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=TT [T o TN
Igfede T
Personal Data

YT — 1

Part -1

the

(AT / 3T / PRI & TR JeT® STHRT §RT #RT SITY)
(To be filled by the Administrative Section of the concerned Ministry/Department /Office)

year/period

Name of the OffiCer..cccuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieetteteseteotenstesnmenimimmemireens
P i B 1 IR s U = T | 1 )
Date of birth: DD/MM/YYYY....... [eeeeasns [eeeeennnne (IN WOrdS)..ueeeieeineieneennrennenecenconne
3. oA Us # e fgfaa & fafyr P oo AP ..oveeeeee.
Date of continues appointment in the Present | cadre Date weveenennnnn,
cadre
4. T 9% 7R 99 W g o ari L AN (51—
Present post and date of appointment thereto Post Date woneenennnnnn
5. 99 H & | Iguiefa & safdy (g1, uRmor anfe

W) I Saa ARWBR 7 Ul for @ @ Swer
faxor &

Period of absence from duty (on training, leave
etc.) during the year. If he has under gone training

specify.




T — 2
Part -2

1.

o AR &1 uftag forar oM 8, 89 gRT "R o @ forg
(@ vRfedl B %R | Ugdt I BT & UT)

To be filled in by the Officer reported upon
(Please read carefully the instructions before filling the entries)

frd T PR BT Gt R

Brief description of duties

a1 D S &Y /Seed /Y AUY WY 9q fow fuiRa R B @ sue foR FMeiRa
) ™ & S @R /A W e wU H) T B M- 7S YrRIfAET IR W
¢ 3R & @ @&g 9 gfc | Ul SUAf™ a9 | (STIEROE 3Mus YT & forg
e & Aror)

Please specify targets/objectives/goals (in quantitative or other terms) of work 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
Division)

Y /ey /Y SYeer

Target/Objectives/Goal Achievements




(@) FIAT A 2 H IAQ Y &l /el /0 o Uifg H B HHA BT 69 H Seord
o | A et B Wi F PIE T A A A T qAN |

(A) Please state briefly, the shortfalls with reference to the targets/objectives/goals
referred to in item 2. Please specify constraints, if any, in achieving the targets.

(@) P S AR BT A Sl PR O B! AWE SRR W T IR ST oA
AT BT A Seord B |

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

FIAT oo P} [ F4T QAT DolvsY 9 DI 3fFal WU aiffe fdaxelt FeiRa o
eI Delver 9 | SRGd! a¥ PI 31 S dF Gof BT &F Tz oY | Afg 78 a1 faawor
TS HRM B TRIE & 19|

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
the calendar year. If not, the date of filling should be given.

15551 ORI HIT I qTe ARB B TR

Date teueeiveiniiininnnnnn. Signature of officer reported upon



9T — 3
Part -3

FRITS TER o fEiRer gfdde qen gafiderer et gRT f&ar S 1 & S 1—10 @ WM WR g =iy, oet 1
HeQ o9 vt BT d 10 S Aoft BT SeorE e B |

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.

(@) I freaE BT qedidT (S0 W1 & IR 40% BRT)
(@uar yfifical & w1 ¥ Uga gl @ & ¥ Ug )

(A) Assessment of work output (weightage to this Section would be 40%b)
(Please read carefully the instructions before filling the entries)
fiaeT ReRY | gAfddies wieer qAdeAdT UIeNt @&
Reporting Authority | (igd WT—5 &7 3T — 2) | 3TEER
Reporting Authority Initial of Reviewing
(Refer Para 2 of Part-5) Authority
gaf-rfora e @1 aRyular/fawg & R W
smefea fvar = st

Accomplishment of planned work/work allotted
as per subject alloted

2. HE-EET 31 DI
Quality of output

3. TAvowunes argar
Analytical ability

4. JUARTES B B IRQOTT /fF U SmERE
EaL|
Accomplishment of exeptional work/unforeseen
tasks perfomed

fria & ) fa AR Sofiesor
Overall Grading on ‘Work Output’

(@) afdra faRdvarel T Jeuie (39 HIT BT ¥R 30% ERT)

(B) Assessment of personal attributes (weightage to this section would be 30%0)
gfeeT TReR | gAfdeies mRer AfdeeT TeNT &
Reporting Authority | (igH WT—5 &7 37T — 2) | 3MTerER
Reporting Authority Initial of Reviewing

(Refer Para 2 of Part-5)

Authority

1. ® @1 AWl / Attitude of Work

2. ™SR &7 91/ Sense of responsibility

3. I T ITIR&T / Maintenance of Discipline

4. HRIYUT &HATY / Communication skills

5. =g o1/ Leadership qualities

6. T P WG § B HIA @ &¥Hal / Capicity to
work in team spirit

7. 99 ARV BT SITERYT FRA B EFIT URRR
fdTa HeT / Capacity to adhere to time-
schedule

8. URER AfdaId Hey / Inter-personal relations

9. 99 ®Bfd Y49 wfaaTd/Overal bearing and
personality

frTd fdvarel ) gd Aamey softeor

Overal Grading on ‘Personal Attributes’




() yPATHS ST BT Gedid (§H AT BT 4R 30% BFM)

(C) Assessment of functional competency (weightage to this section would be 30%o)

yiae WY | gAidcte qier gAfdeld aTfersT
Reporting (¥t A5 BT T - 2) | B TR
Authority Reporting Authority Initial of
(Refer Para 2 of Part-5) Reviewing
Authority

1. P/ R /o1 @ argar & 83 § ufean
T4 ST HE YA B AR
Knowledge of Rules/Regulations/Procedures in
the area of function and ability to apply them
correctly.

2. NIGF ASHT §I BT &
Strategic planning ability

3. folg o9 @Y emar

Decision making ability

4, gHIY &HdT
Coordination ability

5. JfFr &7 IRT U fielid o= & eHar

Ability to motivate and develop subordinates

6. Ugd wfdT
Initiative
YHRTHD FeHdT IR @l e AofieRor
Overall Grading on ‘Functional Competency’

HIT — 4

Part-4
IR IR
GENERAL

1. AT @ AT WRERY (STEl A o)
Relations with the public (where ever applicable)
(ST @) STaEATSl BT IR U BRI P A W fewed <)

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

2. gfreror

Training

(@I AR B wIfaeT U9 BRI el ¥ oiiR e guR ok gfg w1 o gfic © Swe uRmr & forg RerRel &% )

(Please give recommendations for training with a view to further improving the effectiveness and capabilities of the officer)




w@arey o Refy
State of Health

NRIRLS)|
Integrity

(@ et 3 wafTer ) feweht )

(Please comment on the integrity of the officer)

yfideT ARSRT gRT IRGRY B GAv fAAvaret o TR (FRET 100 w<al #), Rrad dmed & vd o9 dmed
&3 Td Y Gl &7, AR YA, AEaYU! Gl (a4 M—2 &1 3(®) U9 3(W) T gdat i &
Ry sifrgfar wfier &)

Pen Picture by Reporting Officer (In about 100 words) on the overall qualities of the officer including area of
strengths and lesser strength, extraordinary achievements, significant failures (Ref: 3(A) & (B) of Part-2) and
attitude towards weakers sections.

URIEET @ 93 & @S F, G TAT T ¥ QY ¢ 4Ry & MR W [ AT d=As e |
Overall numerical grading on the basis of weightage given in Section A,B and C in Part-3 of the Report.

Jfae PR & TR
Signature of the Reporting Officer

I - A AP AeRT H:

Place.ccceeiiinnnnnennnnnnnnn. Name in Block Letter:....ccceeeiinniiieeeeeeccecceennnnnnn.
JoMd :
Designation.....ccccvvviiieiiniiieiiniiieiiniiieciniinnn

i - gfdes & afdy # :

Date..couvurnineiiininininenn. During the period of RepOrt......ccceveveveenininnn



HNT — 5
Part-5
1. gAfdced IffeRT @ gl

Remarks of the Reviewing Officer:

gAfdeiia ARSRT & i |dT HIel

Length of service under the Reviewing Officer

2. T A -3 J IRT—4 ¥ i & o A=t i & wa=r # gfiae sife™ gR1 ol 1 s[oied 9 9894 ©
? T MY ARDDR B SR IR/ FEqUYT hAdi & Fe # fHd T euid § ¥gad 8 ? (Fad : 91
3 (@)(IV) T 9T 4 (5) (AR o1y gRiges e g1 A o & frelt Heareis qeuies § Wedd 981 & of $udl
T YT 9 @os & A T w9 # < 1 Remear o1 sTeRR )
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 with the assessment of reporting officer in respect of extraordinary
achievements/significant failures of the officer reported upon? (Ref: Part-3(A) (iv) and Part-4(5)) (In case you do not
agree with any of the numerical assessments of attributes please record your assessment on the column provided for
you in that section and initial you entries)

&l el

Yes No

3. 3FEAd B @ R § $T $H SR AR, T DIE WA 919 § R 39 HB AT AT BIST 9184 © 7

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

4. TARAST AR ERT FoH TR | PIAT FHAET PY (T 100 ) §) Forad et o e fadrsareii &t
el &5 Td PW e 8 Td S gda @t 3 afy g i o |
Pen Picture by 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. UfAST & -3 & Te—d, We—W I We—T # fIy MY 9RIT & AR W Fol Aeax dearerd e |

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

gAfdeeT AfteR & gwaER

Signature of the Reviewing Officer

R : A 9% AR H

Place..cccceeierinnnnnns Name in BIOCK Letter..ceeeviieeeiieiereeeeierieeeeneeeenneeennns
UM
Designation.....ccccovviiieiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieeene,

§ICY e @ rafy ¥ -

Date

During the period of Report



0]
(i)

(iii)

(iv)
V)
(vi)

Guidelines regarding filling up of APAR with numerical grading

TiiveiR & &= fafdaa |raer iR SIMyds TR qaie 99 o §¢ WRA ey |

The Columns in the APAR should be filled in with due care and attention and after devoting adequate time.

g oTe o ol 2 f& 1 Jerar 2 & fd affewer (Fria ot ar fadwareil a1 g fidmer gofiexo @ gfage) ot
fafre swadrell @ AN 9 dod i # waia ©9 9 N f&ar S ok S0 UaR 9 3rm@r 10 & f&=dr Soff
o Wy # faRre Suafeml @ wdy # aifye f&ar S| &oft 1—2 srmar 9—10 fava BT 8 o/ S aT SRR
Ry oM @1 SR 8| wWikee A yeM #w%d §¢ gRieeT vd gAfdeies wiiteRal o1 e siffer @
TSifEiRer S8 oM 981 HE § o § iR GedifEl & gol T § SR ARy |

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

THITaR $T 8 | 10 & 919 T JUHIO "Ipe” fordr SN Tl FAISRo /W=t & g s g &1 romr
XA B forg i 9 far Sgem |

APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 9 for the purpose of
calculating average scores for empanelment/promotion.

THITSR &1 6 T 8 | BICT & §19 BT IR0 “qgd sr<er” fordm e oo uraie 7 faam smem |

APARs graded between 6 and short of 8 will be rated as “Very Good” and will be given a score of 7.

THIRIR BT 4 TT 6 W BIST & &9 BT BT “3r0T1" foran SQem @ widie 5 far s |

APARs graded between 4 and short of 6 will be rated as “Good” and will be given a score of 5.

THTSIR &7 4 | HH Tfipeor “gr forar Smem|

APARs graded below 4 will be given a score of “Zero”

DT FRArE qa B A T gRT THTeIR YU HRA §HY T Ao & |ay A feemd
Guidelines regarding the colour scheme to be used by different grades of CSS while filling up their APAR form.

(1)

(®)

T - 9. /e gemEfe Ao v SR
Green - JS/SAG Level & above

Yrem — IRERED

Yellow - Director

e - SU afia

Blue - Deputy Secretary

LIC]S — IR Afaq

Pink - Under Secretary

B - AT IRBR T HETD

White - Section Officer & Assistantc



