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Personal Data
APT -1 !
Part -1 )

(e fAsmT/aTatad & §afd TnafAE HHIT gRT 1 AT §)
(To be filled by the Administrative Section concerned of the Ministrlegpartment/Ofﬂce)
]

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

Designation of post held ....... Gt e een e e tu e eeetoan e sennannae s inns et e eraireeaean s

A | g 3R FaERa IfASETA SR 7
Whether the officer belongs to Scheduled Caste / Scheduled Tribe? ....................

5 | adenm 95 F Hoq PR B AT | RAE XS o i

Date of continuous appointment inthe | Date ..................... Grade...emnccecnns
present grade

6. |a¥ & e gTdl, uReToT Rk &
HROT YL A Jquieafa € g

Period of absence from duty on

leave, training, etc. during the year




HII-2 - ¥ FAlPA
Part- 2 - SELF APPRAISAL

(38 FTUT gry oy e, F3redhy Raé Rl sivelt )
(To be filled in by the Officer reported upon)
(mmmﬁmmﬁwwmmﬁ>

(Please read carefully the instructions before filling the entries)

1. &dagdt & e Rager

Brief description of duties

\
Y
N
(Fear Sy aren w- e 100 2raEt @ 3T 7 &)

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

Lo

U1 / Place :-
f&ai® / Date -

3R, Foreehy Rav farddt s &, o wearens

Signature of the officer reported upon




AT 3 - RO s are iR gry feaiaa
Part 3 - ASSESSMENT BY THE REPORTING OFFICER

(o ufafeat 1 @ e Rvn-féait @ caragdes ag )

(Please read carefully the guidelines before filling the entries)

T T o R & v 3Ry AT A ST e S R 1 9 10 ave & T T e s R
19 el AR WA IR0 F T Sqaaan L |

Numerical grading is to be awarded for each of the attributes 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.

() BT FANIE &1 Hrgicha (ST W3 B AT 40% 21M)

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

o e o | w#hen ¥R grr dula e

¥R ERY Rar |IE (2 qawer 2 @ weema | e o

HEUDE (9] JmareR

-Grades by Revised Grades by initiaf of
Reporting authority Reviewing Authority (if Reviewing

doesn't agree with col.2) Authority

1 \ 2 3 4
) ArEEE TR S AR R
I Y QI AT

Accomplishment of planned work/work
allotted as per subjects allotted

T &Y IoTIIAT
Quality of work

i)

iii)

&1 3 udoran (ifa 3R o)

Proficiency in typing (speed and accuracy)

iv)

iv)

&1 3 wdfrora, anea: e et 3k
Tt sy @ e

Proficiency in work, namely maintenance of
prescribed registers and charts etc.

‘o FANaTe W ARG AR (A [1 A iv)/4
Overall Grading on ‘Work Qutput’ (Total fi to iv] /4)
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(B) Assessment of personal attributes (weightage to this section would be 30%)

faré ey ard THreT Hw gy o waa
RO TR | I3 (R wEHw 2 @ wEwa AR @
T A e E) e
Grades by Revised Grades by Initial of
Reporting authority Reviewing Authority (if Reviewing
. doesn’t agree with col.2) Authority
1 2 3 4
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i) Attitude to work
i) SARIAGE Hr F@Er
i) Sense of responsibility
i) 3RS T [War
iif) _Maintenance of discipline
iv) EawoT B
iv) _Communication skills
v)  Rr@werass Qe
v Analytical ability :
vi) A F T TR fy Frmen
vi) _ Ability to work in team
vii)  HHEG-HAT ST UredT a &Y Qg
vii) _Ability to meet deadline
viii) 3iadafees g9y N
viii) Inter personal relations ®
&afes auTRAdwanat A ga A
Overall Grading on *Personal Attributes’
(Total [i to viii] /8)
@m Wmmm@m’gﬁmso%m
{C) Assessment of functional com petency (weightage to this section would be'30%)
RO gt aer | waiten 31 ery @uRa Bieiiiig
g fear | dm @iy AR 2J T@edT | 3Rad ot
T aae ITER
Grades by Revised Grades by Initial of
Reporting Reviewing Authority (if Reviewing
authority doesn't agree with col.2) Authority
1 D 2 3 4
i) wH-ES S O A RaafRfeay weigtar |

A 3R FF T8 ol F S aa i dvmar

Knowledge of Rules/Regulations/ Procedures

in the area of function and ability to appiy
them correctly

iy WAIGW Fr Ay

i) __Coordination ability

i) 9
jii Initiative

iv) THAYR WF = F adorar

iv) _Proficiency in working on computer

‘mm'wmm(ﬁﬁmnm

Overall Grading on ‘Functional Competericy’
otal [i to iv] /4)

feqaot ; wemr afdar, ﬁuﬁaﬁwﬁmﬁg%mﬁ#ﬁaﬁ%u@mw%mmtmwmm 0

weightage assigned.

The overall grading will be based on addition of the mean value of each group of indicators in proportion to




HIHTAT | GENERAL

HIwT -4
Part-4

1.

SaaeAqa o feguvlr & )
Relations with the public (wherever applicabie)
_{please comment on the officer’s accassibility to the public and responsiveness to their needs)

afRraToT (Fuar 3 iy FRIRAT IR T 437aT 3 GUR o1 & sRrea & efy & ufdreror H e 8)
Training (Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer)

State of Health

FaafavaT (Fuar Jferd & gqafRye w ok #Y)

Integrity (Please comment on the integrity of the officer)

\

.

Ty & T o ax Raré frwey ant 3R gRY AT R (STST 100 oreek 3

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.

Signature of the

Rt & airr-in & ws &, @ 3R 71 3 & o R & I OF AT iR Al

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

Rai¢ foraer arer 3R &t g
Reporting Officer

~

N
HAA/PIACE: ..o AHARHERIF oo
famm/Date s Name in Block letters: .......cooveeveviveenann..

Designation: ........c..couveiiiiiiiiniic e
RaeframRsdEa: .
During the period of Report: ......................
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Part - 5§ REMARKS OF THE REVIEWING OFFICER

1.

B R e O S G—

Length of service under the Reviewing Officer

a1 3T F FAwERE MK ART-3 aur smT-4 3 R oiARdant & ddu F o Ry ard 3ferd Ry e
T FHDA A WeAA & ? (T3 : 797 3 30 AT 4 (5)) (@R 3ma oAt & R 3 3R axeienst & wesr
aﬁ%mmm#mmmmwﬁmmﬁﬁmmmﬁwmmﬁ)

Do you agree with the assessment made by the reporting officer with respect to the work output and the various
attributes in Part-3 and Part-4? (Ref: Part 3 & Part 4 (5)) (In case you do not agree with any of the numerical
assessments of attributes please record your assessment in the column provided for you in that section and initial
your entries).

HeEt Y Rt 3 o TaTe | 5T T g0 & FOrRt 3T FNYA g v sz A ¥ 2

In case of disagreement, please specify the reasons. Is there anything you wish to modify or add?

HFAIHIAST, mxmmwwmﬁmmmaMﬁm

The attitude of the Reporting Officer in assessing the performance of SC/ST officer
. \
.{3

maﬂaﬂﬁma@zﬁm(ammmmqﬁﬁ)mmﬁmmmaﬁ*mammmﬁw%
Fidqfa wfa 3t & wow o & Rquufr &7 |

Pen Picture by Reviewing Officer. Please comment (in about 100 words) on the overall qualities of the officer
including area of strengths and lesser strength and his attitude towards weaker section.

\

Relie & 373 3 W5 -7, We-w 3R Ws-37 3 & & FTNE & UK R T4 i ATEa
Overall numerical grading on the basis of weightage given in Section- A, Section- B and Section- C in Part- 3 of
the Report. )

e 3R 1 waEER

Signature of the Reviewing Officer

qUA/Place: ........cocoeeeveeuneannnn.., ARAHERIF
i@ /Date t...ooovoee Name in Block letters: ..............................

Ra€framfrdehm: ...




10.

10.

HFEA

INSTRUCTIONS

arﬁaﬁmmqmimﬁ@émm@mﬁa%%%tmﬂﬁmmﬂmmﬁ*ﬁvmm
TR # 3 @R F AT FECIQEt AAEHE ST AT & | He: 98 3 Ry Ravd R o @ & R
T are) 3T AR Fhe HREH Y v Rrard & ra 37 ot o e & Rl R Wi |

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

R Rram ard 3wy 2 a8 Fegy aan it Re saar 58 3Rl o Rara wvan &, aifts ag e areafs
VAT T O T 4 47 v IR o arel ufear A &, 1R oo iR ot § | Rl o o 3 ik
Fahen @R A, 37 HRWY, ey RO Relt aeh &, & ard rsarem, 1B 3rrar wow cafrea & wfaf sl
Rk & fre? & dwra ad v i .
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 and the
Reviewing Officer should not shy away from reporting shortcomings in performance, attitudes or overall personality of
the officer reported upon.

A7, FART A [ R o FRT &R/l e aife | RO @) HeRes aR 0T 3uar SO0 &t Y HY S @ e o
T 3o NIRRT A FIed: Tar a9 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. '

R Fafen 3R 58 I WE & R N Rt ared 3Ry & 3Ryer e 3 e & e & R Ry & g ar
g H-iv %mzﬂwmm@?ﬁz‘ém@m | TER 57 GRS H Nor rm arey HRwd & wieda g #
wiwe w3l \

If the Reviewing Officer is satisfied that the %pom‘ng Officer had made the report without due care and attention
he/she shall record a remark to that effect in item 2 of Part V. The Government shall enter the remarks in the APAR of
the Reporting Officer.

TR 3R AT € A R S | e 3 ot S Hifee A A sweh 2 | UG FIATAT T T 3AR
TN T rffen & 1 el IR ot Y g e S 3R TE SeER Rt R A 3R & S A a@ G
T | GRAE 3R RIURT H0aT 37 w207 Far e |

Every answer shall be given in a narrative form except where numerical grading 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.

R forea ot arfRradl, 50 3rfRrerdy vy R vty et &, and & o oF ad % qY Pre ok o wesy i | af
ar$ 3wl Reehda ot & AT 7w o TR &, @ 59 e & W 7 0 GUES & THT a9 B I |
mwmm.mmemwammmmm i

The Reporting Officer shall, in the beginning of the year, assign targets ta each of the officers will report 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 concemed.

mmmw#mmmmm%mwﬁﬁwmmﬁmwmmaam%.am:

mmmmwmmwﬁmmmmmmmmﬁmam
TEH T I | N
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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 cosrective steps by way of
advice ctc.

GRAT HFASAGA T TE TAH QN AR B 5 Fraia B R T 3Rl & Frdfsara, 3, caaen e
T oy qarENa arrafaw aER TRa wY | . -

1t 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.

wm,mmmmmmm%mﬂﬁmmmmmﬂmﬁammm ]
Assessment should be confined to the appraisec’s performance during the period of report only

T T & 0 07 HRE AH-aGT @ W § | Rl o 2 A e a HoR HG-E R OEw o § | 5 aud
m*mm#mmmmﬁwwwam&aﬁﬁmﬁm

Some post of the same rank 'may be more exacting than others. The degree of stress and strains in any post may also
vary from time to time. These facts should be borne in mind duri g appraisal and should be commented upon
appropriately. '

8
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yiftren A7 & Ay TRTIR WA R wdh Rranfadar

Guidelines regarding filling up of APAR with numerical grading

() aiE FRifAvEA HE@iT R # Faws aRfa qweT ¥ 3R w@iqa dag 2a7 58 o=l ol |
The columns in the APAR should be filled with due care and attention and after devoting adequate time.

(i) T% sephe A Juch & 76 1 HR 2 B A W Aar 1, (Rew v vt 3rerar apor IrRr wAT A5 & fX0) AW Gt &
AIUTA § TR IFA # g 7§ HHRGE S Fiw | 538 oFR 9 3 10 & I3 3, 75w aw g it & dag

' T SEr S | 12 & 33 R 910 & ¥5 R At A @, I 39 WMRGE Taw B narmEwar &

FifEE 33 R I & gy & R REe ot 3tk walen @ o 3Rl o e sefaniat, S sad siada wrd
o R E, B ow o dagm A g F A e ofew |
[t is expected that any grading of 1 or 2 (against work output or attributes or overall grade) would be adequately
justified in the pen-picture by way of specific failures and similarly, any grade of 9 or 10 would be justified with
respect to specific accomplishments. Grades of 1-2 or 9-10 are expected to be rare occurrences and hence the necd

to justify them. In awarding a numerical grade the reporting the reviewing authorities should rate the officer
against a larger population of his/her peers that may be cuwrrently working under them.

(i) 8 3R 10 & dra I3 arch wffe T AvuEa AEiea RO 7 3EuRer A@r sten 3R 899 # wfaw e
TR/ & T YER Y 01T a3 & 3R § 9 RN Ry sveaw |

APARs graded between 8 and 10 will be rated as ‘outstanding” and will be given a score of 9 for the purposc of
calculating average scores for empanelment/ promotior.

(iv) 6 ¥ 3T 3N 8 A oA I3 ared i AU HrEiTa Rate A agd 3rqor A= e R 7 JER R
ST |
APARSs graded between 6 and short of 8 will be rated as ‘very good’ and will be given a score of 7.

) 43 3R 3R 6 A w1 33 ol arfie o FAwige e RO ) ‘3raor #var s 3R 5 ¥R far s |
APARs graded between 4 and 6 short of 6 will be rated as * good” and given a score of 5.

(vi) 4357 I3 ek arfies wrd fAwmEe FEEeT RQE & era YR far swom |
APARs graded below 4 will be given a score of zero.

Roqoft 4 NOTE &
HAET ¥ WA 7 A 37 F PR o o oo e o - o
The following procedure should be followed in filling up the item relating to integrity:-
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(a)

@

(b)

M
©

=)

(d)

TR 3R iy Feafe w@e J o &, 2 Tarar i |

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

Tl & W ¥, A B @l o¥ R sme 3 RAwwgar ata #

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

T 3 I Reeqol g5t it s R arg i awdard Fr sne | Rogoh i oa ofy e Roré F @ e aleas 3R
o 3 AT & Fe, I 7z GRARE T R Hegaclt sriars o & Jrh g ) ST W @Y GRIO FRen I Roqoh A
g atan wa A E, Ra 3 o g & i geoe Rk e ¥ R 3R & ol o 203 # ooy aea
A1 7 3w 3T & WA Fo g ag, SR Rl

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 seccret 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.

AR, 3regat atard & aRoTREET HiE Y @ I € HRWY B et vl a3 ai 3R aean v uRi
g Rad & w1 & v

I£, 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. - ’

o Hew A g QY ek €, 7% a s FRiae o e s i A 5, e Rl @ S a & e |

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

AL egacli wiard & aROIAERY, T 5T A8 QA £ iR A @ s gt ek &, 3R & 3reRor A sreh v &
SR & St wfe 3R 3w A 3T (@) 3R (1 | qafAiSe arar A s mi ¢

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.

(7€ FATA T WA A9 F. 51/4/84-TAL(F) RAT 21.6.1965)
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1965).




