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Annual Performance Appraisal Report For 

Officers of the Central Secretariat Stenographer Service 

VIM' TEM 3ar+14# 

Principal Staff Officer 

aThs 'gum' WI' Trit4 

Senior Principal Private Secretary 

AVM f#11 lvita 

Principal Private Secretary 

Ffxr 

Name of Officer 

	 4" '4:rgTZT 	 Stitt 

Report for the year/period ending. 	 
	 ....... • 



• 	....... Ministry/Department of 	  

etc-14-11.- f t3. 	 9Tt331- 
Date of continuous appointment in the 
present grade 

4. 
des 	  

Grade 	 

4-ixic444/14'3-74 

Lair / Form 

al efq4 3fm 	i4ar 	crErrF R -rrn arftwritr, afla ClITM" f0-1," Vf4-q-  anT 	f=4-At 
ulta. 	a[144, chi4 P.crrao 	 ftritt 

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

	  t 94-M-I 5)) clip) l!fr/3Taitr *1-  f'41tit 

Report for the year/period ending 	  

i4r4ich azif 

Personal Data 

aiTzT — 1 
Part —1 

(4-iiitle7/faST7T/ci-,N4 ela 	 .393Tra-r 	3R-7-  oilQ) 
(To be filled by the Administrative Section concerned of the Ministry/Depa-tment/Office) 

..3iftrwt 	.114-1 	 

' Name of the officer 

70-77- rd1ticitF/4-116/44') 	 /. ../ 	 7.1) 	  
Date of birth (DD/MM/YYYY) 	I. ./  	(in words) 	  

trrta cra- 

Designation of post held 	  

3r 3fitrwrtr 	 tr-&--rtr DT* Trrer 3TftWrer air 014-1 34tT ice, 
ftErterti 3r-Ar 	etTm• trz=4-4-  6' I 	Name of Officer& Date from which attached 

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

ori 7tr, CftrkTur 57- aft trt ,(6.1 
Tzktr 39,:rfrfa-  .3rdit 

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

2 

Date ..... . 



RR!' 2 - 1:Er 

Part - SELF APPRAISAL 

(3 3riI1 	3Tzr 1RT, faRT-A- 	fkeft w-41-  
(To be filled in by the Officer reported upon) 

	

(TWIT CerafterT 3T-4 	trrA• 3T >t 	t2naTft rq ) 
(Please read carefully the instructions before filling the entries) 

..... ....... 	. 	. FT.  aii-/Raltr 	erm.  mr* 	Wtr am-  wrzt 	zerft- 

	

7-6 100 	irriAcr gtar fir) 
Brief resume of the work done by you during the year/period from 

	  (The resume to be furnished should be limited to 100 words) 
	

to 	
 

2. .`41te,t, Fc 	€V. FZ" 3Lic,1 	I Tel e AtT Joi 3.117-+7 WzIT Zit77-R. 7-6r1 
Please also indicate items in which there have been signi icantly higher achievements and your contribution thereto. 

3. FlTztr Wid 

	

	 f=47 .arricrtrtT 1*-Q-  arty w40,41 	3ft 3 ct 	e, wartl 

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

4. c 	 wartff l 	q,Aus/ Vir   ItAlt 411 	ct) fcli Pict Rift' atir 	atz k 31 vi.tati 	.1.1tr7 	4).  71$ tit 	wef, c fagv, 	.1ffar7 	*r arta-  t z4-17.  

Please state whether the annual return on immoveable property for the preceding calendar year 
was filed within the prescribed date i.e. 313' January of the year following the calendar year. If not, the date of filing the return should be given. 

	

/ Place : 	  

	

ftRiW / Date : 	  
34:r 3iftwitr f-47nITT %4t  	.7♦1 	 t 

Signature of the officer reported upon 
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1. 

alTaT 3 - 
Part 3 - APPRAISAL 

ITT itcerk f 	artr alftnit 337r-2 	f'ar 71Cr faarur 	Wra 	•alk 	F'T 31-473:rf 

1Tr Aoir c 	haft p:T' war -r-t-ur 
Does the Reporting Officer agree with the statement 
disagreement and reasons thereof. 

2 	itctrt ftErt art 3ritTrtt 	71-/Wqc11 	Ti-ift7:Ar2T 	fAIirrur 	7rti7rr 

1.--101a-ii.) =Fr 	vriV 	mFAcrir 	 -Ift #30710  --rHI-t--,1"43F-Vdxf Wrttt 

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  I refers to the lowest grade and 10 to the highest. 

(7171' 	34-TA' 
(Please read carefully the guidelines before filling the entries) 

"Idw vivr atRit-+-7 	Zgu3 r 71-1r6 40 4r011-7  egft) 

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

made in part 2% If not, the extent of 

i) 411 	 afti.  terraTrrf4m 031-6- 	TF-1-  

i) Quality of work and level of professional skill 

""tre-  / Grading 

ii)  am 3f T TRTruqr 3fri-  qii,h7r-tr-4tt 7431-F-A a ftitml-taffr 71c9-  

ii) Trust worthiness in handling secret and top secret matters and papers 

iii) 	grzrt 	i(s.ttqici 3fri-  tar, waTr--Rt TFrrfk 	 chials./12:1-# r1:74 

ITT 	cl)i Tit 
iii) Maintenance of engagement diary and timely submission of necessary papers 

for meetings, interviews, etc.  

iv) 3111-411: 	chi' f 1:W1.41.411,711.-n 	41 ci/ 3i71-71- T§IF 1114 

iv) Accomplishment of exceptional work/ unforeseen tasks performed .  

"1-4-,t; dik, 	zi"   ( 	(i 	iv]/4) 

Overall Grading on 'Work Output' (Total [i to iv] 14) 
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OM del 	4, • Trfr   (4T z3rErs r c-Ft.3fIti 30 gf "tra s 	ldfl) 
(B) Assessment of personal attributes (weightage to this section would be 30%) 

    

I) 	i i;rfA31.frifa- 
3  . Attitude to wo 
ii)   3fi 

rk  
T 	 

ii) - intelligence-keenness and industry .  
iii) 3T lit1Pl 1TLT'tault 
iii) Maintenance of discipline --  
iv) id-444itt WT 41'a 
iv) Sense of responsibility  
v) tr qui WI\31W 
v) Communication skills  
vi) 	7.17 

vi) Leadership qualities  
vii) tx1- #*TiTchig) 
vii) Ability to work in team  

viii) aifaxriftt 	rkIT coo; 
viii) Ability to meet deadline  

if 	 1.711" *2'T +ididl ch 	 ( 	[i 	viii]/8) 

Overall Grading on 'Personal Attributes' (Total [i to viii] /8) 

  

/ Grading 

   

   

   

   

   

   

   

   

   

   

    

(71) q,14 c-4-Ich 	 4 c-I1 	at-41cm MIT WTI *r aVir6 30 iTralrff 04n) 
competency his section Would be 30%) 

ch fe. / Grading 
i) 	IliNt-f 1 	-trit 	--r-41-6., 4Piii, 	 of-0N facliul aur iiiiir varit l'elli chiol 	r qldeicii 
i) Ability to draft notes, letter minutes, briefs and ability to prepare summary etc.  
ii) Wt/iefific, '!Lion (1441t chi.) *"1-  tilaqcii 
ii) 	Strategic planning ability  
Ili) 	41ii-H1lch #'41T 
iii) 	Inter-personal relations 
iv) 	ii-ria-q'q q a r.403  
iv) 	Coordination ability  
v) 	,;13T1-41 	AI, rirg iii-Li 	30 stSil 	cil OR WT-4 MIT sTrarg-IA. * 4Trx.r c.q.4061-i-*tgra- 
v) Effective liaison, Initiative and tact in dealing with telephone calls & visitor  
vi) 3.1.ftFigtr chAtilflii t fact,iii MIT 34 Oita' W* 	+' i.i deicii 
vi) Ability to motivate and develop subordinates  
"GIII4 	-4.1--dr 	''r ci-fcti liTru ch 	(TR [I # iv d4b1/6) 
Overall Grading on 'Functional Competency' (Total [i to ivj /6) 

,Liuft. to-id QR. tr 

37trita OA I 
Note: The overall grad ng will be based on addition of the mean value of each group of indicators in 

proportion to weightage assigned. 
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IV:UM/GENERAL  

Si T-4 
Part 4 

1. 	aa-f 	;irce* (a-Er 	FT-Ji 0) 
Relations with the public (wherever applicable) 

(ilea _ 	3eMmTtr 	
trtu 31t{ 3a*r 3.1-rnzWffr3it crra' 31Tet ar-,42Wzrrer-FT a

-r t-ccrutt *.t) 

lease comment on the officer's accessibilit to the •ublic and res•onsiveness to their needs 

	

2 sf9talmf (rzrf YftWItt 	airer Taireite:ri- af 3iti• Timt-itar ler a-4-rA 	Fct"T V51-tivT *f OW --t) 

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

ca abilities of the officer 

3. Fiff7-7r *r fitrei=  

State of Health 

4 4iFffAmif (3rftweit rAliazf  
Inte•n Please comment on the inte•n of the officer 

5. ftrtrt 	ark 3iitzFrtr crrr 	* 	21C  rft 31tr 	Isaft, 3rTrrtmcer 3ti-Riltrztr 	*r41ze 341-t 

	

* 1:11= 1-4.4 ;,ff6a 3 	Trsi-4 	* Syr if 	arrw-a70-irxwr 	1- 11 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 and attitude towards weaker 

se lions. 

6. ftErlt 	sfrrf-3r ucrg 	aitz It 3f tt 	 afftliT CR 10 	crs-  14-.47.r FiltzArzr 'f•Ct 

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

/ Place • 

 

fkritt fAzg-A• aTA-34W+14 Pfl-497 

Signature of the Reporting Officer 

TIM yufrs Frxr : ................................. 

Name in Block letters: ....................... 

 

tr- Frxf • 

Designation 	 

    

    

    

     

ftFiT/ Date • 

 

During the period of cleporf 
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9. 	zr6 374tc aRt WA' f* 1 alit2 *I' 	* 	*I, O*7 7117 *Tzt 3itTEIT 	3rtntr 1:17371 113 * FAV) fd*Ilt 	 nitirpr ufff Ir2-47r4 * !crew 	* Aft-6r c,ileir mixr I rt. w-+-R. ma io 	trg 	f*7 .2-rz F401. 	1:4 *Or 4 31r4-Rr aFrmrr 7rtr I 1-2 k trr Of 9-20 * tg 1.4t4 oitoied 4 0, 3rff: 	 3ttitm war* *r 3Tre7qq,dr t I rtif3q4.fl trs 	ar4 402 4 'ilia fAis-1 zr* 34tt 44rtfr wr4 and 	321* 44611146, at 34* 34-fra wrzi.  wr t *2 Kr* Or *an *2 Tire >#*WC Wfat tafee I 

9. 	zre- 	4eri-*4 f 	aT* ar* mitr*Tfr * 444 w-r144 art * Rvlctil4 3raftr   ft-4t tolk I Assessment should be confined to the appraisee's performance during the period of report only 

39-bt/ INSTRUCTIONS 
1• 

 

	

if f4TraTff ;Ira- twa ftalt 222r 4F-et' sTrel4 7rF 302-wit-  * wnt-M-sarz* *2 1,74- fliwr wc4 * 	.altr 3-** *ftzri-  * writ it OFtt * 	Rttmlot zi4*211-  31raztr eitairit t I YR: erF YR:mei fttr*r ?Ott fATtr ret t gri" 	frAtt ar* zrr4 3612*Ter ibt 22-32 fa-Jg1arfl Frtr 9.4 tis-r4 *l 844 *r 	244241 146y The Annual Performance Appraisal Report is an important document, it provides the basic an vita inputs for assessing the performance of an 
officer and for his/her further advancement in his/her c d areer.l The officerreported.upon, the Reporting Officer should, therefore, undertake the duty of filling out the form with a high sense of responsibility. 

2• 	rift ?ft* ?Ma 3eittTtt let zrf 37Kff th-ror tufty I* 44*r 3072 321I4Frer 	Rr*r4 wr4r t, a2f* 4F 3ra42 
4r 3i —

arses 	crsrw 	zrr triE 3It tat rr42 sz1*4r Ref t. trAK 	f- 	I Rule 	 Ikalrar.11 	* 	fAlsatz4, .32ftrfft-  307-4r IT7447 Erefè7rt 3sret Nit 1We* Ovs* wr4r 	 
Reporting Offic-ErS-ShbilId-realize 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 overall personality of the officer reported upon. 

3. it Trt  	* 31ti.  trzfrzt Tom t-cT 3r11 -1 ulf6y 1114 	3u 4* Mr al-  3rtrzr 3-aft 	7r# WI WI* * 9r 3Z 321trwrftzft *l Fara.: Tar uff arkurr 
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. 

4. srR* 3-ffr 21tiRml-w wa 4 fZ222 art* I*724 34 134"*"T 1eigi7Trw *Ift * 7r42 	3a4-04-  aii-arna wqr Ftrr' 3ff'r 	arerliM.  mzilTt 	t WE* 	trd-E121 *). tmr-w -tt*.  igar 	3F3-  fr*rt 	3fftrwrft wee 4 	zr 	4.26cr 11-fcre' 	;Trtrritrr 	wr irern %-zrr are-  I 
Every answer shall be given in a narrative form except where numerical gradings is to be awarded. The 
space provided indicates the desired length of the answer, Words 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. 

s. 	fivIt f 	and 3titt*TIT. 371-  atftrirrtt flti 	 fie 	 Raft M-41 t 	t elf * 44 4 1:0.  %-tr 7rA.  ar4 PrEere 	art k Fav our tic Trxurg-er p, at 34 are-  * atw az2 az 42;4ra .  * a4-4 atr 1%7 	 wrzlimmr 	#-413tra- 	 ircrr tq 	3ftf **St al* Tit.-V 
The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers 

to whoM he is 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 concerned. 

6. ITU% fANKTT<F 71-1t*-A' Zrlt TTRTA et* 4TRT arPeR P 3117 ttF f11-6 73T-O'W t rrt7a fa-*TZI *1 VW WRW WA' /1.w-dr t, 3ra: Rift f4-43r4 	31tm-rtr 	aw-42-rg V7 f410444 	a 	i r grz- Rrtarsr t1  TtrTialle WC37 ..1(51.1 oak:: 

Although performance appraisal is a year-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. 

7. 12FIW xL.Kri*algal ail zrfr 5r424 tsar Trlit17 	Wer nritqwf fie71"A" trr4 32ftreffa 	*-2-4.1241;arz4, mrarir. Ezrzg4 .3itZ Zirsi/21 et Alf 2117T*111. 	 citch 	Affre Zhi 
It 

 
should be the endeavour of each appraiser to present the truest possible picture of the appraisee in 

regard to his/her performance, conduct, behaviour and potential. 

7 



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. 	 S=47 3trArd cri**1 *'t Cupa 161-# sral7g 	d-o 	rt tet Tr{ 	 14, +41 	: 

For purpose of calculating average scores for ernpanelment/promotion, the following grades will 
be 

considered 

   

1.14.4PC .  
.r coris~2red . :  
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8 34-r10* t 
Between  8 and 10 
6 30 8* trEr 
Between 6 and 8 
4 3117-  6 t 
Between 4 and 6 
4 
Below 4 

rt'V.  
Outstanding 

 

4§-g  34ter  
Very Good 
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0 

   

3RD 1•r 

Good 

     

      

12-‘41,11 / NOTE 

44i-L1 	iteittF 	m-A A-  'P-WFAfiro trWzrr TT tTI-A7 i.tr -a-rftu :- 

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

0 	311trwa1   kia6 r crt 	WaTZT1 aiv I 

If the officer's integrity is beyond doubt, it may be so stated. 

(ii) 	zer4 	*itf t, wc4 	grgtt31 faiir arz 3i•z 	 wria4 *1 	: 

If there is any doubt of suspicion, the item should be left blank and action taken as under: 

(W) rrT 3i-1r 7 ?drier Z4 	my 3lti and 	wrtatt r am Ift-ccraft t rsT 	rittrAtzr fig) 	Trru 

3T-4# ofiarig 3rit*rtt at 341 3-17 t1 7rV, or1 zrg 4:1PRict *tiff f 39-at arZai era   g 

tic4Par fi trsfribTa cnior trr 	11,Aivit 	W!fir‘ wi#r #11-4 at'   3eftWtr zIF 11P-a 

	

1Fcrr cAuSzr *-R# f4v 3~r wrzt 	tur0.  #v zitrr Tr-mr 	trr rri 374-A' 	 fit-RFF 

is-AT 4t, 4.441 air R=tr'D.  ft 
A separate secret note should be recorded and followed up. A copy of the note should also he sent 

together with the Confidential Report to the next superior officer who 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. 

Trft, 3r #f *tart   if 	ef 	 t, 30tTlt1 r TrgrAgItITTIWrff r t-At -mfgr 

adTfri trw sat •04.114 	# *7 a 7rz 

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. 

(7) zrf4 Trk-6- 	er7r-A- t, R1 311 Wraz aFr far 7rA 	 arIT 	 Trera aeitr*rtr *1 TrIft-a arr 

t1 WCr I 
If the doubts or suspicions are confirmed, the fact should also be recorded and duty communicated 

to the officer concerned. 

(r) 	trik 39A -rta-rt * 	 Fa 	ggr erA 31tt t 3-4 r tj161<fl t, mitrwrer 	3Trum "+"r 

3r7rAt araftr 	citio tarr 7r-A-r *-4110 3112 .3t14,  and 3,44cr, 	AT (In Kg 4.1rd'Afa-F wrtart r Afrit 	 

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. 

Kg-  JO 014 	Ferg4 414rf ft,511404-Pqr r'e* 21.6.1965) 

(Ministry of Home Affairs O.M. No.51/4/84-Estl.(a) dated 21-6-1965) 
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