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Sarfehen ST

PERSONAL DATA
-1
PART-1
(ST SroTTErfIeR STTHNT ZRT 9 W o 10
(To be filled by the Administrative Section concerned)
O (55001 3 i | O
Name 0f the OFFICer: .. .vin ittt e e
2. S A (AATEAS) oo (TORTH ot
Date of Birth (DD/MM/YYYY) ....... Lessrns fovweass (In Wotds) o uemsss smsssmssmin o
3. A St H e g < A fetee.......... auft.........
Date of continuous appointment to the present | B2 I— Grade:......
grade
4. UM IE qT 39 W R i ailie T (L5 1NN
Present post and date of Appointment Postimomsaas | L R ———
thereto
5. o o Sro gt (fTeor steERTe 3T1fe W) @ STguferd W et st

Period of absence from duty (On training leave etc.)
During the year. If he has undergone training SPECITIES. ... s
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WTT-2- T a1ferentdt wht wfdere B, 36eh 5RT W 9 & ferm)
PART-2- To be filled in by the Officer reported upon

(e STt ) 7 & e SR ) e & g 9

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

fordr e <Rt e wiféng fersmon)

Brief description of duties.

2. wE % W AR I e s fog et R 2 ar st forg fretfa R o E e W

(O ROTTH/ T T 371 &9 ) ST13-3 el shl ST o TR T geft ST ST 80 U e o ahralvaret o 1t
Fuctfoet sraTd] (FRTEROT o Forg, 1Tk HheerT/shsy fervamr o fore anfifed shref ftr)

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 items of Work in the order of priority and your
achievement against each target. (Example Annual Action plan for your
School/Center/Deptt.)

E/IRTI/ AT ITATSET

Targets/objectives/goals Achievements

3.

L

(20 F9I1 0 2 H Sooifiad wredl/Seal/e T wit T sl 1 e § Secie il 3l et A
foreft weRm ot atred TEt Bt 3T oft Ieora

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.
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@ YA ST el o1 oft Seerg L S why atfere Suefouat @ # ofR 3 o1 ane 1 ot SeoE

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

4. AT Ioid R foh T qEia] et o et teret duftt afies fereoft ferift drite srufd wefstad @
It o ohf 31 et de gt 41 TS oft) Afa el foraror gt R <At i E S|
Please state whether the annual return on immovable property for the preceding calendar

year was field within the prescribed date i.e. 31% January of the year following the
calendar year. If not the date of filing the return should be given.

TR eeeeee s Sftraee ¥ aTet SRR o ETER
T — Signature of officer reported upon
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PART-3

TETCH, afTeRToT T e foT e o qRTereeh STTerhr T foha ST & Sit 1-10 o HH o €T <R, Stel
1 G e Soft T q 10 Iy A0ft T Seohd HT 8l

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.

(@ farfie it o & vee fenfade e § g o)
(Please carefully read the guidelines before making the entries)

(37) ST FoTEH T HEATh (39 W 6 40% 37k &)
(A) Assessment of work output (weightage of this Section would be 40%)

BIRELE QTR TR | q e
it | (Eed IS wIAT 2) | it
Reporting Reviewing Authority TR
Authority (Refer Para 2 of Part-5) Initial of
Reviewing
Authority
i) Fel-arTorer shref sht TRYUICT / fere o ATE o 3freiea
fora T @
Accomplishment of planned work/allotted as
per subject allotted.
ii) T SITET T hife
Quality of output

iii) TersaoTTemeR A
Analytical ability

iv) STITETH 13 sh1 Ui/ fohd g Tenfara s

Accomplishment of exceptional
work/unforeseen tasks performed.

"k SIS T HH UFET
Overall Grading on ‘Work Output’
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(&) SafeTa fersraaTatt T qeaich (39 SR & 30% 3ieh Bif)

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

[ ol

SIGEEE] IERIEERIECAIRCICEIEE
et | (@ s w v 2) | et e
Reporting | Reviewing Authority | 3TTell&l
Authority | (Refer Para 2 of Initial of
Part-5) Reviewing
Authority

BERERIGECE
Attitude to work

(ii) TSTeRT w1 any
Sense of responsibility

(iii) ST ST TEHT (F ITeT Hied)
Maintenance of Discipline (Including punctuality)

(iv) FFINOT &HATY
Communication qualities

v) Sided 0T
Leadership qualities

vi) TE ol STTEHT 7 o1 ohid 2l &l

Capacity to work to in team spirit

vii) §F GO 26T SFETT shid 6l &mar
Capacity to work to time-schedule

viii) TR SR Heer

Inter-personal relations

ix) THT BId T Ahed

Overall bearing and personality

e forRredraTt o aed afe
Overall Grading on Personal Attributes

(5) TeRTaTeHeh TETHAT ShT Hedish (38 WIT o 30% 37k &)

C) Assessment of functional competency (weightage to this Section would be 30%
© p y (weightag )

BIREET eIiCEIcER I BERCIERIEE
wrfereeTdt Efam-sH AT | WRER %
Reporting 2) SATETET
Authority Reviewing Initial of
Authority (Refer Reviewing
Para 2 of Part-5) Authority
(i) TS & B [/ T /afsharaTt ol F9 21T
ST T2 YT S oht &TaaT
Knowledge of Rules/Regulations/Procedures in
the area of function and ability to apply them
correctly
Page 6 of 14 '
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(it) TG, AT S T &
Strategic planning ability

(iii) Tl & < erar

Decision making ability

(iv) 9= &Hdr
Coordination ability

v) STefiTEe ot Uit U feren o o el &t

Ability to motivate and develop subordinates

vi) I8 Ik

Initiative

ST TRIAT 9 qHT DT
Overall Grading on ‘Functional competency

oot ww AfE Freifta =t 718 S2s (3iehT) o ST o Hohaent o T TE oh ATEAHT o ART T SATEHE Bl

Note: - The overall grading will be based on addition of the mean value of each group of indicators in

proportion to weightage assigned.
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A4
PART-4

GENERAL

1. SIaT o g1 WITERT (Siel oft s &)
Relationship with the public (wherever applicable)
(T SRR Tk ST T T Te ITehT R o R wt fewft €)

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

2. Sfteor
Training
(e siferemT 61 s ermaret S stfren g 31 gfis e ot gfy & sweh wiireor 3 forg Rt )
(Please give recommendations for training with a view to further improving the effectiveness capabilities of
the Officer)

3. ey i ffa
State of health
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4. goafasr

Integrity

(e Sferhrdy i werfrer o fooquft & sifierrdt 6 weafer Wi & TR a1 waE @1 A wewt 8 A 5 e A
YT T oo foha STHT =NTfey))

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

5. ufeaed stfer g it oY gae fasivarett s aHy aolq (e 100 wsat 7) e, forad g a9 v
STETYTUT SUeTioerT, Sraherdral (Havl: wT-2 3T 3 (31) 311 3 () Td Fasii o gi gfEenir snfie &
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.

6. UfoE & YTT-3 @< o, , TUTH § U 7T 37T (ST) o SATUR T et fHereht SedeHeh aiientu]

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

witree TR 3 TEeR

Signature of the Report Officer
T AT EIE ST H: .,
Place:.....coovvnieinnninnn Name in Block Letters:.................

2 P2 | P2 -

DeSIgHatON. & sermmmprnmnamaasgs
e gREET T @R
B During the period of Report:............
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-5 T ST 5T Strgforar
PART-5 REMARKS OF THE REVIEWING OFFICE

1. eI ST o STef ot 115 HaT oAl Srater

Length of service under the Reviewing Officer

2. T AT WTT-3 ST T4 & oty ohred cverm e wpoit 3 wister 3 witrara stferemmtt gy Ford e wperartent & wewel €2
T ST AR T ST ITCTOUT/ SFAHETATSAT 3 Tarer H fohdl 7C Heieht § HeHd 87 (SaH: WIT-3 (37) el
TIT-4(5) (AR 31T e SRR SR Uit o ety 7 fopg o foreft Hearers Hedish & wedd TEl € dl Hud
ST e oh 36 @US o T Mg Tawy H 3 g wiafEe w aener )|
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)

Yes No

3. TR B oh Feorfer & o S ST SIaTd, T IS U aTa & R 31T e SR At shedT |ed €2

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

4. iR STftrhrt g1 Tew qui) s fauft € @ 100 Tt #) fore stferemrdt b g feratwaadt o areed
&7 U IRl o wrged & § Iueh! AW oh Hd T e gl
Pen Picturc 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.
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5. O % WTT-3 % Ee-31, We-a U We-g H R 7y 37 & U W el Tt Sedredsh St

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

e SRR o BEeR

Signature of the Reviewing Officer

E= 1 AOUUURRRRRR il e
Place:.....ccc........ Name in Block Letters:.......cooveeveieiian...
RS L= 1
DS THAtION: vuprp s s s s
LG RSO TR T T ST
Datesnmmmmm s During the period of report:.............coeene
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INSTRUCTIONS

1. wifen e qeaish R T mewaqt qeiast &, I8 St & wrfared s gt e o forg i 36
KR ST 1 ST o o HEeo STe R SueTet HEdT 21 37 J8 kit foreeht feté foredl o et & 3fit
fld fore ST arer TRt =ht sit Ty 3 |rer 56 T ot S/ ST I LT =1Tey
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.

2. Ui fore™ st Afermr ot g% g =Ry foh gueht Stwy ifteRrl o1 foem e 8, qfeR a7 o1 ATt
aed ) gEIM Gh| I8 T A o Tl T, afcsh wh feshrarener wiwam 1 fidie fora At sttt i s
Afereprdt, Foreeh Rt foradt ift &, 3 el Frearem, srfirefr sroram wow saftre ot it o1of ot # forem @
TR Tl T =y
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 in performance, attitude or overall personality of the officer
reported upon.

3. A gy e & S vty e 3 o ST SR ftd s et o T st S A R S B i
off T I SATRITE ohl T el <t S|
The items should be filled 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.

4. TR I aHTEE ®Y Y AT Sy et S8 g St dearens fife & ot 8l ik T I erifia avs
Tt 1 TIeaT 37T qEsl Y ST ST ST SR Tt I TS T Aol AR 6 gUe shi wel & quiy
HETE ST HINT T SR foham S|
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.

5. Fdid fore amet wifrnrdl, Su sifer fresht faré forddt STt &, o1 ad & g o S| e J 9 forg ST ared efe
| 4 g srfeepr Gidei o & forg o ug Teer & Y 36 e % e T 9 VWA o T A TR
ST R/ e ST Tt SR 0 T9E &Y & S 371 aHe ST =fey)

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.

6. Tl FeaTee geaich o % i § fRaT ST Ao srem B Sf safene I wie dEre fashr s O e o
w8, 37 e fora et sifererrd) &t i siawe W e 1 Hearie e =Ry 3t §ee ses
TR & URIH Had 33 =16y
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.
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10.

ST TR ol 8 SR BT SR foh o8 Heaie fohe ST et 1Ry 3 ShTaifodTed, STT=IeT, SHeem 31
| Sh i AT ST feh T SR ol

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.

STfereRTt o FTHTATE B o shaet SfdaeHATei 2rafey e & wifir g =nfey

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

1 ST <Y STl B Fo6 1 e 2 3 et e (o e et aera 1o stera w3 o T ) ot eRfiit o mream @
afE TRt 1 iy w9 & e setar S S WK 9 72T 10 % 3 w1 R e ey sl o ey | sitfac
fear sTEm| 1-2 % ¥ 3 9-10 % U fae At § 810, 31 I ey sam i efevasar 8 @it Is e
ST o ey 7 Sferrat 3T fdicion 31femfE st o1on sfaria Rt =il 1 T Sgt ST h gorT § hife
freitor ST =R

It 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.

Y SHIA/IEI=TTG o TTT, e STeiehT 36T ot s & atsia o Freferftaa avft e w femm foam strom)

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

considered.
EE R Hife TR o8 O T fokar
APARs graded Grading ST E
Score to be considered
8 10 H g o IHE 9
Between 8 and 10 Outstanding
6 38 o o= EE 7
Between 6 and 8 Very Good
4AR6H =T H =T 5
Between 4 and 6 Good
49 0
Below 4
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Note

GeafreT & Hafira 73 i i ge FrfaRad Sfsrar s arem FEr aney -

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

iy Afe aAferenrt i weafer @38 & TR O 3T 3o o sy

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

i) AfE o TdE & Y we o) wrefl Bie faar sy oik fmrgar e = s

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

() ok a7 10 fevuuft oot Y ST 7 et Stgani R s fevoft ot we wfr e fidié o | e afteaH

sTferemrtt 1 oft i1 € e, S e P o foF stgadt witers site € ol ST et @t s S S AT I
feouft Y forfirerg; sk wivter e @, aref witRem stfbrerr 7w gfua ¢ o geme ot o & forg seeh arg siferert
% o Bt ST T v TE T e o A1 36 e o Raes oo A e, S of Rerfar &
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.

(@) afe, sl Fiard & ufoTTREET §3E A1 B A S € ar SR i geatier i ot =fey #i
e ot feté # uer wfafs st s =tey)

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.

(m) afe wie 1wy A gfy & S 2, @ aea i fafieg fran S e s awta sttt i e i
feam T =Y
If the doubts or suspicions are confirmed, the fact should be recorded and duty communicated to the officer
concerned

() AR STa FTiaTE & ioTEEET o €3 A1 G A @ g © i 7 & 3R 9 Eedt & 3 A o AR
AT STafEr 3 ST ST ST S1fey 371 36k o118 (@) 37 (1) W g (e s & s =
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.
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