
 

के िलए 

वािष
क काय
िनंपादन मू�यांकन ूितवेदन 

Annual Performance Appraisal Report 

for 

Okfj’B&ys[kkdkj@ys[kkdkjOkfj’B&ys[kkdkj@ys[kkdkjOkfj’B&ys[kkdkj@ys[kkdkjOkfj’B&ys[kkdkj@ys[kkdkj     

Senior Accountant/Accountant  

 

 

 

 

 
deZpkjh dk uke Li’V v{kjksa esadeZpkjh dk uke Li’V v{kjksa esadeZpkjh dk uke Li’V v{kjksa esadeZpkjh dk uke Li’V v{kjksa esa    

Name of the Officer ___________________________________________________     

(in capital letters)  

 

 
IknukeIknukeIknukeIknuke    

Designation _________________________________________________________     

 

fjiksZV dh vof/k fjiksZV dh vof/k fjiksZV dh vof/k fjiksZV dh vof/k     ____________________ lsa  lsa  lsa  lsa ____________________   rd   rd   rd   rd    

Report for the period from ____________________ to ________________________ 



-:1:- 

 
fjiksVZ dh vof/k&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&ls&&&&&&&&&&&&&&&&&&&rd 
Report for the period from _______________________ to _____________________  

 
Hkkx 1Hkkx 1Hkkx 1Hkkx 1                                                    O;fDrxr fooj.kO;fDrxr fooj.kO;fDrxr fooj.kO;fDrxr fooj.k    
Part- I                                                     Personal Data 

 

 

    (d) deZpkjh dk uke (Li’V v{kjksa esa) 
1- (a)Name of the Official (in capital letters)     ___________________  
 

   ([k) firk@ifr dk uke 
  (b) Father’s/Husband’s name     ___________________ 

 
   inuke@fdl in ij gS 
2.Designation / Post held       ___________________  

    

   tUefrfFk 
3. Date of Birth        ___________________  

 
   D;k deZpkjh vuqlwfpr tkfr@tutkfr ls lacaf/kr gS\ 
4. Whether the official belongs to a Scheduled Caste / Schedule Tribe? ___________________  

 

  ‘kSf{kd ;ksX;rk (O;kolkf;d vkSj rduhdh ;ksXrkvksa lfgr) 
5.Educational qualifications including professional and technical ___________________  

 

  mRrh.kZ dh xbZ foHkkxh; ijh{kk,a 
6.Departmental Examinations passed      ___________________  

 
  orZeku xzsM eaaas fu;fer rSukrh dh rkjh[k 
7.Date of continuous appointment to the present grade   ___________________  

 
  D;k LFkkbZ@vLFkkbZ @LFkkukiUu gS\ 
8. Whether permanent / temporary / officiating?    ___________________  

 

  Okg (os) vuqHkkx tgka fjiksVZ dh vof/k ds nkSjku dk;Z fd;k gS\   vuqHkkx  vof/k 
9.Section in which served during the      Section  Period 

period under report Section Period       ___________________  

 
o’kZ dh vof/k ds nkSjku vodk”k] izf”k{k.k vkfn ij dk;Z 
Hkkj ls vuqifLFkfr 
10. Period of absence from duty (on leave, training, etc.)  
during the year        ___________________   



 
-:2:- 

 
Hkkx 2Hkkx 2Hkkx 2Hkkx 2 
Part - II  

Loa; ewY;kaduLoa; ewY;kaduLoa; ewY;kaduLoa; ewY;kadu    
Self Appraisal 

 
ftl deZpkjh dh fjiksVZ Hkjh tkuh gS] mlds }kjk Hkjs tkus ds fy, 

 (To be filled by the official reported upon)  
 

1.  dk;ZHkkj dk laf{kIr o.kZudk;ZHkkj dk laf{kIr o.kZudk;ZHkkj dk laf{kIr o.kZudk;ZHkkj dk laf{kIr o.kZu 
Brief  description of duties  

 

 
 

 
 

 
 

 
 

 
 

 
 

2. &&&&&&&&&&&&&&&&&&&ls&&&&&&&&&&&&&&rd ds o’kZ@vof/k ds nkSjku vius }kjk fd, x, 
dk;Z dk laf{kIr C;ksjk ftlesa o’kZ@vof/k ds nkSjku fdlh fof”k’V miyfC/k dh Li’V O;k[;k gksA miyfC/k esa 
deh gksus dh fLFkfr esa dkj.k crk,a (C;ksjk uhps fn, x, LFkku esa fn;k tk, tks 100 “kCnksa ls vf/kd u gks vkSj 
bl ij gLRkk{kj vo”; fd, tk,a) 
Brief resume of the work done by you during the year/period from ……..….. to ………. 

bringing out any special achievements during the year/period.  In the event of shortfall in 
achievement furnish reasons. (The resume to be furnished within the space provided 

limited to 100 words and is required to be signed) 
 

  

 

 

 

Rkkjh[k          (gLrk{kj) 

Dated                                                                                                             (Signature) 

 



 
-:3:- 

 
Hkkx 3Hkkx 3Hkkx 3Hkkx 3    
Part – III  

fjiksVZ Hkjus okys vf/kdkjh dk ewY;kadufjiksVZ Hkjus okys vf/kdkjh dk ewY;kadufjiksVZ Hkjus okys vf/kdkjh dk ewY;kadufjiksVZ Hkjus okys vf/kdkjh dk ewY;kadu    
Assessment by the Reporting Officer  

 

(D`I;k izfof’V;ka Hkjus ls igys QkWeZ ds var esa fn, x, vuqns”kksa dks /;ku&iwoZd i< ysa) 
(Please read carefully the instructions given at the end of the form before making the entries) 

 

 

1 D;k vki Hkkx 2 esa fn, x, fooj.k ls lger gS\ ;fn ugha rks vlgefr dh lhek D;k gS] vkSj mlds D;k 
dkj.k gS\ 
Do you agree with the statement made in Part-II? If not, the extent of disagreement and 
reasons therefor?  

 
 

2 LokLF; dh fLFkfr 
State of Health  

 

 

3 lkekU; cqf) vkSj lh[kus dh mRlqdrk 
General Intelligence and Keenness 

 

 

4. deZpkjh dks lkSais x, jftLVjksa vkSj vU; nLrkost ds j[k&j[kko dk Lrj rFkk jftLVjksa ,ao fjVuksZ dks can 
djus vkSj mUgsa izLrqr djus esa rRijrkA 
Standard of maintenance of diaries & other registers and returns assigned to him/her and 

Promptness in closing and submission of registers & returns 

 

 

5. (d) dk;kZy; iz.kkyh dk Kku 
 Knowledge of office procedure 
 

 

 ([k) iwjs dk;kZy; dk Kku 
 (b) Knowledge of the work o the office as a whole. 

 
 

 

6. fu;eksa] fofu;eksa vkSj vuqns”kksa dk lkekU; :Ik ls rFkk deZpkjh dks lkSais x, dk;Z ds fo”ks’k lanHkZ esa Kku 

Knowledge of Rules, Regulations and Instructions in general and with particular 

reference to the work allotted to him/her 

 



-:4:- 
 

 

7. dk;Z dk njtk@Quality of work 

 

 (d) laxr fu;eksa vkSj fofu;eksa dk Bhd <ax ls ykxw djus dh ;ksX;rk 
(a) Ability to apply the relevant Rules and Regulations correctly 

 

([k) ekeyksa dks iw.kZ :Ik ls tkapus dh {kerk 
(b) Capacity for examining cases thoroughly 

 

(x) fVIi.kh vkSj izk:i.k esa dq”kyrk 
(c) Quality of Noting and Drafting 

 

(?k) dk;Z dks fuiVku esa ifj”kq+)rk vkSj rRijrk 
(d) Accuracy and Promptness in disposal of work 

 

 

8.  vuq”kklu&fiz;rk 
Amenability to discipline 

 

9. mifLFkfr esa le;&c)rk 
Punctuality in attendance 

 

10. lkFkh deZpkfj;kss a ds lkFk&laca/k 
 Relations with fellow employees 

 

11. lR;fu’Bk (d`I;k vuqns”kksa ds uhps dh fVIi.kh ns[ksa) 
 Integrity (Please see Notes below instructions) 

 

12. D;k vf/kdkjh dks fjiksVZ dh vof/k ds nkSjku dk;Z esa /;ku u nsus ;k fdUgha vU; dkj.kksa ds MkaV iMh gS\ ;fn 
gka] rks d`I;k laf{kIr esa C;ksjk nsaaA 
Has the official been reprimanded for indifferent work or for other causes during the 

period under report? If so, please give brief particulars. 

 

 

 

 

 

13. D;k vf/kdkjh us ,slk dksbZ mYYks[kuh; dk;Z fd;k gS ftlds fy, mlh iz”kalk dh tk,\ Lakfa{kIr :Ik esa mYys[k 
djsaA 
Has the official done any outstanding or notable work meriting commendations?  Briefly 
mention them. 

 
 



-:5:- 
 

 
 

 xzsfMx %  xzsfMx %  xzsfMx %  xzsfMx %  (mRd`’V@cgqr vPNk@vPNk@vkSlr@vkSlr ls uhpsmRd`’V@cgqr vPNk@vPNk@vkSlr@vkSlr ls uhpsmRd`’V@cgqr vPNk@vPNk@vkSlr@vkSlr ls uhpsmRd`’V@cgqr vPNk@vPNk@vkSlr@vkSlr ls uhps) 
    (fdlh Hkh vf/kdkjh dks rd rd mRd̀’V xzsM u fn;k tk,] tc rd fd mesa vkiokfnd ,ao mlds dk;Z fu’iknu ds ckjs 

esa Js’Brk u ns[kh xbZ gks] ,slh xzsfMx djrs le; blds dkj.k Hkh Li’V :Ik ls crk,a tkus pkfg,) 

 

 

Grading: (Outstanding / Very Good / Good / Average / Below Average)  
(An official should not be graded outstanding unless exceptional qualities and 

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

brought out)  

 

 

 
 

 
 
LFkku                    fjiksVZ Hkjus okys vf/kdkjh ds gLrk{kj 

Place:                                                                                            Signature of the Reporting officer  
                                       Li’V v{kjksa esa uke                            

fnukad                                              Name in Block Letters  

Date:                                                                                               inuke fjiksVZ dh vof/k ds nkSjku 
    Designation (during the period of report)  
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Hkkx 4Hkkx 4Hkkx 4Hkkx 4                  iqujh{k.k vf/kdkjh dh fVIif.k;ka      iqujh{k.k vf/kdkjh dh fVIif.k;ka      iqujh{k.k vf/kdkjh dh fVIif.k;ka      iqujh{k.k vf/kdkjh dh fVIif.k;ka    
Part - IV                            Remarks by Reviewing Officer 
 

 

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

 

 

 
 

 
 

 

2.    D;k vki bl ckr ls lger gS fd fjiksfVZx vf/kdkjh us lc ckrksa dk /;ku j[krs gq, /;ku&iwoZd viuh fjiksVZ Hkjh gSS\  
Are you 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 fjiksfVZx vf/kdkjh }kjk vf/kdkjh ds fd, x, ewY;kadu ds ckjs esa vki lger gS\ (;fn ugha] rks dkj.k fy[ksa) 
Do you agree with the assessment of the officer given by the Reporting Officer?(In case 

of disagreement, Please specify the reasons.)  
 
D;k vki dqN cnyuk ;k tksMuk pkgrs gsS\ 
Is there anything you wish to modify or add? 

 

 

 

 

4. ;fn ftl vf/kdkjh dh fjiksVZ Hkjh tk jgh gS] og vuqlwfpr tkfr@tutkfr dk gS rks d`I;k bl ckr dh 
lwpuk fo”ks’k :Ik ls nh tk, fd D;k vuqlwfpr tkfr@tutkfr ds vf/kdkjh ds dk;Z fu’iknu dk ewY;kadu 
djus esa fjiksVZ nsus okys vf/kdkjh dk joS;k mfpr vkSj U;k; laxr gS\ 

 If the official reported upon is a member of a Scheduled Caste/Tribe, please indicate 

specifically whether the attitude of the Reporting Officer in assessing the performance of 
the SC/ST official has been fair and just? 
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5. vf/kdkjh }kjk fd, x, ljkguh; dk;Z ds ckjs esa fof”k’V Vhdk ds lkFk lkekU; fVIi.kh fy[ksa] ftlesa dk;Z ds 
ckjs esa xzsfMx Hkh “kkfey gksA    
 General remarks with specific comments about meritorious work of the official including 

the Grading: 
 

 

 

 

 
 

 
 

 

6.  D;k vf/kdkjh esa ,slh dksbZ fo”ks’krk,a vkSj@;k dksbZ ;ksX;rk,a gS ftuds dkj.k fo”ks’k dk;Z ds fy, mudk pquk 
tkuk ;k ckjh ls igys mudh inksUufr mfpr gS\ ;fn gka rks mls fo”ks’k :Ik ls crk,aA 
Has the officer any special characteristics, and/or any abilities which would justify 

his/her selection for special assignment or out turn promotion? If so, specify. 

 

 

 

 

 
Iqkujh{k.k vf/kdkjh ds gLrk{kj 

Signature of the Reporting Officer 

 
LFkku          Li’V v{kjksa esa uke 
Place:          Name in block letters 

 

fnukad        inuke (fjiksVZ dh vof/k ds nkSjku) 
Date:            Designation (During the period of report) 

 
 


