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dafrs =g
Per<onal Data

K19 |
Part -1

(PO R/ & WP SRR T GRT SR 510)
{To be filled by the Administrative Section of the concemed Ministry/Department/Office)

.........................................

.......................................................................

2. | 5o fafd: RamtEAY ... Joood e (AT F) oo e aeseanns
Date of birth (DD/MM/YYYY) / (INVWOTAS) ..o,
B. | T UE T UGFATH oot eeecrrcsssisssssaesncaserssesssesssssssesssassssenssnsesensessssasassassessasss

Designation of post held ............ocoviiiiiiiiiii

4. | o I3 F Prew Bghs f ada
Date of continuous appointment in the
present grade

5. |33 30Ed &1 T IR waw TeE
w1y Feiher 3Ef® & S wreg £ |

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

Al & =, R alie, Sed @9 ®©

‘Name of Officer& Date from which attached

6. | a% & ok e wiwor smﬁ W T
& FRor 33 & Rl fr afd

'| Period of absence from duty on feave,

training, etc. during the year




-2 - ¥
Part 2 - SELF APPRAISAL

(3 RS gRT # Fe, fGedr e fodr s )
(To be filled in by the Officer reported upon)

(FoTn 9l s & It @ cegds 9% )

(Please read carefully the instructions before filling the entries)

(P ) maﬁ/ma:mm:mmmmwmqa
(@R g 100 Ut A WAT e RO

Brief resume of the work done by you during the year/period from ............. £0 veecrrrernns
(The resume to be furished should be limited to 100 words)

B

2. F9Ur ¥ FE @Y, WWWW?&@TWWWWWWI
Please also indicate items in which there have been significantly higher achievements and your
contribution thereto.

3.\ P FET F F F AT WIF R AT 0 qat F FEE 3R 39 wnon, o B8 Q)
& WY & Fand

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

4. PR AW T F41 qEaEA FAvS a§ i 3me @l g6 afis R faa il
_mﬁmaéé;aﬁé:uamﬁama@amaﬂézﬁluﬁaﬁﬁmm
FA < arfrm & e |

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

T [ -Place : : :
fAi® / Date : ' © 3 3Rl ¥ AR s Rot fRdr s &

Signature of the officer reported upon
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Part3 - APPRAISAL

w7 A R{Es aren 30T w2 § Re 9w Qe § ggAa 2 ot 78, o sweala
e o a@ & 3R sud Far FROT §2

Does the Reporting Officer agree with the statement made in part 2 7 If not, the extent of
disagreement and reasons thereof.

Raté: fr@e Ty SR G Ve IPVRANT fr Wi AR wERe i srean
SRR 1-10 YA o gl Tfe fort 1 ﬂmmmﬂmwaa‘mm e
AE

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. @

(Frar sfaf¥at aRa & qF R @ wamgET 9§)

(Please read carefully the guidelines before filling the entries)

() FFU a7 F T FEEIEA (W GUS A aTene 4C gl geh)

(A) Assessment of work output (weightage to this Sectior:'vould v 40%j

Ffe / Grading

FE & {;vraz-—cn
Quality of work

=aAAE FIRE FT TR

Level of professional skill

J i)

o 3 GRS A 3R FEIEl RS R A R

Trust worthiness in handling secret and top secret matters and papers

iv)

e ol @1 wEE AR dowl, wereER s F AT s
FETSIT TR =T '

Mamtenance of engagement diary and timely submission of necessary e
papers for meetings, interviews, etc. :

“fHT AT FA” & AT AT [ W iv] /4)
Overall Grading on ‘Work Output' {i to iv] /4)




@) &afhs IO H A (F0 @us & atle 30 wfaea gef)
(B)Assessment of personal attributes (weightage to this section would be 30%)

FfE / Grading

i)y T F gfa aReR
Attitude to work

i) gfewe, SegEa

intelligence, keenness

iiii) 3!?_!,?“1-1?1' FAT (AT
Maintenance of discipline

iv) fSFrerraraty
Sense of responsibility
v)  ERwoT R

Communication skills

vi) oo A FR S frQegar

Ability to work in team

vii)  TAEG-WHAT AT GrelsT FHL I JEgar
Ability to meet deadiine

viii) sﬁfrﬁﬁ:ﬁmmmm | et

Regularity and Punctuality in attendance

“dafenss Ui & wHT AR (i A viil] /8)
Overall Grading on ‘Personal Attributes’ i to viii] /8)

(1) FricHF SETAT T A (S6 WU A avehE 30 uiaeid geh)
(C) Assessment of functional competency (wéightage to this section would be 30%)

Ffe / Grading

i) Al Ed & grar i e O
Proficiency and accuracy in Stenographic work

i)y 3iaafes ey
inter-personal relations

iil) EHeaw AEgar

Coordination ability

iv)  SRTEEI FEOE, TEel IR TN W AT Fe iR HEiTHt & ard wRA A
SAAER- FrRIetal
Effective liaison, Initiative and tact in dealing with telephone calls & visitor

*FRATCHS BT T THT A [i A iv] /4)
Overall Grading on ‘Functional Competency’ [i to iv] /4)

feroqufr: mﬂ%aﬂé'&a%m# I{aﬂ#mw$aﬁmm$sﬁgwm
M:

propomon to weightage asstgned




|ATT /| GENERAL

1. s@ar § @oF (It & a8
Relations with the public (wherever applicable)
(Wmﬁqugammmamﬁtw%mmﬁGmewv L))
_(please comment on the officer's accessibility to the public and responsiveness {o their needs)

2. afwrT (FEa HUE B S SR AR WA B ARt AR sieer & AR #Y)

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

3. TR @ Rl
State. of Health

4, woataw (3wl f e @ Roavh w1y
Integrity (Please comment on the integrity of the officer)

mit & vy 13 AR 39k W Pl & FIEEU A ONT IR (ST 100 W A

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. RAEF w3 A @Wos &, @I T & & 7§ oSE & UK R 10 ¥ R W §H77 Fieadhig #iie
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-Hil of the Report.

g e g AfAHd & g
Signature of the Reporting Officer

TR/ PlECE 1 eoeerrreeeessssnneens TE IERT T AH ¢ e
-Name in Block letters: ..........cooooiiiiirniaienan.

Designation: ..........c.cecuiiuriimianiiee e

RAF/Date : oovvireenrerrrrrnn ROIE BT HAMR ¢ oceenneenenrsees s neeesnee
" ‘ During the period of Report:......................




3FJ&RM/ INSTRUCTIONS

aﬁwﬁwmmmwmaﬁmﬁ‘*mﬁmﬁg@aﬁmt
v 3R 3a% MW F 3 & QA § Qe sl 5770 0 Sueew wew &y ap 30w
Had R By or @ & 3 R R o ey g L o TIHARY & W 39 W &Y SR &Y
PRy fAsed ofte ' ‘ o

The Annual Perfoinance Az :aisa, Report is an important document, it provides the basic and vital inputs for
assessing the Terrormance of an officer and for his/her further advancement in his/her career. The officer

r2ported upon, the Reporting Officer should, therefore, undertake the duty of filling out the form with a high
sense of responsibility.

mmmmﬁuﬁwmm%mﬁmemﬁmm&maa
3ol AR W @ Ea W | A U IR e aelt whear afl 3, afew o R aie & |
mmmmw;_mm.mmmmaﬁmm,mﬁmm
cuftves €1 ST A RS # Rra ¥ IR 7 FET TR 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 7 WRT G F IR T THT A 5D TR aRT | ROE A e di o s 3ol dk @
W T F A A WO 3o ARt ®Y 9ed: gar 9F s |

The items should be filled with due care and attention and after devoting adequate time. Any attempt to fill the
report in 2 casual or superficial manner will be easily discernible to the higher authorities.

TRAF I aoleienE 79 X R AW | Faw 5§ O A HEATE AR A W @ | Iwwey swan
T ¥ 3R & WA wd g wedt AR vl B e g o 3R A s Red a
ard HUF & W A vl ST ¥ ariie | geww 3R WURSr s A FEEr R S |

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

Rt R o R, s wEd B R W R g, W at b o & ad A e o
mmmlmWMMﬂtmmwm%.mwm$mmw
mm#tmm%vaﬁﬁlmémaﬁ.éﬁaaﬁmﬂﬂmmwﬂmmmm

R |

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers to whom he is’
required o 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 cancerned.

TR Feare i 3 F W @ @ Iw & IR uF B a8 AW eI RE T U SR
T T ¢, A R Rad oy 3 @ Pl R W R W eied s ol 3
HAE S & AR § JURKHF F237 IS0 AR |

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.’ :

WAF FEaiel F AE S Qe IR B a7 Aeaiea BT aw e 3erd & st s,
TR IR werd € o gunE aEaRE W SR 1

It should be the endeavour of each appraiser to present the truest possible picture of the appraisee in regard to
his/her performarce, conduct, behaviour and potential.

T TEA, AT BT T A 3E & sEiftwee & ay F Ao R aw & @@RT aa
wfgw ) '
Assessment should be confined to the appraisee’s performance during the period of report only

szﬁmtﬁuawzﬁﬂt:ﬂﬁ%aﬂ,mmmmvﬂmmﬁg%ﬁm
fodw w4t & amegw ¥ oy s # aaig w9 @ MRS oEET S | S YR o wrio ¥ A3 &
R e v #rff & WY F MR o A 1 12 & A3 WK 910 & Az AR Tt F g, HE
L MR TR A rwwar § | SR 37 R o ¥ wy F Ao fRad o it wer axd

7
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10.

T FOFEE A FHARE, 3 Hea FE W @ E B o @ w B ogeen F AR wh

UG

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.

9 TR/ & AT siae gaie @ o WS & e A, e 28 w fere R
S

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

33k 10% & 3FT 9
Between8.and 10 Outstanding
63X 8F QT . e 7
Between 6 and 8 Very Good
43R 6 & 9= e 5
Between 4 and 6 Good
&3 AT - 0
Below 4

feoaofi / NOTE

T ¥ TET AT A W F @ wiva & qae e o .

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

v

e il fr wafaer e ¥ ¥ ¢, & gawr Jw |
If the officer’s integrity is beyond doubt, it may be so stated.

=R A i &, 7T N A O R A IR FIER it #
If there is any doubt of suspicion, the item should be left blank and action taken as under:
(® & ¥F 70 Rogoh &&F & sw M o Fr W & Fw | Regolt H ow v e ROF & @

3 afEan HAEN B o NS & S, A wF AR v B et wiad Aw & o 1 Fa
TIAWE T FA AT A ool A AR e @ a8 ¢ RN 3WEd T gRT WK
e ol w1 & Ao 3owd & st & gd F odiw wg A @ @ se 3w & R g
Far it A=A ol Ry oY

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.

muﬁmmtmmmqamg Mﬁrmﬁamﬁmwavﬁm%vsﬂt

Q)

=

EER vF WRR e R A & v

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 Repart.

IR wWeE A R & ol ¢, axw o ey & Re awr ol i gl @Wia el & aqle =
& Fe |

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

R eac FEE ¥ aRomrrawy, @8 7 af o £ iR T & sah g o ¢, wRed & e @

_mmtmmmmmmmmﬁmmmwmﬁzmamm

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.

(¢ FNTT W FUTT G H. 51/4/84-F1(F). o 21.6.1965)
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1965).




