
 

fodkl vk;qDr lw{e] y?kq ,oa e/;e m|e dk dk;kZy;fodkl vk;qDr lw{e] y?kq ,oa e/;e m|e dk dk;kZy;fodkl vk;qDr lw{e] y?kq ,oa e/;e m|e dk dk;kZy;fodkl vk;qDr lw{e] y?kq ,oa e/;e m|e dk dk;kZy;    
OFFICE OF THE DEVELOPMENT COMMISSIONER 

(MICRO, SMALL & MEDIUM ENTERPRISES) 

 

dsUnzh; lfpoky; vk¿Öqfyfid lsok ds futh lfpoksa@xzsM ^x* rFkk ^?k* vk¿Öqfyfidksa 
dh वािष�क काय�िनंपादन म�ूयांकन ूितवदेन    

Forms of Annual Performance Assessment Report of Private Secretary/Stenographer 

Grade “C” and “D” CSSS 

--------------------------------dks lekIr oÂÖZ@vof/k dh fjiksVZ 
Report for the year/period ending………………………………………...... 

 

 Hkkx&Hkkx&Hkkx&Hkkx& I/ PART – I 

   oS;fDrd C;ksjs@oS;fDrd C;ksjs@oS;fDrd C;ksjs@oS;fDrd C;ksjs@PERSONAL DATA 

 
1- vf/kdkjh dk uke % 

            Name of Officer : 

 

2- inuke@in ftl ij dke dj jgs gSa % 
 Designation/Post held : 

 

3. tUe dh rkjh[k % 

  Date of birth : 

 

4- D;k vf/kdkjh vuqlwfpr tkfr@vuqlwfpr tutkfr ds gaS ? : 

           Whether the Officer belongs to SC/ST 
 

  5. orZeku xzsM % 
           Present Grade : 

 

 

    6- orZeku xzsM esa fu;qfDr dh rkjh[k % 
 Date of appointment to the present post : 

 

 

 

 



-:2:- 
 

 

 7-fjiksVZ dh vof/k ds oÂÖ Z esa fdu&fdu  
 vf/kdkfj;ksa ds lkFk dk;Z fd;k rFkk gj  
,d ds lkFk fdrus&fdrus le; rd dke   vf/kdkjh dk uke] vof/k inuke lfgr  
fd;k A          

  Name of officers with designation                Name of Officer, period with designation 

 With whom employed during the year & 

 The period served with each. 

 

 

 

 

8. oÂÖ Z esa NqV~Vh izf¿k{k.k vkfn ij gksus ds dkj.k M~;wVh ls vuqifLFkfr dh vof/k     
Period of absence from duty ( on leave,  Training etc.) during the year 
  



-: 3 :- 

Hkkx &Hkkx &Hkkx &Hkkx &II/PART –II 

LoewY;kadu@LoewY;kadu@LoewY;kadu@LoewY;kadu@ SELF APPRAISAL 

( 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{kIr fooj.k % 

 Brief description of duties 
 

 
 

 
 

 
 

 
 

 
2-   vkids }kjk----------------------ls ---------------------rd ds oÂÖZ@vof/k esa fd, x, dk;Z rFkk oÂÖ Z@vof/k esa 
fo¿ÖsÂÖ miyfC/k;ksa dk lkjka¿Ö nhft, A ;fn miyfC/k;ksa esa dksbZ deh jgh gks rks dkj.k crka, A fn;k tkus okyk 

lkjka¿Ö uhps fn, x, LFkku esa vk tkuk pkfg, og 100 ¿ÖCnksa rd gksuk pkfg, vkSj mlds uhps gLrk{kj fd, tkus 
t:jh gSa 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) 

 

 

 
 

 
 

 
 

 
 

 
 

 

3. d̀i;k ;g crk, fd D;k iwoZorhZ iapkax oÂÖ Z dk vapy laifRr fooj.k fu/kkZfjr fnukad ds Hkhrj vFkkZr 
vkxkeh iapkax oÂÖZ dh 31 tuojh dks izLrqr dj fn;k x;k Fkk A ;fn ugha  

  Please state whether the annual return on immovable property for the preceding calendar 
year was filed within the prescribed date. i.e. 31st January of the year following calendar year.  If 

not the date of filling the return should be given. (Not applicable to Stenographer Grade “D”) 



-: 4 :- 

Hkkx &Hkkx &Hkkx &Hkkx &III/PART III 

fjiksVZ fy[kufjiksVZ fy[kufjiksVZ fy[kufjiksVZ fy[kus okys vf/kdkjh }kjk ewY;kadus okys vf/kdkjh }kjk ewY;kadus okys vf/kdkjh }kjk ewY;kadus okys vf/kdkjh }kjk ewY;kadu    
ASSESSMENT OF THE REPORTING OFFICER 

(d̀i;k izfofÂV;ksa dks Hkjus ls iwoZ] QkeZ ds var esa fn, x, vuqns¿Öksa ksa ksa ksa dks /;ku ls i<+ ysa) 

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

 

 

1. D;k fjiksVZ fy[kus okyk vf/kdkjh Hkkx & II esa fn, x, fooj.k ls lger gSa \ ;fn ugha] rks og dgka 
rd vlger gSa rFkk mlds D;k dkj.k gSa \  

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. LokLF; 

            State of health 
 

 
 

3.       mifLFkfr esa fu;ferrk rFkk le; dh ikcanh 

          Regularity and Punctuality in attendance 
 

 

4. vk¿Öqfyfidh; dk;Z esa n{krk rFkk ¿Öq)rk 
            Proficiency and accuracy in Stenography work 

 

 
 

5. cqf)eRrk] yxu rFkk ifjJe¿Öhyrk 
            Intelligence, Keenness and Industry  

 

 

 

6. xksiuh; rFkk ijexksiuh;rk ekeys rFkk dkxtkrksa dks fuiVkus esa fo¿olh;rk 
            Trust-worthiness in handling secret and top secret matters & papers 



-: 5 :- 
 

7. vkcU/k iqfLrdk (,suxsstesaV Mk;jh) j[k&j[kko rFkk cSBdksa] lk{kkRdkjksa vkfn ds fy, vko¿;d dkxtkrksa 
dks le; ij izLrqr fd;k tkuk A 

            Maintenance of engagement diary and timely submission of necessary papers for 

meetings, interviews etc. 

 

 

 

 

8. ;g lqfuf¿pr djus ds fy, lkekU; lgk;rk rkfd ,sls ekeyksa dh vuns[kh u gks tk, ftu 
ij /;ku fn;k tkuk vko¿;d gS A 

            General assistance in ensuring that matters requiring attention are not lost sight of. 

 
 

 

9. VsyhQksu dky rFkk vkxUrqdksa ds lkFk lEidZ djus esa igy ¿ÖfDr vkSj O;ogkj dq¿Öyrk  
            Initiative and fact in dealing with telephone calls and visitors. 

 

 

 

10. fVIif.k;ksa] i=ksa ] dk;Zor̀ksa] lkjka¿Ö dk elkSnk rS;kj djus vkSj la{ksi.k vkfn rS;kj djus dh ;ksX;rk ;fn vf/kdkjh 
}kjk bl izdkj ds dk;Z fd, x, gksa A 

            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) 

 

 

 

 

11. (d) D;k vf/kdkjh esa ,slh dksbZ fo¿ksÂkrk,a vkSj ;k dksbZ ,sls mRd`ÂV xq.k ;k ;ksX;rk,a gSa ftuds dkj.k fo¿ÖsÂk  
         dk;Z ds fy, mudk pquk tkuk mfpr gks ;fn gksa] rks mudk la{ski esa mYys[k djsa A 

(a)       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. 

([k) vU; dk;Z{ks=ksa ds fy, mi;qDrrk ds laca/k esa flQkfj¿Ö  (bls izekf.kr fd;k tkuk pkfg,)  

 (b) Recommendation regarding suitability for other spheres of work.(This should be 

substantiated). 

 

 

12. D;k fjiksVZ dh vof/k esa ykijokgh ls dke djus ;k vU; dkj.kksa ls vf/kdkjh dh HkRlZuk dh xbZ gSa \ 

;fn gka] rks mldk laf{kIr C;ksjk nsa A 

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



 
-: 6 :- 

 

13.  vU; lgdfeZ;ksa ds lkFk laca/kksa lfgr] O;fDrxr pfj= rFkk LoHkko vuq¿Öklu ds izfr mRrjnk;h vkfn 
dk lkekU; ewY;kadu A  

        General assessment of personality, character and temperament including relations with 

fellow employees amendability to discipline, etc. 

 

 

 

 

14. lR;fuÂBk 

Integrity 

 
 

             ( d̀i;k vuqns¿Öksa ds uhps nh xbZ fVIi.kh ns[ksa ) 

 (Please see Note below instructions) 
 

 

15. Js.khdj.k (xzsfMax) 

Grading 

             ( mRd̀ÂV@cgqr vPNk@vPNk@vkSlr@vkSlr ls de ) 

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

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

fd;k tkuk pkfg,) 

 (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) 


