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--------------------------------------dks lekIr o’kZ@vof/k dh xksiuh; fjiksVZ 
Report for the year/period ending………………………………………........... 

 

Hkkx 1 oS;fDrd C;ksjs 
PART – I    PERSONAL DATA 

 
 

1. vf/kdkjh dk uke 

Name of Officer 

 

2. D;k vf/kdkjh vuqlwfpr tkfr@vuqlwfpr tutkfr ds gSa \ 
Whether the Officer belongs to SC/ST 

 

3. tUe dh rkjh[k 
Date of birth 

 

 

4. orZeku in vkSj bl ij yxkrkj fu;qfDr dh rkjh[k     rkjh[k         in 

Present post and date of appointment there to                           Date                    Post 
 

 

5- M~;wVh ls vuqifLFkr jgus dh vof/k (o’kZ ds nkSjku NqV~Vh 
izf”k{k.k vkfn ds dkj.k ;fn izf”k{k.k fy;k gS]  
rks d̀i;k mYys[k djsa)  
Period of absence from duty ( on leave, 

 Training etc.) during the year. If he has undergone training, please specify.) 
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Hkkx& 2@PART –II  

(QkeZ Hkjus ls igys d̀Ik;k blds var esa fn, x,QkeZ Hkjus ls igys d̀Ik;k blds var esa fn, x,QkeZ Hkjus ls igys d̀Ik;k blds var esa fn, x,QkeZ Hkjus ls igys d̀Ik;k blds var esa fn, x, vuqns”kksa dks /;kuwioZd i<+saA vuqns”kksa dks /;kuwioZd i<+saA vuqns”kksa dks /;kuwioZd i<+saA vuqns”kksa dks /;kuwioZd i<+saA) 
(Please read carefully the instructionsgiven at the end of form before filling the entreies) 

 

(ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mlds }kjk Hkjs tkus ds fy,)    
(To be filled by the Officer Reported upon) 

 

1. M~;wfV;ksa dk laf{Ir fooj.k 
Brief description of duties 

 

 
 

 

 

 

 

 

 

 

 

 

 

2. dk;Z os tks y{;@mns”; vkius@vius fy, fu/kkZfjr fd;s gksa ;k vkids fy, 
fu/kkZfjr fd, x, gksa os (ifjek.k@ek=k ;k vU; :Ik esa )crk,a dk;Z dh  8 ls 10 
ensa  izkFkfedrk ds vk/kkj ij cuk,a vkSj gjsd dh n`f’V ls vkidh miyfC/k crk,a 
(mnkgj.kkFkZ  % vkids foHkkx ds fy, jktHkk’kk foHkkx }kjk cuk;k x;k okf’kZd 
dk;Zdze) 

 
 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 Programme drawn up by the Department of 

Official Language for your office. 

 

  y{;@Targets    miyfC/k;ka @Achievements 
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3.1 d`Ik;k dkye 2 esa crk, x, y{;ksa@mn~ns”;ksa dh izkfIr esa jgh dfe;ksa dk la{ksi esa mYys[k djsa A ;fn y{;ksa 
dh izkfIr esa dkbZ ck/;rkfjrk,a jgh gksa rks os crk,a  

 Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to 

in item 2.  Please specify constraints, if any, in achieving the targets: 

 

 

 

 

 

 

 

 

3.2 d`Ik;k mu enksa dk Hkh mYys[k djsa ftuesa dkQh vf/kd miyfC/k;ka jgh gSa vkSj muesa vius ;ksxnku dk Hkh 
mYys[k djsa A  

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

 

 

 

 

 

 

Hkkx &3@PART III – 

fjiksfVZx vf/kdkjh }kjk Hkjs tkus ds fy,fjiksfVZx vf/kdkjh }kjk Hkjs tkus ds fy,fjiksfVZx vf/kdkjh }kjk Hkjs tkus ds fy,fjiksfVZx vf/kdkjh }kjk Hkjs tkus ds fy,    
To be filled in by  the  Reporting Authority 

QkeZ Hkjus ls igys d̀i;k blds var esaa fn, x,QkeZ Hkjus ls igys d̀i;k blds var esaa fn, x,QkeZ Hkjus ls igys d̀i;k blds var esaa fn, x,QkeZ Hkjus ls igys d̀i;k blds var esaa fn, x, vuqns”kksa dks /;ku ls i<+ ysa  vuqns”kksa dks /;ku ls i<+ ysa  vuqns”kksa dks /;ku ls i<+ ysa  vuqns”kksa dks /;ku ls i<+ ysa     
(Please read carefully the instructions given at the end of the form before filling the entries) 

 

d) dk;Z dk izdkj vkSj dksfV 
A) Nature and Quality of Work. 

 

1. d`i;k vf/kdkjh }kjk Hkjs x, Hkkx&2 ij fVIi.kh nsa vkSj fo”ks’k :i ls ;g crk,a fd 
D;k vki y{;ksa rFkk mn~ns”;ksa] miyfC/k;ksa vkSj dfe;ksa ds ckjs esa fn, x, mRrjksa ls 
lger gSa A ;fn mn~ns”;ksa dh izkfIr esa dksbZ ck/;dkfjrk,a gks] rks os Hkh crka, A 

            Please comment on Part II as filled out by the officer and specifically state whether you 

agree with the answers relating to targets and objectives, achievements and shortfalls 

also.  Specify constraints, if any, in achieving the objectives. 

 
 

 
 

 



 
-:4:- 

 

2. dk;Z fu’iknu dh dksfV 
   Quality of output  
d`Ik;k dk;Z ds Lrj vkSj dk;Zdze ds mn~ns”;ksa vkSj ck/;dkfjrkvksa ;fn dksbZ gksa rks] /;ku esa j[krs gq, vf/kdkjh ds dk;Z  
fu’iknu ds Lrj ij fVIi.kh nsa  
Please comment on the officers’s quality of performance having regard to standard of work and  

programme objectives and constraints, if any: 

 

 

 

   

 

 

 

3. vuqokn dk;Z vuqokn dk;Z vuqokn dk;Z vuqokn dk;Z     
TRANSLATION WORK 

 

(1)  ( d) fgUnh rFkk vaxzsth Hkk’kkvksa dks le>us dk Kku rFkk ,oa Hkk’kk ls nwljh Hkk’kk esa vuqokn djus dh ;ksX;rk  
      (a) Knowledge and comprehension of Hindi and English languages and ability to translating 

from one language to the other: 

 

 

 

 

 

 

([k ) mlds v/khu dk;Z djus okys vuqokndksa }kjk fd, x, vuqokn dk iqujh{kk djrs le; mlesa xq.kRed lq/kkj dh 
{kerk  
(b) Capability of effecting qualitative improvement in the process of vetting of translation  by the 

translators working under him: 
 

 

 

 

 

 

(x ) ea=h rFkk ofj’B vf/kdkfj;ksa ds fy, cSBdksa ds fy, vfHkHkk’k.k] ys[k vkfn rS;kj djus dh ;ksX;rk  
(c) Ability in preparation of speeches, articles etc., for Minister and Senior Officers: 
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jktHkk’kk uhfr dk dk;kZUo;ujktHkk’kk uhfr dk dk;kZUo;ujktHkk’kk uhfr dk dk;kZUo;ujktHkk’kk uhfr dk dk;kZUo;u    
 IMPLEMENTATION OF THE OFFICIAL LANGAGUE 
 

3(2) ( d) ljdkj dh jktHkk’kk uhfr dh vke tkudkjh 
(a) General awareness of the Official Language Policy of the Government: 

 

 

 

 

( [k ) ljdkjh dkedkt esa fgUnh ds iz;ksx ds laca/k esa lkafof/kd RkFkk iz”kklfud vis{kkvksa ds dk;kZUo;u ij 
utj j[kus rFkk mls lqfuf”pr djus ds ckjs esa fn[kkbZ xbZ ;ksX;rk  
(b) Ability shown in watching and ensuring the implementation of the statutory and 
administrative requirements regarding the use of Hindi  in Official  work: 

 
 

 
 

 

( x) fVIi.kh rFkk elkSnk ys[ku esa fgUnh ds iz;ksx esa lgk;rk nsus ds fy, lgk;d rFkk lanHkZ lkexzh@lkfgR; 
dks rS;kj djus rFkk mlds mRiknu esa fn[kkbZ xbZ ;ksX;rk  
(c) Ability shown in preparation and production of help and reference material/literature 
for facilitating the use of Hindi in Noting and Drafting: 

 
 

 
 

 
 
cSBdsa rFkk lEesyu cSBdsa rFkk lEesyu cSBdsa rFkk lEesyu cSBdsa rFkk lEesyu     
MEETINGS AND CONFERENCES 

 

3(3)(d )jktHkk’kk dk;kZUo;u lfefr] fgUnh lykgdkj lfefr vkfn lfefr;kssa dh cSBdsa vk;ksftr djus dh {kerk   

(a) Capability for organizing the meetings of Committees, such as official Language 

implementation Committee, Hindi Salahakar Samiti etc. 
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( [k)cSBdksa ds fy, dk;Zlwph ds dkxtkr rS;kj djus esa rRijrk rFkk mUgsa lgh <ax ls rS;kj djus dh {kerk  
(b)Promptness and accuracy in preparation of agenda papers etc. for the meetings: 

 

  

           ( x )lfefr;ksa ds fu.kZ;ksa@flQkfj”kksa ij vuqorhZ dk;Zokgh djus dh ;ksX;rk  
(c) Ability in taking follow up action on the decisions/recommendations of the 

Committees: 
 

 [k&  Xqk.kXqk.kXqk.kXqk.k    
ATTRIBUTES 

 

1. fo”ysf’kd ;ksX;rk 
Analytical Ability 

 

d`Ik;k vkxs fy[ks igyqvksa ds laca/k esa vf/kdkjh dh ;ksX;rk ij fVIi.kh nsa& 
i{k&foi{k dk fo”ys’k.k] leL;kvksa ds lek/kku gssrq fodYi rS;kj djuk vkSj budk 
ewY;kadu] fu.kZ; {ks=ksa dks bafxr djus dh ;ksX;rk  
Please comments on the officers ability relating to analysis of pros and cons, formulations 
of alternatives and their evaluation for solving problems, ability to indicate decision 

areas.  
 

 
 

 

2. i= O;ogkj esa dq”kyrk 
Communication Skill 

ekSf[kd vkSj fyf[kr nksuksa esa ghlaf{kIrrk] Li’Vrk vkSj ifj”kq)rk ds lkFk fopkj izdV 
djus dh ;ksX;rk] fVIif.k;ka] eaf=eaMy ds fy, fVIif.k;ka] lalnh; ekeyksa ds fy, laf{kIr 
fVIif.k;ka vkfn dks fy[kus esa vf/kdkjh dh ;ksX;rk ij fVIi.kh djsa Please comment on the 

officers ability to communicate with brevity, clarity and   accuracy both orally and in writing 

ability to draft notes, cabinet Notes, brief for Parliamentary matters etc. 
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     3- igy “kfDr 
 Initiative 

 

d`Ik;k vf/kdkjh dh lkekU; rFkk vizR;kf”kr ifjfLFkfr;ksa ls fuiVus dh {kerk vkSj 
mik; dq”kyrk] vfrfjDr ftEesnkfj;ksa vkSj u, {ks= dks Lohdkj djus dh Hkkouk ij 
fVIi.kh nsa A 
Please comment on the capacity and resourcefulness of the Officer in handling 

unforeseen situations on his/her own and willingness to take additional responsibility and 

new areas of work and leadership in industry promotion work. 

 

 

 

 

 
 

4. dk;Z ds izfr n`f’Vdks.k 
Attitude to work 

d`Ik;k fVIi.kh nsa fd vf/kdkjh ij dgka rd fuHkZj gks ldrs gSa] mlesa mRrjnkf;Ro 
dh fdruh Hkkouk gS] fdl lhek rd og lefiZr vkSj vfHkizsfjr gS] dk;Z dks lh[kus 
vkSj lqO;ofLFkr djus dh fdruh mRlqdrk gS A  
Please comment how far the officer can be relied upon, his sense of responsibility , the 
extent to which he/she is dedicated and motivated his/her willingness to learn and 

systematized his/her work. 
 

 
 

 
 

 

5. izsfjr rFkk izksRlkfgr djus dh ;ksX;rk 
Ability to inspire and motivate 

vius vkpj.k ls lgt leFkZu vkSj lgk;rk izkIr djds fo”okl tkxr̀ djus esa 
vf/kdkjh dh {kerk ij d̀Ik;k viuh fVIif.k;ka nsa A 

Please comment on the capacity of the officer to motivate to obtain willing support by 

own conduct and capacity to inspire confidence of juniors. 
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6. Ik;Zos{kh ;ksX;rk & 
Supervisory ability: 

d`Ik;k fuEufyf[kr igyqvksa ij vf/kdkjh dh {kerk ds ckjs esa fVIif.k;ka nsa % 
 Please comment on the Officer’s ability relating to: 
 

1.  dk;Z fu’iknu esa ekxZn”kZu] 
  Guidance in the performance of tasks: 

 

 
 
   

2. lkSais x, {ks=ksa ds vUrxZr vkus okys ekeyksa ds laca/k esa mlds fu.kZ; ysus dh {kerk 
Capacity to take decisions at his/her level on matters within delegated areas:  

 

 

 

3.  vuq”kklu dk;e j[kuk   
Maintaining discipline: 

 

 

 

 

 

 

 

 

7.  vkilh laca/k rFkk lkewfgd dk;Z  
Inter-personal relations and team work 

d`Ik;k ofj’B vf/kdkfj;ksa] lkFkh deZpkfj;ksa rFkk v/khuLFk deZpkfj;ksa ds lkFk 
vf/kdkjh ds laca/k ds Lrj] nwljksa ds n`f’Vdks.k dks ljkgus dh {kerk rFkk mfpr 
euksHkko ls ijke”kZ ysus dh vf/kdkjh dh {kerk ij fVIi.kh djsa A d`Ik;k vf/kdkjh 
dh Vhe ds ,d lnL; ds :i esa dke djus vkSj feydj laxksf’V;ksa m|ksxksa ij 
*vksiu gkml*] fopkj foe”kZ vkSj blh izdkj ds izsj.kkRed dk;Zdze vk;ksftr djus 
ds laca/k esa Hkh fVIif.k;ka nsa A  
Please comment on the quality of relationship with superiors, colleagues and 

subordinates, and on the ability to appreciate other’s point of view and take advice in the 
proper spirit.  Please also comment on his/her capacity to work as a member of a team 

and to promote team spirit and optimize the output of the team. 
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8. turk ls laca/k (tgka dgha ykxw gksa ) 

   Relations with the public (wherever applicable): 

 
 

 
 

9.        vfHk{kerk vkSj leFkZrk  
Aptitude and potential: 

d`Ik;k vf/kdkjh ds lao)Zu vkSj fodkl gsrq lEHkkfor fn”kk&funsZ”kksa dk mYys[k djsa A 
Please indicate possible lines of growth and development of the officer 

 
 

 

10.    izf”k{k.k  
Trainings 

d`Ik;k vf/kdkjh dh dk;Zdq”kyrk vkSj ;ksX;rk esa lq/kkj ykus ds iz;kstu ls izf”k{k.k 
nsus gsrq flQkfj”k djsa A  
Please give recommendations for training with a view to further improving the 

effectiveness and capabilities of the officer: 

 

 

 

 

 

11. vvvvk/kqfud midj.kksa ds izfr tkx:drkk/kqfud midj.kksa ds izfr tkx:drkk/kqfud midj.kksa ds izfr tkx:drkk/kqfud midj.kksa ds izfr tkx:drk    &&&&    

      Blesa vf/kdkjh ds nsoukxjh fyfi okys vk/kqfud dk;kZy;h midj.kksa ds laca/k esa 
:>ku@Kku] muds iz;kstu esa foLrkj ,oa lq/kkj rFkk vU;ksa dks muds izfr izsfjr djus dh 
fn”kk esa fd, x, iz;klksa dk C;ksjk nsa A  
Awareness about modern equipments: 
Give details herein regarding inclination/knowledge of the officer regarding modern office 

equipments with Devnagari Script, extending improving application thereof and efforts made in 
this direction to motivate others: 
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Hkkx &4@Hkkx &4@Hkkx &4@Hkkx &4@PART IV    lkekU;lkekU;lkekU;lkekU; @@@@GENERAL 

 

1. LokLF; 
State of health 

 

2. lR;fu’Bk 
Integrity 

( d`Ik;k vuqns”kksa ds uhps nh xbZ fVIi.kh ns[ksa  ) 

 (Please see notes below the instructions) 

 
 

3. d`Ik;k vf/kdkjh ds lkeF;Z rFkk dfe;ksa ds lanHkZ esa rFkk ftu xq.kksa dk mYys[k 
miq;ZDr izfof’B;ksa esa ugha fd;k tk ldk gS] mudh vksj /;ku fnykrs gq, vf/kdkjh dk ,d 
lexz ewy;kadu djsa  
/ Please given an overall assessment of the officer with reference to his/her strengths and 

shortcomings and also by drawing attention to the qualities, if any, not covered by the entries: 

 

 

 

         

4. dksfV fu/kkZj.k  
Grading 

(mRd`’V@cgqr vPNk@vPNk@vkSlr@vkSlr ls de  ) 

(fdlh vf/kdkjh dks rc rd mRd̀’V dksfV ugha nh tkuh pkfg, tc rd fd mlesa 
mPp dksfV ds xq.k rFkk dk;Z esa fu’iknu ns[kus esa u vk;k gks] ftl vk/kkj ij ,slh 
dksfV nh xbZ gS] mldk Li’V :i ls mYys[k fd;k tkuk pkfg,) 

 (Outstanding/Very good/Good/Average/Below Average) 

(An officer should not be graded outstanding unless exceptional qualities and 

performance have been noticed, grounds for giving such a grading should be 

clearly brought out). 

 

 

                                                                            fjiksVZ fy[kus okys vf/kdkjh ds gLrk{kj  
Signature of the Reporting Officer 

 

LFkku               uke lkQ v{kjksa esa  
Place:                                       Name in block letters 

 

Rkkjh[k      fjiksVZ dh vof/k esa inuke  
Date:                  Designation (During the period of report) 
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Hkkx &5Hkkx &5Hkkx &5Hkkx &5    
Part - V    iqujh{k.k vf/kdkjh }kjk vH;qfDr;kaiqujh{k.k vf/kdkjh }kjk vH;qfDr;kaiqujh{k.k vf/kdkjh }kjk vH;qfDr;kaiqujh{k.k vf/kdkjh }kjk vH;qfDr;ka 

Remarks of the Reviewing Officer 
 

 

1.        iqujh{k.k vf/kdkjh ds v/khu dh xbZ lsok dh vof/k 
  Length of service under the Reviewing Officer  
 
 
 

2. D;k iqujh{k.k vf/kdkjh bl ckr ls larq’V gS fd fjiksVZ fy[kus okys vf/kdkjh us 
viuh fjiksVZ mfpr lko/kkuh vkSj /;ku ds lkFk rFkk lHkh laxr dk;ksZ dks /;ku esa 
j[krs gq, nh gS A  
Is the Reviewing Officer satisfied that the Reporting Officer has made his/her report 
with due care and attention and after taking into account all the relevant material?  
 
 
 
 

3. D;k vki fjiksVZ fy[kus okys vf/kdkjh }kjk fd, x, vf/kdkjh ds ewY;kadu ls 
lger gSa \ vlger gksus ij d`Ik;k bldk dkj.k crk,a \ D;k dksbZ ,slh ckr gS 
ftls vki dqN cnyuk ;k tksM+uk pkgsaxs \  
Do you agree with the assessment of the official given by the Reporting Officer? (In 
case of disagreement, please specify reasons)  
Is there anything you wish to modify or add?  
 
 
 
 
 

4. fjiksVZ fy[kus okys vf/kdkjh }kjk nh xbZ lkekU; vfHk;qfDr;ksa ds ckjs esa fof”k’V 
fVIif.k;ksa ds lkFk lkekU; vfHk;qfDr;ka vkSj dksfV fu/kkZj.k&vf/kdkjh ds ljkguh; 
dk;Z ds ckjs esa vfHk;qfDr;ka A 
General remarks with specific comments about the meritorious work of the official 
including the grading. 
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5.       D;k vf/kdkjh esa ,slh dksbZ fo”ks’krk,a gSa vkSj ;k dksbZ ;ksX;rk,a gSa ftuds dkj.k 
fo”ks’k dk;Z ds fy, mudk pquk tkuk ;k ckjh u gksrs gq, Hkh mudh inksUufr mfpr 
gks \ ;fn gka] fo”ks’k :Ik ls crk,a \  
Has the Officer any special characteristics, and/or any abilities which would justify 
his/her selection for special assignment or/out of turn promotion? If so, specify  

 
 
 

                                                                               iqujh{k.k vf/kdkjh ds gLrk{kj  
Signature of the Reviewing Officer 

 

LFkku %               Ukke lkQ v{kjksa esa  
Place:                                                                                    Name in Block Letters  
 

Rkkjh[k %                                             fjiksVZ dh vof/k esa inuke  
Date:                                                                Designation (During the period of report) 
 

 


