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s &1 A9

INAINE OFf OFFICOT: ..ottt et et et eee e eeeee eeeves eeeaae eenaes san aee sensee seneeene

qAICT a9/ 3rafer &1 wfadesT
Report for the year/period ending: ..........c.cccoeviciinniiniiiviiniiin e
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HafFas suiY
PERSONAL DATA

(TS Faias IFTHIET garT Y I & fav )
(To be filled by the Administrative Section concerned)

R el B | = LT OSSR P R URT RSO PURRR
NAME Of the OffiCeT: ..ot e e e e e e e

Ser @ dR@ (Baa/AgEy) ... [
Date of Birth (DD/MM/YYYY) ....... o] e,

dect AT AU H SENAR i
SIEEC]

Date of continuous appointment to the
present grade

qOATE e dUT 38 W Agied & alg

Present post and date of Appointment
thereto

ay & SRIeT 3P & IURETd TE 1 3@
(T wfetor i ) Ffe 3 fwrr A
gfretor forar § ar 3T faaror ¢ |

Period of absence from duty

(On training leave etc.)

During the year.

If he has under Gone training specifies.

et Jegar
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#er-2- | s #1 gfadeer foar e 8, 38& ganT s e & favw |
PART-2- To be filled in by the Officer reported upon

(T SRAfe F ;R ¥ TEe IR A e ¥ 9g )

(Please read carefully the instruction before filling the entries.)

1. Y v srRf 1 a@fereg

Brief description of duties.

2. ®F & AT FAEI/3RTAT WIS TT 3IA fov FAURa fFY @, a1 3mus fov Auiia
R 71T g 39 (Roma/EET I 3T &9 A) Ff B ecH AT F IUR W FAT iR
b 8T A T F YA IUATT daC | (31801 & AT 39 Fhol/Aegd/faemmer &
forw o 7 Aerem)

Please specify targets/objectives/goals(in quantitative or other terms) of works you set for
yourself or that were set for you, eight to ten item of Work in the order of priority and your
achievement against each target.(Example Annual Action plan for your
School/Center/Deptt.)

T&T/32I/RAT 3qofsar
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3. (31) FUAT AG R H TATU &T/3RRAN LA AT it F W HAA #T @AY A oo™
N | afe et fr wiitg & #S arene @ & O 3 FaJ° |

Please state briefly, the shortfalls with reference to the targets/objectives/goals
Referred to in item 2. Please specify constraint, if any achieving the targets.

HUAT 3T FHel T 3 Jeoll B TSAH HhT 31t Sueietrar T & 3R 9=
T &7 4T ool Y |

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

HULT Soold HY I FAT Ydacl shelsy a¥ &I el e aTi¥er fqavol e
o 31T st a¥ ¥ 3caadt a¥ &7 31 ST deb gof &7 & a8 off | Ife
TET ar faawor gof e & aw & ST |

Please state whether the annual return on immovable property for the preceding calendar
year was field within the prescribed date i.e. 31st January of the year following the
calendar year. If not the date of filing the return should be given.

AT & arel 3R & gEaer

Signature of officer reported upon
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HTIT-3
PART-3

q&TcH qafentor i TAEROT gfddest quT qerdeilhe TITRIHOT G@RT f&ham STl § i ¢-20
& YA W T AR, STET ¢ I FHd A0 &1 qUT 2o ITadd Aol & Sool@ FT ¢ |

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

(FYAT FiafSeaeh! R & ugel fqanfaden 1 € 4 qg )

(Please read carefully the guidelines before filling the entries)

@1 F fASUTET FT HATFT (S0 AT FT AR Yo% M)
(A) Assessment of work output (weightages to this Section would be 40%)

gfadesr | gaAfdeeeT

9

TReRT | ey (Ted

Reporting | 811-5 &1 RT ) | F MR

Authority Reviewing Initial of

Authority (Refer Reviewing
Para 2 of Part-5) Authority

i) qafAforT e i aRqetar / fawr &
IR 9T 3rafed R amar &

Accomplishment of planned work/allotted as
per subject allotted

i) P fAsuree 1 Fife
Quality of output

iii) TaReIYUTTcAS Jreaar
Analytical ability

iv) 3r9arereHs H @1 aRgoianfed o
HYTRIT

Accomplishment of exceptional
work/unforeseen tasks performed

T 7 @ Fol AR AvfiR
Overall Grading on * Wok Output’
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(&) T ARVt 1 Hedrehel (SH HET AT AR 30% Fram)

(B) Assessment of personal attributes (weightage to this Section would be 30%)

gyfadea SGIEC) LGIERIET]

S

TR | R (Fes | o

Reporting 3T R

Authority Reviewing Initial of

Authority (Refer Reviewing
Para 2 of Part-5) Authority

(i) & @ gy
Attitude to work

(i) FASHY &1 &t

Sense of responsibility

(iii) 37T (FHY Il Figel) HT 3FREToT
Maintenance of Discipline (Including
punctuality)

(iv) TUNUT &FFAT

Communication qualities

V) e ot

Leadership qualities

Vi) GoT T HTGT H I A ST &THdT

Capacity to work to in team spirit

vii) FHI FIROM 1 HTEROT el T &THT
Capacity to work to time-schedule

viil) REIR giFderd Tay

Inter-personal relations

iX) IHIT Bid T efFdcd

Overall bearing and personality

aa%m%aﬁmﬁwgmﬁwﬂvﬁmw

Overall Grading on Personal Attributes

() JhrAcHS GETHAT & Hedleh (38 AP & HR 30% M)
(C) Assessment of functional competency (weightage to this Section would be 30%)

EIBEaC TIRISRT (TeeT IR &
Reporting | $ra7-5 &1 WT ?) | 3TEER
Authority

Reviewing Initial of
Authority (Refer | Reviewing
Para 2 of Part-5) | Authority

(i) oa/RfATH/FAE g Jeaar & &7 &
gfehaIT TG 3dch TEI AT I SATThRT
Knowledge of
Rules/Regulations/Procedures in the area

of function and ability to apply them
correctly

[6]



(i) T ASAT Fd T &THAT
Strategic planning ability

(iii) oo o=y T erar

Decision making ability

(iv) OH-aT &Iddr

Coordination ability

v) 3ehered @ IR U RFEd B A
&THAT

Ability to motivate and develop
subordinates

vi) Igol Sied
Initiative
TehTATcHS TETHAT W Foll IERIETY

FofteIor

Overall Grading on ‘Functional competency

fequol:- gHer AfSer AUIRA & a1 AN & U # Hehcdohl & Todsh THE & ATCTAT
& IET 9T TR g |

Note:- The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned.

[7]



AT
GENERAL

STeTdT & |1 HAENERT  (ST8T 9] &)
Relationship with the public (wherever applicable)
(STAAT FI TARISATIHT HT Sccalided Ud PRI deh AR 9 &9 feequfr ¢ 1)

(Please comment on the Officer’s accessibility to the public and responsiveness to their needs)

GTRI&ToT

Training

(o T B IR T R AHATH T A HRF GUR AT gRY e B T @
399 9fIeTorT & for RAwEmET & )

(Please give recommendations for training with a view t further improving the effectiveness
capabilities of the Officer)

3. Tareey & Fafa
State of health
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4. gcafesar
Integrity
(FeaaT TSR Y Feafaser @ feoqolt & | Feafaser deg & W & a1 wegqol | afg
TEEYUT § a 38 YR T G H ool fhal ST A1RT |

(Please comment on the integrity should be beyond doubt or doubtful. If doubtful, such
information should be mentioned.)

gfadesT AUFRT garT ATUFRRT AT FHEd FAVATIHT & SR F FATT (SRTHIT oo 2Aeal H )
S Ty 8 Ud FH AHLY &1 IATYRVT IYATT, Agecdqul G (Feaf: HaT-2
T 3(31) UG goreT delt & Gl (AT Arider 8 |

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer

including areas of strengths, extraordinary achievement, significant failures (ref.3(A) & 3(B) of
part-2) and attitude towards weaker sections.

gfddest & $91-3 & WS 3, &, T T H T T HRIV & YR R Fel AR T&acHh
gafferyor |

Overall numerical grading on the basis of weightage given in Section A,B, and C in part-3 of the
Report.

gfadesT 3 & gEdeT

Signature of the Report Officer

AT I e H

PART-5 REMARKS OF THE REVIEWING OFFICE
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1. Yelideliehet 3TRIBRT & el GaT el

Length of service under the Reviewing Officer

T 39 HE-3 A T & aur [@Affe ot & deu 7 gfddes 3f¥elr ganr Y v
HodThel U HEHE g2 T 3T TSN I HURUT ITCITIATAGAYU TGl & Her
# Y a0 Aok ¥ HeAd §7 (Heel: HET-3 (31) JUr Hnm-4(5) (IfE 3ma yfddes e
carT feu T IOt & el HEAIcHS FHedrhed ¥ HEHAT =gl & Al HUAT U Hodlehal 58
gus & QU 1T TaFd H ¢ dUT fAgHAeTar & ATaeR &1 )

Do you agree with the assessment made by the reporting officer with respect to the work output
and the various attributes in part-3 & Part-4? Do you agree the assessment of reporting officer in
respect of extraordinary achievement?/ significant failures of the officer reported upon? (Ref
Part-3(iv) and Part-4(5)

(In case you do not agree with any of the numerical assessment of attributes please record your
assessment on the column for you in that section and initial your entries)

g GH]
Yes No

3. 3 EAd gl I AT A FUAT 38 FROI qdua,wmg@rm%mm@wm
SIS AR 87

In case of disagreement, please specify the reasons. Is there anything you wish to modify or
add?

4. gAfdellesT RGN GART Hold TEHR | HUAT HATATGA HY (T goo eal H ) foaA
AR T FEET AT H ALY 81T vd 3HHT goel et & gicd A arfder g

Peon Picture 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.




5. lddest & #W-3 & Ws-q AT T-H H AT T FRIW & ITUR R Fel Ao
TEITcHAS gaffaor |

Overall numerical grading on the basis of weightage given in Section A, Section B And
Section C

gﬂrﬁwmésaﬁnm

Signature of the Reviewing Officer

AT I e H




st

INSTRUCTIONS

aifYer focdies Hedrehel RUE Ueh HAGeuqul g&adsl g, 36 AUHN & s e &
Aol 1 & T 3N 3% HRTW A 3 & F@al & AT Aol ARy 3Ty
AT § | 3 ggr e forgedht RE fordr o @ ¢ 3R Roie o Sier arer 3fereny
3 OFACR & WY 38 ® A He i A e =nfge |

The Annual Performance Report is an important document; it provides the basis and vital inputs
for assessing the performance of an officer and for his/her advancement in his/her career. The
officer reported upon Reporting Officer should, therefore, undertake the duty of filling out the
form with a high sense of responsibility.

Rae fores arer 3Ry 1 Jgf Aggy e AT H s 32T JUFN #1 G e
g, Tl dgT 3Yel arEdideh ALY & Ygdlel Heh | TGl Toh TEI Gaol dlell Uishdl 16T ¢,
g T fAdm@cas ufhar § | Rl forgar arer 3R &1 3@ 3ifen, Gadr Rae
fordt Selr §, & T fasuesr |, AR 3rar e Safaded T HiAAT 39 Rae 7 fomsr
q TP =Tgl T A1fev |

Reporting Officer 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 should not shy away from reporting shortcoming I performance, attitudes or
overall personality of the officer reported upon.

3 A wART eae @ 3R gAiTd FHY R Hl Sl AT | R A 3mehfeEs dR W
37YAr 3T AR T W I FT As WY g 3Tar fERAT HT TISE gdT Il ST |

He items should be field 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.

A% 3cadl JuTATcHS &9 & fear Sv | shidd 38 BIga I8l T&IICHS hife ar =T &l |
3Yelet] AR I-T T 3ccl AT A8 ooars gofar § | ersal 3R ugreel & eargdes
ol ST 3R Tgl 3eck RIS kel ared ADRRT o e hT FE &1 § geiiv | gease 3R
3R ATST T 9T fohar STe |

Every answer shall be given in a narrative form except. Where numerical grading is to be
awarded. The space provide indicates the desire 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.

RAE forger arel iftrelt 30 3wl S Roe fod Selr § & a¥ & g # a¥ & Q@
fPT S arer Gier | Ifg #ig 3Ry duidtia a¥ & fov 737 9g FTerar § af 39 aWE
F FA&T AT UG FHG & HAT ¥ HT TN | FF / d&F G G AERET garT
TOSe ¥ § T 3R JHs A a@nfgw |

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officer 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 tear, such targets/goal shall be set at the time
of assumption of the new change. The tasks/targets set should Cleary be known and undershoot
by the both the officers concerned.




qufy fosures Hearhel a¥ # HATT g aTe 334 § 3R I§ AT @ &b 1
FRE g ohal g, 3a; Roe s g 30l & Fafag 3iaua . @suea &0
HoATeha! il TIRT HR FlE ScART & ALTH H GURICHS Hed 300 gy |

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 the performance and
take necessary corrective steps by way of advice etc.

Jcdeh Hedlehelhdll & TG YA ol ARV I g5 Hedlehed fhU el dle SR &

FRIfAUIET , 3TERUT STdgR 3 ALY & i JUTEHT IEdids d&aR TEIT A |

It is should be the endeavor of each appraiser to present the truest possible picture of the
appraise in regard to his/her performance, conduct, behavior and potential.

gl HoAThel T STl aTel TSR & HrAfasuled & aR & ROEds 3@t o & @i
g anfRe |

Assessment should be confined to the appraiser’s performance during the period of report only.

Tgl 3Fle T Sl & Fr 1 Tur 2 f wS o A wr (U AT HE AT 0T Er GAY
Iz & for ) AV HAAT & Aegw T INT IFad A GAed 7 F I se3am e |
AT 9R 9 IAT 10 & A3 & fohv 910 9y Fraf & dey & g sgRRr sw | 1-2 & A3
3R 9-10 & A3 foRer AT & gHI, 31d: 3 R Faer I ETHar g | arfEdr I3
QU ST & F@EY A R forgar arer 3R goller aer atel 3R & 39 HAIREAr S
3 AT Y HY I § P Teh a9 HEAT T Jolll H HIfE el =AM |

I is expected that any grading of 1 & 2 (against work output or attributes or overall grade) would
adequately justified in the pen picture by way of special failures and similarly any grade of 9 &
10 would be justified with respect to special accomplishment. Grades of 1-2 or 9-10 are expected
to be rare occurrences and hence the need to justify them. In awarding numerical grade the
reporting and reviewing authorities should rate the officer against a large population of his/her
peers that may be currently working under them.

. Ul SI/Igleadia & fow 3ader grcarer f a0 e & SAlelT 8 AFAi@d J8r 0T
oA foear Srwer |

For purpose of calculating average scores for empanelment. Promotion the following grades will
be considered.

Td TR I3 Fife gredres fod « AR
APARs graded Grading TR ST &
Score to be considered
8 3R 10 & I & 3chse 9
Between 8 and 10 Outstanding
63IR8Faa & Jgd 37ToT
Between 6 and 8 V;ry Good
43R 6% I # 3ot
Between 4 and 6 Good
4§ A
Below 4




feoquiy
Note

FafaAsar & FA™T A F R H [AeATai@d UfshaT FT UTeled AT AT -

The following procedure should be followed in filling up the item relating to integrity:-

i) afg AfFEr fr Fcafaser acg & I § 0 Farr S |

If the officer’s integrity is beyond, it may be so stated.

ii) Il IS TEE ¢ FHe I Tiell 815 &A1 AU AR FeR SRas & s

If there is any doubt of suspicion, the item should be left blank and action taken as under:

(@)  Teh 3HET e YO gof T AT IR dTg HT FHRAS HT AT | feequl & wh g
Mu RUE & @Y 3T aRssddw IR &1 off &1 & ST, S Ig glaRad
FT AT 3efacdt FRars e & SN § | STET FeAlAssT @ FAON AT AT e
feoquly &t fafdeey  #war @ @1 &, RAC wfady 75 g & & geose @A
WA & fov 3RFN & FF F @ F wAcg IAT FAGT AT AT 3T IJRFRT F
o Fo T A8 S o [Pt 8 |
A separate secret note should be recorded and followed up. A copy of the note should
Be 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.

g, Hefadl HRATS & IRUTATT HE g 8 Sd ¢, TSR & FeNaT FATOIT
F &t AT R dEgaR vE giase Muei Roe 7 & & e |

If as 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.

Ife weg @ gise g el 8, aeg o fafdeey &Y fev o= =ifge 3 sgér
Trafeed 3w’ @ qgfad & & aw |

If the doubts or suspicions are confirmed, the fact should be recorded and duty
communicated to the officer concerned

afe 3iefaci HRAE & IRUTAETRT Heg T 6T eld & 3R o & 3ofehr giee gl
g, ATHRT & IROT H 3HTell HAA & GRS STT =1 AIfRT 3R 39+ 916 (W)
3R (1) W FUfAfése FRarg @ ST @R |

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 indicates at (b) and (c) above.




