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OFFICE OF THE DEVELOPMENT COMMISSIONER
(MICRO, SMALL & MEDIUM ENTERPRISES)
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1 i FRIASUES Hedih ufdded

Forms of Annual Performance Assessment Report of Private Secretary/Stenographer
Grade “C” and “D” CSSS
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qrT- I/ PART -1

FafFas sAR/PERSONAL DATA

1. ARG HT AW
Name of Officer :

2. T/ 9 W wH W W R
Designation/Post held :

3. SFH @l @

Date of birth :

4. ¥ AHR Tfad Sfa/sTgfad S & 2
Whether the Officer belongs to SC/ST

5. adqH I

Present Grade :

6. adaE Us T ffFa + dR@

Date of appointment to the present post :



7708 =t safy & af § fea-fea

AferfEr & T w1 fwa qeom &

Th & T fhai-foraT 999 % M AR &1 9™, @™ US| gfed
T

Name of officers with designation Name of Officer, period with designation
With whom employed during the year &
The period served with each.

g.ad W Il TR T W TH ® HRU T U AuReafd &t smafy

Period of absence from duty ( on leave, Training etc.) during the year



-3
T -II/PART -I1
LTI/ SELF APPRAISAL

(R st =t fOd forel s @ § S6e g W WH % fog)

(To be filled by the Officer Reported upon)
1. sgfeat = dfga faamo .

Brief description of duties

2. TTE BT c= EUUURRRRRRRPRR qe & av/eEty d fey U e q@ ad/eEty |
fagy Sucfset &1 Ot <ifsw | e Sucfsr™l W OwIE wH W B A RO aqie | e WW - dren
gfer = faw U wE § e S WifEy g€ 100 Weal de BMT @IEU R IuH A9 ewda feu S
& 7

Brief resume of the work done by you during the year/period from ............ (0 PN
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)

3. FA TE dae fk Fa qHadt dmi oad & oiue wufw faerw fruifa feie & offar stafa
AW U= 9Y #1371 SHad I URE # feam mar oar 1 oafg T

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 calendar year. If
not the date of filling the return should be given. (Not applicable to Stenographer Grade “D”)
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v -III/PART II1

R fae o st g1 gediend

ASSESSMENT OF THE REPORTING OFFICER
(moen wfafedt &1 v ¥ g, v % sid § Ry o el # oW ¥ g o)

(Please read carefully the instructions given at the end of the form before filling the entries)

1. = RO faen e efred am - 11 & few o foewor § wewd § 72 9fk ), o 9%
qoh STHEHd © a97 3T FAT HRO T ?

Does the Reporting Officer agree with each and every significant statement contained in
the resume (Col. 2 of the Part II) of the work done by the officer?

2. e
State of health

3. Suftafq d§ frafda 9o @@ &1 aeE!
Regularity and Punctuality in attendance

4. ongfafre ®™ § I@d q@ gEd

Proficiency and accuracy in Stenography work

5. fgHar, @ F qer afemeierar

Intelligence, Keenness and Industry

6. MofE T IO qES qe HESTal R f9ed § favadiEdn

Trust-worthiness in handling secret and top secret matters & papers



10.

I1.

12.

-1 5:-

e IR (TR SRd) TE-TEE q 9 oed!, WEEN o % fau emEvdsh hETSidr
H T W A fer SO

Maintenance of engagement diary and timely submission of necessary papers for
meetings, interviews etc.

IE gHYEd wE H AT S geEdr dife U WHell @i ofedl J @ wiw fSH

R oW e S smEeEE T
General assistance in ensuring that matters requiring attention are not lost sight of.

SRR T qAT ATHE B W G W § ved vfed SR SHERR erdl

Initiative and fact in dealing with telephone calls and visitors.

foofort, oot |, FTAFdl, TR w1 FEE AR HE AR GHAW e TAX HE KT AnEdr AR AR

5N T YER F w@ FRT Tl |
Ability to draft notes, letters, minutes, briefs and ability to prepare summary etc.
(In case such items of work have been performed by the officer)

(%) Fa A § TR w1 Y oiv W wE U sme oW Ao § s wwor fagi
FE & fau TR gW 9 Sfaa @ Ak =, a1 ST g 9 S Y |
Has the officer any special characteristics and/or any outstanding merit or abilities
which would justify his/her selection for special assignments. If so, please mention
these characteristics briefly.
(@) s FEeE & fau Swgwdar & oy § fawifer (@ wme fen s owfew)
(b) Recommendation regarding suitability for other spheres of work.(This should be
substantiated).

w1 RO # ol § AIETE W wW FW A ST FRUT U ST R T w T § 2
Ffs &, @ SuE Efm = o2

Has he/she been reprimanded for indifferent work or her other causes during the period
under report? If so, give brief particulars.



13.

14.

15.

THE
Place:

LIEGCE

Date:
report)

-1 6:-

o WEHRT % we Gad Wieq, ofFaT@ Afe e @ SEITET & Ufd SaErt e
T HWHA JodihT |

General assessment of personality, character and temperament including relations with
fellow employees amendability to discipline, etc.

HAafiet
Integrity

(g7 seen & = & M fomeh <@ )

(Please see Note below instructions)

SofiRTor (UfE)
Grading
( S/ =BT/ GA/ G Y FH )

(Outstanding/Very good/Good/Average/Below Average)
(fordt Ifyert &1 998 T Icpe wifc T & T AT S9 dw fF SHH I=w wife & W

Jan wE H Ford e ¥ 7 e 7, N9 oR W tE @i & T § SR We w9 ¥ Swd
foram ST =feQ)
(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).

e faem o saifedrd & gwaR
Signature of the Reporting Officer

I\ WE e H
Name in block letters

for &1 erafy ¥ qgam
Designation (During the period of



