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Annual Performance Appraisal Report of Upper Division Clerk and Lower Division Clerk of the
Central Secretariat Clerical Services

................................................................................................... P FHTH /370 iy Rore
Report for the Year/period ......................cooceummrvrroosioeseeosooooooooo
Fafere a2
Personal Data
AT -1
Part -1

(FATT/ R/ & HAe TemiTRE T GRT 3R ST §)
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

Whether the officer belongs to Scheduled Caste / Scheduled Tribe? ...............

S | ada ¥z o wad P M ak | Rerw D SR

Date of continuous appointment inthe | Date ................... Gra0&. ..
present grade *

6. |a¥ & gk g, ufderoT s &
PROT ZYE @ Fequfeufs 6 safy

Period of absence from duty on
leave, training, etc. during the year




-»>

HTIT-2 - ¥ H{giehet
Part- 2 - SELF APPRAISAL .

(39 3R gRT T S, oAy Ruré Rl s 3)
(To be filled in by the Officer reported upon)

(o wRfEEr R & ued et Y caregde vz o)

(Please read carefully the instructions before filling the entries)

1. @daqar a w@farga fazor

Brief description of duties

2. oo . ——— e % ad/37af & 2R 3 gRY e 1T A o SR IR-gaa
(e &Y arelr HR- geae 100 QAGET A 317 o &)
Brief resume of the work done by you during the year/period from ....................t0 ..oo.oioii.

(The resume to be furnished should be limited to 100 words)

A / Place -
&1 / Date :-
R, fSraehr Ravé forelr seh &, & aeaer

Signature of the officer reported upon




+

T 3 - RUiE for@er arer iy ERT At
Part 3 - ASSESSMENT BY THE REPORTING OFFICER

(g ufafeal s & uee Ren-REt @ caraqdss e &)

(Please read carefully the guidelines before filling the entries)

1L ER U /RS & fre siftha A & sl arfee S B5 1 F 10 Jo & dary o 2 AR Brast
1 &7 ATeud fFAaeas 15 @ AR 10 &1 arqud sgaaa ds d L |

Numerical grading is to be awarded for each of the attributes by the reporting authority which should be on a
scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.

(@) BT TAGUTEA BT Heaiche (SH W aveis 40% L)
(A) Assessment of work output (weightage to this Section would be 40%)

Roé e ara | waien 3R gry @fa FareT
i grr R |9 (3 et 2 @ Feea | 3R
T A ) TR
Grades by Revised Grades by Initial of
Reporting authority Reviewing Authority (if Reviewing
doesn't agree with col.2) Authority
1 2 3 4
) AT Sr/smEed vt ¥ AR AERa
T B GRT AT
i) Accomplishment of planned work/work
allotted as per subjects allotted
i) @ &Y IUTEAT
i) Quality of work
iii) & 3 etoraT (rfer 3R afveream
i) _Proficiency in typing (speed and accuracy)
iv) T 3 vehoTar, e fAuiRe e 3
=t st @ @ERaE
iv)  Proficiency in work, namely maintenance of
prescribed registers and charts etc.
@ FAwures o wam AT (@ [ F iv)/4
Overall Grading on "Work Output’ (Total [i to iv] /4)
4




(@) Fafthas TOTRAAVAT &1 He@id= (56 TS Hr TSN 30% &)
(B) Assessment of personal attributes (weightage to this section would be 30%)

Raré formey arer wHre 3T grT FAORE wafeT

» iferdr grr T U (AfE qaHH 2 F weFd 3R &
T as AEE) HTaER
Grades by Revised Grades by initial of
Reporting authority Reviewing Authority (if Reviewing
doesn't agree with col.2) Authority
2 3 4

1
) =& vl s
i) Attitude to work

i) SAREAqa @ saar

ii) _ Sense of responsibility

i) 3TEIRHT TATT T@AT

i) __Maintenance of discipline

iv)  EwoT HiRre

iv) Communication skills

v) freworass drmar

v) __Analytical ability

vi) & @ oA i Ferman

vi) __ Ability to work in team

Vi) HHG-HAT T UTeTeT et Y A
vii) _Ability to meet deadline »
viii) icTdafee dau

viii) _Inter personal relations
Fafewes qor/Rdwanait fr Faar Afder .

Overall Grading on ‘Personal Attributes’
otal [i to viii] /8)

(31) FPTATEIHR &THAT T Hodidhe (3H W3 HY TSN 30% 2t

(C) Assessment of functional competency (weightage to this section would be 30%)
Ruré ey arer | wehe 3iferdy grT @fa wher
g R | ds @R e 2 dweAa | e ar
T AT &) HRNER
Grades by Revised Grades by Initial of
Reporting Reviewing Authority (if Reviewing
authority doesn't agree with col.2) Authority
1 2 3 4
i) @A & AT F PR vefadt &
T 3R 38 FE adF F w A Hr IR Ear
i) Knowledge of Rules/Regulations/ Procedures
in the area of function and ability to apply
them correctly
i) wHEAGE Y BT
i Coordination ability -
i) 9
il Initiative
iv) THIYE W F gy F werorar
iv) Proficiency in working on computer
‘TS BTHAT O TR AT (o [ F iv] /4)
Overall Grading on ‘Functional Competency'
_(Total [i to iv] /4)

Rquetr : Ferar AfFer, AU 6 71 ST S HFUE 3 Tha! & TS g P AT AT & AT O TR 2 |
Note: The overall grading will be based on addition of the mean value of each group of indicators in proportion to
weightage assigned.




AT / GENERAL

HET -4

Part -4

1. S & WY HOS (SR I AL W) (FUAT A A 3RS aF ugw i demar W sad swat ¥ ufy
SAaaAae ¥ Raavhr &)

Relations with the public (wherever applicable)
_(p! comment on the officer's accessibility to the public and responsiveness to their needs)

2. uferer (puar 3w fir FRERET 3R F a1FaT F GUR o1 &g HRwg H 7R F uidvaror H RFomRer E)
Training (Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer)

3.  wawyy Fr Ry =
State of Health

4. wagfaysT (puar 3@ Hr Faafage o fRguof #Y)

r Integrity (Please comment on the integrity of the officer)
5. &THATT AR FHAT sTHATHT, JATUROT sUSRNG!, FEcayqpl Rwaansit aur dasik ant & ufy sfigiy $ &9 sfa

HRABIEY & Tt ot W R forwey arsy iRy gy eree AT (F913797 100 2Pt #)

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer including area of
strengths and lesser strength, extradrdinary achievements, significant failures and attitude towards weaker

sections.

Taré & amer-10 3 ws &, W IR 77 3 &Y 9718 Rofg & INYR W FAT it Afar
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-1I| of the Report.

R fore=s arer 31T &7 eHanR
Signature of the Reporting Officer
FUTA/ PlACe: ......coveiveeeiieen ATH AN BRI A oo
TESTi D8 o conmaommraemasnanmss Name in Block letters: ......................c.ouooe.
Designation: .........ccooeiiiieni e e
R HraafEga: ..

During the period of Report: ......................
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4

4

19T — § e HTAHHY gRT Irsgfvar
Part - 5 REMARKS OF THE REVIEWING OFFICER

1. garen 3SR & Twa Jarera
Length of service ynder the Reviewing Officer
2. T 39 Fr fAures R -3 T Hmr-4 3 Rf¥EE oAt & Fau F R g ard 3 grr fee
T FFADA { TG & 7 (HEH : 7097 3 IR H137 4 (5)) (@ 37 o/t & e ofr 3R aeEinar & Feaa
a1 ¥ A 39 w3 # 379 fow T T FaHH 3 AT Ho@ia gt Y AR 3o ufafRt o¥ e smmaw Y )
Do you agree with the assessment made by the reporting officer with respect to the work output and the various
attributes in Part-3 and Part-4? (Ref: Part 3 & Part 4 (5)) (In case you do not agree with any of the numerical
assessments of attributes please record your assessment in the column provided for you in that section and initial
your entries).
3. yweaAfa & fRafd & Rt aard | gar dar o et 3T s aar Jrar sheer ared ¥ 2
In case of disagreement, pi specify the reasons. Is there anything you wish to modify or add?
4. /A B % B AU P HFEa e 3 RO e arer 3y Hr gy
The attitude of the Reporting Officer in assessing the performance of SC/ST officer
5. wafe 31 gRT g AT | (FTHIT 100 QUaEY 3 ) HUAT &THATHT HR FAR &It F & AR HAAT quit $ afy
gy afte 3R & o ot ox fequofr Y | .
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 section.
6. RUE & HPr-3 # ws &, Ws-W AR @We-71 & & 718 aoNe P YR W Faw ifeen afEar
Overall numerical grading on the basis of weightage given in Section- A, Section- B and Section- C in Part- 3 of
the Report.
- FATET IS & FHATER
Signature of the Reviewing Officer
FUA/ PlACE: ....oovveeeerieiieeceene AR A FERT e
RATD /Date t......oooiviececeeein ) Name in Block letters: ..............................
s o 1 SR
Dasignalion: «..ucanansiamnisnii
RUE Hraaf s ...

During the period of Report: ......................
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10.

10.

e

INSTRUCTIONS

mﬁmhmamﬂmtwmmg.wmmmmﬁmwmmwmmm
FRAT 3 3 B TR & v Aecaqet ST sueey axar ¥ | e 98 e P Koy R o @ & Rae

mmmmmmwmmtmamﬁmﬁmmm |

The Annual Performance Appraisal Report is an important document, it provides the basic 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 and the Reviewing Officer should, therefore, undertake the duty of filling out the form
with a high sense of responsibility.
mmmmmmmmmmmmumﬂﬁmmtmnmm
WAL T TR T | 6 v I g areh aitear @ ¥, afes v Reraress uitear & | R R o i 3k
wahaw R Y, 3w s, Rt R e s &, & art fovsaree, vy srerar o cafvea 1 v 3
R 3 forme 3 Tora Aft e e |

Reporting Officers 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 and the
Reviewing Officer should not shy away from reporting shortcomings in performance, attitudes or overall personality of
the officer reported upon.

A 37 wRE T A AR oA wera AR ol Sl aifee | Rt a amnfewa Al ov srar S Ak @ sy S @ e o
WITE 3T9 ARt # FUed: yar 9 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.
uﬁmmwmﬁwzmmmmmammmmmmnmmmm
qE WO-iv & AT 2 3 0 AR IR oot SEVEN | WER S 3eEghe 3 Rt R arer sty & s e &
wfwe wf |

If the Reviewing Officer is satisfied that the Reporting Officer had made the report without due care and attention
he/she shall record a remark to that effect in item 2 of Part V. The Government shall enter the remarks in the APAR of
the Reporting Officer.
S SR aoTATAE 9 3 T ST | e 39 oise St 3R AT & S &Y | 3AAAY FEIAT AT FUTH SAAT Y
3ATRY wars Zefe ¥ | eraet 3R et Y ST g S A T% Saes Rt aRa are 3T & S o af e A
ZRMT | GHINE HIX FTIROT $19T &1 w2@hor R 0w |

Every answer shall be given in a narrative form except where numerical grading 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.
mmmm.mam&ammmmt.wwm@nﬁqrmmmmm | afx
T 3R Rueihia af & T 731 ug FeeT &, @ 36 aXE & W8T AT U WENIE ¥ 6 a9 e S |
wr/ee A, Tt st gRr F7e 7 F S AR T o AR |

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers will report 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.

T SRS i af ¥ WA @ a1 3T & AR 7w Bn T Ao THIVE e a1 v SRE a7 e ,
mmmmwﬁmmwﬁmmmmmmmmtmmﬁm
TEH 351 AR |

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 ctc.

TAT Heaimaddl @ TE TA Qe qfee B ax deamd e oS oy e & sdfrsaeE, TR, Taaer AR

WL Ay of TN AR e AR W A |
[t should be the endeavour of each appraiser to present the truest possible picture of the appraisee in regard to his/her
performance, conduct, behaviour and potential.

AT A, HAihet 6T St aret ey & avdfAvarea & ar # Rateiha 3raf qo & dfda gy aifke |
Assessment should be confined to the appraisec’s performance during the period of report only
T Q¥ & T 0z 3G AR-AT o T & | Rl off 02 3 F o HeR AG-FHY W dOT THEAT L | & ayat B

FFADA & ERT AT 3 T S ART AR § R/ 30y 9 F Rquodr B s o |
Some post of the same rank may be more exacting than others. The degree of stress and strains 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.

8
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1

3t AR & AT TRTIHT et oy e Rranfayder

Guidelines regarding filling up of APAR with numerical grading

(iy  arities ardferqures seriaa ROt 3 Teepr T Qe & 3R aaiqe @@ 3o 978 s i |
The columns in the APAR should be filled with due care and attention and after devoting adequate time.

(i) TE saE A S & 75 1 3R 2 B 9 ofr ARor 3, (ReT 10 1 3ra IquT 3 wHT A3 F A R wht &
HIIH F IR 31 A Ay T F R seran A1 | 5 OwR 9 auT 10 & 4% 7, R e Ao $rt ¥ ey
& AT ST I | 1-2 & D3 AR 9-10 F A5 AR A F @A, I 3aa AT aa= Hr smavEsar &
it A% R S & Ay % Rové @t ared ik gofen ave ot 3BT 3 303 weiaiat, 5t sad Jiada ard
Y T ¥, BT v T FwEn B goran F A e ariew |
[t is expected that any grading of 1 or 2 (against work output or 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
respec) 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 the reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them.

(i) 8 3R 10 & drg Iz arch ol wrd FramEs FF@FT ROE P/ HVUROT =T ST HR St 3 A e
SR/GENAT ¥ IR TR BT V7T 6 & SRR F 9 FBN Rer S |
APARs graded between 8 and 10 will be rated as ‘outstanding’ and will be given a score of 9 for the purpose of
calculating average scores for empanelment/ promotion.

(iv) aammaammmmmmﬁmmwwmmmmvmw
SireT |
APARSs graded between 6 and short of 8 will be rated as ‘very good’ and will be given a score of 7.

v) 4ammsamasmmmﬁqmqqmmm'mmmmsmmm|
APARs graded between 4 and 6 short of 6 will be rated as ‘good’ and given a score of 5.

(Vi) 4T I3 arch afifes ard Aqures FeEme Ravé e qeR = smom |
APARs graded below 4 will be given a score of zero.

Rogoh / NOTE
HeATAe ¥ ¥afT #e A 9wt 3 Awfa it ulvar s aree awer @i -
The following procedure should be followed in filling up the item relating to integrity:-

(@
0}
(i)
(i)

(a)

(b)

()

(=)

(d)

gfe; it it weafarer @i ¥ o &, ¥ garr I |
If the officer’s integrity is beyond doubt, it may be so stated.
Tl WeE &, 75 B wreh oYz R se 3R PR wnard # o
I£ there is any doubt of suspicion, the item should be left blank and action taken as under:
TE AT I Teeqolt gt Y T 3R arg A wrars A sme | Roqoh i v ofy e o & arer s aReas 3
o 3l N & e, S 7w GRARE Sy R e srars o & s & STel Heafavsr @ qanfore @ ar | feoaof #
fofEg #a o adt ¥, R et 7 gRia #Y s geae fota axa & fre 3fer & o o 2w o whiw aaa
FE 2 2 3 DY & oS o5 Gen A, Sl oh Ry @Y
A separate secret note should be recorded and followed up. A copy of the note should 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.
e, Jregacht AT & aRUTFERY FE 5F 8 I €, HREH B Feafam v o 30 aftw 3 aea v R
e Raré 3 a3 & 3 |
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.
afX wiw Y qfE @1 Sl ¥, 7w aea o Rt o Re o afe ik 5, Hafa 3 wr Jgfa ax & s |
If the doubts or suspicions are confirmed, the fact should also be recorded and duty communicated to the officer
concerned.
At rgachl wars & aRvmeaw, T oY 7€ R § R @ & 39 Y @l &, e & 3maRor @) STl Iy &
AT 2 St T 3R 3w A 30 (@) AR (1) R qafAfse rars i s @i |
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.

T (T FATCTA B P AGA . 51/4/84-FA1.(F) AP 21.6.1965)
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1965).




