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Name of Officer .
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Report for·the year/period ending .
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Ministry/Department of .

11Q:if 1Form
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"i\<"4 iChG1ftcftt
Annual Performance Appraisal Report of Upper Division Clerk and Lower Division Clerk of the
Central Secretariat Clerical Services

................................................................................................... cfft 'tlCJfIR Cl"It/~ cfi'r fttfrt

Report for the year/period .

~'4fihCh~
Personal Data

a:rm -1
Part -1

(<R:;:jI('l'4;Fcta:rm/CflI<fl('l'4c)l ~ Q'~lItl~Cfl ~ em 3RT ~~)
(To be filled by the Administrative Section concerned of the Ministry~partmentiOffice)

~

1. ~ ChTc:rT1f ..
Name of the officer

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

3. ~ QC!; , ..

Designation of post held , , " ..
4. ~ ~ J11'tfJil (1 ~"1IC1;j1lkl ChT~? ..

Whether the officer belonas to Scheduled Caste 1Scheduled Tribe? ..

6. ri~~ ~, mwa;or ~ c)l

CfiR17T ~ ~ ~ *"~
Period of absence from duty on
leave. trainina. etc. durina the year

5. c«tm~p}sdl~ ~ ~ orfrw ~ W .
Date of continuous appointment in the Date .
present grade

Grade .

2



3WT-2 - ~ '*f:.<'=4i(fl<:;
Part- 2 - .SELF APPRAISAL

(3lr ~IDU 3RT~. ~ ftq)t ~ ~~)
(To be filled in by the Officer reported upon)

(~Qm~:aimct~~ ~rrcmval<iil{clcn ~~)
(Please read carefully the instructions before filling the entries)

1. Clict<'1q<ii CliT~~
Brief descriQ_tionof duties

'\

~
2. .. ~ '" '" crcnc~;ci1t/~ ~ ~ ~ mr ~ ~ ~ CliT ~:ffi~,q(nm'-'F@"

(~~ qrm"W{- ~ 100~r¢~~ Of~)

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

,

~/Place:­

~/Date:-

~,~ftmt~~~, CliT~
Signature of the officer reported upon
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3TfJT 3 - ftmt ~ Cffi')" ~ GRT "l~iq1G1
Part 3 - ASSESSMENT BY THE REPORTING OFFICER

(~Q~~4i ~ ~ ~ ~rr-~rr emUjI<1CJ.~ql ~~)
(Please read carefully the guidelines before filling the entries)

1. mr ~ "JUT~~~ ij} Frfq ~ ~ <ft ~ ~ ~ fco 1~ 10 ('fql ij)~ tR ~ ~ f3tmt
1 'liT ~ f.?iCA_<1(1Ji;J}s ~ 3tR 10 <fiT ~ 3i!.~tiJi .g~~I
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.

(Cfl)mfiI'tQI?;01 'liT "il""lIiCfl<1 (~~ m"r ~ 40% ~
(A) Assessment of work output (weightage to this Section would be 40%)

fttrrt~~ ~Iffi"~mrm~ ~ar
~mrh W~~2~~~ ~q;r

7I<lTW f) 3fmTm
-Grades by Revised Grades by Initial of

Reporting authority Reviewing Authority (if Reviewing
doesn't agree with col.2) Authority

1 '\ 2 3 4
i) ;q'j;:,1<11i1"~/~~~ 3f¥l' ~

cmt em- WI <R<1T
ij Accomplishment of planned worklwork

allotted asJ)_ersubiects allotted
ii) ~ ~101<1('1.<'1'
J!l Quality of work
iii) ~ ;#mfttrrm (JTfct 3ft{QfuJ"<'11)
iill. Proficiency in typing (~eed and accurCl9} ..
iv) ~ ;#mfttrrm, i'frn(1':~ ~ 3fit

mif~CfiT~
iv) Proficiency in work, namely maintenance of

prescribed registers and charts etc,
'~~"!.Q'CO<1 tln:r.ml ~ ~ [J ~ iv]/4
Overall Grading on 'Work Output' (Total [i to hdl41

4
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·'fiIJiI'iil / GENERAL
:J1m-4
Part - 4
1. ~ c» ~~ ~cntt~tJ) ~~ $r ~crcn ~$r ~Jln".~~ ~~

3('t(,HGI~("tqQt~~)
Relations with the public (wherever applicable)
(please comment on the officer's accessibility to the public and responsiveness to their needs)

2. ~(~~$r~3lttm~CIlwm~t:<:J~$r~~~$r~Tt)
Trail1ing (Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer)

3. ~$r~
State of Health

4.

5. mrc:IT3!l3ltt ~ ~3!l, ~~, OAE'('<I«U~~3!l om ~ CTJif c» tffi't ~ c» I!:hr ~
~ c»~~Qtfttnt ~~ ~mr ~TiG~ (~100 ~~CIl)
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. ftt:ITt c» ~-III ~ uis ill, ~ ~ ~ <It ~ ~ ~ c» .3n"IlRQt ~ 3fifcnq;~
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-III of the Report.

fttflt~~ ~CllT ~
" Reporting Officer
~mt3Rff{t~: .

Signature of the
~/Place: .

~/Date: . Name in Block letters: .

QGG'lldi: .. , '" ..........•.............•......
Designation: ............•........ , .
ftQTt~~c);~: .
During the period of Report: .
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3{J4T-5~~~~
Part - 5 REMARKS OF THE REVIEWING OFFICER

1. ~~~~~
Length of service under the Reviewing Officer

2. ~ 3m:rm m"QI4C1 3ft{ awl-3 ntIT ~-4 ~ ~ ~~~3ft ~ ~~ ftmt ~ ~ ~ mr f<Iw
"lro" '1i'f4iCliii ~ ~ ~ ? ~ : 3im 3 3ft{ awl 4 (5» ~ 3fIQ" ~~~3ft $~ ~ 3!ifW:l; '1"t:aiCii~ ~ ~
c:rt.'t ~ eft ~ u3~~ ~ ~ "lro" ~ ~ ~ '1<>t,:aiCflC"1~ <iit 3ft{ ~ ~ tR 3fQ<1T 3l"RlTII'R" <iit )
00 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).

3. ~<fl'r~~~iltmfl~~WiJ~~3!TtT~~m~~~~~?
In case of disagreement. please soecify the reasons. Is there anything you wish to modify or add?

4. 3f.;;rr.l3f.;;r.;;rr. ~ $m ~ti!.QI4<i q;r '1"I_:aiCii01m ~ ftmt ~ ~ ~ <fl'r~
The attitude of the Reportina Officer in assessinq the performance of SC/ST officer

5. ~~mrll~~1~10011~~)fliQm~.mJfrr~~.m$m.3tR~cr.m~r;©
~~~~m:ro·~tR~q;t I
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.

\

6. ft'QTt ~ 3im-3 dlllis -<l'i, ~-'Ul m 'cis-7f ~ i!'r ~ ~ ~ .3m.l'r{tR m:rn- .3rifcllcn~
Overall numerical grading on the basis of weightage given in Section- A. Section- Band Section- C in Part- 3 of
the Report.

~/Place: .

~/Date: .

~~CIiT~

Signature of the Reviewing Officer
<=1m mt 3f~ dl : .
Name in Block letters: .

~: .
Designation: .
ftmt *t ~"$ mr.:r : .
During the period of Report: .
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3i¥~r
INSTRUCTIONS

1. ~ ~ ~ ftQ)t Q1f) ~ ~ t:, ~ ~ Q; q;yt-~ CllJ ~ ~ Q; ~ m~
~~ ~<Ilt~Q;~~ ~ ~~~ 13Rf: ~ ~ ~fttiIt ~;;rr~~, ftmt
~cnR ~ Jftt~m 3fIVcI;rfr ~ iIj\" ~ Q;~~ tmT~ m;:t~ ~ ~ ~ I
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.

ftmt ~,~ ~ ~ ~ ~ <f;\c'!T ~ ~ ~ m~~.Ifij' fcI<f;m lW'IT ~, ~ ~ J1q<ft ~
~ iffl" ~ ~ I ~ ~ ~ ~ <mfr ~ ~ t;, ~ I;!q> ~41Fak#i<li ~ t; I fttiIt ~!lffi" ~ 3Itt
~ 31R1ctiTtr~, ~ ~, ~ fttiIt ~;;rr;t t;, Q;~ ~,~ W<mmro ~ <flt ~ JItf<fr
~~~~~~1IiVlT ~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
ReviewingOfficer should not shy away from reporting shortcomings in performance, attitudes or overall personality of
the officerreported upon.

~ ~ ~ tm<l ~ Jl\{ trlIIlr ~ ~ ~ ;nr.ft ~ I ttmt em ~ Cl'Ir tIT 3MIT 3itrt} C'IR ~ ~ ~ <liT ~ ~
~ ~ ~ ~ f1:ll!Cf; tI('fT '<1M ~ 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 superfidal manner will be easily discernible to the higher authorities. "

1.

2.

2.

3.

3.

4. ~mw ~ ~ <iTila~ ~ ~ ftmt ~ ~ ~ ~ 3fU<:r ~ Jl\{ ~ Q;r.!<u ~ fimt ~tJ t; ClT
~ WT-iv Q;~ 2 ~ ~ <iTila ~ ~ ~rcr;t;ft Imffi~ ~ ~ fttnt fmlr.t ~ ~ Q;~ m:r ~
~~I \,
ff the Reviewing Officer is satisfied that the ~POrting 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 APARof
the Reporting Officer.

~ 3<fc'I' Qu\01i'1.Ji<lll'tf ~ h;;rrv I ~ ~ ~ ~ ~ ~ ~ ~ ~ I ~ cti\<n<:IT ~ ~ 3<fc'I' <flt
3r4fern ~ ~J\nr ~ I~r.¢Jl\{ ~ ~ ~ 'FIT;;rro- Jftt ~ 3Cf<'R" It<iit! ~!lffi" ~ l)i" $"{It <tit ~ tiT <)"
~iW I~ 3tkwmvr ~CllJ ~fcI;m~ I
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.

4.

5.

5.

6. ftq)t ~crm ~, ~ 3®ctiTfi ~ ftqlt ~ ~ ~,~ CI1f Q;~ ~ lilt ~ ~ ~ ~ !lffi" l'i~ ~ I~

~ ~ fMd'dlci lilt $ ft!Iv ;;m tR;" ~ ~, ClT~ em; Q; ~<1 i'I'CIT Q?; ~ Q; <lWl" CRt fcl;v ~ I
<Ilntrrw<f~, ~ ~OO~l'tf~~ Jftt~~~ I
The Reporting Officer shall, in the "beginning cif the year, assign targets to 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 officersconcerned.

6. \

7. ~ ~ ~ lilt ~ ~ ~ ~ 3l1-ctm t; 3Itl <If ~ ~ "1Ir.'rCI" ~ fcI41m <liT "Q<l'i ctiR<li iI<i lf1I\C'IT ~, JI(f;

fitIlt~~~cm-~~tR~ctiI~41r.if~3lk~~$~~~
~~~I

7. "-Although performance appraisal is a yeat-end exercise, in order that it may be a tool for human resource development;
the ReportingOfficer should at regular intervals review the performance and take necessary corrective steps by way (If
advice etc.

8. ~ ll"""i41<141cfl <til ~ ~ ~ ~ ~ ~ ~ fcl;v ~ ~ ~ $ <tiF4~CSQi~C'I, 3I"J<lTI1T, ~ m
~<flt 8fr~~m:<fR ~ <lit I
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.

9.
9.

10.

~~. ~ ~ ~ m"H 3fIVcI;rfr eli ",,~f.)lIQi~<1 Q;~~ ~ JIClffl" n<P (:r ~~ ~ I
Assessmentshould be confined to the appraisec' 5 performance during the period (If report only

10.

Vcti t:r lcti Q;!f3 tR;" ~ 'lUl'-~ ~ ~ ~ I~ 8ft Q?; ~ ~ Ifij' ~ ~~ tIT ~ ~ ~ I $<I" ~ em
~$~ ~ ~lnllT;;{TC'IT~ Jftt~tR~~~ftqqujtt81;;n<ft ~ I
Some post of the scune 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 during appraiSal and should be commented upon
appropriately. '

8
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