%ﬁiﬁrwmar3mmrﬁwmﬁ§mmhjﬂmﬁmﬁuﬂﬁwaﬁfﬁwmr &)

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

— _

3. Hawag @ g
State of Health

4. waufAer (guar R & FeufEve w fugeh w)
Integrity (Please comment on the integrity of the officer)

5 EHI HT Farer arararst FETUROT SUATNAY, FEeaqut FIwansi qur aasiv ant & ufdy 3Bgfy & oy afa
3R & Wy 7pott Uy fraré foress are sy gry eree e (srewT 100 2R )

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer including area of
strengths and fesser strength, extraordinary achievements, significant failures and aftitude lowards weaker
sectlions.

6. RUE & o 3 we &, @ ¥ 7 & & 718 A & WU 9T HHY HhE AT

Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-1| of the Report.

RAE foras arer et &t gaaner
Signature of the Reporting Officer
YT/ Place: ... ... ARAEIEIN:
@i/ Date ... Name in Block letters: ........ ... .. ...
Designation: ... .. .

During the period of Report: ...




W—SM&mxfﬁmﬁmm{gﬁm

Part-5 REMARKS OF THE REVIEWING OFFICER

— __—h—___-ﬁ‘—w——_——‘—h_ﬁ_
—— ———— __‘J

4 mwmﬁmﬂ%mﬁm

Length of service under the Reviewing Officer

attributes in Part-3 and Part-4?
assessments of attributes
your entries)

3 IEEHA 6 R 3% ey qmrg rmmwaﬁuﬁmwﬁmﬂmmwammﬁ%?
In case of disagreerpﬂLp#ease specify the reasons. |s there anything ¥ou wish to modify or add? - )

5 mﬁwmmﬂmquaﬁm(mmmo ATET 7 )
mﬁr%yﬁaﬁ‘r%mqﬁwmﬂaﬁf

Pen Picture by Reviewing Officer. Please comment

Including area of strengths and lesser strength and his

HATA / Place:

&t / Date

IR 2T 4 (5)) @ 3o
HAHH F HUT Herarizay 25

assessment made by the reporting officer with respect to the work output and the various
(Ref. Pant 3 & part 4 (5))
please record your assessment in

@wa?msﬁammammﬁa:mmmwmﬁéw%

(in about 100 words) on
attitude towards weaker section.

HE A Rraid ey oy
U AAATATIH & ey Hr 3nferes

TRy grr Byo
HT F wremg
m{sﬁrmmwwmmwzﬁﬂ

(In case you do not agree with any of e numerical
the column provided for you in that section and injfial

the overall quelities of the officer

m?r&m«mmzﬁrmm
Signature of the Reviewing Officer
TAAME et H

Name in Block letters:

DEEGAAION: o scssssivnnnenrasonsaie
During the period of Report:
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INSTRUCTIONS

arfites Tyearea ayEuies ot o Fgeaqel gEaae & T fREd & wprd-TEsTiEE & SEaTES w6 faw R s
mﬁ?:(ﬁamhﬁmﬁ?rﬁaﬁﬁtwwat@mmmwm%i}rﬁﬂga@?ﬂﬁ%@ﬁftﬂéﬁ‘mﬁmiﬁﬁ.w
ferm) arer AT S arafier 3Tty o ad Smard & w 3w i o o o ey fue R |

The Annual Performance Appraisal Report is an important document, it provides the basic and vital inputs for
assessing the performance of an officer and for his/her further advancement in his/her career. The officer reported
upon, the Reporting Qfficer and the Reviewing Officer should, therefore, undertake the duty of filling out the form
with a high sense of responsibility.
ﬁuﬁé%ﬁé}mMﬁwmmm%mmHMWMer%ﬂﬁ%mm
FRTd F R T ) AR e 3 ge ardr v aE &, afes v R wimar ) R fyws awr sfard #Hig
wHIET HTUETT @Y, FH HTEAT, ﬁmﬁrﬁq&éwm%ﬁmm.mammm =a Y wiFrar 3o
froré A Rrws § H S8 FA AR | '

Reporting Officers should realize that the objective is to develop an officer so that he/she vealizes his/her true
potential. [t is not meant to be a fault finding process but a developmental one. The Reporting Otficer and the
Reviewing Officer should not shy away from reporting shortcomings in performance, atbtudes or overall personality of
the officer reported upon. ‘

2 % e ST A T A e aat s @i | FraTd ) TR A v srar SR A 9 T g FS o
wara 3T HIOEIEr @ T uar 9@ S |

The items should be filled with due care and attention and after devoting adequate time. Any attempt to fill the report
in a casual or superficial manner will be easily discernible to the higher authorities.

o e HirwA 25 arga Aqeg & R Ao e o i 3 sTE v i aE & R @ o form & g an
T WAL & 3 2 3 58 grEd HUghe g ST |wwymﬁsmmwmmmamﬁaﬁ
wfawy Wl |

If the Reviewing Officer (s satisfied that the Reporting Officer had made the teport without due care and attention

he/she shall record a remark to that effect in item 2 of Part V. The Government shall enter the remarks in the APARof
the Reporting Officer,

T SAeR aviarees T A e s | e 5 TR S HiTe AT & S @ | SUWaY Sy I HATE A 6
3raTEYe ar 2Te ¥ | vmgﬁahmﬁ%ﬁm#wmmémqwmﬁwmﬁwémﬁmﬁyﬁmﬁ%aﬁﬁnﬁwﬁ
Zafr | FEEae HIT FIROT Hre1 G A S |

Fvery answer shall be given in a narrative form except where numerical grading is to be awarded. The space provided
indicates the desired length of the answer.  Wards and phrases should be chosen carefully and should accurately
reflect the intention of the officer recording the answer, Unambiguous and simple language may be used.
W%@#mﬁﬂm,maﬁmﬂﬁ?ﬁwmmgﬁa&ﬁsayﬁa&ﬁt{tﬁmmﬁaﬁawmﬁmmfz
uﬁyﬁmﬁmﬁmﬁa&mﬁvmﬁmg,m%m$a&nmwmrm$mmmmq
e A, Fata HiaTREt gy T €9 F o T wES A AR |

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers will report ta whom he 1
required to report upon for completion during the year. In the case of an officer taking up a new post in 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 clearly be known and understood by the both the officers concemned.

uuﬁmmaéﬁmﬁme}m%}mwﬁswmwmmwm‘ﬂtﬁaﬁm%,m:
Wmﬁmmmmmwﬁmwmmmem%&mmﬂw
el T OIfeT |

Although performance appraisal is a vear-end exercise, in order that it may be a tool for human resource development;
the Reporting Officer should at regular intervals review the performance and take necessary corrective steps by way of
advice etc.

uﬁms{mﬁﬁﬂﬁﬁmu@mﬁmmﬁu%w@mﬁwaﬁaﬁ%ﬁ%mﬁmﬁ, Hragoy, cader T
e 7 A gUTENe A e AR W Y|
11 shouid be the endeavour of each appraiser to present the truest possible picture of the appraisee in regard to his/her
performance, conduct, behaviour and potental.

wm‘mmmmmmw{wmmﬂwmmﬁrmammmw

Assessment should be confined to the appraisee’s performance during the period of report only

v & Y & U g HIUS A-AUT @ T Tl o) Uz @ AT @ YER WHD-FHT W TEH FhAl § | 5 agd B
S i g AfEawE A T 5 R HR 39 R sTgEd €0 § Rguolt i sreh arfe 1
Some post of the same rank may be more exacting than others The degree of stress and strains in any post may also

vary from hme to time. These facts should be borne in mind during appraisal and should be commented upon
appropriately.

8
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11 3R W21 & ver wefrrmie g orey A Rrenfader
11 Guidelines regarding filling up of APAR with numerical grading
(i) Wﬁmmqqmmﬁmwﬁgﬁﬁwﬁﬁﬁhwﬁqﬁvmmz WY sy enfe
The columns in the APAR should be filled with due care and attention ang| after devoting adequate time,
(i} 7e 90t 1 Srehr & fr 4 I 2 & T o Aoy g7 (%vmmaramrqmsmm I B & vy R it &
mm@aﬁamaﬁu@am#&ﬂﬁr@mm | 51 UemT 9 g mﬁv}gm,ﬁmwﬁﬂwﬁzﬂﬁsm
# e sgmar s 12 & B2 ik 9-10 & o5 RRY awvell 3 21, 35y wopeny e TS Fr I &
Etid mmm&m#mﬁmmﬁmmgwm el HBT w6 U e, S 3 3iEtT e
aﬂz‘gt‘@rm@m&raﬂmﬁﬂﬁmmm I
Itis expected that any grading of 1 or 2 (against work output or attributes or averal] grade) would he adequately
Justified in the pen-picture by way of specific fatlures and stoularly, any grade of 9 or 10 would be justified with
Tespect to specific accomplishments. Grades of 1-2 or 9-10 are expected to be rare occurrences and hence the need
o justify them. In awarding a numerical grade the reporting the reviewing authorities should Lale the olficer
against a larger population of his/her peers that may be currently working under them.
(i) 8 3R 10 & g marsﬁmﬁmmmqma FdEa RAE & Sraramor AT S 3R S 3% onfver R
mﬁmﬁmmm{ﬁmmﬂsﬁmﬁgwﬁhﬁmm I
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) smmmﬂﬁmnsmmmawwmmw@mr AT S0 3R 7 3m far
S | :
APARs graded between & and short of 8 will be rated as"very good” and will be Biven a score of 7,

{v) 4#3rﬁ}zsamsﬂmaﬁmﬁarﬁmaﬂéﬁmmﬁmﬁaﬁ'mx’mmamsw(famam|

APARs graded between 4 and 6 short of 6 will be rated as “good” and given a score of 5,
(vi) mmnxsmmmamwawmﬁam&mmw |
APARs graded below 4 wil] pe given a score of zero, B
feoavhi / NoTE
mﬁm#ﬁ?ﬁhmeﬁmﬁ#%mﬁﬁaﬁwﬁmmwmﬂﬁm—
The following procedure should be fallowed in filling up the item relating to integrity:-

(i) nﬁrarﬁ:ma%‘rmmﬁh:#uﬂttrémml

() If the officer’s integrity is beyond doubt, it may be 50 stated.
(i) aﬁaﬂgma‘mmmmﬁmmmﬁxa@maﬁa@zﬁram:
(ii) If there is any doubt of suspicion, the item should be left blank and action taken as under-

(%) ¥ 39 98 Reaoh oot fr 3w sk are 1 aars i se |ﬁt¢vﬁiﬁ7w0ﬁm:ﬁwwa7wuamﬁaﬂmaﬁwﬂ
@ At & S a’ruzgﬁ%ﬁamhnﬁam#?mﬁmévmﬁmﬁﬁ% ] Rﬁmﬁmmmﬁrﬁmurgﬂf’eﬁvﬂm’r
Ferftrag ava dvra o 3 ﬁu&ésﬁﬁmugaﬁmﬁﬁ:mf?miamé:fﬁmaﬁmﬂ?ﬁmmm;}m wFg
aﬁmurmﬁmas%mﬁgmgmmﬁ St off fRufy g

(a) A separate secret note should be recorded and followed up. A copy of the note should also e sent together with the
Canfidential Report to the next superior officer who will ensure that the follow-up action is taken expeditiously.
Where it is not possible ejther to certify the integrity or to record the secret nate, the Reporting Officer should state

either that he has not watched the officer's work for sufficient time to form a definite judgment or that he has heard
nothing against the officer, as the case may be, )

(@) m.wm$mmmqmmg_Mﬁmmﬁawmmmmmm
e fra # oy & sme

i {b)  If asa result of the follow-up action the doubts Or suspicions are cleared, the officer’s integrity should be certified and

{m aﬁmﬁgﬁﬁm?,wawaﬂﬁiﬁaam&vmm}mm ,ﬁmmﬁﬁqﬁrﬁmeﬁm|
(¢) I the doubts or suspicions are confirmed, the fact should also be recorded and duty communicated to the officer
concerned.

() uﬁaaa;ﬁﬁaré%ﬁﬁvmq.m{{aﬁm?ﬁmamgﬁtx‘rfﬁ%,aﬁmﬂdsmnmmmamma;

() ifas a result of the follaw up action, the doubts or suspicions are neither cleared nor confirmed the officer’s canduct
should be watched for a further period and therealter action taken as indicated at b) and (c) above.

(TE #ATT &7 ey sy . 51/4/84-F1.(F) Reeyres 21.6.1965)
(Miufshy af Hoie Affairs O.M. NaS'.'/tI/E-I-EsH.(n) dated 21-6-1 965).
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