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Annual Performance Appraisal Report For Year endingon ........................




HET — 1 Part-1

YU= /Form

Jafodes a2g

Personal Data

( Tt/ PraTe & Hafe URIRIS STgMIT §IRT 9RT S

(To be filled by the Administrative Section of the concerned Department/Office)

Designation of POSt REld ... e

g U H FROR FRgfad & aRE | QAP D ST

Date of continuous appointment in the present | Date ........................... Grade ...........cooeeeiiiinns

grade

I AABRI BT A AR geA™ SID | SIfTHRT BT A, IR IRRE, T ddg 38
SRR S Eﬁ R ddg %l Name of Officer & Date from which attached

Name of Officer with designation with whom

attached during the period under report

9y & IR Geel UReEv ST W
T B DR SIS W IrguRAfT @t
afafer

Period of absence from duty on leave, training,

etc. during the year
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AT 2 — AT Part 2 - SELF APPRAISAL
(S AMTHRT gRT W=7 <y, ogan Rad fordt ST )
(to be filled in by the Officer reporting upon)
(@ gfaftea W’ ¥ 4 fen—freell &1 eamyde ug)

(Please read carefully the guidelines before filling the entries)

1o e, £ AR TP Iy /3@ & IR 3MUS gRT B 7Y wraf &1 Hler g
(SfereT gt 100 TTRT dF WA AT ARY)
Brief resume of the work done by you during the year/period from ............................ To .o

(The resume to be furnished should be limited to 100 words)

2. FUA 9 7S SR, 5 AEayul IR SUAfRl W& 81 SR S SMTUdT 9T AN T |

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

3. HUAT BT B B B ford MUSs gRT fHY Tyl § At ok 57 arRvr, afk a1 2@,
B Herg # 9] |

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

4. HUIT 9A¢ & 1 qaadl FHelvex ay @ e FHid Hadl afte f[qarel fFad akie srerfa
HOIUSK IY B 91§ B 31 SN O &g PR ol g o | AR I, A1 [JaRel aRaed aRe B
aRIg & Y |

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 filling the return should be
given.

LI / Place:
feHt® / Date: I ARBR / FEAR & geR s Rad fordy o 2

Signature of the Employee reported upon
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T 3 — JAThA Part 3 - APPRAISAL

1.

T RUre fores aretr AfReERT wrT—2 # oy v fAarer & wgad © ? afe =81, a7 exagafa fha
I T B IR SHD RT HIRUT & 2

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

2.

RUI fora arel AIfIdRT gRT Ua o1/ faemar @ wiRerera sife &1 feiRer e SR

c

Sife 1—10 T99 ) BF1 ey f9d 1 &1 acd =199 oife 9 3R 10 &1 a9y S<aad
PIfe T 2

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.

(@ vfafsat W=t & qd feern—feen & s gds ug)
(Please read carefully the guidelines before filling the entries)

(@) ford T R FT G (S WIS B RS 40 Ufrerd Brf)

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

Pife / Grading

i)

BRI B T[0T
Quality of work

ii)

SIEKNRETEINICIRGN
Level of professional skill

iii)

T SR WA AWl 3R HRTOdl W PR dR A
[EEENEIEKI

Trust worthiness in handling secret and top secret matters and papers

iv)

SN BT YERGd 3R d6hi, ARehN sl & (ol 3Md¥ddh

PITSTT IR XTI

Maintenance of diary and timely submission of necessary papers for meetings,
interviews, etc.

fhd T BRI B THT BIC [ T iv]/4)
Overall Grading on “Work Output” [i to iv]/4)
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(@) dufdded oI BT JeaTdh (§9 WUS Bl axeils 30 frerd srf)

(B) Assessment of personal attributes (weightage to this section would be 30%)

Pife / Grading

i) H b ufa Afet

Attitude to work

ii) gigac, Icgadl
Intelligence, keenness

iii) TR Y XTI
Maintenance of discipline

iv) TRy &7 9™

Sense of responsibility

v) JRITT DIl

Communication skills

vi) T H BRI B I IR
Ability to work in team

vii)  THI—TET BT UTeld B Dl I
Ability to meet deadline

viiy  gToRT # fafidar 8k 993 uredy

Regularity and punctuality in attendance

"RAfadd N BN FAT BIC [i A viii]/8)

Overall Grading on “Personal Attributes” [i to viii]/8)

(7T) HIATHS TEAT BT eAH (39 WUS Bl aReilg 30 Ffrera R

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

Pife / Grading

i) THU / HRIC BRI H qeIdT 3R ggar

Proficiency and accuracy in Typing/Computer work

ii) Jig:aafads gaer

Inter-personal relations

iii) NTHAY I

Coordination ability

iv) THTT BN HHM;, PRI AJeR— DAl
Effective liaison, initiative and behavior

HTIITHS &I’ bl THT IS [i T iv]/4)
Overall Grading on “Functional Competency” [i to iv]/4)

fewl: g7y @ife & T 9T & U H ad & UAD g B A oI B Sile IR MR
B |

Note: The overall grading will be based on addition of the mean value of each group of indicators in proportion to
weightage assigned.
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HET — 4 Part -4

HTHT / GENERAL
ST ¥ US (S8l FEl AN B)
(@UT ST BT ARHRT T Ugd 3R D! MaIhdrA & Ui IHD! rgfohareiierar iR fewol &)

(Please comment on the officers accessibility to the public and responsiveness to their needs)

GIRTEToT (GUAT JABRI BT ATl gHTaIaTadar AR AHATT BT G & AGaToR IRIETor B RBTRer o)

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

ey o1 Refa
State of Health

TAfTST (BIEIeR & FasT ) fewol &)

Integrity (Please comment on the integrity of the officer)

RUE forg arel A¥GRT gRT ARGRI & gge N R $HF ol FRIRY U, Fgayol HHgl 3R
HHGR 1 & U 9T Afed IS 9T I & Hae H IRT BT el (T 100 Wl H)

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.

RO & 93 § @Wvg &, @ AR T F &) T TRollg & AR W 10 $ U R GHY ARIHT BIfS

Ovarall numerical grading on the basis of weightage given in Section A, B, and C in Part-III of the report.

Rure foem arel IR & gwER
Signature of the Reporting Officer

AT/ Place: «ovveeeeeeeeeeeeeeein Rl et AR 1

fedi®d /Date: oo,

During the period of Report : ............coviiiiiiinnin.
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HET — 5 Part - 5

HAARId B 1T/ REMARKS OF THE REGISTRAR

fadif® / Date: ..o RNIId B BRIER
Signature of Registrar

HAulT & §RT <Y/ REMARKS BY KULPATI

CATD /Date: voveeeeaannn.. Eg_d'qf%f P BWIER
Signature of Kulpati

Radt guf § GuR & fory a1l fewll & @eR =g Srardl f&ar |

Action taken to communicate advance remarks of improvement shown in subsequent year.

fedt® /Date: ..vveeveee YT 3Tferpmr

Signature of Officer taking action
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31—:1?%21 / INSTRUCTIONS

1. e e qened Ru ve Aew@yel S 8, I8 IR /el & dRi—FweT &1 Jeared & & ford 3R
IS HRIR H AW 1 gl & ford A gl TTHHR) I Rardl g | 31 a8 RSN/ wHan foraa Rard fordt
S R & AR RUE for S dTel SRy @l a1 ReEl & A1eF 59 B 31 WRA &1 Rer) e =nfed |
The Annual Performance Appraisal Report is an important document, it provides the basic and vital inputs for assessing the
performance of an Employee and for his/her further advancement in his/her career. The Employee reported upon, the Reporting
Officer should, therefore, undertake the duty of filling out the form with a high sense of responsibility.

2. Ru forem arel e &1 97 wegy weAT A1y 6 39T I IHRY / HHaR) &1 A6 H1 8, dIfds a8 0=
RIS qHRd BT GBI WD | IE U FC Garl drell UhAT T ©, dfed Ve e ufbar g1 Rad foem are
BT B, SA ARBRY / Bwer, e Rurd fodl S0 8, & ord fFrereq, el s @i afdaa o st
o RUIE # fora & o &1 S=ar Ay |
Reporting Officers should realize that the objective is to develop an Employee 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. ¥ A R &I 9 SR T WY @} A9 ST drfed | Ruid BT eREe ARk UR SMfEl SW ARk W S B
PIE W YA I ARHRAT BT FCd: TAT Fel SR |
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 superflc1a1 manner will be easily discernible to the higher authorities.

4. YIP IR IS U H AT S | DAt S BISIR T8l AATHS PIfe & S 8 | Iqele] AT TIT R IR
B UG TS T T | AR AR UGS BT YIS AT O IR T8 Sk RHTe B arel AfIBR & IS Pl el
T A SR | G AR ARV 96T BT YT fHar S |
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.

5. Ru forem aret AIfer), S9 e/ Soar) et Rurd fordfl S 8, @ a9 & ¥o § 98 d [ fbd S a1l ey
AT | A B1g PR RUh= a¥ & ford 727 ug d=ireldl €, 1 39 '8 & @ed 7941 Ug AWl & 99d ad b
SIRAT | BRI/ @ed SF1, el SABRT / FHAR! §RT T B0 A S AR FH31 S =1fed |
The Reporting Officer shall, in the beginning of the year, assign targets to each of the Employee to whom he is
required to report upon for completion during the year. In the case of an Employee 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 concerned.

6. T FwreT Jeurdd a¥ § 9 B areT oI & R I8 % 98 999 w9 e &1 U6 dRS 99 9l §, 37
Rurd forem aret AIfeR) o1 Fafd saRte W) e &1 JoTd $RA1 A1y R FaE sanfe & Jeaq 3 GuRAS
FH SO 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.

7. UAP JABASAT I I8 Y BF1 a1 {6 98 Jedid fhd ST dTel JATDHRI / HHaN & HRIFTSIGH, R0, FTER
3R WM BT W JATHIT TRATID TAR IR B |
It should be endeavor of each appraiser to present the truest possible picture of the appraise in regard to his/her
performance, conduct, behavior and potential.

8. IE HUTHH, HeATH fH M aret et & drifiwres & ar § RuehkiiF oafy 9 & Hifva mr =nfed |
Assessment should be confined to the appraisee’s performance during the period of report only.

9. JE IFIE B TN B B 1 TA1 2 1 Big W Bt w1, (B M B srmEr o7 srrar wAT WS @ ford) faRiy wfial @
ARTH A IRF efdheld H YA B9 ¥ N SEvET S| ¥ UBR 9 a7 10 U &, fhy W fRy sl & ey #
NI BEAT S | 1—2 & US 3R 9-10 & U favel Al H BN, 37 ST ARy qaTT BT ATl © | AiRea!
e 3 oM & Hey 3§ RUId forem aret iR Wiielm S a1t SRS &I 1o HHATRA], S I6a Siaiid &1 o |
B UH T G B oI H BIfS AT AMRY |
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 failure 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.

10. U9l S99 /TR © foRy SNd= Uil &1 0T R+ & TAeE ¥, fAHferRad et R IR fhar SR ¢

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

THTIAR. T Hife g, fo WR fa=R fBar S 2
APARs graded Grading Score to be considered

8 3R 10 & I/ I 9

Between 8 and 10 Outstanding

6 3R 8 & dra I 3T 7

Between 6 and 8 Very Good

43R 6 @ d= SE] 5

Between 4 and 6 Good

4 9 A= — 0

Below 4
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fewoft /NOTE
TafeT W Gdtd 7e B 9=Ra # frefalad ufhar o1 ared e Ay —

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

i) Ife e & Tafer Wi ¥ W 2, W I/l O |

If the officers integrity is beyond doubt, it may be so stated.

ii) I PIg FIE 7, 7S DI Alell BIS AT S IR IR RIS &1 9

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

(@) & AT I feuoll 5 @ S iR 918 @ SREE! & 9| ewel @ vd ufd Moy Rare @
1T 37Tl aRSad AR B Al A1 <1 SR, ST I8 GARad d¥ b srgacdt sriare! g @1 Sl
2| T8t dafTer @ yHftd eRAr a8 w fowe @1 fofieg e d@va T8 2 Rud aifer uw
gad o & g Fog a1 & o) AfeR! & SR B o H Ui 9w Al o AT [
ARPR & RaeTs o G o), ol AT Reyfay 81|
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 officers work for sufficient time to form a definite
judgment or that he has heard nothing against the officer, as the case may be.

(@) FfE, gadl PrIaEl & YRUMHEDY Hag §R 81 O o, AMBRI B AIMSI JAIOR PR a1 @12
IR AEIIR T Ufdfte Mo+ Rue § &R &1 o |
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 Report.

(M) 7' e @ gie &1 ot 2, aen ot fofieg ax o o =Ry ik <, Hafda sifrart &1 wvgfara
IR G Y |
If the doubts or suspicions are confirmed, the fact should also be recorded and duty communicated to the
officer concerned.

(@) afe argadl PRIAE & URUTFREDY, Wi R T8l 8 § 3R 9 & I g BNl B, ASN B
RO DI el AT & IRM <@ SFT dled AR S a8 IuF (@) AR (1) R gerfdse
FHTIarEl B 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 indicated at (b) and (c) above.

(T8 HATSTT BT PIITA Q9T 4. 51,/ 4/ 84—1.(P) &b 21.06.1965)
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-06-1965)
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