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Personal Data
AT -1
Part - 1

(e Ry /ETaTerd & Wa Tl TRrEiae T g IR e §)
(To be filled by the Administrative Section concemed of the Mmustrleepartment/Ofﬁce)

k00 ) R SRR — N SO S ot

Name of the officer  .................... pae am e sk & R 5 SRS 5 spssapmse s g e

2. mﬁfa(ﬁﬁ/aﬁm/a&) ..... //(amﬁﬁ) =

Date of birth (DDIMMIYYYY) .I.'.' ok, (in words)

Designation of postheld ......................... T —— a—

4. | o TSI ITER S/ %. R commnoss s sxmmasareye v s samm s s wonn o s
Whether the officer belongs to Scheduled Caste / Scheduled Tribe? ......................

5. | adee 9 & W BT B AT | RAD 3

Date of continuous appointmentinthe | Date ..................... R ] T [T ——
| present grade ' . : : '

6. | af ¥ e gedy, Rt senfE &

HROT 3G ¥ IquirAfa & gty

Period of absence from duty on

leave,._t;aining etc. du@g-ths year -




HII-2 - ¥ it
Part- 2 - SELF APPRAISAL

(To be filled in by the Officer reported upon)
- (o wRAfRt SR R TR it Y Caeqd® uE )

(Please read carefully the instructions before filiing the entries)

1. aEgar o d@ftge fEwor

~ Brief description of duties
- PR - preT s & /3 & SR 3T g ReT e a e Wil AR-geEd
(R STy aTe WR- ge 100 gt & A A @)
Brief resume of the work done by you during the year/period from ..................... to SRS e

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

| / Place :-
f&=ier / Date :- W |
ey, Fray Rare foreh st ¥, a1 e

Signature of the officer reported upon




Hiar 3 - R foresy are 3l Ry apetiner
Part 3 - ASSESSMENT BY THE REPORTING OFFICER

(e R o1t @ e Rl o e wE )

(Please read carefully the guidelines before filling the entries)

1 g Y TR & e s AT & Sl e S R 1 @ 10 & 3 e ov Qe T i
1 @1 A1eud fadeast 345 @ 3R 10 &1 arqud sqaarR T Al

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.

(aR) T FaTEs T HAi (FH TS P AT 40% 2yl
(A) Assessment of work output (weightage to this Section would be 40%)

RohE Fovaah | wahen it arer aeher | e
Sy arr R [ (of e 2 @ W Al iR o

I 3y ® TR
Grades by Revised Grades by ~ Initial of
Reporting authority Reviewing Authority (if Reviewing
doesn’t agree with col.2) Authority
2 3 4

1
i) A w/mERE Rt & IR R
I oY T A

)  Accomplishment of planned work/work
aliotted as per subjects allotted

i) & & TorEer
i) Quality of work

lif)  Eepor 3 welrorar (71fA 3wy
i) _Proficiency in typing (speed and accuracy)

iv) @7 3 udtoren, vee: iR R it
et sy w reRar

iv)  Proficiency in work, namely maintenance of
_prescribed registers and charts etc.

o4 fANuIE W wHw AT @ [} F ivy4
Overall Grading on ‘Work Output' (Total i to iv] /4)




(@) ¥t TOVRBATAT &1 FeEIT= (50 TS Fr atshE 30% enf)
(B) Assessment of personal attributes (weightage to this section would be 30%)

Roré e e | welen el gy wenoe e
RN g RE | IS @R EEEH 2T | S
AT ¥y a® LGN
Grades by Revised Grades by Initial of
Reporting authority Reviewing Authority (if Reviewing
, doesn't agree with col.2) Authority
1 2 3 4
) &l wfhgfa
i)  Attitude to work
i)y SaREad P wae
iiy Sense of responsibility
i) TR AT [WA
i) __Maintenance of disclplme
iv)  WOwoT e
iv) Communication skills
v) Rr@worass deEdr
v)  Analytical ability
vi) & d wrd o A Qe
vi) _Ability to work in team
vil)  HG-HAT o7 UTer e Y QR
vii) _ Ability to meet deadline
viliy it @av
viil) Inter personal relations
Hafern Tor/Rrdwanat A werr Afdor
Overall Grading on 'Personal Attributes’
(Total [i to viii] /8)
(1) STTEIR AT & Heaihe (58 TS A TS 30% B9l
(C) Assessment of functional competency (weightage to this section would be 30%) .
froré forey arer | watran 3l grr Wil woher
R R R | ds @R Eew 2 dwewa | Sl
T A : aa% HTATER
Grades by Revised Grades by Initial of
Reporting Reviewing Authority (if Reviewing
authority . doesn't a_g%e with col.2) Autrlority
1 2 -

- & B 3 AR et
e AR = T ol & ATt f Aerar
Knowledge of Rules/Regulations/ Procedures

in the area of function and ability to apply
them correctly

i) GFTEY B A

i)  Coordination ability

i)y 9Eer

ii) __Initiative

iv) AT W a3 o
iv) _Proficiency in working on computer

TTiTeRE ATAET O FHA AT (P [1 A iv] /4)
Overall Grading on ‘Functional Competency’
(Total [i to iv] /4)

quh : gaT AT, ﬁmﬁwmmwﬁmﬁa?mwarmm%mwmﬂam !
The overall grading will be based on addition of the mean value of each group of indicators in proportion to

Note:

weightage assigned.




WA/ GENERAL
HT - 4 T N
Part - 4 ‘
1. m&maﬁ@mﬁm@mmﬁaﬁﬂmwﬁmmmmawﬁ
SEeday W fequeh & ) , , \ A

Relations with the public (wherever applicable)
- {please comment on the officer’s accessibility to the public and responsiveness 1o their needs)

2. SRR (e STy e 39K B SRl 3 U oY g o o ¢ & T B e &)
" Training {Please give recommendations for training with a view to future i unprovmg the effectnveness and
capabilities of the officer) » ‘ T .

3. wawym ARy

State of Health

Integrity (Please comment on the integrity of the officer)

- 5. EHH IR TR aRent, IRuRor suefdvat, Wﬁmﬁmmmﬁarmmasmma

M&rmvpﬁwm&mmm:mmﬁwmmmamm :

‘Pen Picture by Reporting Officer (in about 100 words) on the overall qualifies of fhe officer mcludmg area of
strengths and lesser strength, - extraordinary - achievements, - significant failures: and attitude towards weaker
sections.

6. R & amin F O F, @ 3R 3 & ard avshe ¥ U oY werw e Afder |
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-1il of the Report.

R _ Raté forws aret 7 7 SR

Signature of the I Reporting Officer
U/ PIACE: ....ceceveiieevieiieseenn AARMEIETTH o
i - T Narme in BIOCK IBHers: .............................

DESIGNAtONT 5::ivviimininas st iionmnssbammsismsamen eon
During the period of Report: ..........

4l




ST — 5 FAET A GRT G
Part - § REMARKS OF THE REVIEWING OFFICER

1. e 3Ry & e JeaTe

Length of service under the Reviewing Officer

2. o 3 e, R 3t ST v -4 3 R o3 & e 3 RohE v aret sty qr R
T SerETT & TEHA & 7 (Wt : #T 3 3R T 4 (5)) (R s poit/Rait & Rl ofr 3R axFriE § T
8 ¥ o 3w 3 3o AT T T RS 3 ST apEiET gt At 3R Hoeh nfafRt oX sraar e )

Do you agree with the assessment made by the reporting officer with respect to the work output and the various
attributes in Pant-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 initiat
your entries).

3. IEAta 6 Rl 3 RoT aard | g 4T 3o § Foet 3T Feies e e e e § 7

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

4, I/ HRP & B FAUTE o Hephich e 3 RuvE free aver 3ty Y afdgfy.
The attitude of the Reporting Officer in assessing the performance of SC/ST officer .

5. mmﬂmamam|m1wam#)wmmmmmsﬁasmammmﬁtwﬁ

it Bt 31l & ww it ot Rquoly &Y |
Pen Picture by Reviewing Officer. Please comment (in about 100 words) on-the overall qualmos of the officer
including area of strengths and lesser strength and his attitude towards weaker section.

6. RUIE & A3 # W, TE-W IR We-91 & &1 776 AN & YR T A Hitewen Aear
Overall numerical grading on the basis of weightage given in Section- A, Section- B and Section- C in Part- 3 of

the Report.
et R o FHeER
Signature of the Reviewing Omcer
RIS PINCEE vvivivssisnns ssvovesesmswonss A A 3Rt A .
AT/ DAt ©.......cocvvvveeeireiennns o Name in Blocklettars. LI et U S
Lo 2 S OO
Designation: ................ A S
RUEFr IR FERT

During the period of Report: .........ccooeeiiein,
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10.

10.

FFE

INSTRUCTIONS

afiies Prsures Aaima RO v Ageaqe! g &, o 3l & Frt-favuea a1 sgeuies @ F R ok sEs
HRAT 3 A TR & v Feraqet SR sueey FRar ¥ | I g e e Raé @l o @ @, Roré
e arer Tl 3w Jriverdt o 4 ForardY & wry 30 o o 91 & el el o |

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,

mmmmmwmmmmmmumwmﬁmamwmm
A Y T T | 9 v IR gon areh uRer Ad ¥, 9w o Remieas uftar § | RO e g e sk
wahe 3Ty A, sw A, ey Roi e el &, & ot Pemga, 3SR sra gaw cafvea & wiHEr Hoe
Rt # frew @ e aft oo R

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,

A 37, wARE e R AR gt wea e ol anel e |mwmmwmmmammmm¢m

IR 3T JUERI P FIe: U T Srean |
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 wehen Y 5w WNe & PF Roté ey ar 3R A 3R araureh 3Ry & Ren @ Raré e & A
IE H-iv & AT 2 A 5N T IR gl AR | mwmwmmmmwmm#
wiRyg @ |

If the Reviewing Officer is satisfied that the Reporting Officer had made the report w1thout 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.
W SR IO &9 3 T S0 | 3haw 39 ovzet St AR Af¥er § ol & | SUNTY Sarr T U Saa A
aﬂﬁmmmﬁmhvwmmwmwmmwmmmmmmm%mﬂwma
T | GRUSE AR FIROT ST 1w R 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.

R et aret 3, 3@ Hfrendy Fredy Raré fvaly st &, o0 o & oo o o 3% gY BT ot ardy ey o | afy
o R Roeita of & v aa o aerear 8, a’rwawgérmamuzvmaﬁé:mawﬁwm@n
wri/aEg e, it et s v w9 ¥ I 3k wwE e ol )

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers wﬂl 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/ mgets set
should clearly be known and understood by the both the officers concerned.

TaTy FAsaRe FFiet ad 3 waw o Ao 3nare § AR IF B I% AT FEeE Rer o o aRE a7 ada &, 3
R et aret sifenrll st Fovarfver ATl OR Toveurert o afaimnet gl Tt 3R o geaie; &5 AT & JUiesn
TEHA IS YR |

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 mtcrvals review the performance and take necessary corrective steps by way of
advice otc.

mmmwmmmmmwmmmmm¢mm,m,mm
TIEA Y HY TUTHNG et el TR Y |

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.

A HFTw, Hdiow T SR A e ¥ srRiferaea & an i Roeiie 3af e & afda g ke |
Assessment should be confined to the appraisec’s performance during the period of report only

@ ¥ & $O 0t W0 AF-ET o o § | ARl o a2 A A o QR 9HE-eY W JE 9T & | 5 audt
FFEP % ERIT AT 3 T8 S Aie 3 5 X sugee wv § Raqueh £ s o |

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 during appraisal and should be commented upon
appropriately.

8




11.
11,

3iftres A1 & ArY T B e waeh Ranfader . ‘ ’

" Guidelines regarding filling up of APAR with numerical grading

0 mmwm#mmmﬂmmmmmmm:
The columns in the APAR should be filled with due care and attention and after devoting adequate time.
(iy I% 3aeg B S & B 1 3T 2 B g o Ao &, (e 1w @ 3reran (o7 I WA A5 & ) Trdw wfeat &
AYTH B IR et 7 v 79 & R S e | =0 TR 9 a3 10 & ¥ o, Rew e R st & wdy
# 3 o e | 12 & 3 AR 9-10 & A5 RS AT # @, I T HMRFT sa B IrEEa &
3ifn A8 v I & HYw 3§ RO T are ST @olen o are) Ty Y 3rae antenRat, St 3w st and
R ¥, B v T T & g F Ay weh o )
[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 need

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 currently working under them,

(i) 8 3R 10 & dra Iz ol afiies o Fwaiew AR RO 7 IraTarer AW ST 3R S o anfdver fse
IR/IRNAT &g W HPR A Irorar ave 3 W 9 FER Rar seen |- ’

APARs graded between 8 and 10 will be rated as ‘outstanding’ and will be given a score of 9'for the purpose of
calculating average scores for empanelment/promotion.

(iv) sammsammmmmmmmwmmmmmrmm
ST |
APARs graded between 6 and short of 8 will be rated as ‘very good’ and will be given a score of 7.

(v) 43370 3R 6V R Is areh e wrd Frmrest sywaim o o arqor amr smoar AR 5 JaR R s |
APARs graded between 4 and 6 short of 6 will be rated as ‘good’ and given a score of 5,

i) 4%mﬂsmﬁwﬁmm&ﬁwwww&mﬂn\éaﬁwaﬂrﬁwwl

APARs graded below 4 will be given a score of zero.

Rogoht / NOTE
Teataer & W 7 o Kt 3 PR ule o aree awen T -
The following procedure should be followed in filling up the item relating to integrity -

(i
@
(i
(if)

R Aftyerdy iy weafrer wide F ¥ &, R geERT v |
If the officer’s integrity is beyond doubt, it may be so stated.

f; 2 W &, i o el oY R S A AeRaR snard & a:
I£ there is any doubt of suspicion, the item should be left blank and action taken as under:

() 2 7T T oo gk B S0 3R A B e B 3T | Roqoh A o AR e R & W T aREa IR

(a)

@

(b)

m
(©)

@)

@

i ol 1 &y e, St % GRATE e R Fgaet vk o A e & | ST Feafe 2w e I Roaoh 2
TR e s ¥, Reié il o gfm o e geae @k awa & Tre e & o o Swd & odie wea

T o 3 Ty 35 Ry s e, et ot R @ ¢
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 officer's work for sufficient time to form a definite iudgment or. that he has heard
nothing against the officer, as the case may be.
R, argaelt avtard ¥ TROTIERT WF 5T & TR E mwmmwmmmwmm
ey Rohé 9 ot & e 1
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.
af s A g o ol &, aw ae o e o Ry 5w @it it 598, wife it o dgie o & o |
If the doubts or suspicions are confirmed, the fact should also be recorded and duty communicated to the officer
concerned.
R iegaehi wriaré & qRonARd, mqaaaatmaamgﬁmt.mmmwmma
eRra & St wrive AR 3w e 3w (m) AR o | aarfaite wrtard A s e
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€ HATETA P PIATET TG . 51/4/84-F41. (%) Rt 21.6.1965)
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1965).




