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ANNUAL PERFORMANCE APPRAISAL REPORT
FOR GROUP “A” OFFICERS (NON-TEACHING)

=R &1 a1

Name of Officer: .................

AT a9/ 3rafer Fr gfadesT
Report for the year/period ending: ..........cccc.oeeeiueeieeiiiee e e,
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aFas s=aR

PERSONAL DATA
HTIT-1
PART-1
(FETT JArafAF IFHET @RI X S & fAw )
(To be filled by the Administrative Section concerned)
/1- FTABRT T ST oottt
Nate Of The OFFICETE « sunss smuss swsmns sommes ssmstss 5ss SHsms sems S5 saeasysaas Suspss e § Suas S5555e 5
2. FeA & al@ (RA@AREY) ... /A (BT FH) oo
/ Date of Birth (DD/MM/YYYY) ....... R . (I Words) ....ooevveeeeeiiiieeeenn,
3. dcAR Aol F R fgfed @ [CGic] fofy
o a@ [ B (- ——— € 7 (¢ [ AN—

Date of continuous appointment to the
present grade

4. gHAE Ug YT 38 W Wgd & ari Iq [EGIED
Present post and date of Appointment | 5o AR— | B 1 (- R——
thereto

5. a¥ & aRe 3 A HURYd el HT 3afer
- (DET URIETOT 3T W) IR Iohel IRSRT o
/ IAETOT TR & AT FTEHT TTGROT & Lot

Period of absence from duty

(On training leave etc.)

During the year.

If he has under Gone training specifies.

6. e&IfOes FETar
Educational Qualification:.......o.uinuiintiei it et e
7. <OGE@d@¥e 3R deerer JEadr
Professional and Technical Qualification:.......ccoviririiiiiii e,
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#er-2- 99 s #1 yfades forar amen 8, 39% garr sX o= & Qv |
PART-2- To be filled in by the Officer reported upon

(AT gTAfSeAT Sl 8T A Yol AT I AT F UG o)

(Please read carefully the instruction before filling the entries.)

1. &Y v f & gfdca

Brief description of duties.

2. B & S F8/EET/AAT UG 6T 394 for FuiRa @ @), ar 3mue v @uiika

Y a1 g 39 (IRUMA/ATT 1 3T T F) FRf T 368 AT & 3MYR W §7 3R
B eT T TS U YA 3T T | (3SR & AT IOF TR/ &
T oI 7 Irete)

Please specify targets/objectives/goals(in quantitative or other terms) of works you set for
yourself or that were set for you, eight to ten item of Work in the order of priority and your
achievement against each target.(Example Annual Action plan for your
School/Center/Deptt.)

TET/3RT/ET ELCIESE
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3. (3 FUAT AG R H AT A&AN/3LAN LA A Wit H WET HIAA H TET H SeoT
FY | Ffg a3t & wifieq F FIS Sremw WL & ar 9 9d7 |

Please state briefly, the shortfalls with reference to the targets/objectives/goals
Referred to in item 2. Please specify constraint, if any achieving the targets.

@)  FIA 3T Al 1 Soor@ A SAH T S STl W@ 3R 3T
ARTEr & $T ool HY |

Please also indicate items in which there have been significantly higher achievements
and your contribution thereto.

4. FUA 3ol W I FAT G Foist a¥ &I e ufed anden fqawol f@uiRa
ol 3T et a¥ ¥ 3cakadl a¥ $r 31 Sl ds gof & &F 8 oY | I
STeT dr fIaRoT gof et &1 ak@ & oiv |

Please state whether the annual return on immovable property for the preceding calendar
year was field 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.

[Cole] T ¢ arel AR & gEARR

Date.oveeienennnn Signature of officer reported upon
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HATT-3
PART-3

TEHTcAS FIMRIOT T AUROT TicdesT quT Yelgeilshel YISO GaRT Rl STl § ST ¢-20
& YA R gl AR, ST ¢ Hh A AN &7 a7 2o Izadd AN & Soor@ HT & |

Numerical grading is to be awarded by reporting and reviewing authority which should be on a
scale of 1-10 where 1 refers to the lowest grade and 10 to the highest.

(FuaT giafSedlant sl & Ugel TGS T &7 ¥ 9 o)

(Please read carefully the guidelines before filling the entries)

@ F ARG FT Aedrda (36 AP FT AR ¥o% glam)
(A) Assessment of work output (weightages to this Section would be 40%)

gfddes | eticeitehet EGIECIET]
TRy | wfteRY (Fed SIBCaR
Reporting | efrar-5 &1 W1 2) | & 3MIER
Anthority Reviewing Initial of
Authority (Refer Reviewing
Para 2 of Part-5) Authority

i) qaferated S @ gRkqefar / fawr &
MR W 3afed fohar ar=m &y

Accomplishment of planned work/allotted as
per subject allotted

ii) SR fosurest & Aife
Quality of output

iii) TaReIvucAs JRIar
Analytical ability

iv) 3varereas s $Hr aRquianfa
AR &R

Accomplishment of exceptional
work/unforeseen tasks performed

A9 1 W Fer e Aol
Overall Grading on * Wok Output’
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(@) SafFdeTd AT &1 Hedrehet (36 19T &1 AR 30% Bram)
(B) Assessment of personal attributes (weightage to this Section would be 30%)

TfOeRr | WfsRT (TesT EUBETRY
Reporting | ¢f@71-5 &1 IRT ) | 3TUER
Authority Reviewing Initial of
Authority (Refer Reviewing
Para 2 of Part-5) Authority
(i) &R T g
Attitude to work
(i) FAERY & SeT

Sense of responsibility

(iii) 37T (WAY UTel AiE) T 3HARET0T
Maintenance of Discipline (Including
punctuality)

(iv) YYUT &TAATT

Communication qualities

V) sidcd IO
Leadership qualities

Vi) g I ST & F el T &Tadr

Capacity to work to in team spirit

vii) THT FIROM FT HFEIOT FeA I &TAT
Capacity to work to time-schedule

Viil) TRER FFderd Fae

Inter-personal relations

iX) THT Bfd g Alddca
Overall bearing and personality

IfFAad fARAVART W FHor fAerRy Avfieor

Overall Grading on Personal Attributes

() JTcHA® TaTHT H Hedld (38 T A HAR 30% gIam)

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

gfadea

EIBES
Reporting
Authority

ECIEEICT]
iR (TEe
HET-5 & W Q)
Reviewing

Authority (Refer
Para 2 of Part-5)

ko)
IR &
TR

Initial of
Reviewing
Authority

(i) TEMRAETA/ER T Jegdar & & 7
GfshaTT T 37 HEl TAET T SRR
Knowledge of
Rules/Regulations/Procedures in the area

of function and ability to apply them
correctly

T4l




(i) e IS g ST afeAar
Strategic planning ability

(iii) O T Fr eTear
Decision making ability

(iv) TH=aT eTHqar
Coordination ability

v) AT I URd vad AfFad Feer &
&THT

Ability to motivate and develop
subordinates

vi) ggdl Sfed

Initiative

WHWW@TW
FofreRor

Overall Grading on ‘Functional competency

fequott.- dae Afer AURT &1 718 Rellg & IEqura H Thad! & TS GAg & ATCIATT
& AT W TR g |

Note:- The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned.

=71




HTIT-4
PART-4
g
GENERAL

STeAcT & |1 ARG (ST8T e &)
Relationship with the public (wherever applicable)
(STACT T 3MATRAT T ScaRaldcd Td JTHRT deh FTRH R &g feoqofr ¢ 1)

(Please comment on the Officer’s accessibility to the public and responsiveness to their needs)

wfRrefor

Training

(rerem JHfRrEY B TR v e e 3K 3w guR SR gy awa B T
38 gIIEor & fow fAwRer #X 1)

(Please give recommendations for training with a view t further improving the effectiveness
capabilities of the Officer)

3. Ty & fEfa

State of health

el



4. gIfASST

Integrity
(FST fSRT dr Heafaver W feeuolr ¢ | weaferssr Wgg & W § a1 degqol | afy
el & dl 38 YR T @I & ool fHaT ST AR |

(Please comment on the integrity should be beyond doubt or doubtful. If doubtful, such
information should be mentioned.)

. vfddest SR garT s HF THEd ATt & Ik 7 IarT (SRTeTer oo Usal & )
S Ty & Ud wF w41 FAMRT SYAfSU, AgecaquT et (Teaf: 87T-2
1 3(37) U gelet aelt & wia gl enfder & |

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer

including areas of strengths, extraordinary achievement, significant failures (ref.3(A) & 3(B) of
part-2) and attitude towards weaker sections.

6. qﬁém?am@és@gaa,muﬁa%mwaﬁmwgmﬁmmm
It oT |

Overall numerical grading on the basis of weightage given in Section A,B, and C in part-3 of the
Report.

gfddes ARSRT & gEdiRR
Signature of the Report Officer

U ST EIh 3ERT A
Place:.........ccoeuninnnne Name in Block Lefterst. . oo sunes so
UGaTH
Designation.:........................
[CGics gfdesT $r 3afer &
LB~ (- S ———— During the period of Report:................

PART-5 REMARKS OF THE REVIEWING OFFICE

ol



1. Yelfdellenet JTRIHRY & 3icEia daT Hiel

Length of service under the Reviewing Officer

2. &1 3 H/ER3 A e w7 qur RAfdes o & @y A glddes f¥eR garr & o
Hedlehel ¥ HEACT §2 FAT 31T ARGNT & IAUROT SUATHANHGAYUT HoIcI3i & Haer
# 5 a0 HeArheT ¥ HeAd 87 (Hesl: A3 (31) AT AEN-4(5) (IS 3T wldidest ferery
carT few arw auit & faell HEAIcHT Hedihd & WA A6l ¢ df HUAT U Hedlhed 5H
gug & QU 90 TIFH H & dUT [IGTATAT Sl e &Y )

Do you agree with the assessment made by the reporting officer with respect to the work output
and the various attributes in part-3 & Part-4? Do you agree the assessment of reporting officer in
respect of extraordinary achievement?/ significant failures of the officer reported upon? (Ref
Part-3(iv) and Part-4(5)

(In case you do not agree with any of the numerical assessment of attributes please record your
assessment on the column for you in that section and initial your entries)

& sTer

Yes No

3. 3EEAd gl 1 RAfT F F9T s8F HROT TAR, FAT Hig 5@ o1 § 6 39 & deelen A
ST aEd 8§72

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

4. Yelideltenel TR GART Hheld AR | HUAT FATCTA HX (ST 2oo Asal H ) foraad
ITRHRY 1 FHEd TARAVar3i i aeed &7 ud 3HAr goel auit & ufd AifAgfa e g

Peon Picture 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.

ol



5. q%ém?m-sé:@g-aam@-aﬁﬁcmma:mwgmﬁw
T&ITcHS JaffaoT |

Opverall numerical grading on the basis of weightage given in Section A, Section B And
Section C

geAdeTe 3T & gFdar

Signature of the Reviewing Officer

Lo ST | &R H
Place:................ Nante in Block Letters:.. coms coss sxsasss
Yadrd
Desiortalion: ... umv s voms sammwwsseys
oI ufdeet &1 3@ty &
B R —— During the period of report:....................
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FFE

INSTRUCTIONS

a¥e fsuies Aearhd RUIE vk Ageaqol gEamst &, 316 RSN & & f@sue &
AedThed X & [T 3R 38 FRI & 3 67 Feladl & AT Ageqol STsrl - 3qereer
AT § | 31 g1 e fowdr Rae fodr o W@ § 3 Reie o sier arer 3ifeesny
F 991 A & WY 38 B 1 e @ SEAe el @i |

The Annual Performance Report is an important document; it provides the basis and vital inputs
for assessing the performance of an officer and for his/her advancement in his/her career. The
officer reported upon Reporting Officer should, therefore, undertake the duty of filling out the
form with a high sense of responsibility.

Reie forget arer 1fUsRT &I Jgl AgHE HEAT AMGT Sl SHAN 38T JSRT & fqhE el

§, A 9ET S IR A @ Ugde §% | gl U I8 gest dren uihar &

sfod T Pemcas aihar § | RAC foge o 3fey &1 39 afRed, S Rae
fordr St &, & F fvares |, A srrar wHa safddaca S sfAer suer R & foas
8 I oIl el =10 |

Reporting Officer 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 shortcoming I performance, attitudes or
overall personality of the officer reported upon.

¥ A gART wue ¥ 3R wdivd @AY R ol S w@iie | RO @ 3mehiAe d W)

3YUAT 3R dR T R S T Fig 8 938 3Tl AT™GRIAT I TISC Gl gl ST |

He items should be field 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.

J® 3ok aullcHS §T T fGA7 ST | Shael 38 BISH ST A&IcHS HIfe & ST gl |
3elsY AT IT TATA ek T AUTEIT oFars aial & | el 3R qgreel &l ear=gdes
AT S0 3R FT 3ceoRk NalS el ared Rl & ¢ T T & & g2fiv | geose 3R
3TUR {INT ST 99197 fohar S |

Every answer shall be given in a narrative form except. Where numerical grading is to be
awarded. The space provide indicates the desire 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.

Rae fores arer 3T 38 AfReR foadr R fod Selr § &t af & g &7 a9 § @
fRT F arel Giverm | Ifg S5 AR JUcdis av & AU F37 9 FEATeIar § ar 39 Ke
& &g FIT UG THTGS & FAI dF HIT A0 | R/ G8F Sl qafd SR g rn
T 7 § 9 3R d7e) o+ =g |

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officer 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 tear, such targets/goal shall be set at the time
of assumption of the new change. The tasks/targets set should Cleary be known and undershoot
by the both the officers concerned.

11



10.

TUTY fASUIEsT Hedrhed a¥ & HACT gl arell 39U & 3R g A9 @ [T &1
FRE df Hohdl g, a0 R forgsr g 3ifeRr o RafEa daud ) Osaea &0
HAedTehel AT AMET AR Tellg ST & ATEIH ¥ FURIHS FEH 366 AT |

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 the performance and
take necessary corrective steps by way of advice etc.

UAd FHedlhelshdll $ I VA el QT &I 9§ Aedhel [HU STl dTer MARRT &
FrRIfARUE |, 3ROT ¥dgR 3R aEed aﬁaﬁmmmwﬁaaﬁ?maﬁl

It is should be the endeavor of each appraiser to present the truest possible picture of the
appraise in regard to his/her performance, conduct, behavior and potential.

gl Houhel [T St ale AREHN & FRfAsIEA & a) & RAEd= @i as & afaa
g aIiRT |

Assessment should be confined to the appraiser’s performance during the period of report only.

aﬁmﬁﬁaﬁﬁ%@mmz@rﬁéaﬁﬁ%?ﬂ(ﬁwmmmwmm
Js & AU ) 99 SfAIT & Aregd T IRT v F weg &0 F 30 sgwar v |
SOl YR 9 T 10 & I & v v [T Faf & e 7 iy sggar w1 12 & 32
3R 9-10 & I fatel A & g9, 37d: 397 NRAT Ja= H HETFar § | e I
Qv S & H@ey # RUE formsr arer 3k gefler e gt 3iRe @ 3roer st S
3T AT I W § A TS GG FEAT S Jolell H FIC HE AR |

Lis expected that any grading of 1 & 2 (against work output or attributes or overall grade) would
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 accomplishment. Grades of 1-2 or 9-10 are expected
to be rare occurrences and hence the need to justify them. In awarding 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 F/Taledid & o 3igas uredret i e e & g ¥ Heafaf@d 39 )
TR fRar sreer |

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

T q TR IS Hife greares o W) faar
APARs graded Grading haT ST &
Score to be considered
8 IR 10 & dw & 3cHT 9
Between 8 and 10 Outstanding
63IR 8 H T & CRG IR 23] 7
Between 6 and 8 VZly Good
43R 6 & a9 A TeT 5
Between 4 and 6 Good
4 @A 0
Below 4
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()

(A)

©

()

(D)

feoquit
Note

FIfaser & g A & IR & Aeafai@d 9fshar &1 e aer a1y -

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

i) I F Fr FAfTser @8 ¥ W & W §d/ 1 S |
If the officer’s integrity is beyond, it may be so stated.

ii) afE IS AF T A H Wiell B3 &A1 ST 3R =g HRaAS & ST

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

Teh 37er9T I feouoll gof &1 ST 3R §ie & ®Rarg & &e | fecqofr 6 v gfa
M RUIE & @7 36T aRsodd 3fAsRy & o 81 & S, s 95 grkad
HEM AT Ieqach dRars Mo & ST § | 56T TafAser F GANd HIA A1 Jod
feoqolt @ ety #<er @ = 8, ROe 3Rl 98 gRa s & gease o
o & o FERr & F # A udivd FHI FAG AT AT FHA SR
e o gar g e o Pt g | '

A separate secret note should be recorded and followed up. A copy of the note should

Be 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.

g, 3eIaci HRATS & IRUTART T &7 & S g, HARRT HI Fedior FATOIT
X ol AT 3R deeTaR U gigse aueig RAE 7 T & S |

If as 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.

Ifg weE H Ife & o 8, a2 o ey X e o= @rfer 3R g
T TSR H FEAIT H T ST |

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

g 3efacl FRATs & IRUTHAEEET WeE G el 8id § X o & Sefehl Yo gl
&, JIRASRT F 3MRT A 30Tl 3EfY & SR @T e Aifgr AR 39 916 (Q)
AR @) | Fufafise sRaE @ S @R |

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 indicates at (b) and (c) above.
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