WWM@%W#W@TW
ST AR RAE

Annual Performance Appraisal Report For

Officers of the Central Secretariat Stenographer Service

QT TETE QSR

Principal Staff Officer
afs g et @fEa

_ Senior Principal Private Secretary

e e afed

Principal Private Secretary

. -

----------------------------------------------------------------------------------

Name of Officer:

Report for the year/period @NAING s cvrceeeemrsmmsrremnnsrnnern st




Mimstw/Depanmentof................_....A...,.,........k

FIH | Form

W?mmﬁmw*mmm.aﬁamﬁm%ﬁamrmﬁmﬁ
T & afis et Prsarear seaies ford

Annual Performance Appraisal Report of Principal Staff Officer, Sr. Principal Private Secretary, and
Principal Private Secretary of the Central Secretariat Stenographer Services

............................................................................... H FAE & e au/3any i o
Report for the year/period ending ...............
dufhe gz
Personal Data
HTT ~ 1
Part - 1

(Wmm%mammmﬁmmwm)

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

2. | SeAfafy (Rarmgras) ... Figsiiitmmsser i+ .

Designation of post held

4. aémﬁg#mﬁgﬁvaﬁrm & e B oo

Date of continuous appointment in the Pata ..o Grade .............
present grade

5. 39 HOFRY & F W gersm ek are fawr #1 ae AR alw, ey dee ©

fgeheie safer & s g ¥ Name of Officer& Date from which attached

Name of Officer with designation with whom
attached during the period under report

S | o & 2= oY, wRwT sy ¢ <e & ]

| FRT STE ¥ IERRUfy 1 sy
Period of absence from duty on leave,
training, etc. during the year
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Part 2 - SELF APPRAISAL .

(mmmwmmmmﬂmm
(To be filled in by the Officer reported upon)

R T,

(Please read carefully the instructions before filling the entries)

LIRS . S R L TE I Rl e e o — Frat & Hfew g
(W g 100 =St 76 WA g wifi)

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

|

2. ma%::ﬂ#,%mﬁm@mmﬁwﬁmﬁmmmmmﬂm;

Please also indicate itams in which there have been significantiy higher achievements and your
contribution thereto.

Please state, briefly, the shortfalls in your input and reasons therefore, if any.

4. mm%mwma&ﬁmmmmmmm
_aﬁma&#m*nmﬂmaﬁaﬁmaﬂ?m | ofX A, ar Raoh afgs

A B afw & e
Please state whether the annual return on immoveabie property for the preceding calendar year

was filed within the prescribed date i.e. 31% January of the year following the calendar year. If
net, the date of filing the return should be given.

U /Place : ..o, 3 AOFD F grmR Sradr o R s ¥
A& / Date: ... ... Signature of the officer reported upon
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part 3 — APPRAISAL

1: mﬁﬁmﬁmyﬁ:ﬁmmﬁﬁﬁvmﬁaﬂ@ﬂmﬁﬁaﬁaﬁm

frg O o & 3R 3EE TSRO 7
Does the Reporting Officer agree with the statement made in part 27 If not, the extent of
disagreement and reasons thereof.

2 1wwmmﬁmmwﬂﬁmﬁﬁﬁaﬁﬂaﬂﬁmm BT ST ST

1-1oﬁﬂrﬁmﬁ?ﬁmﬁvmﬁ1maﬁqﬁﬁmﬂaﬂﬁ#m1omwﬁw FRETE

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 ine highest.

(mmﬁmm#@mmﬁmﬁaﬁqﬁﬁ

(Please read carefully the guidelines pefore filling the entries)

(&) ﬁvmm&"mg\mﬁ(zﬂ@gﬁmm giayere &9l)
(A) Assessment of work output (weightage to this Section would be 40%)

FIfT | Grading
i) @t ardar AR AT Fhra & T ! *
i) Quality of work and level of professional skill ‘l \
[ : |
i gﬂmmzymmm-ﬁa:mmﬁﬁrquw '
i) Trustworthiness in handling secret and top secret matters and papers \
if) 1 Zrady & waEad AR do, wmﬂgaﬂﬂ@ﬁam—ﬂwm
IR ¥ AT
i) Maintenance of engagement diary and timely submission of necessary papers
for meetings, interviews, etc.

iv) Accomplishment of exceptional work/ unforeseen tasks performed.

U T HE P GET B (FF [ H vl/4)
Overall Grading on ‘Work Output' (Total [i to iv] /4)

v) mmﬁwﬁmmﬁwﬁmmﬁam \
\
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(B) Assessment of personal attributes (weightage to this section would be 30%)

#Ife / Grading

i) @ ¥ ufy
1) . Attitude to work

i) gfe. segaar 3R g

‘Lii) “intelligence;-keenness and. industry .

i) RITHA FATC T@AT
iii) Maintenance of discipline -~

iv) e & &ty

iv) Sense of responsibility

V) HFEIUT wiere

v) Communication skills

vi) g e

vi) Leadership qualities

vii) EH & 1 F¢) H Qegar
vii) Ability to work in team

vili) 3 Ty e e g1 et i Trear

viii) Ability to meet deadline

“Fafend it B wEa B (T [i 9 viii]/8)
| Overall Grading on ‘Personal Attributes’ (Total [i to viii] /8)

(=M mmﬂm(wmﬁmsommM)

i e to this section would be 30%)

#fE / Grading

) ST feeaforat, aaft & Friqa, S favor qur e st A A< Ay deaar

) _Ability to draft notes, letter minutes, briefs and ability to prepare summary etc.

i) PRI ATHAT FAN et B QTqaT
ii) Strategic planning ability

i) IRESTE g

i) Inter-personal relations

iv) HHATaW QETar

iv) Coordination ability

V) ST §EE, TE R G o ae T AT % WY caagtee

v) Effective liaison, Initiative and tact in dealing with telephone calls & visitor

vi) HNFET FHATTE & Rery gur 37 3R e 1 qvaar

vi) Ability to motivate and develop subordinates

“FIHS ZETAT T AHT FE FF (& iv TF)/6)
Overall Grading on ‘Functional Competency’ (Total [i to iv] /6)

Mﬁ:mmaﬁm*mﬁ.mtmm{g%aﬂmaﬁatmw

yrerfra gl )

Note: The overall grading will be based on addition of the mean value of each group of indicators in

proportion to weightage assigned.
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Hi9T-4
Part 4
\ e @ wE (S & LR

Relations with the public (wherever applicable)
(WmaMWqFMﬂmmﬁ$mmmmﬂmﬁ)

2 W(mMﬁmemmmﬁmW-ﬁﬁmtm

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

e

3 wreem # REf
State of Health

of the officer;

-

e
5. WWWMWW*W@WW@,W@W.WWWW
mﬁ%wﬁrﬁﬁﬁﬁmmﬁﬂ:aﬁwﬁmmmwzmamﬁm

=l
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
se tions.

ey
|

6. ﬁq&éﬂanm-sﬁmas.aaﬁtﬂﬁﬁf@mﬁhﬁﬂ?mwwéﬁmﬁw;m:mﬁmﬁvm
Overall numerical grading on the basis of weightage given in Section A, B, ard C in Part-ll of the Reporl.

e fags are HaE & geani
Signature of the Reporting Officer

BT/ Place :  covnvnsmnmmsssnesees AIF HERT & AR §
Name in BIOCK [eters: ..o

DESIGNALION: ... .ooouerviesmseseene

During the period of Repor{: e
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et / INSTRUCTIONS

Reporting Officers should Tealize that the objective is to develop an officer so that he/she realizes his/her

true potential. It is not meant

to be a fault finding process but a developmental one. The Reporting

Officer should not shy away from reporting shortcomings in performance, attitudes or overal] personality

of the officer reported upon,

The Reporting Officer shall,
is required to report upon fo

in the beginning of the year, assign targets to each of the officers to whom he
r completion during the year. In the case of an officer taking up a new post in
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 concerned.

mw#gummmﬁmér

Although performance appr
development; the Reporting

aisal is a year-end exercise, in order that it may be a tool for human resource
Officer should at regular intervals review the performance and take necessary

corrective steps by way of advice ete.

regard to his/her performan

of each appraiser to present the truest possible picture of the appraisee in
ce, conduct, behaviour and potential.

mmaummmm*ﬁu#mmﬁmmmmmmﬁmm.
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It is expected that any grading of 1 & 2 (against work output or attribute or overall grade ) would be
adequately justified in the pen picture by way of special failures and similarly any grade of 9 & 10 would
be justified with respect to special 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 large population of his/her peers that may be
currently working under them.

10, WWM%WWW%WW#WR e o3t T faw far s
For purpose of calculating average scores for empanelment/promotion, the following grades will be
considered

Sac10% da ——
Between 8 and 10 Outstanding __
T

Between 6 and 8 Very Good )

4 ¥ 6% =T P l

Between 4 and 6 Good |

4 A .
- 0 |

Below 4

feooft /| NOTE

mﬂmmﬁm#ﬁmﬁﬁiﬂmmmmm,
The following procedure should be followed in filling up the item relating to integrity:-

i) fr WTOE A1 TeafrE weE @ N E, O &A@ A |
1f the officer’s integrity is beyond doubt, it may be so stated.

{ii) ﬁﬁﬂém&mﬂmﬁmﬁmmmwmﬁﬁm;
If there is any doubt of suspicion, the item should be left blank and action taken as under:

(%) ﬁm@wﬁﬁmmmﬂmﬂm|wﬁmuﬁﬁmW:m
mmmmaammam,mwmm%wmm@mpm
mﬂmﬁammwwaﬁmﬂmmmt.mmw@aﬁﬁ
WWW*WM%MﬂMﬁmmmmmmmaﬂﬁmm
e €7, S o iR et

A separate secret note should be recorded and followed up. A copy of the note should also be sent
together with the Confidential Report to the next superior officer whe will ensure that the follow-
up action is taken expeditiously. Where it is not possible either to certify the integrity or to record
the secret note, 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,mmtmmqamg,mammmmmmm
az:jmwmmqmﬁq\t#ﬂa‘rml

If, as a result of the follow-up action the doubts or suspicions are cleared, the officer’s integrity
should be certified and an entry made accordingly in the Confidential Report.

(m aﬁmﬁgﬁwmammmmmmwm@,wmﬁwm
& ST )

1f the doubts or suspicions are confirmed, the fact should also be recorded and duty communicated
to the officer concerned.

() ﬁmmkm.mqwmﬁmaﬁmgﬁm&mﬁ*mﬁ
mm*mmmaﬁvmsa'tmsﬂm(mmmwmﬁﬁ!miﬁmmm
If as a result of the follow up action, the doubts or suspicions are neither cleared nor confirmed the

officer’s conduct should be watched for a further period and thereafter action taken as indicated at
b) and (c) above.

(T HAIT F FAAT TG . 51/4/84TH1(F) T 22,6196
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1965)
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