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(=) FORM FOR

(v anfdies A & afrERAE & fog aiftfes @ fremes geaias Rae )
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR INDIAN ECONOMIC SERVICE OFFICERS

Raid @1 af
Year of Report

arafer
Period: From kil To Leg

urr-| ; dafdwies e

PART-I: PERSONAL DATA
(Frera/favmy/aratea & wafta semafie sy grr = o )

(To be filled in by the Administrative Division concerned of the Ministry/ Department/ office)

1. Ruidwa sifderdl &1 73
Name of the officer reported upon

2wy
Date of birth

3. Hwdig el war # g @) anta
Date of entry into the Indian Economic Service

4. acEE AE
Present Grade

5. adar s ¥ amar [gfar @t anfla
Date of continuous appointment to present grade

6. A Ug (U R AARN BT )
Present post (Designation and Place of Posting)

7. @A g uv fAgfay @t anta
Date of appointment to present post

8. RuifEn sitv grdteror afdaRal @1 faawo
Details of Reporting and Reviewing Authorities

= aar g7/ Name and Designation @rafafe [ Period worked

Ruaifdar sifdrerd

Reporting Authority
geler SiEBNT

Reviewing Authority




9.

10.

s -

RuE @it sl @ S St W Uiy @t safd
Period of absence from duty during the period of report

sm@fer/ Period =/ Type sragfayai| Remarks
s
On Leave
I (Ioo DY )
Others (specify)
Raré @it sl & SR v wfdem
Training programmes attended during the period of report
weerr/ Institute farr | Subject R fafdr/ Date from wam fafer/ Date to

an R st 3 Rod Refdn af @ weu § o el sk wE's” sk
wEE” & sfteial ot aiffes e Jeiea Rud faifRa e & ftey oft &=
ot oft ?

Whether the officer reported upon has completed APARs of Group ‘A’ and Group ‘B’
officers working under him/her in respect of the previous reporting year, within the
stipulated timeframe?




WAT-|1: ¥&-Fedid

PART-Il: SELF-APPRAISAL

(forer st @t Rad foredt wft & swas gmT W o @ forg)
(To be filled in by the officer reported upon)

1. sgfeal @ wfdrar fAawvr/ Brief description of duties:

2. ¥UAG & Wy § AGAR (T 16 ¥ oW dd) B gl i guaf@
Item-wise (around eight to ten) work schedule and achievement in respect of each

o &1 Wt favor / faerer(Y/ Deliverables arefas Serar |
Brief description of task Actual achievement

[1] srarenes/faclta @ea sremar warfda @rd (e @ wnfes f@avor & weo #/ Refer to quantitative/financial targets or
verbal description of expected output




39 Al & RM afe B ArEyl saEaw dar @ & wn Seeam &Y (A dma R sreaw )
Please mention significant paper, if any, contributed during the period. (Routine sectoral reports should be excluded)

39 3Efd & < afy 1 ey Suaf@ai afe @ 7E & @ gum S ¥ (Io R, e, W anfe)
Please mention professional achievement(s), if any, during the period (e.g. degree, diploma, recognition, etc.)

sva g fdy g Bl AEagt dve @1 S &Y, oW 5 wwa gfdagel el sitv/ermEr smmaRe w9 @
gHttgel & @t goien e sud Fafaa @t s-wonel # aravemTa gur aman @1/ Please specify any significant
contribution made by you, such as successful manoeuvring and/or completion of an extraordinarily challenging task
that led to systemic improvement in the functioning of your office

FUA 94 HRDI/gardl, afe B &, & Ioorm Y R s wd-Preae § amen ad |
Please specify the factors/constraints, if any, that hindered in your performance

o 39 fAftre dsi @1 Seom oY R st afdem arfwal @ Araw | wd s e Pmto B @Y s
HEqw et @ |

Please indicate specific areas in which you feel the need to build capacity in yourself through training programmes

aoarT &1 B

For present assignment:
Ek_’%ﬁ ot fran &g

For long-term career development:

Place

Date

w1 fioa doiey af # smma Wuft et aiffe faavor Peifa ffy swifq s @@
deiey ad @ 31 TEE a@ giied e T en ? (3 T, @ fAavo afae e
@t ffr &1 Seorm &Y )

Please indicate whether the annual retumn on immovable property for the preceding
calendar year was filed within the prescribed date i.e. 31¢t January of the year
following the calendar. (If not, please specify the date of filing the retum).

fora sifdardlt @ Raid fordht wr-ht @ gwar 71
Name of the officer reported upon

g
Designation

EiGLAES
Signature




w11 seais= | PART-1Il: APPRAISAL

(Raif&r siftyardt grr W s & forg; gaierT sifderit dae wa v 3,4 site 5 # ST & ar A waferd wreml @ W)
(To be filled in by the Reporting Authority; Reviewing Authority to fill in the respective columns pertaining to grading in ltem
Nos. 3, 4 and 5 only)

1.

g et gRT W MY W1l 9v feweft & | e w9 @ 9w aant gy & @ s aftia sgfeay; wit v o silv
arslde FaclaE); arerarsil; 3 J[ERY arE & ey d 27 7y gl @ wEed @/

Please comment on Part-ll as filled in by the officer, specifically stating whether you are in agreement with the
responses pertaining to duties described; deliverables and actual achievement; constraints; and exceptional
contribution.

F1 Rgida sifdend 7 Wit 77 @ S qu @ # el a6 swerar a1 | fdar 87 afe g $uar aeaere
v mega &Y | (39 #e H @t 7 gl afe s &, @ wfoge 7@ wrn wngm; afer 39 Reidna siffeit @ forg
wfaw # gwe arl-Rerg & gur @ forg arf-Ader sriear Ader armr sem) |

Has the officer reported upon met with any significant failure(s) towards dispensation of assigned work? If yes, please
fumnish factual details. (Entries, if any, made in this Item would not be treated as adverse; rather, it would be considered a
guide or direction to the officer reported upon for improvement of his/her performance in the future).

% wg " 3,4 silv 5 # avgfAo qouia: §9 qouied A AN & IH GHGE AEFG @ ded d ol (iR fEar
STY 7 @ s ST & gor 7 | 39 fafre 89 @ifdy v 110 @ dtg fay S @ifdy, 1 @1 aref gl AEaw ds silv 10
gegad #s g |

Objective assessment in Item Nos. 3, 4 and 5 below: The assessment should rate the officer vis-a-vis his/her peers and not the general
population. Grading should be specific and assigned on a scale of 1-10, with 1 pertaining fo the lowest grade and 10 to the highest grade.

3. o fRsmes @1 Heaia(g yrT &1 Hwie: 40%) | Assessment of work output (Weightage to the section: 40%)

e @ o Tl faRaT @ e fav ] RaifeT qE | qA0e e @)

Brief description of Attributes to be assessed siférarat | s | |smergw | Initial of
Reporting | Reviewing |Reviewing Authority
Authorty |z thority

i. |@far r/faifera @ref ger @var / Accomplishment of assigned/
planned work

ii. | @ fwreT @1 wv/ Quality of work output

iil. |fawetyor @ @t e / Analytical ability

iv. |STTERYT T qRT /ST BT g HYn
Accomplishment of exceptional work/ unforeseen tasks
performed

V. (&1 fAwirg" weefl wwm 2=/ Overall grade on ‘Work Output’




4, TS EHET B qedih= (SH UFT &1 WRI 30%)
Assessment of Functional Competency (Weightage to the section: 30%)

Tedifeha @1 o arell faRryarelt @ Wi favor / Rafén  |gdieror  [gerteror sifererd
Brief description of Attributes to be assessed aftrprd/  |afaerd [ (& smeR / Initial
Reporting |Reviewing |of Reviewing
Authority [Authority  |Authority

i, [wrdas & froe/RfE/siemet & o i 996 98 @ e ¥
g @i @ araar / Knowledge of rules/ regulations/ procedures

in the area of function and ability to apply them correctly
ii, |meequl airerr Fmtor @) e / Strategic planning ability

jii. |fotar o= @ arrar/Decision-making ability

iv. [eaa= draar/ Coordination ability
V. [T arfSrmriRa @ NIRd e adl Sl b B @ AR
Ability to motivate and develop subordinates

vi. [Frafers smean” @ wdu # waw ¥ / Overall grade on ‘Functional
Competency’

5, afdaa Ui &1 JeAiea (S0 A6 BT AR 30%)
Assessment of Personal Attributes (Weightage to the section: 30%)

[eifirer @t i arelt fRewaatt o dfda g / RafEnr  [gdeor  |gerdiaor sifderd
Brief description of Atfributes to be assessed sfgerd/  |sifdend /(@ smeew [ Initial
Reporting |Reviewing |of Reviewing
Authority [Authority  [Authority

i. |@rd @& ufy wda / Attitude to work
ii. |fomrerd @1 waem / Sense of responsibility

jii. |argemas @=e w@e/Maintenance of discipline

iv. |arfreafd wierey Communication skills

v. [y & 7v1/ Leadership qualities

vi. [wrffe® wia & @1 @ @t amar/ Capacity to work in team spirit

vii, [FrefRa w=a 3 @ ®w @t ear / Capacity to work in time limit

viii. |amaeft @& [ Inter-personal relations

ix. | "efdmre wquii* %1 W s/ Overall grade on ‘Personal
Attributes’

6. oRMR ¥ wafa s aftET @) dwfw Rwsm s HRax e (Gua 5 ar v fer wd)/
Recommendation relating to domain assignment: Possible specialization and career development of the
officer (Please tick mark any four)

i, @ft siv anfioy fawms vi, Tl 3w gatawer
Agriculture and Rural Development Energy and Environment
ii. anfére ifa FAato : ; vii. faefrg wee=
Economic Policy making Financial Management
iii, anfé® dron fAafo viil, araieaHT
Economic Planning Infrastructure
iv. anféie R ix. WIS &
Economic Regulation Social sector
v. anféie arpeem, erer AR $fiR fageryor X. SR 3R e
Economic research, data processing and analysis Trade and Industry

®g o &7 (e P 39
Any other field (please specify)




7. Raéma sifaerd g emran o &g Swa fov eriféa afderor & fafdre &= (&0) @ w@dfia argem

10.

Recommendation on specific area(s) of training required by the officer reported upon, towards his/ her capacity
building

varexn @t Rafy [ State of health

et

Integrity

(ggoan srgaEit &t v 17 &)

(Please refer Para 17 of the Instructions)

Reidma siftert @1 w1 o Guan Sfeerd & #oE wall ok FHoiR gall @ e ek @i & g Sue @ & wed
# ok sws W qu, AR @ &, o swdew aRfRdl § sw a8 v v § @ 6r R e e @ gu W
HATHT U B |

Pen picture of the officer reported upon: Please give an overall assessment of the officer with reference to his/her

strengths and lesser strengths and attitude towards the weaker sections, and also drawing attention to the qualities, if
any, not covered by the entries above.




11, Radmm s aft wwm AR, R ik siw (Haw Rafdn afardt g=1 w=1 =g)

Overall GRADE, RATING and SCORE of the officer reported upon (to be filled by Reporting Authority only)
auan guie / Please indicate

i, W = (110 & M R)
OVERALL GRADE (on a scale of 1-10)

ji. ¥ sz i
RATING and SCORE

ara / Instructions

i. I I @ an@a / Calculation of overall grade

A TS = [ Freme w4 s {78 9o, 3 (v)} X 40%) + [wrafers emmr wedt s { w5 wo. 4 (vi)} X 30%] + [afdra o
w4dt I8 { 7= wo. 5 (ix)} X 30%)

Overall GRADE = [Grade on Work Qutput {ltem No. 3 (v)} X 40%] + [Grade on Functional Competency {ltem No. 4 (w}} X
30%] + [Grade on Personal Attributes {item No. 5 (ix)} X 30%]

i, wwy e, ¥ i si & dra wwIET / Equivalence between overall GRADE, RATING and SCORE

78 | GRADE & | RATING 3w | SCORE
8.00 3 S Y I g
8.00 and above Outstanding

6.00 3¥ S X U 8.00 W a7 y
6.00 and above but below 8.00 Very Good

4.00 3 $UY U U 6.00 W SEl 5
4.00 and above but below 6.00 Good

4.00 ¥ g aitra 0
Below 4.00 Average

iii. afet afiv 3fEn @ pa Afort & fag smfér wdezor | Elaboration required for certain categories of scores and grading

1.

el ft s ®Y 9.00 SR FER T w1 P Wit R Y afy IwA ST U iR FE feree @ m E s
29 WfE @ AR UE W 10 @ aidid W W ¥ o o ey |

An officer should be awarded a grade of 9.00 and above only if exceptional qualities and performance have been
observed, and grounds for the grading are brought out clearly in the Entry under ltem No. 10 above.

6.00 ¥ R @1 Ve, W wEf B Foaa W WY E, B waweEs o i FE frere # g & wu F R e siv
9 e &1 SuY AE W@ 10 @ siwta @t w8 wRfe § wfm ife gewa s |

A grade of below 6.00, which is below-benchmark for promotion, should be awarded for sub-satisfactory

qualities and deficiency in performance, and such a score justified adequately in the Entry under item No. 10
above.

Place

qria
Date

R sifterd & swer
Signature of the Reporting Authority

ST &1 = i ggam (RUE a@af & dw)

Name of the Reporting Authority with
Designation (during the period of report)

e @t Ay Office Seal




WAV: gA9&T/ PART-IV: REVIEW
(grteror arfiresrd) g v iw) / (To be filled in by the Reviewing Authority)

1.

w1 3 Radrd st @ woiga val s ol qen wEeR vEl & waw § R sferd g sni T e REr §
by Ty qeriea @ dena 87 A sremd & A1 g o gard ofiw @i ¥ | w0 oM BIE el w¥ e g
ST amed & 7

Do you agree with the assessment in the Pen Picture reflected by the Reporting Officer in respect of the strengths and
qualities and lesser strengths of the officer reported upon? In case of disagreement, please specify the reasons and
give details. Is there anything you wish to modify or add?

Rerdma siftrem®t @1 ¥rs, ¥R iR aiw (w1 geuisa # we wen 3,4 v 5 # grflerr st g few Mo
e & MUR ux) (GUAr WET-1l #F 7 Ho 11 & aieta srgew o)
Overall GRADE, RATING and SCORE of the officer reported upon (based on grades awarded by the Reviewing
Authority in ltem No. 3, 4 and 5 in Part-lll: Appraisal) (Please see instructions under Item No. 11 in Part-lll)
Fum Jeord &Y / Please indicate
i, e (110 @ AR W)
OVERALL GRADE (on a scale of 1-10)

ji. ¥ aitw sl
RATING and SCORE

Byl gard b Roéra aftrerd & W e siv/serar avar & e swa faftre &1d & fog g o @ sifie
firg g & | I Twn &, @ = €

Please mention if the officer reported upon has any special characteristics and/ or abilities which would justify his/her
selection for special assignment? If so, please specify.

afe Raréra s sryfea wrfa/srRfad oo @ wdfta & @ @ sus et & geaied § Rafén sfterd o
v Sfea st =i € 7

If the officer reported upon is a member of SC/ST, please indicate whether the attitude of the Reporting Officer in
assessing hisiher performance has been fair and just.

Place

Date

T AT B EHIER
Signature of the Reviewing Authority

GAET SfEET BT A IR YeAH
(e amafer & die)
Name of the Reviewing Authority with
Designation (during the period of report)

wrater @t #ex/ Office Seal




frenes qeuiea RAd WA & fog s
INSTRUCTIONS FOR FILLING UP THE PERFORMANCE APPRAISAL REPORT

1 wwama=t | Introduction

1. wd free e R e Al e & | 3w sfEerd @ e il @ feg e o weeyd gEem A 2
gaferg o sfaerd ot R faedt orht @ o9, Rafén sfierd &1 i grller afer® &1 39 wet &1 = & afda @ e 4@
Frran anfe |

The Performance Assessment Report is an important document. It provides the basic and vital inputs for further development of
an officer. The officer reported upon, the Reporting Authority and the Reviewing Authority should, therefore, undertake the duty of filling up
the form with a high sense of responsibility.

2. H FrrE qeiee B SUAT dad WET @ AU 7w A ae e, sRae Faee o wftem & ue aee @ w5
e s iRy | RO afteREl &) 98 awee ARy 5 sue Iiey el & e oA & aife a9 Aol anafas e & qof
WA Y WO | gAe 9e¥d N e @ ufhw T gy, faew s @ wfbw g | Ruifén gen grdlen sfeerd &1 iRy B e
sftrerdt @6t Rure foret o @ & owd & Frees, @Y s i afdae § Sl & Seee o § d@ard T @ |

Performance assessment should be used as a tool of Human Resource Development, for career planning and training, rather
than a mere judgmental exercise. Reporting Authorities should realize that the objective is to develop an officer so that he/she realizes
his/her true potential. It is not meant fo be a fault-finding process but a developmental tool. The Reporting Authority and the Reviewing
Authority should not shy away from reporting shortcomings in performance, attitudes or overall personality of the officer reported upon.

3 Hiem Sfe wEarE i e W qwn ST WA @ Y A o =Ry | afy R sramerh @ el dR @ e @ owae
o e & @1 gwe I afREIREl B MR | wer e S |

The columns 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.

4 Raifén sfaer af & amw § W9 &% afREd & Ao/ T/ @ fRaifa sen, e Rde ows g fordt srht
Bl &1 e e e Rudia st aen Rafén sifterd, @i & fov ue wg@a &1 g anfey | Ruifén ad o g waa
Ferig offte 7 wew Fuifa fey om afRy | oft w1 afterd R @ wafte af § 7€ fgfen o ehr seem § @ 9 aw e, T8
Frafda & e & W g feg e |

The Reporting Officer shall, in the beginning of the year set quantitative/ physical/ financial targets in consultation with each of
the officers with respect to whom he/she is required to report upon. Performance appraisal should be a joint exercise between the officer
reported upon and the Reporting Officer. The targets/goals shall be set at the commencement of the reporting year i.e. April. In the case of

an officer taking up a new assignment in the course of the reporting year, such targets/ goals shall be set at the time of assumption of the
new assignment.

5; 41 & wafta sfenfal & Frag feg o el @ seer gen waw @9 T | we Fuive s e o sfgerd @ R
fodt o1 ¥ & SEe wd-w@wy dun FH-aF v e fftre grwar o oue ey o wd-g @ WdftT 8, 9 = ¥ W gy
@ Aear wrRifiea Faifta o s @i |

" The targets should be clearly known and understood by both the officers concerned. While fixing the targets, priority should be
assigned item-wise, taking into consideration the nature and the area of work and any special feature that may be specific fo the nature or
the area of the work of the officer to be reported upon.

6. THATE B A B JNEd &1 78 e o wty B R afdn & ot @ qeies o o w8 sud e Prare,
HTERY, WAFER A1 HHAT BT Gy wE-we fd wga v ang |

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

7. R affa @& o &1 gems e o w1 8, Swe qeied R & saf & gwe e Fraes a5 & @ @ afeg |
Assessment should be confined to the appraisee’s performance during the period of report only.

8. UE @ ¥& & 9 U5 gudl @ gor # S AW wed @ wod ¢ |l ue & ve H qam i wR o wne-ana W saT-ae 8
Hhal & | qeaie # g aedl o e § v o ARy ol g w wehfae fewoh @ o arfeg o

Some posts of the same rank may be more exacting than others. The degree of stress and strain in any post may also vary
from time to time. These facts should be borne in mind during appraisal and should be commented upon appropriately.

9 o Rft= quil & amar w99 afdd & qeiie fem o 8 gde Sied © A ST Sead e T R | feied e
qrel BT FHHT a1 7 YU | daftd ardi @ e v e |

Aspects on which an appraisee is to be evaluated on different attributes are delineated below each column. The appraiser
should deal with these and other aspects relevant to the attributes.

10



10. o FremeT @ eaia o awaEE 9 @ e W duR e S @ | ueeg $9 a9 & o § vwak 5 ag wed o1 o A
S AT TEE B fIeTE, SR AT 3 wiE o1 8, RufEn afed siv Ridre sfted @ Frafia s w ey s
fFragres @ weilen sl @@y ofit fy snawas @ o YuRIeE 9U B difey |

Actual documentation of performance appraisal is a year-end exercise. However, in order that it may be a tool for human
resource development, career planning and training, rather than a mere judgmental exercise, the Reporting Authority and the officer
reported upon should meet during the course of the year at regular intervals to review the performance and take corrective steps, if
necessary.

2.9 -1 | Part-l

1. S0 W @ i e darer/ R @ s A i ol ) R R aferd Ri safy & dre d e | R
sraf ol ROfET srafd Twren: 1 ot & 31 A A s S ¥ w1 N A (3 AE N oifdwm) & v ¥ | Ak R A srafy ot o @
1 eI Seera fban WG SarEvone, 2000-10 | AfX RUE @ I v af @ @9 @ @ RoE forat oii Rird wefa @ faftre a0
oord ®Y, sgewnd, 15 faEy 2009-31 @ 2010 |

All the entries in this Part should be filled up in the Administration Division of the Ministry/ Department to which the officer
reported upon was posted during the period of report. Period of report could either be the entire reporting year, namely, from 1% April to
31¢ March or a part of the year (exceeding 3 months). In case the period of report is a full year, it should be indicated accordingly; for
example, 2009-10. In case the period of report is less than the entire year, specific dates of commencement and conclusion of report
should be indicated; for example, 15'" September 2009- 31¢! March 2010.

3 amr-11 [ Part-ll

12. a8 A RUSTH s @ weiEd § | Se s & e o @ 5 9w sfedl qen ReaRal @ Wiiw v
TG B | A& WA AT 100 A A 3ife T @ wifey | wrd P e s A af & g # Ry e Gl @ ger § o
Fraret 1 Heaia fsan omar & | Rovéa aftrerd ge st - (1 F @ v et @ o | aw wed @ @ e ovE e
ey & g it sratadia W & v & forg get eiftve Ry o & forg e st anf @

This part is the self-appraisal of the officer reported upon. The officer is required to provide a brief description of duties and
responsibilities, which should normally not exceed about 100 words. The performance appraisal form provides for assessment of the
accomplishments vis-a-vis the targets agreed at the commencement of the year. The officer reported upon is required to fill up the table
provided for this purpose in Part-ll. It is not necessary that the targets should be entirely quantitative in nature since for secretarial level
posts, it would consist of policy objectives to be achieved, etc.

13. i || afuerd @ ad & dwe sud e et & wdy § o o af & dR S fEr 9w g ey g

WUl ANTEr o Seord @R T orawe A wan & | feedt o siferd @ fore we wven wwa & 6 qe srwen Frafie wee @ wAs S
el @ # of Ayl AeEE B A |

Part-Il also provides an opportunity for the officer to reflect upon his/her performance during the year and indicate one item
which he/she thought was a significant contribution made by him/her during the year. It is always possible for any officer to make
significant contribution even in activities otherwise regarded as routine in nature.

4, w1/ Part-1ll

14. g AT RufEn sfer® g @ o & o R sfdet® g wy e - || ue Rl e afe ey W @ S wem
5 98 o o @ ddfig wWarEl @ wead & sear 9 | swsa B &) fRufy # R afterd Sw RAiftre st @1 Ywifea wY e
9% SHeNd & dur Nl aNTEAfa & @l garg oy |

This part is to be filled up by the reporting authority, who shall be required to comment on Part-ll as filled out by the officer
reported upon, and specifically state whether helshe agrees with the responses relating to the accomplishments. In case of disagreement,
the reporting authority should highlight the specific portions with which he/she is unable to agree and the reasons for such disagreement.
15. RuifET afEd (oiR arem ¥ grenr afed @ f) @ T aifed ¥ B 9r Rudma sfed & e foe, st e
aire Fafeas femasl & wHau § dEmers s gsf & |

The reporting authority (and also the reviewing authority, separately) is required to record a numerical grade in respect of
work output, functional competencies and personal attributes of the officer reported upon.

16. R arferdl fw o ydtag 4 1y o @ Rl &Y

The reporting authority is then required to recommend domain assignments as listed therein.

11



17. T A # @ RafEn afted Rudma sifterd &1 ae-fran w feuft &Y | wa-fee 9 wdfta siew w0 g efafeg
WiEaT 39T A

This part also requires the reporting authority to comment on the integrity of the officer reported upon. The following procedure
should be followed in filling up the column relating to integrity:
(i) afx s ot wwfrer w2 & W 8 & Sa@ Seora o [If the Officer’s integrity is beyond doubt, it may be stated.

(if) afE w1 w1 srerar WEw € o wiew @l BieT Wy qen i wer warg @t syllf there is any doubt or suspicion, the column should
be left blank and action taken as under:

(®) & gus Ta feuefl el @t 91y iR sad sraE 9 9v | 3w Ruvfl & ve sfRfaf f e Faes geie RiE & | o
afts sfterd @1 w5t Sy S 7' ghfEaa sen & e srard @i @ S | S8 satren 1 gEmfiewr seEr Ta feuht gt
& GHa A g a1 Ruifén st 78 g 6 el Pidea fof w wgen & forg swm vaia a9g 9% o9 sfer & e 6
o @ s sfuerd & fiwg 9ue o ®1 Qe W@ 8 Star o amen @ [ A separate secret note should be recorded and
followed up. A copy of the note should also be sent together with the Performance Appraisal 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/she had not watched the officer's work for sufficient time to form a
definite judgement or that he/she has heard nothing against the officer, as the case may be.

(@) ol argaedt @riard & oRvmREE e g W3E ¥ & o & @ ferd & vt wnfg 9 eg i aggar w1 Fee
weaiea R # wfafee < @ s [ If, as a result of the follow up action, the doubts or suspicions are cleared, the officers
integrity should be certified and an entry made accordingly in the Performance Appraisal Report.

(M) afd s smn wiE A gfR ERR & o a8 @ o oo fem W siiv wEfw sfteT® @1 3wy gfew fm g [ f the doubts or
suspicions are confirmed, this fact should also be recorded and duly communicated to the officer concerned.

(1) oradt sarg & uRvmRawy aft weT swEr WEE T O ¥ @9 € RET 7 & Sl g @ @ o1 s @t sl # afeer B
HTER UX O W WY R WS a9 SN (@) 3R (M) # SfeaRad @ e wrag @ @ [ 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 indicated at (b) and (c) above.

18. Reifén arfardt @ a8t anifém & 5 Ruda aftrerdl & www ot e S ®1 FaET F1 U6 we-RE T Y | 98 100
vl W e T8 8 anfay ok swd afterd & wuiga ofiv e val widd Wit ot A wnfie s @ wae o iRy | e e
R g0 w1 ggd fy Y WSS Yedied &1 [T 3 A |

The reporting authority is also required to record a descriptive pen-picture on the overall qualities of the officer reported upon
and his/her performance. This need not exceed about 100 words and should try to cover overall qualities of the officer including areas of

strengths and lesser strengths. The pen-picture is also meant to be a qualitative supplement to the quantitative assessments made earlier
in this part.

19. aa # , RafEn sfeemd o1 w0 wm # s Frames, satEs g it dafds i @ e 3d § {1 s & smr w
w1 g e waws W AR aie ool B BN | 98 1-10 B TWE W g wifee o 1 e i 10 SEEE T B |

Finally, the reporting authority is required to record an overall grade and the equivalent Rating and Score based on the grades
awarded by him/ her in the items pertaining to work output, functional competency and personal attributes in this Part. This should be done
on a scale of 1-10, with 1 referring to the lowest grade and 10 fo the highest grade.

5. s IV [ Part-IV

20. g A g sftetd g aw o g | 9 g8 Piffe o @ st @ 5 a8 RafEn sl g Ry o qeien @
HEA & A1 TE | I A0 -1 (euie) § e e, saiere aaa ik dafdes it § ddfte 1§ o g e g 36 & amer w
WU TS SN wmE ST U4 ofd qu dYd @ ouen @ ol & | Wy e, ¥Ew ofv siw Fuifte s www, 9 wm-11 @t 7g 11 & dd
39 ware Ry Ty aree @ & o

This part is to be filled up by the reviewing authority. He/she is required to indicate if he/she agrees with the assessments
made by the reporting authority. He/ She is required to record the overall Grade and the equivalent Rating and Score based on the grades
awarded by him/ her in the items pertaining to work output, functional competency and personal attributes in Part-ll (Appraisal). While
arriving at the overall Grade, Rating and Score, he/ she may peruse the instructions under Item 11 of Part-lll, given specifically for the
purpose.
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6. e s [ Numerical Grades

21, o el T RUfET sl gadiem sfeRdl g e s Ry o @ # 1 A 1-10 & dHE W 8 wifey R 1 Fmaw
1S afiY 10 Seaan TS B Ffde oea & | 98 smen A ondt & 5 1 srerar 2 (@ P, g, qof an ww i & wed #) @ e o
s @) Rt smwadet & w9 § ge-fm § gl w7 @ OnEReTd gewar Wi Y g WeR 9 srrdr 10 & R W IS 3 fafre
B SueTEE @ ey § =R ger e | g 1-2 3R o-10 sweRY fRufEt # Ry o @ 9Riis o ot @ o g =i
FET T AEa & | Genee 2 g6 o9 wea Rufen gaian sferll o aftetd o qetiee s s wwes afddl o
oI # T gy e AR o adu A ewe s ordva & s @ § 5w @ s @Y g 8l

At several places, numerical grades are to be awarded by the reporting and reviewing authorities. These should be on a scale
of 110, where 1 refers to the lowest grade and 10 to the highest. It is expected that any grading of 1 or 2 (against work output,
competency, attributes or overall grade) would be adequately justified in the pen-picture by way of specific failures and similarly, any grade
of 9 or 10 would be justified with respect to specific 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/ reviewing authorities should rate the officer against a larger
population of his/her peers that may be currently working under them or would have worked under them in the past.

ey 8 3T 10 & dra I areh TRTHR T “Swre ¢ Fuife fn s e e a/TE 8 A sl @ o @ sl
o afe fay WU | 6 3% 8 B A U A T B ¢ agg arewn ¢ FufRa R o o S 7 ofw AU SET 14 sk 6 @ @9 U
areht witeaT Y are fafRa frar smom aik 9% 5 o Ry ol |4 9 9 $ s arelt wlivem ®1 g o & s |

APARs graded between 8 and 10 will be rated ‘Outstanding' and will be given a score of 9 for the purpose of calculating
average scores for empanelment/ promotion. APARs graded between 6 and below 8 will be rated Very Good' and will be given a score of
7. APARSs graded between 4 and below 6 will be rated ‘Good' and will be given a score of 5. APARs graded below 4 will be given a score
of zero.

1. wreien afte sitea [ Weightage & Mean

23, w forsaren, erler e i @fEaT o @) AR By g # | w i R T AR @ sged § deasl & wee EE @
afid e & Sirs ae snaiRd g |

Weights have been assigned to work output, functional competency and personal attributes. The overall grade will be based on
the addition of the mean value of each group of indicators in proportion to weightage assigned.

8. were [ Disclosure

24, T e sl e & i witd Wl e Fere qeied R gdieer sfverd gR g Rur o sifew w0 Ry
SR @ A RO A B e @ el & | e e & e e ue vdaeia w8, e e Rafén aifter g e
fremes Heaie g9 & @ ugEE far s |

The full performance appraisal report including the overall grade/ rating and assessment of integrity is to be communicated to
the officer reported upon after the report has been finalized by the reviewing authority. Where the officer has only one supervisory level
above him/her, such communication is to be made after the reporting authority has completed the performance assessment.

25. Wi e @ B Freme qereT ko § sl ) nf@ @ ade ¥ dee Ra @ sEf $ e 3w Rid # 9 7
wRfedt sk siftm AT & feg $1E AUe 5 o1 e R o sufae ¥ | 98 enare o, wrt frares anfe & wed # 9w
s & Teie @ wifta Ra ¥ Ffta RfTE qearwe srgfal 7 e S AT | AR s R & Aoy B srme e | 8
a1 7w foran wg % wdfde sl B B srareT @ & € o ww RAd @1 aifew A ferar sy |

The concemed officer is required to be given the opportunity to make any representation against the entries and the final
grading given in the Report within a period of fifteen days from the date of receipt of the entries in the performance appraisal report. The
representation is to be restricted to the specific factual observations contained in the report leading to assessment of the officer in terms of
attributes, work output, etc. If no representation is received within the fifteen days, it shall be deemed that the concerned officer has no
representation to make and that the report shall be treated as final.

26. Waﬁéﬁiaﬁmnﬁiﬁmﬁwﬁﬂﬂaﬂﬁﬁmﬂmm,uﬁmﬁiﬁs‘rﬂiﬁmﬁﬂmm\ﬁﬁm
3rfaﬁr~‘z1(e.lf%‘lﬁu‘ia%)mﬁmwmﬂﬁﬁmmmaﬁmﬁﬁmﬁmﬁﬁﬂmﬁﬁmmww
@mﬁmmwﬁw@ﬁwmﬁmﬁ|ﬂmmﬁ$ﬁr3ﬁaﬁm—mﬂﬁmwmﬂaﬂaﬁm¥amﬁ@
T wHd ¥ 3l TETER TR et R @ weifda oY wed § | e wiRerd w fof ok oiftw AR v sfied & fot
& wier & dgg R & fiaw Ridw sferd &1 wifta ot s |

The competent authority for considering adverse remarks under the existing instructions is to consider the representation, if
necessary in consultation with the reporting andlor reviewing officer(s) and decide the matter objectively based on the material placed
before him/her within a period of thirty days from the date of receipt of the representation. The competent authority after due consideration
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may reject or accept the representation and modify the performance appraisal report accordingly. The decision of the competent authority
and the final grading is to be communicated to the officer reported upon within fifteen days of receipt of the decision of the competent

authority.
gitgary dar B Th e @t wwa seEt Time schedule for preparation /completion of APAR
(Ruve www @1 ad-faw =d)/ (Reporting year - Financial year)
e wrdeem | Activity fore ardte e g e o @ /
No. Date by which to be completed

17,

-t & ferg Rdrdna aifderdl w1 Rew gdeame wi @ fawey/ Distribution of blank
APAR forms to the officer to be reported upon for self-appraisal

frda sifamr gr1 Rafén sfter & w-geaie &1 wegd fear s / Submission of self-
appraisal to the reporting officer by the officer reported upon

fdifEn siftrerdt g gerdterer afderdt @1 Rdré @1 wwga fsan s/ Submission of report by
the reporting officer to the reviewing officer

et RN BRI TR/ QieaR sy @ RuE (g 8 wF) e /Report of the
réviewing officer to be sent (on its completion) to the Administration/APAR Section

|Fedrdma sifaerdt w1 witgame @1 wees / Disclosure of the APAR to the officer reported upon

ufieany & waw # araded, aft w1 2, # wifc /Receipt of representation, if any, on
APAR

e WIfHeRIY @1 arvTdeE, afe ®ig €, &1 srifa fiar wn /Forwarding of representation,
if any, to the competent authority

wHer wifesr g1 amaraes @ fAmery / Disposal of representation by the competent
authority

Faftre T/ QAR STHTT BN SrTded Y Wam Wi & Fiofa o i /
Communication of the decision of the competent authority on the representation by the
concerned Administration/APAR Section
anfére & fawmmn (andguw wat) w1 gdieme it e 2/ APAR to be sent to the
Department of Economic Affairs (IES Cadre):
(®) %30S woHed & veam (UNeTR & Hew § Sy anadsd w4 gan g/ If no
representation on APAR following its disclosure is received
(@) ofs 59 wehen & uzaw UiCAN & Wy # arrded wia @en &/ If representation on
APAR following its disclosure is received
wrdt whigany wfar & wnft, Rrad gwarg oiiver &1 snddun war A aifiera # formn
wmeen/ End of entire APAR process, after which the APAR will be taken on record in the IES
Cadre
(@) uf% 30 uded & vwE IR & 9y # H1g spmae w7 gan &1 /Ifno
representation on APAR following its disclosure is received
(@) oft g6 wdest & uar YU & Ha" # apamaed wrw g &/ If representation on

APAR following its disclosure is received

31 A1 (39 TH wwWE ugd dl O
fr o wemar €)/31% March (This
may be completed even a week
earlier)

15 ater/ 15 April

30 5/ 30 June
31 arre/ 313 August

1 Ryrae/ 1 September

wWmor ® Wi @t aem ¥ 15 {5/
15 days from the date of receipt of
communication

21 faeawy 219 September

G o B s A A T
7 & daxy/Within one month from
the date of receipt of representation
15 s/ 150 November

16 foeae/ 160 September

21 Tawx) 21" November

30 fawavy/30th September
30 s/aray/30" November
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