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CRICRECI N

PERSONAL DATA
HT — 1
PART -1

(B9 HHANI TART WR)T 9¢ et Rard fordy S 2 1)
(To be filled in by the employee reported upon)

1. HHAR BT A

NAME Of EMPIOYEE ...ttt ettt st st st st se e st r bt e e be s ste it sra st s
2. S @ arie (= /|18 /) (ereai #)

Date of Birth (DD/MM/YYYY) ... YT ST (In words).....coeeeeeveerveennnen,
3. aaar Sl § R Fygfd @ aRg fedie Syofy

Date of continuous appointment Date e, Grade ..,

to the present grade

4. A UE TAT S9 W Y @ R ug IERIED
Present post and date of Post e, Date .o
Appointment thereto

5. ¥ & AR YIS A AR I8 DI 3fafdy
(8T URieror anfe W) Afe Iaa AHRT
gfreror foram 8 o @ faavor ¢
Period of absence from dUty e et e e s eaeer e
(on training leave etc.) during
the year. If he has under

Gone training specify.

6. NeIfors AT

Educational QUAalIfICation : e ettt st e s saeenas

o o O
7. FTIATRIG AR Th-ild! Il
Professional and Technical QUAlIFICAtION ......ccviviiiiiiiieie ettt s e sar e

8. Ife ®rs ylderr fomr &

Training UNdergone, if aNY e e et st et sre et e




AT — 2 R SRy &1 yfaded forar ST 8, S9d gRT R o & oy
PART -2 To be filled in by the Employee reported upon

(@UT gfAfiedl BT wRT ¥ Usel el B & ¥ Ug )

(Please read carefully the instructions before filling the entries)

1. P T BRI @1 G faavor

Brief description of duties

2, BRI B O e /I /80 A W 3o fory fwiRa fRd @ ar emues fog fwiRa fea 3 &
I (@R /AT A1 39 wY H) ST DI AME—ad Ae URIAGAT & MR W a9 iR &b ded &
3fte & 3ol SUAfY qamd | (SERV & folv amuss e /wvex / favmT & forg aiffe @il arer)
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 /Igavd / EEGICSD

Targets/Objectives/Goals Achievements




3. () HUA WS 2 ¥ AN MY el /I3l /T Bl Wiftd H I8 S F1 de" 7 Seorw W | Al et o
Iy ¥ rg aremy e 81 Al 9 g |
(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. (@) HUI ST A&l BT Nl Iood X RTH ST 1S Ut I8 8 3R U AR BT W Sl o |

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

4 HUAT oo TR T gaadd] dolvex 99 &1 A Hufed e fJaxeft FMaiRa anie srrfq dervex
Y F IRad] ay Bl 31 A dP G0l B & Mg AT | AT TR AT fIaR0T S5 B B ARG &7 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 o 31 dlel AR & FRR
Signature of officer reported upon




4T — 3
PART -3

Heererds aiffaxer & FuRer gftaed den gafdeied mier gRT fFar S 8 S 1—10 & 3WM R g a1y, SRt 1
g HY Ao BT AT 10 Ieadd Sl BT Foold AT 2 |

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.

(@uan yfafiedl &1 9x1 ¥ el faenfAcell o1 & &4 ug 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%)

gfde | gAfdeled Wil | gAfdelie

EUBCaN RSN &
(G wmT—5 @1 U7 2) SR
Reporting o )
Authority Reviewing Authority Initial of
(Refer Para 2 of Part-5) Reviewing
Authority
i) gafrfoTa @ri @ gRgeiar / fasa & MR W
JEfed faar s

Accomplishment of planned work/allotted as
per subjects allotted

i) PRI @ Pife

Quality of output

ee o
III) [ARAYUIICHD YT d]

Analytical ability

iv) JrgaTeTe s BRI B aRgeiar / f&d Ty srfa
B

Accomplishment of exceptional
work/unforeseen tasks performed

frta a1t W g AR oo i 9 ivl/4

Overall Grading on ‘Work Output’[i to iv]/4




(8) afaaTa faNydTell &1 JeAid (SH AN BT AR 30% EN)

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

EINCEE! ERIERICRIICEaN] RRICRIC|
TR (e -5 &1 IRT 2) | WY &
Reporting | Reviewing Authority | SITEIER
Authority | (Refer Para 2 of Part- | Initial of

5) Reviewing

Authority
i) PRI @1 rfgied
Attitude to work
i)Y @1 e

Sense of responsibility

iii)3TIRI (9T UTel Afd) BT STReT0]
Maintenance of Discipline (Including
punctuality)

iv) HSSOT &Y

Communication skills

V)T T

Leadership qualities

Vi)Td BT 9T § B B By AT

Capacity to work in team spirit

Vi) AR BT SIFART HRA DI &
Capacity to work to time-schedule

Vil ) IRER SfdaTa dey

Inter-personal relations

iX)FTT Bfd g afada

Overall bearing and personality

faaTa favwdrell R o fAeree Sofieeor [i 9 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%)

yfades gAdArS ISRy | gAfdatidd
BIIBEAE] (e ArT—5 @t TRaN &
Reporting | I%7 2) STEIER
Authority | Reviewing Initial of
Authority (Refer | Reviewing
Para 2 of Part-5) | Authority

i) form / faferm / qeaarera @ & # ufearg vd SHa a8l
TANT &1 SR
Knowledge of Rules/Regulations / Procedures in
the library and ability to apply them correctly

ii) GBI qHTHROT, BRI SR QRIBTerd ddh-di d
ggferat w1 S
Familiarity with Library techniques and methods
such as library classifications, cataloguing, etc.

iii)geTPTerd &3 H HFER JHART B =1
Familiarity in use of computer applications in the
library field

iV)qRIPTerd AT ATl & & § S 3T 9 S S7ErT bl
Keenness to learn and update himself/herself in the

area of library information services

V) T & AT qHT P R
Coordination ability with users

vi) gEAT drenfirer § serr
IT Skills

JHTITcHS FeAdT R fel Ferad Siofiaxor [i 9 vil/6
Overall Grading on ‘Functional competency’[i to vi]/6

feaof: Wy AT, FiRa o1 T8 TRelE & UM 4 Fodal & TAd WE @ Aga @ AT TR SR 8T |
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 @ A1 9RfER (STEf SR 8
Relations with the public (wherever applicable)
(1A @ SRR BT IR Td BRI T ATH IR HuT fewof < )
(Please comment on the Officer‘s accessibility to the public and responsiveness to their needs)

2 gfRreror
Training
(U STy @Y yTfadT T B erarelt # iR @1fdd JuR MR gfg wee A e & SHD Ul & forg
RImTRReTr &Y 1)
(Please give recommendations for training with a view to further improving the effectiveness and
capabilities of the Officer)

Wy &l Rerfa
State of health




qATST
Integrity

(@uar AR @ Ffer iR feudfl < | gwfer ¥eg 9 W 2 91 das gl | If HeEqel € 1 59 UeR 3
A HT Soeid fHar ST =1ty )

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

gfre AfER gRT ARG & Fova faerwamst & aR # qard (T 100 weat H), R @med &= ud &
| &, JMERYl UK, Heayol JABesl (Few: 9RT—2 &I 3(31) Ud 3(d) Td gdot a1 & ufd srfghad
omfiet & |

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.

gfaed & 93 & e o, § T ¥ H Y Y AR & MR R Bl HAdx FRIHD A THRT |

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

gfuded IfeNT & SRR
Signature of the Report Officer

A ATh R H:

e e During the period of Report: ......cccoeeeereceveeveierieienne,




4T — 5
PART -5

1. YATATDR AEBRT DI FAgfaT

REMARKS OF THE REVIEWING OFFICER

ATATDR SMABRI & I Hal Bred

Length of service under the Reviewing Officer

2 FIT Y MRT—3 T 9—4 ¥ Ffd & qen fAf= i & dda # ufdaes after) g1 f53 T Jeuie 9 ¥89d
2? T MY ABRY B SRRV IUATR / Fg@qul Aherarsli & Hag § fFd T Joaidd | Wedd 27 (Fa:
ART—3(31),(iv) TAT 9FT—4(5)) (AT om0 GRS AR gRT & T il & ol S Joidd | Aead -8l
2 TI HUAT AU TS 59 GUS & ol T W H § AT fIeM B MmereRr 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)

& BEl
Yes No
3. FEAT B B! RAT 3§ HUAT S/ SROT I, I PIs VA 91T & T M B g A1 SreT dred 87

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




gAfd® PR §RT oM TR | HUAT FATARA BN (TR 100 Tl #) R e o waed farrvarei
DI A &3 UG HH AT &3 Ud SHP! gad vl D Ufa AW e B |

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.

IR & IN—3 & We—3l, We—d T We—4 H AU Y WRI & MR R HF AATHR FATHS a bR |
Overall numerical grading on the basis of weigthage given in Section A, Section B and Section C in
Part-3 of the Report.

YAfdAIe ATHR & TR

Signature of the Reviewing Officer

A AT R H:

e e During the period of Report: ......cccovevevvevveviieiernenn,




I

INSTRUCTIONS

aiffe freres geaies RUd te gyl SIS @, I8 ASR & SRI—Eres & qedied 31 & fog iR 9
BRI H M @ I & oY AZIPT TSR IUSTET HRar 2 | 1d: a8 IR et Rard fodt o 38 7 ok
Rué forg oI a1l AIfSBRY &l 91 DGR & A1 39 B & WR9 & DRy Har @Ry |

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.

RUIE forge arel eI &1 I8 A8gd &l ARy & ST Sqad dN & Ad™ &= 8, aifd a8 U
A e B UEAH e | I8 TS Ife e arel ufear T8 B, dfed v Rerarers ufear @ | Rad forem are
JRPRY I, SH BRI, e Rud fordy M1 8, & &rd fooureq, e s wwy aafdda &1 s e
RurE # forgw 9 Fopra &1 BT =BT

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.

I A< YT &I 9 IR T W9 9aR 99 S A1fey | RUE @I ERAS IR TR sirEr Sl R ¥ W S Bl
P W TN Sed ARHIRAT B TS Ul Fel 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.

TP IR IUHTHS wU I oI S| o S0 BISHR ogl SRATHS IS S ST 81| ST HRarl AT I
IR BT AU g ST § | ¥l R Ueddl B eaEyad gA 9N R A8 SR RPre de arel AHR B
I BT [l ST F SN | I R AR H8T $T YA fbar S |

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 ferem arel R, SO e el Rod fordfl o 8, @1 a¥ & go o a¥ § R foy o e @
[T | af 1S ey RulekNs a¥ & forg a1 ug 9=IerdT €, o1 §9 aXg & o6y 41 U8 AT & 99a ad fhy
S | B /e |, et AfeiRal gRT e w0 | O iR s oW @Ry |

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 Jeuied af # 9 B dTell I © iR U f ug Aa |Hed fIe BT Ud $RE a9 FHdT g,
I Raid fora arar et & afg oavral W Awres &1 qeaidd &A1 @12y iR dolles s & aead 9
JUIRTSAD $HeH oM =My |

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.




10.

IS ISl Bl I8 YA 891 A1y 6 a8 Jeie By S aTel eI & SRIFTSIEH, =R, Ja8R 3R
| BT W JAHIT IS 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.

IE AP, i by S dTel AR & SRR & IR d Rucr= @y I & diffg gFr amfey |

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

g SHIE &I SRl © b 1 T 2 # @15 A Bife 1, (fby 7Y B serdr o7 s WA Us @ forg) faRiy sl @
AETH ¥ IRF bl H T wY IR ST S| S UBR 9 AT 10 & s Pl fhy MU Ry Fraf & dag
A ofifac oEmr W] 12 & TS iR 9-10 & U< fRe wiHall # BN, o IS SNy §am @ Savyddr B
ARere I fay oM & Hdy # Ruid fora arel iR TWle B aTel ABRT BT U HHATRAT, S 9 Sfaird
P PR E 8, DI U g AT DI gl H B AT A1MRY |

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.

U9 99 / 9ar-ia & forg ad= UTwdihl @1 M1 &R & Weg |, f=forRad I wR AR fear s |
For purpose of calculating average scores for empanelment/promotion, the following grades will be
considered.

T A ¢ AR U e i, fora R faew fear s 2
APARs graded Grading Score to be considered

8 3R 10 @ g # IHT 9

Between 8 and 10 Outstanding

63k 8 & da # 954 3BT 7

Between 6 and 8 Very Good

43R 6@ a9 H 3BT 5

Between 4 and 6 Good

49 A - 0

Below 4




feweft / NOTE

(i)

TSt ¥ HdfSd A B wRa # fefoRad ufear &1 urem axer @Ry —
The following procedure should be followed in filling up the item relating to integrity :-

IfY IRHRY & AT Heg ¥ W 2, W ar’T WY |
If the officer’s integrity is beyond doubt, it may be so stated.

Ife B AaE B, 7S Bl Wlell B & oy &R A=gaR dRaE &1 o -

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

(@)

(A)

(D)

T ST I fewell &5 @1 Sy SR are @1 dRa ol 9 | fewelt #1 v gy o Ruid @ @rer el
ARG BRI BT W 9T & A, S A8 GRS FAT {6 sgac dRarg e B S 2 | T8l Ad TSI
BT JHIOE RAT A1 T fewelt @1 foafiag =1 99a 721 &, Rud iR a7 g & & gue Fom
A B oIy AR & BRI PI < § qIT< FHI &1 oA AT I ABRI & Raah Ho G 721, o™il 1
Rerfy 211

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, rgadl HRAE & URVIFRORY HIE R B O ©, SIGRI @ "after vt @R o 1Ry el
TEgIR U Yfafie Moy Rud § &= & 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.

afg deg @ gfic 8 Sl 2, e o fofieg ar Ry oM =Ry ok g1, wdfda e &1 wfad - &
ST |

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

I e PRAE & URUTHERY, T8 X T8l 8 § 3R A & S9! Yfe BRil B, AP & AR Bl
Tl A & IRM <@l ST ARy &R S9& 9 SWad (@) iR (1) ® gunfafde sRaE &1 I
=LY |

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.




