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Annual Performance Appraisal Report of Private Secretary, Personal Assistant and Steno Grade "D”
of the Central Secretariat Stenographer Services
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dafre qr
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Part -1

(FATory/faamTaTdTe & Frefeud YrElAS HegHeT gRT e )
(To be filled by the Administrative Section of the concerned Ministry/Department/Office)

R R S i e S SR g
Name Of the OffICBr o e e e e

2. | gew fafd: Remmay . I — L B ———————————
Date of birth (DD/MM/YYYY) ... Josoilivemens (INWOrds) ..o

SR (15 6 e ol B 11 = (OO

Designation of post Reld ...

4| T 33 X PR P A ANE | A | I

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

5 | 3@ wR=d & A ¥R ggaw 5EF | 30ed & aw, 3k arda, Bew gEee ©

a1y el 3af™ & s g § ) Name of Officer& Date from which attached

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

6. | at ¥ 2h= ot e sEnfe W e
& FRUT 3 F AquieAfy #r e

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




HET-2 - F-Fe i
Part 2 - SELF APPRAISAL

(38 FOHRY g HT Y, fagdr A A s R
(To be filled in by the Officer reported upon)

(Foar 9fafear e @ g et F eaeEE ug )

(Please read carefully the instructions before filling the entries)

1. - o a¥/arEfe & ek 3mad grr fRT e it @ EfEE gm
(aﬁwqamoara’fammﬁﬁa‘rmaﬁm

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

2. FUA A R, Tt wecaqot 3Tdar Iuafear W gt Ak et e Fur aeigE @

Please also indicate items in which there have been significantly higher achievements and your
contribution thereto.

3. Fuar w1 @ FY F AT WF g U v gaeAT F FET 3 3AF e, af @8
FI T FH F4TT

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

4. FWT OC F F1 (@ad FAvR a¥ # ymw vy w@Eh afde fRaeh Bea arde
Ui AT I F ¢ F 31 AN TF AW FW & 75 & | qfy 7F, A Fawoh af@e
o & ar@ & v |

Please state whether the annual return on |mmoveable property for the preceding calendar year
was filed within the prescribed date i.e. 31* January of the year following the calendar year. |f
not, the date of filing the return should be given.

1 / Place :
&= / Date : 38 FF & granr Gadr R e s

Signature of the officer reported upon




HIT 3 - Hediched
Part 3 - APPRAISAL

Far A Rrwsr aten FUed w2 & R v e & wgAg &7 o &8 ar awEAd

fare €T o § A gEF Far FRT §7

Does the Reporting Officer agree with the statement made in part 2 ? If not, the extent of

disagreement and reasons thereof.

WWMWWW@W@W&MWWW faar ST
FTF 1-10 dAE OX @1 AR foras 1 &1 arcad fesrgw e @ 3t 10 & arcad 3Taad#d &

TE

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

(oar wfafdar sxet & qa Rt @ AYEF TE)

(Please read carefully the guidelines before filling the entries)

() FRT v & @1 Heiwe (39 WOS dT axelie 40 gfderd g9l
{A) Assessment of work output (weightage to this Section would be 40%)

Ffe | Grading

& &7 IoTdCdr
Quality of work

egaqrds HIRET & TAT
Level of professional skill

i)

o AT AT HE W FAAA R FE A A Ara@edar

Trust worthiness in handling secret and top secret matters and papers

iv)

fafrateer sl & tEvEe WA dSH, TR gt F AU HEaw
AT T FAT

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

“faRT T FET FT FHET FT (i W iv] 4)
Qverall Grading on ‘Work Qutput’ [i to iv] /4)




(@) Fafha IO 1 Fedisa (37 @IS 1 atee 30 wiawd g
(B)Assessment of personal attributes (weightage to this section would be 30%)

FITE / Grading

i)  FRF gfa wRsR
Attitude to work

i) FRHE, Iegwar

Intelligence, keenness

iii) S{H;QHEFT qATT AT
Maintenance of discipline

iv) foeserd e aty
Sense of respansibility
v)  EEEoT Sl

Communication skills

vi) o A H FT i Qreaar

Ability to work in team

Vi) THET-HIAT FT Il Fley T ATTar
Ability to meet deadline

viil)  g1fodr # Frafaaar 3w gl

Regularity and Punctuality in attendance

“dafne Ui & wHET @R (i F viii] /8)
Overall Grading on 'Personal Attributes’ [i to viii] /8)

(7) FTATHS TRIAT W HedideT (38 WUs T avete 30 wiawrd gial)
(C) Assessment of functional competency (weightage to this section would be 30%)

#fe / Grading

i) AT st gurar R ear

Proficiency and accuracy in Stenographic work

i)  3adafes grEey
Inter-personal relations

iy HATGG AT

Coordination ability

iv) TR FFIE, 9ol HI TlIBIA O AT XA R HETGH & A e
EYAgN - FRAAT
Effective liaison, Initiative and tact in dealing with telephone calls & visitor

“FTCAS SETAT" 7 FHT FIE [i ¥ iv] /4)
{ Overall Grading on ‘Functional Competency’ [i to iv] /4)

feoqofy: worar AT & 15 R F I F, IR F IAF W F HET Few & A5 W amRa
gt

Note: The overall grading will be based on addition of the mean value of each group of indicators in
proportion to weightage assigned.




HHAT / GENERAL
HATT-4
Part 4
1. St ¥ §95 (F@ 6 a9 A
Relations with the public (wherever applicable)

(agwmﬁﬂmﬂaﬁqgvmmmmaﬁtqﬁmﬁmmwﬁmﬁﬁ)
(please comment on the officer's accessibility to the public and responsiveness to their needs)

]

|

2. wfterr (Fom e f ad nrdeeddr HR AERAT @ @G § T SR & Wi 1)

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

S,

3. e & Rt
State of Health

4. weafoer (wwd & gcafaer @ oo &)
Integrity (Please comment on the integrity of the officer)

5. Ruvd e a D g W & geg AR MR FH IOV, HEURET YA, At #FEd M FAEN
mﬂtqﬁrmwﬁﬁmmwa;mﬁmwm(mm:wﬁ)

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.

6. PO & 33 & @uz F, @ WY A A & w1 AEE F HUR W 10 F AW R FHA FETEa S
Overall numerical grading on the basis of weightage given in Secticn A, B, and C in Part-ill of the Repert.

-

[ R Rwer g el & gEmT
Signature of the Reporting Officer

FUET/ PIACE oo TTE BT T ATH & o
Name i Block letters: ......... .ot

DESIGABHGINT: sy i msmmemon s s

A/ DB s iisimimsiainiss il il 11 O
During the period of Report: ......................




Hep / INSTRUCTIONS

mmmmmwma,wmamﬁmmmma
mmmiﬁw#mﬂmtmwmmma!mwﬁm
mmﬁmnarmammmmmmwmmﬁmxmmmmmﬁ
faeardy oaet arfe |

The Annual Performance Appraisal Report is an unportant document, it provides the basic and vita! inputs for
assessing the performance of an officer and for his/her further advancement 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.

Wﬁmﬂmm#wwmm%mwaMHmm&mﬁﬂF
mmméﬂmma#|ugmgﬁ§zﬁmmma,ﬁzwmmm3|
WWWM%,HM,MWMM?.*MM.WMW
e & @A Jweh R F e ¥ werg a@ s aRv Reporting Ofticers should realize that the

objective is to develop an officer so that he/she realizes his/her true potential. [t 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.

¥ A TR e A IR T w4 S AT | RaE @ amefeas dit v s s dk @
HU S # #  quny sew wemaEt # e gdr 97 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.

mmmw#mm|mwmmmmammmm
mmmﬂ}ﬂﬁﬁm@aﬁm%n@aﬂrmﬂﬁﬁm@gﬂmmwmmm
mm*mwmh#mmlwmmmmmﬁmml

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.

ﬁmiﬁ@ﬁarﬁsiﬁ}ﬂ?r,mﬁﬂ%ﬁﬁ@é%@rmﬁ?,ﬁaﬁ&agﬁﬁﬁ{tmmm
mwﬂfﬁman%mémw&ﬂqmaa\i*%quamm?,mmm*ﬁwqu
FEHIEA & FAA w9 T AR | wd/mer de, @iyt gi T ST @ o N wee o
U

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.

Tufy Aeures Aearwe af # FAE @9 AT T ¢ N T @ 4 AWT TEN REw 6 U S
mmﬁ.m:wwmmmwmmwﬁmwmmmm
HE T & ACTH ¥ UREAS HeA 3o qRC |

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,

Fﬂﬁmmuﬁmmmﬁ:wqﬂmﬁwmmﬁyﬁ}m$mﬁmﬂ_m_
TR I e A qurE ae aw N T A

[t 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.

ww,mmmmm*m*mﬁmmWﬁmm
aifRe |
Assessment should be confined to the appraisee’s performance during the period of report only

ug:rnﬁzaﬁrmtfa:1mzﬁﬂimmw.(mmmﬁm§mmmagtm)
mhm%mm#aﬁamﬁmw#mmm|$1frm9aurma‘ﬁﬁga:r,
e v Ry wrt F w@ay F MR s Se | 12 ¥ A3 3R o010 & 33 farer ARt A B9 i
mmmﬁrmmhmmmm*m#mmﬁmmmm

7




(ii)

T HOES @ e R, A e o FE AR @ A e @ 'EE A e # AR e
e |

It 1s 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 simularly 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 authorites should rate the officer
against a large population of tus/her peers that may be currently working under them.

10. e aE/eEeTe & R WMHEd wEie f e & F weE 4, BeeRe as o e R
ST .
For purpose of calculating average scores for empanelment/promotion, the following grades will be
considered
Hiie Wi, e o Rur R S d
Grading Score to be considered
£ .
Between 8 and 10 Outstanding ]
63T 8 & g A oo 7
Between 6 and 8 Very Good y
4 3R 6 & drm e 5
Between 4 and 6 Good
=
48 - 0
Below 4
foquf / NOTE

FUE ¥ @6f0d AT @ aa # AR wisa @ e st ke -
The following procedure should be followed in filling up the item relating to integrity:-

afy yfterd & gl @2 § ot ¢, 0 admr ||
If the officer’s integrity is beyond doubt, it may be so stated.

ofz ME wE ¢, 7 A T oz R Fw Mt Resmaar adard & s

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

()

(@)

(@)

wmqwﬁmﬁaﬁﬁmaﬁ?mﬁmréQM|MﬂwwﬁmmW$m
e aftgan HRED & o B3 & arv, A aF AR won fF eEdt adard Bw & srh ko Sw
weafE # s wen A g Roqoh & ey s wve Al E R yftwd w gie et R
grve iy &@ & Re yfewd & & @ dga @ gdiw gwg A ar @ sE el & fBew aw
g i, S ot AR @

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 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.

ﬁ.wmtwmqamg,mammmﬁmmmmm
mwmm&mt#wam1

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.

=R Wi B gt @ o 3 @ o R #v T oW afe st ggd, e yiterd @ FRiTE
& Fr |

If the doubts or suspicions are confirmed, the fact should alse be recorded and duty communicated to the othcer
concerned.

7R yepadt wrtard & oRomTrred, B4R g1 A @ ¢ AR A & A g @h @, sfuwd & srer @
el 3 & Zher d@r e wfgr MR swE @ 39EE (@) 3R () w awfafde sdEd & el ke

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.

(¢ FATE F FEET A U, 51/4/84-F(F) ReeAF 21.6.1965)
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1965).
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