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(To be filled by the Office)

1; Repofting Period . .
3. Date of Birth
4. Designation |
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6. Scale of Pay
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c.. Pay Baﬁci |
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8. Whether SCST/OBC
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(Ta be filled in by the Officer reported upon)
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' {Please read carefully the instructions before Hilling the entries)
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Brief resume of the work dona by you during the yearlpetiod from
{The resume to be furnished should be limited to 100 words}
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Please also indicate items in whrch there have been s&gmﬁcantly hlgher ach:evements and your
' contnbutucn thereto, o _ L , ;
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Piease state, bneﬂy‘ the shortfalls in your rnput and reascms therefore |fany
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- - Please state whether the annual return on 1mmoveable property for the precedmg cafendar year I

was filed within the. prescribed date ie.

January of lhe year foliowmg the caiandar ‘year. 1f .
© not, the date of fi ling the retum shculd be gr SO _ .
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, _ - Slgnature of the. aﬁ" icar reponed upon
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| A & § AT sEd st 82 ‘
Does the Reporting Officer agree with the statemenl made in part 2'7 if not, the extent af .
disagreement and réasons thereof . .
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Ty
; Numerical grading is to be awarded for each of the allribute by the reporting autharity which
should be on a sca!e or 1 10 where 1 refers to the iowest grade and 10 lo the hlghest

cm*m mzrr e z%r we‘r f%an ﬁ‘ie’;%fr a,T mr:méaﬁ cra

(Please reac carefully the gu.de!mes before fﬂlmg the entnes)
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" (A) Assessment of wark output {(weightage to ih:s Sechoh would be 40%}
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(B}Assessment of personal attributes (weightage t this section would be 30%)

I ﬁfé‘l Grading g

FE & i sy
-Attitude to work
Intefligence, keeriness

3@?11?!?{ TATT TWAT
‘Maintenance of discipline
forAerfr sravr

Sense of reSponStbmty

| FFISOT Wi

Comimunication skills -
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Ability to work in team ' L L . L
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Ability to meet deadiirie l - ‘ ‘

) g1 A orafieer M s gmdr. -

- Regufarity and Punctuglity-in attendance
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Qverall Grading on Personai Attﬂbules [| o vm} 18)
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S (G) Assessment of funictional cempetency (we!ghtage te this sect:cn wouid be 30%) |

-%/Grading ‘} 1
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 Proficiency and acc:urac:y ln Stenographic work
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Inter-personal r_efatrpns

Coordmahan ability
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1, az‘mﬁ:iua‘?.(arx?%‘ﬁm?f} .
Relaticns with the pubfic {wherever applicable)
(Fa mﬁa&mﬂwwgamrsmmmﬁ#u%maaqwmww )

(please comment on the officer’s accessiblity to.the public and responsiveness {e {heir needs)

2 uferer (e Al i wdt veretegaEr AT WA ® agre & e wRerer 9 . )
Training {Piease give recommendations for training with a view fo future lmpmvmg the effactweness and
capabilmes of the ofﬁcer)

3 e @ R
Stale of Heaith

4. et (e Y e ok )
Integrily (Please comment dn ihe integrity of the officer)

'_5..wmﬁmﬁa®mma®m*@agﬁam$wm ST R, mmﬁvmmr

it & o W Hie s wn el & ey ot ORT @ MR (R 100 IR )
“Pen Piclure by Reporting Dfficér (in aboit 100 words} on the overall qualities of the officer. Including arsg of

‘ strengths and tesser sireng:h extraordmary achlevamen!s sagmﬂcant failures. and altllude {omards. weaker .

secuons
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- Qverall numerical grading on the basis of weightage given in S.e.qliq'n A!'B.-._anq Cin Pac-it thng‘ Re_pgﬂ-.

WWWM%W

mmﬁﬁ'mﬂ

W‘ . . . . i,
IR _._.'._“......-...n..,...u.;..-_u......,..

R/ DA | il T ﬁnﬁéaﬁrm ..... A
I : S Durmgtheper;od ofReport

=

Stgnature of the Repomng Offacer '
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The Annual Performance Appraisai Report is an impoerant document it provides the basic and vita) inpats for

assessing the performance of 4n officer and for hisfher furiher advaneement jn his/her career. The oikcer

reported Gpon, the Reporting Otficer should, therefore, underlake the daty of filling out Lhe fomm ity ‘a high
- Sense of resporstvility, ' o

mm@@aﬁmﬁmwaﬁ@mm%wﬂmusm TR e ¥ s o
' 3m:ﬁammmm‘rmmfwgwg&éﬁa@wﬁmﬂﬁﬁ.mmﬁmm?'l
RN fraw ot sty =, I Wi, B R R w8 &t e, el s wi

ohjective is 1o develop an officer 50 that he/she realizes hig/her trug potential.. It is not meant te be a fail
finding piocess but 4 developmental one, The Reportihg  Officor. shawld, not shy dway from reporiing
shorlcontings in performance, atbtudas or gvera)] personality of the officer reported upon, :

¢ given in a narrative form exeept where numerical gr&d!ngs 15 10 Be dwarded, The space.

provided indicates the desired length of the answer. Words m&'phrase’s_-,sfhoiﬂéf ‘be chosen carefully and should
Rccurately reflect the intention of the offjzer recording tie ansivér, Wriapibiguous and simple lariguage may be
used, ' . ‘ : ‘ . L -
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The Repoiting Officer shall, in the beginning of the yeas assign targets to each of the offizers fo whom he.is .-

required to meport upen for completion dusing.the year.. In thé'case of an officer taking up a new. post in the

course of the reporting year, such targets/ gqa]é-shau:be':serg'tﬂw s Gf dssumption of the neve ehanpe: The,
tasks/ targets set shonld tearly be kndwh'zaifd:yndﬁi;topﬁl_ by thebofh e efficers concemed. . .
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Although performiance appraisal i a yearend exercise, in order that it may be a ol for hurman resource.

‘ development; the Reporting Offigar shoeld at regular intervate review. the performance. and, ‘iake:;nccoss'ary
. _;orrect@ggs_tepsl}yWa):’ofs}d\-'ipegh:. T TR S .
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« It should be the endeavoyr of each appfajsér"Fp‘Qi‘e;edt the truest Passible picture of the appesjses it regavitae
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itis expectad that any grading of 1 & 2 (against wotk ourput or attribute or overall grade | would ber adéquarely:

justfied in the pen picture by way of 5

s

respect to special accomplishments, Grades
to justify them. In awarding a numadrical

pecial failures and simdarly any grade of'9 & 10 would be justified with’
of 1-2 ar 9.10 are expected to be care wccurrences’and hence the need
gradd the repetting and revigwing autharities showld rale the oificer

against a large population of hus/her peers that may be curréntly working under them,
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For purpose of calculating average scores for empanelment/promoton, the following grades will be

considered

APAE gy

e Gty

- | Byore tobe constdered

B e ey

Hsaﬂrméh;

Between § and 10

qT

Ontsra.r:d,ihg

9

63T 8&F &rw

Belween 6 and §

a‘ga HEDY

Very Good

4 Hlv e & dr

Between 4 and 6

K e
Good

Belowd .

HetaEr & Fila.ww o wer F iRy viar @ ug @ Wl .
The following procedurg should be followed i filling ips thiesifern relating o inteprity

i aik ity & weafr WE A O &, W s e | _
. W he officer’s integrity isbeyand doubt, it may be so stated, .

) uf W BE & v @ wnd o Rar ww A Pitren antars & s
‘ 1f there is any doubl.of suspicion, the item should ke left blank and action tken as utiden :
{F) e ST A mvﬂaﬁﬁmaﬁfm%ﬁw#m | Reqoft & o wfY Moty RWE F g
o, et sl @ oh e & s, @ ur i e 5 el aviad: she & v g1 o
| oA vl won a1 aw Rewh o ez aar dore ot 3 Rl wRred w gim =t B
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A separate secret note should be recorided-and followed up. A <opy of the note should also bé sent together
with the Confidential. Repuitt to the next superior dfficer who will ensure that the Tollow-up actipn-is.take
expeditiously. Where it is riot possible aither fo certify the iftegrity or to'record the séeréd riste; the Reporting

-Officer should state eithet that he has nat walched the officér's work for. sufficient fime to form” & defiuite’

judgraent or that he has heard nothing against the officer, as ihe case niay be. .
<0 IE as & result.of the follow-up action the donbts or suspictons are Cleared, the officer's integzity should bie.
o v cerlified and an entry made actordingly in the Confidential Report. 4 . ) . e C ol

0T A < A o g e wer o i a RY b AR st g, we aftwh o dee ay
B e e T
< M the doubts or suspicions are coninmed, the fact should afsa be recorded and duty-communicated to the afficyr
o ocencemed, oo T IR A
) AR S st R, e g B9 E a8 s o B 3, ftglr & st
- e gty & S S el st Sk g SR () I (1) auiiy s ot ahe

- . M as a resultof the follow tp -action, the: doubts ‘or suspicions are neither cleated fior conlitmed, the officer's

- conduct should be watched for a-further perfodand thereafter action @@g-as@ﬁirérzcﬁ"éi-b)}&h@{e‘:) above.
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