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forsh v%a/auﬁﬂ;s NEREZAELRSIRED
ferg
¥ HRIfSITET et Ufrda

ANNUAL PERFORMANCE APPRAISAL REPORT
FOR PRIVATE SECRETARY/PERSONAL ASSISTANT /
STENOGRAPHER

PR BT A

Name Of EMPIOYEE :.....cvuerumrumiumremranmansammammanmsmmnsasssmssnssssasssssasssss snssnssss ses e s

AT oY/ erafyy &1 ufdes

Report for the year/period ending :.......cccoccrmiimiinsi s snensnscnn s snnes




Taferad <RI

PERSONAL DATA

HET — 1
PART-1
(S HHAN! TART W_T WY e Rard ford S+ 2 1)
(To be filled in by the employee reported upon)
1. | TFART BT AT ceivevieeueeessesesesiesssssseesess st sessss e ssssesstsssesesesssaessaesssssss st esssaesesesssassessesetssassnssbssassssesssssassnsesens
NAME Of thE EMPIOYEE ..ottt ettt e e st s bbb st e aesbe e st se e senbeb et et ennanas
2. | = fafer /= /¢ Y A (FTRT H) vttt st
Date of Birth (DD/MM/YYYY) ......... YT S (IN WOPAS) et e
3. | GTRT TG BT TGATH cueucveirieetseseressieesesssse et st st es st st sse et st st st ees st ssssesess e sesesssae s esseas s et eassas et ess st sessnsenasasaes
DesigNation Of POSE NEIA ....ccveeeiece e ettt st st r et et e se s areete st seenesanes
4. | T U8 H PR fgfad @ e [ES I DI
Date of continuous appointment in the Date .ccoveceeerreeene (CT-To [T
present grade
5. | S AHN & AW IR ueaH s AT Ruekfi= | et &1 W, ik d’g, s dag ©
rafy & SR g B
Name of Officer & Date from which attached
Name of the Officer with designation with
whom attached during the period under
report
6. | I & IR B! TR TAME R B & BRI
ST I IrUReIfT B rafer
Period of absence from duty on leave,
training, etc, during the year




ANl — 2— —HAThT
PART — 2— SELF APPRAISAL

(S HHANI TART WR_T Y e Ruid ford S 2 1)
(To be filled in by the employee reported upon)

(@uan wfaftedt ¥R & Ugel ¥l Pl LAMYad US of)

(Please read carefully the instructions before filling the entries)

..................... A . AP Y /AR B SR 3MMUD GRT BT MY AT BT AT g (STt gt 100 &l d Aifda

Brief resume of the work done by you during the year/period from .................... o OO (The
resume to be furnished should be limited to 100 words)

2 FRT T 7 T, R Ayl Swadr Sudferat 3@ 8 iR mudT gar InTe <@ |
Please also indicate items in which there have been significantly higher achievements and your contribution
thereto.

3. FRT FTAT BT FA B foIg mua gRT 6y 10 e # Bl ok S R, Al $1E 8, B Heg # 9drg |
Please state, briefly, the shortfalls in your input and reasons therefore, if any.

4. FHUAT AN {F T gdadi Delvek I¥ Bl FEd Wl dal A fFaRel FId dRIg i dolvek 9 & 918 & 31 SaN
TP <RI dx <1 713 o1 | Af 981, a1 fexoft aRae &= @ aRrg < Sme |
Please state whether the annual return on immovable 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 filing the
return should be given.

L1 I HHAN & swIER e Rurd fordr S 8

Date iccveecerceeceneeesneenns Signature of the Employee reported upon




ANl — 3— YT
PART - 3—- APPRAISAL

1. Far Rud forge arerm 1fdeRy 9rT—2 # Ry v faaxer & wgwg 287 afe &), dr srvedfa fa dmr d@ g QiR
AP T BRI 27

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

2 Ruré fores arel eI gRT Ui o1/ faRivdT &1 |ikerai dife &1 FeiRor fhar S Siifs 1—10 99T ©R
BT TRy fSRTH 1 &7 e =g Bife I @R 10 BT Iy Swadd dife 3 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.

(@uan vfaftedt w_+ 9§ gd feen—esn & SaFgds ug)

(Please read carefully the guidelines before filling the entries)

(@) fbg Tq B BT HeaiH (FH WIS B ORolE 40 HRiwa gl

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

pife / Grading

i) PR B o
Quality of work
i) T BT BT WX
Level of professional skill
iii) T R I A IR BRTSTAT TR BRI B H feaasar
Trust worthiness in handling secret and top secret matters and papers
iv) fafRIST SR &1 Y@@ 3R 6P, AEHR sTe & (o Aaead BT T
HRAT
Maintenance of engagement diary and timely submission of necessary papers
for meetings, interviews, etc.
T T BRI P T DI [i ¥ iv] /4
Overall Grading on ‘Work Output’ [i to iv] /4




(@) Fafda® O BT edie (39 WIS P axeils 30 TRiwd s1)

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

pife / Grading

i) @R @ ufa s
Attitude to work
i) giea, ScgHar
Intelligence, keenness
i) STIIMET I91Y G
Maintenance of Discipline
iv) RT=er @1 qret
Sense of responsibility
v) RO PreTel
Communication skills
vi) T ¥ B BT B A
Ability to work in team
Vi) FTHI—T BT UTerd B BT AT
Ability to meet deadline
viii) B # fafiaar ik w9 ared
Regularity and Punctuality in attendance
"Jafdae O B TR B [i F viii] /8
Overall Grading on ‘Personal Attributes’ [i to viii] /8

(M) BrTES @A T Jedia (59 E@US H TReilg 30 Yavd Brf)

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

pife / Grading

i) smgforfy e # gerar iR gEar
Proficiency and accuracy in Stenographic work
i) sfa:aafaas T
Inter-personal relations
i) g AR
Coordination ability
iv) THTIBR] @, U8d 3R Cellhi TR d1d B 3R 3MR ANTIH! I 91 B H
IJeR—RRMeAdT
Effective liaison, Initiative and tact in dealing with telephone calls & visitor
"HRHD Sed” B 9T DI [i & iv] /4
Overall Grading on ‘Functional Competency’ [i to iv] /4

feuf:  www It & TE ITT B UK H, YD B TS W5 D AGd [ B SIS W IR SR |
Note : The overall grading will be based on addition of the mean value of each group of indicators in proportion
to weightage assigned.




AT / GENERAL

AT — 4
PART -4
1. ST W AU (STET BE AN &)

Relations with the public (wherever applicable)

(@I ST BT ABRY Tb Ugd 3R IAD! FATASAIS & URT SHD! IfBareierds W fewol & |)
(Please comment on the Officer‘s accessibility to the public and responsiveness to their needs)

ORRTET0T (HUAT STHRI BT AT YMTAATG DT AR AHEAT BT 98 & AqaToR IR1eT0r $I RABIRET 3 |)
Training (Please give recommendations for training with a view to further improving the effectiveness and
capabilities of the Officer)

ey & Refa
State of health

AT @IEHR & FAFST W) ol &)

Integrity (Please comment on the integrity of the officer)

Rurd forem a1l AR gRT ¥R & ggs o IR &F 0N, SRR IUARRN, Agaqel Bl 3k e o & ufd
Y Afd SHS FHT ON & TR § IRF BT IMHAT (ST 100 eaT H)

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

strengths and lesser strength, extraordinary achievements, significant failures and attitude towards weaker
sections.




6. RUé & 9T—3 H W &, W IR T H <1 T8 IRolE & AR W 10 S U R GHY ARIHT BHife

Overall numerical grading on the basis of weightage given in Section A, B and C in Part-1ll of the Report.

Rure foras arer e & gxER
Signature of the Reporting Officer

AT ATH eRT H A :
Place:...ccccoeevevevreenas Name in Block LELters i.....coueieeveeeececceee e
EERICH
DeSIgNatioN:....iiciiiir e e
EEIC IS BT 3rafer:
Date i During the period of Report: ......cccoeveveveccene s

| ARNH B TR
Signature of the Reviewing Officer

T AH ERT H M ¢
Place:....oovuivieiieeenen, Name in BlOCK LEtters i.....ooiiveieceiieceieeee et
JeAM™:
DeSIgNAtioN: ... .o e e
fe=iap: Rurd @7 amafer:

Date feveeeeeeeeeeeee, During the period of Report: .......cccovevvvvvisieceececee e,




I

INSTRUCTIONS

e AT Jedie RUld e Ayl SRIAl 8, I8 SMUBRI & BRI—TET BT Jedid PR & oIy AR IqDH HRIX H AW
P T B foly FEUgel TSGR UGS HRATAT 2| A I8 AR g Rue fordl o & 2 &k Ruid fora o9 are
AP BT g TSR & eI 59 BH Bl W) B R e =nftu |

The Annual Performance Appraisal Report is an important document; it provides the basis 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 should, therefore, undertake the duty of filling out the form with a high
sense of responsibility.

Ruré fora arel faR &1 98 "oy o A1y 6 g9aT Sqaw JRWGR & AT a1 &, dIfd a8 U aRdfas dmed
BT UEAM WS | IE TP FS e arell ufear € 2, dfcd Uh e ufear € | R forae arer ieRY @1, 99 ifren,
e Ruié fordt S0 ©, @ @i foeareq, affrefr sierdr 99 afdded @7 BT o= Rad § forgw W T 781 &1 =2 |

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 shortcomings in performance, attitudes or overall personality of the officer reported

upon.

Y AT O &9 W R T {9 ShR W S ARy | RS B SeRAS AR IR erE S AR A R S BT Bl A 9T
Sog IRHTRAT BT T AT el ST |

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.

T SR UGS wY I AT ST | Bad S BIgHR gl AP Pl a7 ST 8T | ST BRATT AT I S} Pl ufdd
TS ST 2| Wl 3R UGl B LIFYad AT WY 3R UE SR RIS PR dlel ABRI & SIS I FEl e A S|
A 3R ARIRT AT9T ST FAFT famar <y |

Every answer shall be given in a narrative form except where numerical gradings 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.

Rur foraw arel aifeR), 99 AffeR) et Rud foedt St &, @ ad & g% § af 3§ R vy W e dea || afs 318
FARPR Ruekia af & forw a1 g I=TedT 8, O 39 oRe @ g A1 U 9RIad & 99d 93 fHy ST | BRI /@ g,
AT SIfArpIRE gRT T ®U 9 WM iR FHS 9 =12 |

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers 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 officers concerned.

Tefl, e qeaied af § WA 8F aTell o € 3R U8 5 u' Aa Wane e & U6 RS 99 dadr §, o Rule
o arel IR &1 FRfa oRid R Freres &1 eied w1 a1ty SR Al s & AgH ¥ QRIS HIH IoH
eV |

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.

A% Jedid-Tdhdl &1 I8 YN BFT A1RY &5 98 qied fHy S arel ¥R & Srifsres, omervl, JagR iR amed @ +ff
FATAG IRATID TRIR T DN |




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

8. TE IIdh, oo By S dTel JAfIBRI & BRIFEET & ax 4 RUcriA @y I & | A =iy |
Assessment should be confined to the appraisee’s performance during the period of report only.
9. I8 IHE B SRl & 6 1 T 2 B BE N P P, ([T T BRI srrar T st 99T Y€ @ fo) faRw wHAl & wemw 9
IR MHad # v U I AU sevmr Sg | g UBR 9 dAT 10 B U B, By Y ARy st & Hey § efifee seRman
SN 1—2 & TS 3R 910 & I faRer AWl § EFY, 31 S9! Ny qa™ &1 snaegssar € | AiRkes Us Ay oM & 9y #
R foRge arel iR AHIem R aTel BRI BT YT BHARAI, S ISP I BRI PR 8 ©, DI Vb de! G&AT I ol d
PIfe HRAT ATRY |
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 failures 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. Ul 99 / Tar~fd & foTT 3iRaa urwdiopt &1 0T e & waiod 9, fefaRad It ) oo far Smeem |
For purpose of calculating average scores for empanelment/promotion, the following grades will be considered.
T 9 TSR U Pife yT<iie, o R faar fear o 8
APARs graded Grading Score to be considered
8 AR 10 & a9 H IhT 9
Between 8 and 10 Outstanding
6 3R 8 dra A ESISES 7
Between 6 and 8 Very Good
43R 6P a9 H EE 5
Between 4 and 6 Good
4 9 A= - 0
Below 4
fewueft / NOTE

(i)

(i)

TgfeT | AT AT o7 W= H f=faRad ufear & gt axen @ty -
The following procedure should be followed in filling up the item relating to integrity :-

Ife e o IS deg 9 W B, W 99ROy |
If the officer’s integrity is beyond doubt, it may be so stated.

I BIE AT 7, A8 B Wiell Big far Sy iR FAHgER $Rarg &1 o]

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

@) g 3T I feweft 5 @ SN SR ae @ dRa @ | feweft @ e ufdy wiroeg Ruid @ arr enrel aRkssaH
AN BT A1 9 &1 Y, S I GAREd s F srgadt eraE g @ S | STel IS B g SR AT
TG H R qHY e AT AT A BRI & Raes go gAT Te, o A1 Rerfay &




(A)

(D)

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.

Mo R § HR <1 S |

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.

Ifg Hag @1 gfic 81 ol 8, 927 1 forfieg ax fay oM =nfey oik sge), Haftd it &1 Sgfad o= &1 Y|
If the doubts or suspicions are confirmed, the fact should be recorded and duty communicated to the
officer concerned.

I el PRATE b URVIHERY, e R T8l 8 & 3R 7 &1 I8! gfie 8l €, BRI & TER0T BT FTell AAT &
SR <@ ST 1R iR IS 916 STHR (@) 3R (1) R JaAfde HRarg &1 S =12y |

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 indicate at (b) and
(c) above.




