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+i6leich 
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3-TRIff 	'4)5 'Er' 

Steno Grade 'ID' 

ch 

Name of Officer 	  

	

ciTc4 	 

Report for the year/period ending. 	  



	  4-i Al cie4/falMrrs 

Ministry/Department of ... 	........ 	........... ........... 	....... 	. 

crcri /Form 

io- 4-lf(31(-141 3if1 ,,Acrr ,r-ft-At Trft-d, 	414.f, 	 3t-4- 3f 	 ' 

Annual Performance Performance Appraisal Report of Private Secretary, Personal Assistant and Steno Grade ND" 
of the Central Secretariat Stenographer Services 

	 010) aTfri3f-aftr Q.  ft-tett 
Report for the year/period ending 	  

J-4tt i TtT 

Personal Data 

Nr-ir— I 

Part — 1 

(e-i4le“.4/itgralichi4,144 	Trafii2tra• 	1I111 3-TTIPT g 	RI 2.37 ,Jity) 

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

1.  3Tftrwrtt & .11j-r 	  

Name of the officer 

2.  if) 	  

(in words) 	 

.A.-J-i fa'ilr: R.-i/o-ii6/4* 	/ 	/ 	(Uirza 

Date of birth (DD/MM/YYYY) 	...../..../.,. ..... 

3.  trrft-d-  E:r- 	ii-----ral- 

Designation of post held . 

4.  f'4-- iw 	 
Date 	...... 	. 

d 
Grade .. 	. 

a.A.Fr- 	d S A ft.ff-4-  1:.z..,rft tr arttu 

Date of continuous appointment in the 
present grade 

5.  3iftF*Trft 	FTF, ,atIT artrEr, 

Name of Officer& Date from 

3-fr 3flt---rtr 	ofiJi 	31T 	tr-4--d-rxr 	rawr--  

	

-,-.4,- ittitertfr-, 3.1--dft- * 	et-TIT Tr-Fa4 t I 

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

171-tr i-1614 # 

which attached 

6.  a* 	etuF 1, 	cftaTur  T-Trit 1:13-  .t6 

t ctIkuii-zrer  # 31-11-Wii 	r3raftr 

Period of absence from duty on leave, 
training, etc. during the year 
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3TPT-2 - 1RT-4t-1-ricrimf 

Part 2 - SELF APPRAISAL 

(3Tr afft- tt urr ari-r 	 ft-Att ff4zfr 	 
(To be filled in by the Officer reported upon) 

(yrzrr ;algatr--0 	 Er-d- 
(Please read carefully the instructions before filling the entries) 

1.   cich akaraftr 	d-{7.  31Tr* 	f'+"Er ;Ttr cniq 	4411:1" as 
(ti 6 	100   VitCr) 
Brief resume of the work done by you during the year/period from 	 to 	 
(The resume to be furnished should be limited to 100 words) 

2. tt-1441 	ei 	i 	Qui 4-16ecILI, 	3traftitte Ter 	307 .304) aircr- r 	 T61.1 
Please also indicate items in which there have been significantly higher achievements and your 
contribution thereto. 

3. 41441 chleI 
	

A5  f4IT 31rtOF J771 WIT aT(1" CRTc 1i r fur 31 3;9* Ohii 

Itth 	.s1 Oil: I 
Please state, briefly, the shortfalls in your input and reasons therefore, if any. 

4. tridi 	Wzri tkaat ahAusi air *.r 3TVR TI Tcifa" ter ct 	 facriub f 	Frtrur 
3111cfa", cnclus,k 	 31 	--d-tf 	 el-  art tfr I 4 crql, t fdciicril 

FltrUf tr s*v 
Please state whether the annual return on immoveable property for the preceding calendar year 
was filed within the prescribed date i.e. 315' January of the year following the calendar year. If 
not, the date of filing the return should be given. 

FtTIW / Place : 

itFtW / Date : 
	

3arwrtr p7rraTT ft.fr- t ittt f4ult 	 
Signature of the officer reported upon 
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3-TPT 3 - 
Part 3 — APPRAISAL 

Tar Itcht SiZIA" cum aftm-rt 3-117-2 # ftT ITV frdTaT 	ii l di cr '? el 4, 	31-kr 

41J-11 F“ 3ft IT* o-zii ctiNui t? 
Does the Reporting Officer agree with the statement made in part 2 ? If not, the extent of 
disagreement and reasons thereof. 

ft-ttr-  r0-4-5rA-  cif c-4 3f1tw-ft 1xlll 	ijoitersraT l I.-111-6Q-414 	TT ftittuT 	Lit 	d 

1-10 O-JTrA-  cri-  61A vrftv f4-frei-  1 	1 o-71d4-1 -tft tr art{ 10 der di3t 1cldi Ttt 

tr t I 
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 

	

O'd 	 an# rk4   trt) 

(Please read carefully the guidelines before filling the entries) 

	

(T) 1-)1V TIT chl 	.,r4411101 	(405' t ar-A% 40 cificI• OA) 

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

"It / Grading 

i)  chi 	J!iciccil  

Quality of work 

ii)  cziaiinch ch.NT" 	-1' i-cii 

Level of professional skill 

iii)  7,1T-1 AZ 42cl-id1 ci #TT:14-  Jit{ c.bidT,TiiciI 'zit 4ni4 4..0 # ft3ci,k9.41eiei 

Trust worthiness in handling secret and top secret matters and papers 

iv)  '1#.7 fa 	41 sylof NRIT TT iivigicr 3itT 4(54, #rur----R- $(.-zrrf-  *. 	31MzIT 

stlidisylici r,r-f7a)  . 4-,0-11 

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

"f'+7 TV ctli 	ill ii41,31 	(I # iv] /4) 

Overall Grading on 'Work Output' ii to iv] /4) 
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30%) 

(u) 4 qr4,4,  Trti. 	-T 4,0-1 .licbo (p• 4.9us 	&-II6 30 5rfr...6 6 oft) 

(13)Assessment of personal attributes (weightage to this section would be 

.1-) 	/ Grading 

i) Tr-4 t-  crf -  3ifki;  

Attitude to work 

lra&-Ircll, 	ictrilcil 

Intelligence, keenness 

iii) 311311i-kr1 	14.111.! 	“5.1011 

Maintenance of discipline 

iv) Q,1-4)1,11 W- DIET 

Sense of responsibility 

iik-  1:40l 4h 17T1 

Communication skills 

vi) -m- gimstil 	chi..) tt 41 izicir 

Ability to work in team 

''rw.i'lazicii vii) Ffrzr-414-ii 	1•1-lic-1,,i Gtv,tel 

Ability to meet deadline 

viii) F'Ptf gl- I 	zi d cicil 3ft 77Fr-zr trr-4-41-  

Regularity and Punctuality in attendance 

nazir+rt+ dull" tr 4-1.+-id1 Age [i #Vili] /8) 

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

be 30%) 

(VT) chiii ca-icb 	"•41-Tar W' 4-1reliche-1 (i-t tql:rg 	r 	4-Ai- 	30 crfsdva 61-311) 

(C) Assessment of functional competency (weightage to this section would 

tf / Grading 

i) 31TV_1 am'  .1.4 	# 	'41T1r 317 /14 di 

Proficiency and accuracy in Stenographic work 

ii) 3{ T: 	zlalT rA 1 7.1 .1-  ' 
Inter-personal relations 

iii) i-14-10-clel el d ei CI i 

Coordination ability 

iv) Al-ITITtf ,t-ii-ci 	, tiTa 3tR-  e. 1411P1 crT zra 4.01 .3411" 311th 	# did chi.) #. 

CelcI6Ii- .731c4cii 

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

‘ct,14,-...ict, 	.1.  we 	Trxru ch 	tit iv] /4) 

Overall Grading on 'Functional Competency' [i to iv] /4) 

ails Ai 31TETTI47 

of indicators in 

QU-4141. iial.i a-, fa tr 7  a2al 	3i-1::1T-a #,T'-'4" t Act 11416 t 3itir6 ii,Q44 

6 ,ii) 	I 

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

proportion to weightage assigned. 
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ITPT-4 

Part 4 

w-er grrj #) 

public (wherever applicable) 

tilkii.-44 / GENERAL 

1. .tai dr # 	4 	( -6t 

Relations with the 
(ct-iqr ,fririr 41 3rftwsit Fw cV attr  3.4 .t 3rra7Trwarift k of 	31tQ 3r-- 0-zrr411,4,-ir Err S2wufl 	) 

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

2. sr91-utrr (weir .}rftwat 

Training (Please give 
capabilities of the 

--1-) *r grit crarra1-ezr 	T AT Fr-Ft./kr 	-'t 44,I 	Ji ,ri  . i stfiTeur Ott P!-Pifir 

recommendations for training with a view to future improving the effectiveness and 
officer) 

3. PITFEzr *"1 f#11 
State of Health 

) 

of the officer) 
't-  4. rk-4,1-Azsi (~it 	1i,i4 ['Aar Tr fZwufl 

Integrity (Please comment on the integrity 

uTr aritrwrit 5. 114 	I 	r4-43r 	ar4 3ritrwrt 164  7r0t AT 	-Pr art, 3mitmtrt girl, 	ca °t tfAai1 at{ ,4-44,1( 

mit * stf4 rttr +iWr 3+14-. Frrax lit t.  frpiwtr gt ❑ 1,r wr 30 	(MITT( 100 31-4).  k 
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. 

tt-grA 	 ■Ift• 
6. 11,0, t arrr-3 gr 

Overall numerical 

44.1M"/ Place : 

(vs T, a 4th it gr a Tr-3 
grading on the basis 

F-4-116 t 3rrtrrr cri-  lc * 	Err ii•oa 1lifis4 	4 
of weightage given in Section A, B, and C in Part-III of the Report. 

firth  1 -u-4-  0 fc:rarftr+-t i 76R9-1-  
Signature of the Reporting Officer 

TfT7 3111t1 gr c,t i ki 

Name in Block letters: 	 

1:- -F 	. 	 N.  

Designation: 	  

cb / Date - 	 Li 	tr aratr • 	  
During the period of Report: ...... .. ........ 	 
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/ INSTRUCTIONS 

1. 

     

N(-clIch•ri 	4t1Z CrW 47-67rTsot 4i-01 	t, 	)11tr-Ti 	Wrt-tA.4te.,,,1 dST 4c.411 
1=4-c: 	t-',1.1,44 # 341-4 	 ..,1104,1fr 3trFaT <rit arrq 	! afa": 	arrofr 
raw-At 14,0. fft 	Tr' 311z 1 	 f 	ark 341trwrft 	 1# 	31-# 

cy 	Wi#t 4T%7 

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 Officer should, therefore, undertake the duty of filling out the form with a high 
sense of responsibility. 

2. Poi* 14-(4.1 arA-  3rftr4fr al 	rwrar vrtz- 	3t.44-  3ritf*Tti 	faa-444 a t.rl t, rlifd 46 
31741-  	 4:0714 	q t4 af a* I zrg vw   CIA CritZET Fft 	 fa=blinc,-ta, Crit-aft 
fk,4 	 fAzMark 3rftr4tr 4, 3.F 3rftr4tr, faa4 	 fA-Efr wit t, 	<1,141- 	 3T214-r FM/ 
ciArci *r mf#tar 3ftrA• 1711- # FA-rg-A 	 rft.v.  Reporting Officers should 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. Pt titRci T-211-4 	331-{ trim    sit itr.fl 4i% t R,O. 	mr--ftairw at4-  Erz-  31-44r ..304 att  ft 
art 	afl srzira.  3z-4 341t7witzl1 a t i-LiEcT: airVF Ailliff I 
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. Tr- r* 3-61' flu1.11r4-0*. wtr A-  1=.11 a-rtr I 4,a04 3F1 a1$4,i aFt riauttcHq, 4,112. 3-ErR.Iti 	 
2rzrr rtira 39T ‘t 	 t I si-R1 aft-r trcEttr aFl tzrrarr,.4w 	7IV 307 zr8 TR-  ftWg' Ora.  arft:1--c-tt   371 	Tzcrr 344-  TritRxrr aim 	crztrzr 	 a-ry 
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. 

5. fly 1:17A-  4-r4 3af*T/T, Mfr 3Tit*Ttf f 	1A=41 	 f   t,r a# t.  7 Ar alk # tist Wzr. 	 zrr# 
Re-7 alitrirI zrft 44 arftr+-rft fl-qt-dtfra-  ati- 	f4e-  azrr gd aTaTraar t, at g-44 ft(-6 	a&--zr our  qz 
T014T-4# * Raw a-zr f 	atm:• Iz17-ga.4.  f t, tiaci 3itt*iftt gITT F:TE TcT 	ar 341. 11"51 	 3 
vrf'0 
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. zrer     41ff 3f tiHttr er4 41-AT 313TRT 	Zr6 '4" ire.  enea Trfutra fa4,ttt 5r Cr'' 4,1i+ 
ii<hdr t, 31•F: 1k‘4Q 	 fA61.) WA' 31itT*Tft fr 14.4fAcr 3rriiircr trz 9amiG.f *T tr14i.h.r1 	 Vlitir 34T 

trait 	* 330-2111 T.I:47117#-* *-4-# 3oiX tIRCi I 
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. STA* kiraiitiworil *1 4-E TVITF 	titiN f 4-6 	ruia.t i*Cr WA.  4I# Vit*TfT a ,61 nA.ncm. NT4TriT, 
c41iitut 31tT 	 aft zrzrraara 414-cifdln d4-414 crFaa wt 
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. 

8. Z     *LT ar4 4-ra-  3fitl*Ttl * 	 t art A.  fl-cftertfta 	is i 	a e-.4' 
vlf~ lr 

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

9. ZIr 	G l art t-  f* 1 atrr 2 *r 	aft 4.112. 
fa-t5r 	 *;:r1-7:171 	'4147 arr-+-Fa A trzfra wcr 
1*-7 	1=01-15r 4,iart 	#41.1.  4 31trIm otrilzrr mkr 
	 31114---  4--er0- 	31.1-4movir t ITrif44-A trg 

(1*7 TIV *T4 31174T712F arzrar  	FT) 
34tft-X OHM 511Cr I 	WTZ 9 MIT 10 k 

I 1-2 k erg 3itt.  9-10 * 	1dic4  	*, 317: 
far 7r41 #41r # 11,11 	 1-Aq4 4r4 3ttz aAtur ate 
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ar-A• 3iffr -rtt a r 317# 	, 	ar-Ficru 	t 	t 	aer Tturt *Ir c-s1,-,401   wrt 

zif.0 
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. 	11*--g 	 f4v.  3117-6 ATF.f0 	•iiukfT WrA 	sr-erw4.  *, f*- rfaftra-  tie trr fdvit 	 Wzr 

: 
For purpose of calculating average scores for empanelment/promotion, the following grades will be 
considered 

trstIcrrT -4.  . 	. 	. 	„ 
AFARs graded 

Writ 
 • 	Grading 

we* fazr qt IVIi %At Mat t 
Store to be considered 

saittioi tv 
Between 8 and 10 

9 3,-.Te 
Outstanding 

6 Ai.  8* trq 
Between 6 and 8 

a i-i 3 rr7aT 

Very Good 

4 kr 6 	t-a 
Between 4 and 6 

3 ti-rur 

Good 

5 

4 tf 	 

Below 4 

- 0 

f2wvfl NOTE 

	 t*--41tra Fd. 	374 f*rzvrfAirtra' ST%-tIT 0 VW" et,t.if writy :- 

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

4412, 3fitWft   4.1a6 	t, 	ocitqr we I 
If the officer's integrity is beyond doubt, it may be so stated. 

(I) 	gra =61 	 ti,8 t, 	(cell ti1$ faqt 	iitr 3117 	 finer t"   : 

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

(T) CTW NMI 7srr 12.4ufr 	 .Rt efTTar 	f we I Qt-,rull Tft CTT srlr 	 

3i70-  oRescr* 341trc-ft *r afta)---J et 77, 7) =r6 19)--N7 a ii f= 	 arm *''t .11A t I 7-6t 

rirOI 	8r 0 Sio-uFild c6t•it Zrt rgf 12,-,tuit 	 chior Fara aft t, ftdtt artffirtt z6 vp-F 

try!.  Mils  	FAu 3&(--+-Tft 	.1,14 aFl Zia 	r-dru wiir 	ur ur 3i-1•1 3#40t 	Sir 	alp a 	to 

7,-4r 4i-, ter aft 5tari er I 
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. 

(zir) aft, .3.rar.-4f witur   i-ia6 V el 	t. 36tM-Ttf 	5151Nrflcl 	tIfe7  arfz 

dc,Tiut try gitft 	 atv I 

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

(7r) zit 	*"t cpuiicft 	Far aft 	a r te.  ,A1.1 vee-ct 3t1" sub, +I 	 aritrwtt 

4t we' I 
If the doubts or suspicions are confirmed, the fact should also he recorded and duty communicated to the officer 
concerned. 

(Er) zit 31-F.,-d-A TO-art t    	an era t It= R. ff ie It' 6 	cft 	31ft3rft 	3irum ii 

	

arrt 3raft1   t1311 srIT.1T u 	fit artz .5+14,  arz 37.L (Ur) 3th.  (ii) 'TT =right witatt   zrtKr 

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 h) and (c) above. 

	

(7 4111E444 Wi .1,14 	 51/4/84-1MT.(T) 	.1144 21.6.1965) 
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1965). 
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