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Ministry/Department of , .., , '" .

~ IForm

Annual Performance Appraisal Report of Private Secretary, Personal Assistant and Steno Grade "0"
of the Central Secretariat Stenographer Services .

.................................................................. ~. ~ tt'ta!r ~ ~/~ *" fltfrt
Report for the year/period ending , .

~~
Personal Data

3im-1
Part-1

(~!fcmm/q;FlOn('l4 '" ~ ~rmf.'lq; ~ ID"U mr;3ffQ')
(To be filled by the Administrative Section of the concerned Ministry/Department/Office)

1. JrtUq;rt'r q;r ;m:r ....................................................................................................................
Name of the officer .............................................................................................

2. ~~: ~~t<N ....... .I...../ ............. (~rccU' it) •••••••••••• v ............................................

Date of birth (DD/MMIYYYY) .... .1... .1..... (in words) ..............................................

3. mfur tR; q;r ~ ...................................................................................................................
Designation of post held ........................................................................................

4. ~3)s*~ ~ ~ ct'Tfror ~ ................. 3)s ......................
.:I \

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

5. 3lf ~ q;r ~ 3tR ~ ~ ~q;r ~, 3tR oRrnr. ~ m~
~~ ~ "'~~ ~ I .Name of Officer& Date from which attached

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

6. ~~a'Rrvr~~~tR~

'" CfiRlJT ~ ~ 3l1q~ffi *" 31CrlU
Period of absence from duty on leave,
training, etc. during the year
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r----------------------~----~---~--~*-~.,.~,
~-2 - ~_"i~iCfii1
Part 2 - SELF APPRAISAL

(~ ~ ID"U am \JIlV, ~ fttITt ~ ~ ~
(To be filled in by the Officer reported upon)

(~ ~~il4i ~ ~ ~ ~it ~ ~I01'iC§Cfi ~ ~)
(Please read carefully the instructions before filling the entries)

1. . ~ ('{q1 Cflt/3lCfftl' ~ ~ ~ mr ~ mr ~ CflT mmr¥
(~ err 100 ~TiGl ('{q1 ~ tWrrr ~
Brief resume of the work done by you during the year/period from ••........... to ..
(The resume tc? be furnished should be limited to 100words)

2. ~ <t.~ ~mt, ~ #i{i('Ctt" ~ ~.~ til 3ttt'~ m ~ ~ ~I
Please also indicate items in which th'?re have been significantly higher achievements and your
contribution thereto.

3. \ 'FIT.Cf1l<if ~ ~ c\l ~ ~ 00 fcf;Q' dW ~ ~ ~ 3ft{ ~ CflRUT, ~ ~ ~,
"~~1't~1
Please state, briefly, the shortfalls in your input and reasons therefore, if any.

4. "'FIT iR1Ilt fcf> Cf4T ~ ~ Cflt ~ 3ftR'f ~ mitft ~ fctcRuft ~ rnfmr
.mnq Cf>~Os{ ~ c\l il1G ~ 31 ~ (iCf;" ~ Cfi{ <fr ~ ~ I ma-~, ill ~ ~
~ <fir ~ <fr ~ I
Please state whether the annual return on immoveable property for the preceding calendar year
was filed within the prescribed date i.e. 31st January of the year following the calendar year. If
not, the date of filing the return should be given.

~ I·Place":

~/Date: " ~ ~ c); ~ ~ fiq)t ftirnfr ~ ~
Signature of the officer reported upon
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31m 3 - iIt"4iChG1
Part 3 - APPRAISAL

1. Cf<H ftt!)t ~ cm;:rr ~ 3lm-2 ~ ~ m! ~ IT ~ t? ~ ~. err ~
~ lfIm (fq; ~ 3ft"{ ~ q:m <m"OT t?
Does the Reporting Officer agree with the statement made in part 2 ? If not, the extent of
disagreement and reasons thereof.

':<'2. ftq)t ~ m.~.'OO ~ -.rr~)1i{or cftr t1iR!;acfll;!r~ <liT'~.',:fq;m ~

.. ~ 1-10 ~ q"{ ~ ~ ~ 1 <liT~ r.tl=01dJ1q;)ft~ 3ft{ 10 <R'~3v'tldJ1 ~

lT~ 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. "

(~ ~~~4i 3M -t ~ ~TT-~rr em t.4101'{4~ qt)
(Please read carefully the guidelines before filling the entries)

' ..-'..

(q;) fct;v m! CfiTt <liT l{f4iCfi01 (~ ~ cftr ~ 40 .~R1 ~
(A) Assessment of work output (weightag~ to this Sectiorc ',,-,auld !)e 40%j'

-.---
Cf1)ft I Grading

~~dIOlqmii) .:» \
Quality of work

ii) c:qcHil~Ch ~~ Cf1T «R'
level of professional skill

'iJ't:t1' 3ttt q{JidlC("l JiTJi<iit JfR 9ild1\5UC'Ilq"{ ~.~ ~ fmq{lifl4dl, iii)
-, .;) .:) .

Trust worthiness in handling secret and top secret matters and papers

iv) tar.t4)'iG1 smfr Cf1T HsH41q .;fit ~, ~ ~ ~ ~ ~~

9ii"I"lid ~.~
..~, Maintenance of engagement diary and timely submission of necessary .-

papers for meetings. interviews. etc.

"f.mr mr ~ ~ wru- q;)ft: [i -t iv] 14)
Overall Grading on 'Work Output' [i to iv] 14) .
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(l9) a4fiM, -.rn- q;r 1:_(O'!Ij<h;f(~ <91JS <fir ~ 30 ~1O ~)
{B)Assessment of personal attributes (weightage to this section would be 30%)

cRft / Grading

i) mt"ma~
Attitude to work

ii) il~JOIml, 3rtlCfl(i1
.:) .:)

InteUigen~, keenness
iii) ~rm;r ir.'f('Q' ~

.:)

Maintenance of discipline ,

iv) t:;'iJOOil41f1q;r ifitl
Sense of responsibility

v) '81f~"UI ~n;r
Communication skills

vi) 4<'f J't CfITt ~ <fir 4tnrctr
Ability to work in team

vii) ~-lfrnT CfiT ~ ~ <fir 4P<rcrr
Ability to meet deadline

viii) ~ J't fcihlfJ:l(i(i1 3ft{~ tt1iM'r ~

Regularity and Punctuality in attendance
·a4fdlCfl· ~ <fir ~ qMt [i t viiiJ/8)
Overall Grading on 'Personal Attributes' [i to viii] IS}

(-a'T) q;1<ii("JOI<h~ q;r 1Rli<h<ij (~. '@JS <fir ~ 30 ~T{1 ~)

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

q;)ft I Grading

i) 3mrntfq CfITt J't G8;l(1T 3fR" ~~ -,
.:). .:)

Proficiency and accuracy in Stenographic work

ii} 3ioJ~4fih<h ~
Inter-personal relations

iii) 'HJOIrq4~ ,

Coordination ability
\

iv) ~~, ~ 3fk e~4l)<i1 1ffiffi1 ~ 3tR ~ ~ iffi1 ~ ~
.:l

~-~f(if(1T
.:l

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

''CfII<ii(OJ1Cf1~ ~ ~ ~ [i t Iv] 14)
Overall Grading on 'Functional Competency' [i to iv] 14)

~: ~ q;)ft: at ~ ~ t" 3foifJffi 1\", ~ t" ~ WW t" ~ ~ t" ~ Iff ~

wn-'I
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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~T / INSTRUCTIONS

1. cmw ~ ~ fttI)t Vifi" ~ ~ t ~~. *" m-~ '-fT 'i'~l<f>.r; q;r.t ~
fiW 3lR 31'fcl; ~ ;l 31m *'" ~ ... ft:N ~ ~~. :...."'-nT 'hoi", ~. I JfCf: ~ JlfulliR'r
~ ft!M ftlRIt ;>IT {ltt t 3ltt ftcM ~ ;;ne':- '''-,,7 .>lm~ .: .,.~.~ t- <mT ~ ~ ~ ~ <fir
Pll'AqR'l f.mr.ft ~ ,
The Annual P?r~I"...m<Y "~.,.1.1l~.i.Report is an important document, it provides the bask and vital inputs for
assessing th.. ;;·moml<ll1Ceof an officer and for his/her further advancement in his/her career. The officer
"'FOrled upon. the Reporting Officer should. therefore, undertake the duty of filling out the form with a high
sense of responsibility,

2. ~ ~ ~ ~ cR ~ ~ q;r.rr ~ ~ ~ m~~ ifir fcrci;m lfiU'IT t. crrfcF ~
JfIr.!t ~ mm;t cR ~ ~ I ~ Vifi" ~ ~ ~ ~ ;;:riff ~. ~ VCf; faCfiFtlkACfi ~ t I

~ ~ ~ ~ cR; :nr ~. ~ fttirt fclhtI ;;rnfi ~. t- ~ ~. ~ .mm w:ro
~ ifit ~ ~ ~ ;l ~ ~~ ~ ~ ~ Reporting Officers should realize that the
objective is to develop an officer so that he/she realizes his/her true potential. II is not meant to be a fault
finding process but a developmental one. The Reporting Officer should not shy away from reporting
shortcomings in perfonnanc:e, attitudes or overall personality of the officer reported upon. \

3. ~ ~~~~3ik~lI'ml~~~~ J ft<I)tcR ~ t'i'kq{ 3imU~~~
an ~ iIiT ~ a1t ~ ~ 3IftlCfilfhil ~ ~: tffiT trn';;rrQ7JT 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. ~ 3tR' q~i1I<"11Cfin *~ ;;mr I ~ ~ ~ ~ :As<lI<"llCfi~ tt '31ifr ~ J ~ ~

mIT ~ 3tR' *'" ~ ~ ~ncrr ~ I ~1'iG't 3lR ~ <til' blli1'J\4Cfi '.fIT ;;mr 3ik ~ 3<R' fiCfirt ~
~ ~ l\; ~ <til' ~ ci7r ~ ~mr I~ 3lk wmvr 31m CfiT ~ ~ ;;mr 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 a.'lswer. Unambiguous and simple language may be
used.

5. ~ fffim ~ 3IfilCfiTtT. 3lf ~ ~. fttM Rnfr ar.t ~. <til' <fit ~ 'Ij<' * <fit * ~ fcmT ~ ~
~ ~ I ~ ""f ~ ftqkltlr.r <I'f ~ fi:Iv ifm' ~ ~ ~. en ~ em: i\; ~ VIm tg"

~ ... ll'ml em ftv ;;rrV7t I mAAR ~. ~ ~ mr ~ ~ 'R ~ 3ltt ~ ~
~I
The Reporting Of9cer 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 dearly be known and understood by the both the officers concerned.

6. ~ ~ ~ <fit it wmr M <m=IT ~ ~ 3lR ~ ~ ~ Ar.ra' mntr.r ~ CfiT Vifi" cm<Il
Ir.f ~ t arcr. ftq)t ~ am- ~ <til' ~ ~ q"{ ~ CfiT ~ ~ ~ 3lR~~"~~~~~~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. ~ JiAliCfiii...tn ifir ~ ~ ~ ~ f<l> <ftl' ~ ~ ;;not ~ ~ ~ CfiIQf.)"'lIi!"1. Jml'tOT.
~ 3lk ~ ot:t Jfr ~ ~ fR'Cfrt ~ <fit J
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. ~~. ~.~ ~ ~ ~ ~ CfiIQ~"'lI~ i\; il1t * ~ ~ ('Jqi' ~ ~ ~

~I
Assessment should be confined to the appraisee" s performance during the period of report only

9. ~ ~ ~ _ ~ i%' 1 ntIT 2 ~ ~ ~ ~ ifir. ~ ~ ifirt JItm ~ ~ ~ W ~ ~
~)\f ~ .. ~ ~ ~ 3tl'Cfi(qif ;l ~ ~ ~~ otmm ;;nv I ~ lI'CfiR" 9 am 10 .. ~ lfiT.

~ m!' ~N ~ .. m *~ ~ ;;mr I 1-2 cl; m- 3lk 9-10 .. ~ ~ ~ it ~. 3!i1:
3i1<tiT ~ ~ *'" Jfm~ ~ I ~ W ~.;;n;)' t- ~ ;l fitftt fffim <I'IN Jtk ~ ~
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~ ~ Cfi)- ~ CfiAijl~<iI. ~ ~ ~ q;nt ~ ~ ~. cfil" V"Cfi ~ ~ ;fir ~ * ~ q;r-ft

~I
It is expected that any grading of 1 & 2 (against work output or attnbute 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 1-2or 9-10are 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. ~ ~~ '" ~ ~ ~ cfil" 7I17r.l'T m '"~~ ..~k1~fflI(1 U!t tR fitm{. f.t;m
;;rrQ7If :

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

o

7

3mJ;T

Good

~INOTE

~ ~ ~ ~ <lit mot # ~h1r.:;fa<'1 ~ CfiT qr.;r.r iR;{T ~ :-

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

i) ~ 3I1ttctiTft ;fit ~ ~ ~ tit ~.~ ~ ;;nv I
If the officer's integrity is beyond doubt. it may be so stated.

(ii) ~ ~ ~ t Jre; eM ~ u.W ~ ;;nv 3ltt ~h111flli~ cgr ;;nv :
If there is any doubt of suspicion, the item should be left blank and action taken as under:
(if;} V"Cfi 3fWT 1Jff ~ ~ cgr ~ 3ltt crre; ;ft ~ cj;t ;;nv I ~ cgr V"Cfi ~ ~ ftctrt ~ w:r

~ ~ ~ Cfi)- 3fT ~ ~ ;;nv. ;;ft ~ ~ i$rr ~ ~ Cfilta1t ,l'I'a" cgr ~ ~. I~
~ ~ ~.Cfir-'IT trr 1Jff ~ ~ ~ Cfir.U ~ ~ ~. fttM ~ ~ ~ ~ FcI;

~ ~ ~ '" ft:tq ~ '" ~ ~ ~# ~ t'IWf ~ ~ trr nr.t ~ * ~~
~~.~3fT~~1
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 certily the integrity or to record the secret note. the Reporting
Officer should state either that he has not wab:hed 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.

«<) ~. ~ ~ '" q~uIIIFfQM ~ ~ ~ ;;rrcl t:. ~ cI:'r t1C"Q~6IQ"'IIfU1(1 ~ a-.n- ~ 3Ik
CfG"jt1R" 'Q'CIi ~ ~. ftGlt * ~!t ;;{IV I
If. as a result of the follow-up action the doubts or suspicions are cleared, the officer's integrity should be' ,
certifi.ed and an entry made accordingly in the Confidential Report.

(il) ~ ~ *t ~ ~ ~ ~.(1"Uf 3fT ~ ~ ~ ;;not ~'3Ik ~. ~ 3fRtcmt Cfi)- ~ ~

~~I
If the doubts or suspiciOns are confirmed, the fact should also berecorded and duty communicated to the officer
concerned

{~ "llfa" ~ ~ * q~uIIRfq't'q.~ ~ ~ ~ t: 3Ik 0; ~ 3if<fir ~ (:)eft t. ~ '"3mnur "'"
~ .3fCIftl- '" ~ ~ ;;n;rr ~ lIrr ~ ill?; ~ «<) 3lIt (71) tR <liQlf.lfae ~ *t ;;rr.fi ~
If as a result of the follow up action. the doubts or suspicions are neither cleared nor confirmed the office(s
conduct should be watched for a further period and thereafter action taken as indicated at b) and (c) above.

~ ~ ~ ~ ~ ~.S1/4/84~.(iI'), ~ 21.6.1965)
(Ministry of Home Affairs O.M. N051/4/84-Estt.(a) dated21-6-1965).
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