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BRI BT A

B V0 (R0 Y 0 i (o)

AT 9¥ /3afdr &1 gfcdes

Report for the year/period ending :.........ccccoiermunransmssnsen s sansesassans e




JgfRae =RT

PERSONAL DATA
HET — 1
PART-1
- - \
(HERa PR gRT R o1 & o)
(To be filled by the officer concerned)
1. JATBRT BT |
NAMeE Of OFfICEI e s e s e b et et et et
2.9 @ dNrg (faT /#18 / ad) (ereal #)
Date of Birth (DD/MM/YYYY) ... Y ST S (IN WOrdS)...voveve e
3. g™
Designation e sxkk[kKk=Branch
4. 9%
Category e FIR/UR/THHT/SC/THE/ST e
5. a9 Sl § AR Fgfa @ aRkg | e Syofy
Date of continuous appointment Date .o Grade .o,

to the present grade

6. A S AT 9 R FYfIT & IR ug IESIED
Present post and date of Post e, Date e
Appointment thereto

7.99 & IR SYCSI W IGURLA B Pl Ay (G R e W) I Iaa ARGRT T ufRreor forar 8 a1 ST
fqa=or |

Period of absence from duty (on training leave etc.) during the year. If he has under Gone training specify.

8. Qerfores AT

Educational QUAlIfICAtioN © e et e et e st st e besea it st e eas e resennis

9. AT 3R dh-ild! Il
Professional and Technical QUAlIfICAtION ......ccuiiieiii i et ettt et st e st b sae s

10. Ife ®Ig ufdreror forr 8

Training UNAErgone, if GNY e et e r bt s e et b et s st bt e e ens




HqT — 2 R e &1 wfodes foram ST 8, S99 §RT R o & fofg
PART -2 To be filled in by the Officer reported upon

(@UT gfAfiedl BT wRT ¥ Ugel ezl B &M ¥ Ug o)

(Please read carefully the instructions before filling the entries)

1. fpd T BRI BT G faaRor

Brief description of duties

2, PR ® T AT /IS /0 MU 393 uA forw FeiRa fa &1, o e forw fReiRa fod w31 & 5= (aRoms /\mn
AT 3 /Y H) HAT DI MS—SH 7S URIFHSHAT & MR TR AN IR &P e BI e F [0+ SUAfT qam |
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.

e / Igavd /Y SURT

Targets/Objectives/Goals Achievements




3. (@) HUAT AS 2 H AN Y Al /Il /R B Ui H I BT T g H Seolm | Al e @ wifa § @IS
qremd @ B 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. (@) FHuA S9 A&l BT W Ioord BN RTH BT 1fE Suafert 8 € iR 31 ARTe T W Soeikd aN |

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

4. FHUAT Iooi IR [ T gdard] delvex a¥ Bl el Huled a1 fJarell MeiRd aRRg a1l defver 99 A IwRad
Y BT 31 SR b qof B o1 T3 AT | AR T8 AN IR T B B IR < 1Y |
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 AT <7 Tl B & FHIER
Signature of officer reported upon




HT — 3
PART -3

AGTHD BRI BT FeRT Gfdded qor gAfdeie aeeRl gRT a1 S 8 S 1—10 & YA WR BT @12y, S8l 1 Fad $F o &
TAT 10 STadH S0 BT Ieeld BT 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.

(@uar gfaftedl 7 4=+ A Usel faRnfeell @l e | ug o)

(Please read carefully the guidelines before filling the entries)

(@) DRI e BT J™dihT (SH T BT 4R 40% &)
(A) Assessment of work output (weightage to this Section would be 40%)

wftraes wierer EQIEEIEE gefdci TTRIBRI
Reporting ElCEaN P AR
Authority (@ A5 BT Initial of
d 2_) . Reviewing
Reviewing Authority
Authority
(Refer Para 2
of Part-5)
i) [T el @ aRguiar / v & R
R af&fed fdar T S

Accomplishment of planned
work/allotted as per subjects allotted
i) HRI-freres @ e

Quality of output

i) faeeryonet® AT

Analytical ability

iv) JareTed BRI B gRkgeiar / f&d Ty
YR HRI

C

Accomplishment of exceptional
work/unforeseen tasks performed

frfa & W g Aemax goiax [i 9 ivl)/4
Overall Grading on ‘Work Output’[i to
iv]/4




(8) ST favwamil &1 Jeaidd (§9 9N BT R 30% &)

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

PISEES EIEEaN] EISEar] gAfadied URbRI &
Reporting (Hest ArT—5 @7 T 2) KIRIEN
Authority Reviewing Authority Initial of Reviewing
(Refer Para 2 of Part-5) Authority
i) BRI BT gl
Attitude to work
i) fTrerRY @1 9

Sense of responsibility

iii)oT IR (FHY uTel= |fed) &
JTRETOT

Maintenance of Discipline
(Including punctuality)

iv) YT ATy

Communication skills

V) T

Leadership qualities

Vi)Td BT 91T H B B DY T

Capacity to work in team spirit

vii)gFa |IRT BT SRV FRA B
&
Capacity to work to time-schedule

Vil )RR aafdaTd ddy

Inter-personal relations

)T Bfd vd Sfdda

Overall bearing and personality

T YRR o fames
ofrexor [i & ix]/9

Overall Grading on ‘Personal
Attributes’[i to ix]/9




(@) UDRITHD FEHAT BT A™ih (6 9FT BT AR 30% &)

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

BISECE] RSIECICERIEEaN] gAfdeed UReRT &
PIEEIN (e M5 o7 X7 2) | AMEER
Reporting Reviewing Authority | Initial of Reviewing
Authority (Refer Para 2 of Authority

Part-5)

i) fem /fafrra /& vd draar & &3 9 ufeard v
SIS HEl TANT B SADRI

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

i) fiag AT 999 B e

Strategic planning ability

i)t o @ emar

Decision making ability

iV)aHa=g &Har

Coordination ability

v)refRer BT URT UG fawmfid &= &1 emar

Ability to motivate and develop subordinates
vi)uge e

Initiative

THRIHS e R ol Ao Sofiaxor [i 9 vil/6
Overall Grading on ‘Functional competency’[i
to vil/6

feael:  aHwr 3feT, FEiRT 31 ¢ WRelle & ogu H Fabdel & TS G & aRIAE $ IR TR ARG Bl |
Note : The overall grading will be based on addition of the mean value of each group of indicators in proportion to
weightage assigned.




AT — 4 NATHINY
PART -4 GENERAL

ST @ A1 ARfERT (STEf I 8)

Relations with the public (wherever applicable)

(SICTT @1 STTaRIDBATAT Bl IR Td BRI T T IR HuaT fewof < )

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

gferor

Training

(@A ABHRY BT JATIIaT Td BRI erareil 3 iR Afdd gurR R gig = 31 e | 9 uleor & foy Rwier & )
(Please give recommendations for training with a view to further improving the effectiveness and capabilities of
the Officer)

ey a1 Reafa
State of health




4. AgfseT
Integrity

(@ AR @ Fafer R feudfl < Fwifier ddE 9 W 2 a1 WeEqUl | It FeEYel § A 39 PR B AT B Seoid
foran ST =Ry )

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

5. yfides AfER gRT AWGRT &1 Fava fRwdael & R # qarg (@ 100 el #), Rorad amed &= ud &9 |amed &7,
TRV IUATLIAT, AE@YUT S AHeAdal (FEH: IRT—2 BT 3(3f) U4 3(3) Ud gl ol & Ui fwgicd enfiyet i |
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. Ufdes & 9T—3 @& WS 3, § 91 4 7 Y T 9RIY & MR W Gl ATy ARTHD TIHTDHR0 |
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.

gfade ISR & TR
Signature of the Report Officer

T AT ATE e}
Place:..couceieeiieiennen Name in Block LEtters i,
e :
(DT F=d o F= ) 4 o] o RN
T gfae & erafd 7 :

Date @i During the period of Report: .......cccoevvevececcece e




| T — 5
PART -5

e e A ol

REMARKS OF THE REVIEWING OFFICER

qAfdelTp JAEBRT & Fid AT BIeA

Length of service under the Reviewing Officer

T Y AN—3 T IN—4 ¥ frfq &d den RAfv= o & ddg # ufodes fer g™ 5 T qoaied & |89d 2?7 R
AR BT SR YA / Heaqol swherdmell & g # fhd T3 Jeaied & dewd 2@ w—3(@1), (iv) a9 wrT—4(5))
@f e uftaes Af¥erY gRT e M i & fdt HeeeTe eaied ¥ WERd el © Al Gudl U JSied 39 @S & Y
T W H T TAT [IeAET @1 ieneR @)

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

3RTEAT BF 1 RIfT § AT S0 HROT 91, T PIs VI 10 © o1 Y HB qaelT AT SireAT dred 87
In case of disagreement, please specify the reasons. Is there anything you wish to modify or add?

gAfdArs BRI §RT Held TWIR | HUAT FATGAET Py (ST 100 W&l #) o iR &1 waw faRare &) ared &3 v
S AHY &3 U9 SHDI gadl Il & Ul fWgfed emfiet 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.




5. Ufaded & 9N—3 & We—3l, We—d TAT We— ¥ AT Y YR & AR W FHl (AATh AIHD I B |
Overall numerical grading on the basis of weigthage given in Section A, Section B and Section C in Part-3 of the

Report.
gAfdAe AfBRY & TRIER
Signature of the Reviewing Officer
T AT AT 3MERT H:
Place:...cccoevvevevrcnenns Name in Block LEtters i.....coueueeveecececiece e
EEEICH
DeSIgNatioN:....ciciiiir et e
EEIC yferaced &1 Aty # :

Date i During the period of Report: ......ccccoeiveveeccene s




i Gl

INSTRUCTIONS

e e geaied RuE va Aol Swads 8, I8 el & $Ri—wed &1 qoied o & [y 3R SHs HRIR H AW 3
T & oy weayol STMeRI Sueel FRarar 2| o a8 I¥er et Rurd fordl o <81 & ok RUIC ford ST a1l ST &1
T PRI & 91T 39 B & W & foeRy e =iy |

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 forem a1l feR @ I8 wegd & Aty & s9ar Ieewd AfeN & Qe o 8, afd a8 ot ardfds |med &
UEA Wd | 98 UF I ge arell ufear e g, afcd e e ufear €| RAE forem arel e @1, 39 siftier), et
R foredt S 8, & BRI T, e srerar w9y Jfdad & st e Rurd # forgs & dora F&f a=em 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.

I AT G & A SR TA qHY ) W S A1y | RUE BT e AR TR M@l S AR W W ST B Big Al TR S
ARNPIRAT BT TS Ul Tl 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.

Tdd SR dUHIHAD WY I AT 9| $ded SU BISHY oigl I&IHD Pife o ST 8 | ST BRardl AT RIF Sk Bl 3rufdrd
TS AT | ¥Rl SR Udell Bl e yde g WY 3R I8 IR RFTe IR aTel ISR & IS BT Wal T | 2 | R iR
QATIROT 9797 &1 YIRT far Sy |

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.

Rare forem arel sftrer, S9 iffer) e R fordl S &, @1 99 & ¥o 4 99 4 R [Py I arel @ || afe 318 «ifdery
Ruel™ af & fou a7 98 I™Tadr &, O 39 IR & oied -1d1 U GRITe- & 9AY a9 by ST | & /e ST, Feferd srfdarRa
BRI W< ®Y F WM 3R |HST O =112y |

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.

JeIf, freared Jedid a¥ # |AG B Tl 31T € 3R U8 P I8 Aa G 6N B U6 RS 99 Fohdl 8, 3 Rue forae
el JABRT B AT oI R e &1 Jeid B =12y 3R Fllg SS & ArIH A GURIAS Head oM a1y |

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.

IS JAibADdl b1 g YA BN A2y b 98 Jdidd fHU S arel BRI & HRIFEEH, R0, FaeR AR AW @l A
AATHT I TRAR TR 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.

qB DA, o U S arel AfGRI & HrRIFTET & aR d RUCEA @y I & Wi sF1 @12y |

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




9. IE I B AR B B 1 q 2 A PR N BT @1, ([FY U BRI srmEr Tur sreEr W WS @ forg) faR sl & Aem | aRs
AMHe H T w9 F SN e WY | S USR 9 TAT 10 B IS BT, By Y Ry Rt & ey 7 Sifae semr v 12 &
TS 3R 9-10 & s faRel AW # B8R, 1d: ST NIy g™ @ aegdar ¥ | Hikegs I fy oM & ddy # R fore aral &Rk
FHIET BT ATl MBI BT U HHATRT, ST IFD I BRI PR I8 8, DI U F1 G BT oIl § PIfS HAT @MY |
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 999 / &I & foTg SiIae Wil @l 0T - & Yo o, ffalRad e w faar fhar s |
For purpose of calculating average scores for empanelment/promotion, the following grades will be considered.
T d IR U Pife T, o o) faer s o @
APARs graded Grading Score to be considered
8 3R 10 & 9 H IhHT 9
Between 8 and 10 Outstanding
6 3k 8 & drar A a8 Ao 7
Between 6 and 8 Very Good
43R 6 ® daH 3BT 5
Between 4 and 6 Good
4 9 A= - 0
Below 4
fewueft / NOTE

(i)

(ii)

TS | HEda Ag B W’ # fEfoRaa ufean &1 ured aer @ty -

The following procedure should be followed in filling up the item relating to integrity :-

gfe FfPer @ TIer Weg ¥ W 8, W 9aqrdm oY |

If the officer’s integrity is beyond doubt, it may be so stated.

I B AT 7, A8 @I Wiell Big far WY iR FAHgaR $Rarg &1 oY -

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

(®) TP AT I feuol g5 @1 Sy &R 1% &1 HRarg @1 o | fewoft &1 ve ufd Mo Ruid & |y onTel akssad s
B A A9 & AN, S I8 AR B {F At FRATs 2 B S € | STel AITOT Bl YHIOT HRAT AT I el o

g (R B B oy e & BRl @ @ § vIi| 99y

TE o a1 IE ARHN & Ractd o A T2, Sl o Rerfer 2

(A) 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.




(D)

Ife, Irgadl HRAE & IRUHEHY FIE X B O 8, JIER B FAMST FHIPG FR I ARy R degER U ufafie
Mo R § - <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.

Ife Hag o gfic &1 Ol 2, 72 o fafieg o= Ry oM =nfey ok <98, Wafta aifert &1 |gfea ax &1 S|
If the doubts or suspicions are confirmed, the fact should be recorded and duty communicated to the officer
concerned.

I} Al HRAE & IRVTRIEY, FIE g el 8ld § IR 7 & 979 gfie Bt 2, AfGRY & MMeRT BT 3FTel 3@y & R
<@ S AIRY &R S9a 916 SWEd (@) iR (M) W gunffde sRarg @ S ARy |

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.




