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IgfRe =R

PERSONAL DATA
HT — 1
PART -1

(39 AfTSRY gaRT w7 oMY ey Rure fordl S 21)
(To be filled in by the Officer reported upon)

1. DR BT AH

NamMe Of OFfICEr et st st srees e e ereerans
2. S @ arie (= /|18 /) (ereai #)

Date of Birth (DD/MM/YYYY) ... YT ST (In WOrds)..ucueeveee e
3. aaar Sl § R Fygfd @ aRg fedie Syofy

Date of continuous appointment Date e, Grade ..o,

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 e 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 ......ccvuiviieeiieiii et ssr e sbeene

8. Ife ®rs ylderr fomr &

Training UNdergone, if aNY e e et s re e re e




qT — 2 R e &1 ufades forar ST 8, S9® §RT R O & oy
PART -2 To be filled in by the Officer reported upon

(@uaT gfafedl &7 w_+ A U Ao Pl &4 I UG o)

(Please read carefully the instructions before filling the entries)

1. P T BRI @1 G faavor

Brief description of duties

2, BRI & S AL /I /80 MU @ <roe forg uiRa R & ar emus forg feiRa fad 3 & s+
(@RI /AT AT 3179 WY H) BRI DI AS—ad Aa UAADBA & MR R 91N AR 8P A& DI gite 4
U IUAY qATY | (SIERV & folg 3mues e /Hvex / favrT & forg aiffes @i 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




@

(37

3.(A)

F[UAT A 2 § gAY TY A /el /At B witd § B BHAl BT dEY H oo WY | AR Fdedt B
Iy ¥ rg aremy e 81 Al 9 g |

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. @)
(B)

FHUAT 39 AQI BT Wl Iooid N 9 B! 1S IUATKT W& & iR U ANTEM &7 A Ioelkd Y |

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

U Sl X RIT gaad] delvek 99 @l /dd |ufed A fJaxeft FefRa aiig areriq devsy ay
W IaRIdl g9 BT 31 SN b qof B o1 T3 oY | Al TE A AR T v @ IR & 919 |
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.

ol 37 9Tt ARG & TER

......................... Signature of officer reported upon




4T — 3
PART -3

HegTHd FIfaRr S R ufides don gAfddied miest g1 far SEr 8 S 1—10 & 39 W g =iy, ofet 4
T BF Al BT TAT 10 STadq AN BT Seokg HIAT § |

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.

(@Uar gfaftedl &1 w_+ ¥ usdl fawnfeel & &= ¥ ug o)

(Please read carefully the guidelines before filling the entries)

@) B FTIIeT BT oD (39 AN BT R 40% E1)

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

gfdaed | gAldded witeRr | gAfdded

EIEEAN] _ RSN &
(@t wmT—5 @1 W7 2) ATER

Reporting o )

Authority Reviewing Authority Initial of

(Refer Para 2 of Part-5) Reviewing

Authority

i) gafrfora @ri @ gRgeiar / fasa & MR W
Efed 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) JrgaTeTed BRI B aRgeiar / f&d Ty A
B

Accomplishment of exceptional
work/unforeseen tasks performed

ffa a1 ) g RSe[| 9 ivl/4

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




() afdTa fONvarsil &1 Jedid (SH AT BT 9R 30% &1m)

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

EINCEE! ERIERICRIICEaN] RRICRIC|
EIBEAN (Fe wT—5 @1 IRT 2) | BT &
Reporting | Reviewing Authority | 3TTEIER

Authority | (Refer Para 2 of Initial of
Part-5) Reviewing
Authority
i) PRI @1 rfgied
Attitude to work
i)Y @1 e

Sense of responsibility

i) (AHY UTeT i) BT SRl
Maintenance of Discipline (Including punctuality)

iv) HOEOT &Y

Communication skills

V) T

Leadership qualities

Vi)Td BT 9T § B B By T

Capacity to work in team spirit

Vi) AR BT STTART HRA DI &

Capacity to work to time-schedule

Vil )IRER afdaTa dee

Inter-personal relations

iX)FTT Bfa vd efdda

Overall bearing and personality

AT 37 arell R Ba AaeR Sl [i 9 ix]/9
Overall Grading on ‘Personal Attributes’[i to ix]/9

(¥) TBTITHD AEHAT DT D (T 9RT BT 4R 30% BW)




c) Assessment of functional competency (weightage to this Section would be 30%
(c) p y (weightag )

BIREER qfdelihT UTEBRT | gAfdetid=
IRBRY (e WT—5 @1 ISR &
Reporting | &7 2) STTEIER
Authority | Reviewing Initial of
Authority (Refer | Reviewing
Para 2 of Part-5) | Authority

i) fw /ot /&t vd O & &= # ufgag ud sHs
WE TN BT STHBR
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

iii)frofa o @ e

Decision making ability

iv) JIBTEd &3 H HREX ATIANT HT T4
Familiarity in use of computer applications in the
library field

V)FHEg AT
Coordination ability

Vi) TERIDHIT gerdr
Managerial skills

Vi) drenfiet # gerar
IT skills

THRATHS FEAAT TR Gl e SONHRT [i & vii]/7

Overall Grading on ‘Functional competency’[i to vii]/7

feaeft: w3, iR @ 1€ TRolie @ U § Fada!l @ TS T D TEAHE S AT IR AEMRT BT |
Note : The overall grading will be based on addition of the mean value of each group of indicators in
proportion to weightage assigned.




T — 4 NHTHN
PART -4 GENERAL

1. ST & 1T 9RIERY (STal @) &)
Relations with the public (wherever applicable)
(ST BT SMaRABISN BT IR Td PRI Teb A W o fewoft < )
(Please comment on the Officer‘s accessibility to the public and responsiveness to their needs)

gfereroT
Training

(@UT ARSI BT FAIIAT Ud BRI eFaarei ¥ iR ffUd GuR iR gig &= 31 e 9 39 uRkerT & oy
faTRer & )

(Please give recommendations for training with a view to further improving the effectiveness and
capabilities of the Officer)

Wy &l Refa
State of health




qATST
Integrity

(@uar ¥R @ Ffer R feudfl § | gwfier Hag 9 W 2 91 deegel | I FeEyel ® 1 59 PR B ga
B ool fhar ST a1y )

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

gfde AER gRT SMGRT & |ava faviyans @ IR # ga] (T 100 wreal ®), Rrad amed &3 vd oA
| &3, SIRY USRI, HE@yul swadall (e WT—2 &I 3(37) Td 3(d) Td gde at & ufay srfwgfd
NGRS

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.

gfiaed & 93 & e o, § T ¥ H A Y ARMT & MR R Bl HAdx RIS ATHRT |
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the
Report.

TGS RGN & TR
Signature of the Reporting Officer

A AT R H:

e e During the period of Report: ......cccoceeeevecerceevieerinee.




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 3T -3 T WT—4 ¥ fofa R den fafe=t onf & dey # ufdae f¥er gr1 i 1 qeaied & d8ad
2?7 T 3T AT B SRRV USRI / AEdqol SRIHeAdil & Hae # 5 T qeaied | dgad 27 (HeH:
ART—3(31),(iv) T 9T—4(5)) (A& 3 Ui el g1 & T o & el Heareid Jedidd 9 Aewd ol
2 I HUAT AU TS 59 GUS & ol T W H § AT fIeMM 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?




gAfda® ISR §RT Hod TR | HUAT FAAET BN (T 100 Feai ) R iRy & waw o
DI A &3 U9 HH AH &3 Ud SHP! gad vl D Ufa AWl 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.

IRIIET & -3 & WsS—3l, We—d Il We—¥ H Ay ¢ WRIW & MR R Fol MATH F&HSB aEThv0T |
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: ......cccoevverveveeviierernnnn,




S

INSTRUCTIONS

aﬁwﬁwwﬁ@%wm@mﬁﬁ% T8 ARBR & HRI—[TUET BT BT A & Y R IHD
BRI M B TGN & oy FEAYe! AFGRI IUTET HRardl & | 37 a8 e s Raie fordy o & 2 o
R ford S arel AR @1 991 RTHSR & 11 39 B & R 31 Rrer) e anf2y |

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.

Rurd foem arel e &1 98 #7898 &1 91y & sHa I5eed e &1 Rem o1 8, aifé 98 oo
D AW BT TSI G | T8 TH FC ge arell UfHAT el ©, afed U s ufear 2| Rad forem Al
# forgy | dora T8 HRAr A1y |

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 A T S ¥ SR W T Q] W ST A1y | RUE B aneed AR W siEr S AR | AR S Bl
DS Al TN o4 ARHIRAT BT T gar ael S |

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 S} quHETHS wU W fSIT ST | Hael S BISHY S8l A@HS Pifc & ST 8T | SUTRT SRl AT I Sk
DI JUfRIT TTHITe ST € | TeRT 3R UgEH] Pl LMYdD AT WY AR I§ SRk RPre IR dlel AHBRI & )1q Bl
| ST ¥ TN | GEUE AR AR 9T HT TR a1 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.

Ruré forae arel iR, 39 @R fSaa! Ruc fordl S &, @ 9 & Yo 4 99 § g f6y S arel ded |io |
I PIg BRI Rulell= a8 & fou 931 ug F=1erdr &, A1 39 %8 & e 791 U ST & 99d g By e |
PRI /e QI el AeIRal gRT e w0 | oM iR Tt 5 @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.

Tfl, e Jeaies a¥ § 99« 8 dTell oI © iR I8 & I8 W9a |aed e &1 U6 SRS a9 9ol g,
I Rurd forgm ardl affer @1 Fafid srovtad W Awres &1 geied o @1y iR AaE s} & A 9

RIS $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 JIbAdHd! BT g YITH B4 @12y & a8 Jeaia fhy SN aTel e & SRIIGH, ey, &a8R 3iR
| 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= @ de &1 diffg gFr amfey |

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

Ig IHIE B ST B 6 1 T 2 B IE W Bif P, (BT 7Y BRI 31er@r O ferar A s & fo) Ry S &
AEH W IRF AMMdhad # wafd w9 W ey s e | S SR 9 71 10 @ U< @I, fhy v ARy et & dd |
e e WY 12 & IS @R 910 @ IS fAvel A H BN, o @I AU IAM DY MMATIHAT 7 | AIRTDT
Te oy oM @& ey # RUIS fores arel iR el &_e arel AfBRT BT U= HHATRYT, Sl 9@ Ad T B IR @
2, @ TH IS W@ B A H DI HAl ARV

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= uTwdih! &1 M1 dRe & Wog |, f=forRad I wR e fear s |
For purpose of calculating average scores for empanelment/promotion, the following grades will be
considered.

TR TR IS e uradiep, ford W fa=rR fsar o 2
APARs graded Grading Score to be considered

8 3R 10 @ g # I 9

Between 8 and 10 Outstanding

6 3R 8 & drar A EESIE RS 7

Between 6 and 8 Very Good

43R 6@ daH 3BT 5

Between 4 and 6 Good

49 A= - 0

Below 4




feweft / NOTE

(i)

T 9 Hefta Ag B W ¥ EfaRed ufear &1 gres e @y -
The following procedure should be followed in filling up the item relating to integrity :-

I RN @1 ARSI Heg W B, WA IR oY |
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:

(®)

(D)

T 3T i ool &5t #1 WY 3R 918 31 dRars o o | fewoh & ve Uiy Mo Ruid & arer anTel
ARSI ARHN B 1 9 & A, S T8 AR BN b et $Rag Mg B S 2| e AT
DI YA BT A1 i fewoll a1 forfigg d=1 w9 81 8, RUIC afdr I8 gfad o8 f& geae ol
PR B ol JBRT & BRI I <@ H T TG T AT AT SAA APR b RgaArd o AT T8l, Sy W
Rerfy &1

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.

Te gfafte Mo R #§ v & 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 d3g @ gfe 1 ot &, a2 o fofleg o) Ry o =iy ok <91, wafdd ey &1 |gford o) &
S |

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

e A dRATS P URVIMARERY, WA §X T8l 8 & AR 7 & I8! gc BRil 8, AWBRI & AR Bl
T A & IR <@T ST =12y 3R 9 a8 Sugad (F) R (1) W genfde HRar & 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.




