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BN / BHART BT A
Name of Officer/EmMPIOYee .......ccoccieisnsiscnsssesensensssses sansas sas sansassns sns sns sns s

It 99 /3afyy &1 ufddgd
Report for the year/period ending ........c.ccoccinieinsivnsennnsens




Tafoaed <R

PERSONAL DATA
HIT — 1
PART-1
(T PR gRT R o9 & o)
(To be filled by the concerned officer)
1. JBRY / HHART BT ATH
Name of OffiCEr/EMPIOYEE ettt e et e s s e et et ettt et et ee et e
2. S B g (e /H1E /) (ereal #)
Date of Birth (DD/MM/YYYY) ... Y2 T (IN WOrdS)..uceveveeeeeerveeere e
3. A SOl H AR Fgfad @ kg feeid 707
Date of continuous appointment Date .o Grade ..

to the present grade

4 A ge ol 89 W Yfad & ahg Ue [E§IED
Present post and date of Post e, Date e,
Appointment thereto

5. 9y & AR SIS A AJURT I8 DI 3fafy
(BT Ul afe wR) Af Iaa AfHRT o
gfreror foram 8 o1 @ faavor ¢
Period of absence from dULY e et st s re st ere s et e eraerans
(on training leave etc.) during
the year. If he has under
Gone training specify.

6. NeIfores AT

Educational QUAlIfICAtioON @ e e e e e e st e s seb e b e besenaaesnts

oS o O
7. TIATRIG AR Th-ild! Il
Professional and Technical QUAlIFICATION ......cc.uivii ittt st et st sassere e besreeabaan

8. Ife ®rg ufderor forar 8

Training UNAErgone, if aNY e s et e e et b et e eaeeae eee




qT — 2 R e &1 wfades foram ST 8, S99 §RT R O & forg
PART -2 To be filled in by the Officer reported upon

(@UaT gfAfiedl BT wRT ¥ Usel Igasll B &I ¥ Ug )

(Please read carefully the instructions before filling the entries)

1. B T BRIt &1 Gferd faavor

Brief description of duties

2, PR B S AR /SERA /T U W Iuq fog fuiRa fR B W e fau feiRa R g sH
(@RO™ /AT A7 R WU H) BT B IME—TH A URAASGA & AR W I9N AR WG e &1 gfie | U
QU IV | (SRR & oy amues whet /Awex / fawmT & forg arfife &t arerm)
Please specify targets/objectives/goals (in quantitative or other terms) of work you set for yourself or that were
set for you, eight to ten items of work in the order of priority and your achievement against each target.
(Example Annual Action Plan for your School/Centre/Deptt.)

e /Iq<ed / EERICEI

Targets/Objectives/Goals Achievements




3. () HUA AS 2 H IANQ MY el /Il /- BT Ui W @ BT BT GEY H Ioord By | AR et o1 wifd H g
g JET 81 Al d 9 |

3.(A) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in item 2. Please
specify constraint, if any, in achieving the targets.

3. (@) HuA 9 A&l BT W Iookd BN FTH FTHT Mfdd USRIt 8 iR 31U ARTEM &1 W Sooid N |
(B) Please also indicate items in which there have been significantly higher achievements and your contribution
thereto.

4 HUAT Ieokd X b a1 gaaell boivey gy HI fadl Huled aies fqarell FgiRa dRRg el belvsk 99 | Iarad
Y P 31 TR T ol BT o1 T8 A1 | AR 81 AN fIaR01 g1 e @ AN @ S |
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.

et ol 31 dlel ARHR & FEER
Date :..cceevierriiennennnneins Signature of officer reported upon




4T — 3
PART -3

ARG RO BT ERT Ufaes qen qafieor mifeRl gRT f6ar SEr 8 S 1—10 & U9 W BMT @18y, S8l 1 qa¥d & 707 &T
T 10 Sadd Sl &7 Ieok FRaT B |

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.

(U vfafteal @1 ¥=- & gl feenfidal @1 e d U o)

(Please read carefully the guidelines before filling the entries)

(@) BRI FTIeT BT JeAIDH (39 AN BT AR 40% EN1I)

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

gforae RN CEaN] RRERICE]
PIECAE] (Fed 95 @1 W7 2) e &

Reporting | Reviewing Authority STEmER
Authority | (Refer Para 2 of Part-5) | Initial of
Reviewing
Authority
i) gafrfoa @ri @ gRgeiar / fasa & MR W
Jrdfed fdar war o

Accomplishment of planned work/allotted
as per subjects allotted

i) FRI-fwTEE @ Bife

Quality of output

iii) fageryoneHe AT

Analytical ability

iv) JrgaTeTe s BRI H aRkgeiar / f&d 1y
YR R

Accomplishment of exceptional
work/unforeseen tasks performed

frfa a1 ) g RSe[| 9 ivl/4
Overall Grading on ‘Work Output’[i to iv]/4




() afdTa fONvarsil &1 Jedid (SH AT BT R 30% &1)

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

BINCEu yAfdee wieTY g
EIEEN (et w5 @1 T | TReR @
Reporting | 2) HTEER
Authority | Reviewing Initial of
Authority (Refer Reviewing
Para 2 of Part-5) Authority

i) P @ aifged

Attitude to work

MiSRENECIIEIE]

Sense of responsibility

iii) 3T T 3IRETT
Maintenance of Discipline (Including punctuality)

iv) HSSOT &Y

Communication skills

V) T

Leadership qualities

Vi)Td BT 9T § B B By AT
Capacity to work in team spirit

Vi) AR BT SIFARVT HRA DI &

Capacity to work to time-schedule

Vil )IRER afdaTa dee
Inter-personal relations

iX)FTT Bfa vd efdda
Overall bearing and personality

feara favvaret R o fHeras Sofiawor [i @ ix]/9
Overall Grading on ‘Personal Attributes’ [i to ix]/9




(%) UPIIHID FEHAT I AID (FH 9RT B AR 30% BN)

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

BINCEu gAfdea wieTY RRIEIEE]
EIIEEN (et -5 @1 URT 2) FlIEEZRCY
Reporting | Reviewing Authority JTEITER
Authority | (Refer Para 2 of Part-5) | Initial of
Reviewing
Authority

i) fraw/ faferg /&t vd O & e | ufgard gd
S Bl AN &1 SN

Knowledge of Rules/Regulations/Procedures in
the area of function and ability to apply them
correctly

i) g I 99 B e

Strategic planning ability

i)t o= @ ervar

Decision making ability

iV)FH=T eHar

Coordination ability

v)3refiFRer &1 URT vd fAaRid oxe & erwar

Ability to motivate and develop subordinates
vi)uga wfaq

Initiative

YHRITHS EHaT W qol AR Sofiaxo [i @ vil/6
Overall Grading on ‘Functional competency’[i to
vi]/6

feaeft: w3, iR @ 1€ Rofie @ U  Fadal @ TS W D AEIHE $ AT IR ARG BT |
Note : The overall grading will be based on addition of the mean value of each group of indicators in proportion to
weightage assigned.




YT — 4 HTHI
PART -4 GENERAL

1. ST & el AfieRy (STet A1 i)

Relations with the public (wherever applicable)

(ST BT IMaRABTS BT SR Td AR T 1A W Fuam fewoft 3 )

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

2 gfRreror
Training
(@uaT BT &1 TR Td B emamail # 3R 31fde gur iR Ifg o o gfte | 3ua ulderr & forg RawriRer o |)
(Please give recommendations for training with a view to further improving the effectiveness and capabilities of
the Officer)

Wy &l Refa
State of health

qIfeaT
Integrity
(@uaT ST @ Ao W) el )

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




5, gfade OB gRT TSR BT T fAdyansit @ R (@ T 100 Tt #), R amed &5 Ud &9 Aared &, SRR
SUTRRN, AEaqul Swadsll (Fa: WT—2 &7 3(37) Td 3(d) Td gaat avt & uf sifgfa wnfie &)
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 (ref. 3(A) & 3(B) of Part-2) and
attitude towards weaker sections.

6. ORI & 9N—3 & WS A, § qAT 9 ¥ QU TY IR & MR R Fol HATdR AATHD DR |
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.

gRraIe IR & EWIER
Signature of the Report Officer

JAT: AT A% 3MERT H:
Place:...ccoovevececreriennns Name in Block LEtters :u...ovuiierieee e
e
DESIZNAtION:.c.i ittt e e e s
CEIEE yfracs @) Ay #:
Date freeeeeececeeeeeeeiias During the period of Report: .......cccceieieeceeveeie e
HET — 5
PART -5




REMARKS OF THE REVIEWING OFFICER

ATATDR SMABRI & I HaT Bred

Length of service under the Reviewing Officer

FIT MY IR-3 T MFT—4 ¥ ffa ord donr A= o & Sdy & ufoded AffeR) gRT {53 T qeuias & d8ad §7 &1 3
ATAHRY BT SARIRYT IUATRR / Aaqul ShAdell & e # fhd T qeaidd d Fewd 2?7 (Fed: wr—3(@1), (iv) T2 wrT—4(5))
@S Mg ufdes e g1 e T ol & {5l FeeaTeTs qedid ¥ WeAd el € A Hudl 3T Iied 39 |@vs & &l
T W H < qUT AT BT SRR o)

Do you agree with the assessment made by the reporting officer with respect to the work output and the
various attributes in Part-3 & Part4? Do you agree with the assessment of reporting officer in respect of
extraordinary achievements/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)

&l el

Yes No

IEAT B BT RAT 3§ HUAT S/ PROT I, I PIs VA 91T & T MY B a1 A1 e dred 87
In case of disagreement, please specify the reasons. Is there anything you wish to modify or add?

gAfdA® PR §RT HoH TR | HUAT FHIAT B (T 100 Tl H) Rora# sfeR) & Fova faemanall &1 |med &=
Td FHH AW &7 Ud 9@ gad at @ ufy sifagfad wnfie 8

Pen Picture by 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 sections.

gfded & 93 & Te—3l, We—d A We—¥ H Y MY ¥R & MR R Bl FAATd: TGRS T ThR0T |
Overall numerical grading on the basis of weigthage given in Section A, Section B and Section C in Part-3 of the
Report.




YAATDT SATDBRI & BHRIER

Signature of the Reviewing Officer

A ATh R H:

gfiaa @l safd #:
During the period of Report: .......ccccvvvvieveieciececee e,




i Gl

INSTRUCTIONS

aiffe e Jeaie Ruid ve Feaqel Swdrael 2, I8 AR & SRI—FWET &1 qedidd & & oy 3R Iud HRAR A 3mT @l
I @ oI FEayul SR SUeel HRardl & | 3fd: 98 ARy fwe Rue foedl o 38 2 ok R forg 9 arel aiffardy &1
T RN @ A1 39 B & MR 3 [reen fwr anfe |

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.

R foram arel BRI BT I8 A8qd Bl A1 {6 SHST S5ad AfGR &1 ey o= 8, dfd 98 3+ aR<fdd |amed &l
AN W | I8 U FC ge drell Ui e 7, afcd o e ufea 7 | RuId foras arel siffer) &1, S9 ifder, et
Ruré ford S 8, & dri e, sy sfear a9y Afdad @1 S oo Rl # foras & Hora T8l a1 =12y |

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 7 FRT 9 IR W I Q@] R ST @Ry | R @I AeRES AR WR AT HWI AR A W WM BT Bl W RN
S AT BT Ted: YaT 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.

e IR JUHHD ©d I AT 9T | Bdd S0 BISHR gl AP Dl o ST 81| ST BRArT AT W Sk &l Juferd
TS ST €| R 3R gedHl P YEd gAT SY 3R I8 IR RBIS B dlel AMSR & [ Pl Tl & I S | FEO<
SR ATRYT HT9T 6T JAWT fHar < |

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.

Rurd foras arel siitrer, 39 ey et Rurd fordl el 2, @ a¥ & g% § 98 #§ R fy oM g deg | | afk a1
AfHERT RUehki™ 99 & foly 797 Ug ATl &, O $9 ORE @ oled =197 Ug |ARTe & |Ad 0 {6y ST | & /de g1, &fera
ABINAT gRT W ©Y I O AR A9 o9 ARy |

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.

FEIft, Fwred qeaies a¥ § FH 8 dTel TN © &R I8 6 U8 AMg WurH Qe &1 Uh $RE 99 96l §, o Rurd forem
qTel ATHRT BT AT Rl R SIE BT Hedid HRAT @MY 3R FAle sANNe & Aedd H GURISD Had SoM @y |
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.

WWWWWWW%%WmWﬁWWTEmMMWW 3ITERYT, REER 3R A @1
AT GRS TR TR D |

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 AP, i U S aTel JBRT & HrRIFTRT & IR § RUCr @y J& & WfHd 8F1 =12y |
Assessment should be confined to the appraisee’s performance during the period of report only.
9. IE IFNE B A 7 6 1 TAT 2 & BI5 W BIfC BI, ([HFY 7Y BRI 1@m 07 AT FHA U @ forg) R Rl & Arem ¥ aRkA
el H YAl wU & MU SERmEr oY | ST UBR 9 97 10 & US &I, fhy U A9y SRt & dey # shfucy seRmr Wu | 1—2 &
Tg 3R 9-10 & U< IR AW # BRI, 31T S9! o 9a™ &1 Maeadhar ¥ | ARk I8 Ry oM & ddy #§ Rard fogs arar
3R wHieT aRA arel BN BT 1T HHATRAT, SS9 AT B HR 2 B, BT T 91 G&T B Joidl § PIfe el a1y |
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. U9 99 / 9ar-ia & forg d UTwdih! &1 M1 &R & Jog |, f=forRad I wR AR fear s |
For purpose of calculating average scores for empanelment/promotion, the following grades will be considered.
T § IR U Pifc yTiss, e wR AR fear o 2
APARs graded Grading Score to be considered
8 AR 10 & a9 H IEHT 9
Between 8 and 10 Outstanding
6 3R 8 & drar A EESIE RS 7
Between 6 and 8 Very Good
43R 6®daH BT 5
Between 4 and 6 Good
49 A - 0
Below 4
feueft / NOTE

(i)

(i)

TSI | HRd A8 B WA # EfalRad ufear @1 grem $er =Ry —
The following procedure should be followed in filling up the item relating to integrity :-

IfY IRHRY & AT FHeg ¥ W 8, W ar™T WY |
If the officer’s integrity is beyond doubt, it may be so stated.

IfE B Hag &, 7S Pl Wlell Bl &A1 oMY iR AFgaR dRag $1 oY -

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

(@) TP AT I ool T @1 WY 3R 918 @I dRas H Wg | e @ v ufd e RuE & |y onTel aikssad
AR 1 W A5 & S, S I8 GRREd v 6 et eRaE g @ S ¥ | Siet aQfer o gt e ar I
feuqofy o1 fafleg o= wwa =8 2 Rud e I8 gfaa o & gae vl &3 & fog aiffer) & arf & qee 4
AT G R T AT A BT & Raes Bw gAT A8, ot off Refay & |




(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.

Ife, agadd] HRAS & IRUHGRY Has qR 8l Ol &, AMRBRI Bl FAM] JAI HR <l =2y 3R degar U gfafte
Mo R & &= & Sy |

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.

Ife Aag @I gfe &1 ol @, 92 1 fofieg ax Ay o =mfey ok sgel, |aftd iRl &1 \gfad o- &1 Sy |
If the doubts or suspicions are confirmed, the fact should be recorded and duty communicated to the officer
concerned.

e et HRAE & IRVMEHY, Hag R T8l 8 8 R 7 & SHal gfic Rl &, ARNSN & ARV Bl Al afy &
IR <@ ST AT iR S9a 916 SugEd (@) iR (M) R guiffde dRarg &) S a1y |

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.




