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Personal Data

AT — 1
Part -1
(AT / 3T / PRI & TR JeTa® IIFHRT §RT ¥RT SITY)
(To be filled by the Administrative Section of the concerned Ministry/Department /Office)

Report for the

1.

N E el o LT O i o) TR

S Y : RA/AR /T oo, (TR H)

Date of birth: DD/MM/YYYY....... [eeeeeen [eeerenanns (In words)

A U # e Fgfaa @ fafy
Date of continues appointment in the Present
cadre

A9 U 7T 9 W Fgfa @ ok

Present post and date of appointment thereto

T B Q IR A oA (I8, TRE e
W) I Saa A¥Er 7 ulRkerwr rr @ @ S
favor &

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

specify.

T ARWHRI e AIfel / S § TR 8
Whether the officer belongs to Scheduled
Caste/Scheduled Tribe?

fféra araT, aaRe afed Td de-e! aregar

Educational Qalification including professional and
Technical qualification

i e St

Departmental Examination Passed




T — 2
Part -2

o T &1 yftdes forar o 8, 99 gRT R oM & forg
(@uar gfafedl a1 w1 | Ugel AT B A F Ug)

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

1. frg ™ ST &1 dfera faRor

Brief description of duties

2. @@ & Sl dI/SRW /T AU WY I forg FuiRa fad & a1 emue foR
fFuiRa & = 8 59 (@R /A3 a1 39y Y #) Sl @Y Me—.9 A URIAebar &
IR TR 1Y 3R BNF & DI e | AUl IUAfST qag (ST & oIy ofa UviT &
forg aiffe Rt Qo) |
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

Divison)
Y /e /Y SUafer
Target/Objectives/Goal Achievements

2(@) Ik oMU e IRw WS § @ FUA BRAl B Ben, R, gAeg a1, T ",
Hahd Alcgd AR 3= MR BT FRT B, 31 T9 T AR 79 Reiw sife 3 IR a1 D
T ¥ fby T B 9 A iR FuiRa @eg @ IR § a9 # qand |

If you are a Senior Section Officer please state briefly, the target set and the quantum of work done in
regard to recording, indexing and weeding out of files, maintenance of Guard Files, Sectional Note
Book and other registers, furnishing of O&M and other returns etc.




(@) P A% 2 | FAQ T A&l /S5l /00 B Wiy H B FHAT BT GA9 A Soord
N | I et B WIT H DIg e & B A d T4 |

(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.

(@) Pyar ST 71 B A Seorg R R FTor it SuafRmn @ € sk S s
ANTEE BT A SeoiE BN |

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

(M) D2 ¥ Seollad S9 SURIAl @ STlTdl DIg 3+ HeedYUl SIaRad ST

(C)  Any significant additional achievement apart from those mentioned in column 2,

(&) wlreror HRiseH § 9RT o

(D)  Training programme attended

RAD oo T A A ARBRY B FERR
| ) 1 N Signature of officer reported upon
L R L PP
Full Name.....ccooeeeiiiiiniiiiiniiiiinnncnnnne.
S - | L PR




9T — 3 (ROFET S gRT w1 W)
Part-3 (To be filled in by Reporting Officer)

1. T AW A2 § SeoilRad AFAR UIaed &R al IHR & W—eidd ¥ 989d & dfe T8l a1 JeAid
fa=or Uega |
Please state whether you agree with the self-appraisal of the Officer reported upon as mentioned in the Part-I11. If
not, please furnish the factual details.

2, &Y T v R BT
Assessment of work output
1—10 (U@ 9 9) M W) RAfET aRter ik aien wfeR gRT 90 U o & S AT @ o 2
el T &1 aqd e fife 9 iR o9 & dad S=ad Pife | 21 (59 91T o7 9K 40 Fiie &)

Numerical grading is to be assigned by Reporting and Reviewing Authorities on a scale of 1-10 (One-Ten) where 1
refers to the lowest and 10 to the highest grade. (Weightage to this section would be 40 percent)

AidaeT TR | gafdded TSR | gafdaie  wieery
Reporting Authority | (F& wTT—4 @7 3RT) P IAMEMER
Reviewing  Authority | Initial of Reviewing
(Refer Para 2 of Part-4) | Authority

1. @G s @ aRgeiar /v @
MR TR Iyefed frar R &t

Accomplishment of planned work/work
allotted as per subject alloted

2. HRE—FwIET @ Hife
Quality of output

3. foveryore s avar
Analytical ability

4, RS P B URYUar/fHE Y
YR T
Accomplishment of exceptional
work/unforeseen tasks performed

frfa o W g Aaer Aol
Overall Grading on ‘Work Output’

3. FfeTa farvarett &1 i

Assessment of personal attributes
s TiexY o fiRer gfddes qen gafiderer e gRT f&ar S § S 1—10 @ WM wR g =iy, wiet 1
T HH Aot BT FAT 10 SaaH At BT Seord HRAT B (§ W BT IR 30% 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 (Weightage to this section would be 30%b).



gfoded  wReRY
Reporting Authority

FRESICE I EEaN
(Had ART—4 B7 W1 — 2)
Reporting Authority
(Refer Para 2 of Part-4)

gAdeAST WReRT &

SATERY
Initial of Reviewing
Authority

1. & @I AMgied / Attitude of Work

2. TR @1 91/ Sense of responsibility

3. 3N BT AIR&T / Maintenance of Discipline

4. RV &HATY / Communication skills

5. g o1/ Leadership qualities

6. T P WG § B B B &HaT / Capicity to

work in team spirit

7. 99 ARV BT SJERY XA DI AP TR
FfqRTa HeT / Capacity to adhere to time-
schedule

8. TRER IfdRTd H&¥ / Inter-personal relations

9. 99y ®Bfd Y§ faawra/Overal bearing and
personality

T faRIvamel W) Go ey sofiameor

Overal Grading on ‘Personal Attributes’

4. YpRIcHS HEHIT BT HediH

Assessment of functional competency

e g &1 fAgiRer ufdde dor gafideror mier grr fear S @ S 1—10 & V9™ W AT =R, e 1
I B i BT TAT 10 STadH AU BT Seoid BT & (3 91T BT IR 30% 1) |
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 (Weightage to this section would be 30%b).

faes e | gafdeies e gAfdeeT IRy
Reporting (e A4 P19 - 2) | B SRR
Authority Reporting Authority Initial of
(Refer Para 2 of Part-4) Reviewing
Authority

o/ e /91 @3 A @ 8 § Wiea
Td ST HE TN B SR

Knowledge of Rules/Regulations/Procedures in
the area of function and ability to apply them
correctly.

2. Eg ASHT 9 B G

Strategic planning ability

3. foota o9 & emar

Decision making ability

4. qHIY &HdT
Coordination ability

5. eI & URT U fAelRid o & &Har

Ability to motivate and develop subordinates

6. UEd ¥Ifdd

Initiative

THRITHS GEFT U Fol AATHR AUNHT

Overall Grading on ‘Functional Competency’




IJgYfId Wi /Sggfad SHea /e $ eIk @ @ U0 @ (@uan ergfa o /s
SIS/ PASIR O &1 Tl 31 F93M 3R S99 9 S dR= 3 98T IR feuoh)

Attitude towards Scheduled Caste/Scheduled Tribe/Weaker Section of Society (Please comment on his/her
understanding of the problems of Scheduled Caste/Scheduled Tribe/Weaker Sections and willingness to deal with
them.

AT TG &9 / Aptitude & Potential

(@ RSN B Ty fAdar ok SRR Ao & fog F=folea 4 d o & &= &3 &1 g9 | guan
Iugad Al Reaa I 4 1, 2, 3, fafga &)

(Please indicate three fields of work from amongst the following for possible specialization and career
development of the officer. Please 1, 2, 3, in three appropriate boxes)

@ FIff g IR BETe™d e/ Personal Administration and Office Management ( )
(i) Ffera <mal, YT gd wiasy A @, &1 e/ Payment of Personal Claims, Pension
& Provident fund cases (
(iii) @ &1/ Account Function ()
(iv) FHE @™/ Entitlement Function (
) A= ai| Y o@l & oTia ITERvT 3R 9/ &7 e/ Pursuance and clearance (
of outstanding under various suspens Head of accounts

(vi) o ader/ Audit ()

(vii)  YoTTel, ST Td JeE SIS / System, O & M Computerisation ( )

(viii)  <rar o Oy iR faf=T FewT, o @ S AW @ |HiEm / Review of balances ( )
under various Debt, Deposit and Remittance Head of accounts

(ix) DI I & (FIIT T FN) / Any other field (please specify) ( )

gRrrer / Training

F[IAT AR B FATTAT 3R &waredl # N GuR TR I gfte | uiiewr & forg RiwiRer & |
Please give recommendations for training with a view to further improving the effectiveness and capabilities of
the officer.

T TERG e9e /9|l aRS TEre e @ fon aifdRea faeread

Additional Attirbutes for Assistant Director of Accounts/Sr. Assistant Director of Accounts.

(i) ggiaRer @ gfor d4r
I @G TR F7SAl AR I WA UG PR DI FAAT D AT SHD /IHD! Gl W
feagofy
Attitude towards enviroment
Please comment on his/her relations with the auditee organization and ability to elicit co-operation from
them.

(iiy Rrema @ uft @@
Ffeqd g | wEfd Reral & fare @ R{en J S99 /Saet 93 w® fewh

Attitude towards grievance
Please comment on his/her attitude towards redressal of grievances relating to personal claims.




10.

1.

12.

@y ¥ Rerfa
State of Health

TS (Foar AR & wfsr W feuf 3)

Integrity (Please comment on the integrity of the officer)

gfodee RPN gRT AMGRT B TR FAWwdrel & qER (AT 100 i #), fore ared &3 d &9 ared
&7, IETIRY IUSATIIT, Ayl STIbaldiell (e WNT—2 &7 3(%) U9 3(@) vd godad I & ufa sifdgfea wfva
&)

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) & 3(B) of Part-2)and
attitude towards weaker sections.

gferded & 9RT—3 & W 2,3 UF 4 7 AT MY YRIT & AR R Fo Hemar doared aiffewor |

Overall numerical grading on the basis of weightage given in para 2,3&4 in Part-3 of the Report.

gfaeT IRERT B TwER
Signature of the Reporting Officer

RI : 9 A e} # :

Place..cccoeeeeinnnnnnnn. Name in Block Letter....ccoeeeiiiineieiinneeeiieneeeeennnneens
QM
Designation......ccccocvveiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiienen,

e Rard :

Date teeviiniiniiiniinieninnnnns During the period of Report........c.ccevveiiuiiiiiiniiinnnnnn.




HIT — 4
Part-4

1, R e @) SRR

Remarks of the Reviewing officer:

gAfdeiia ARSRT & i |dT Hlel

Length of the Service under the Reviewing Officer

2. 1 A 93 ¥ frfa arf e AT N @ dey § ufieeT e gRT Y T i 9§ Wehd § ? @ oY
AT B FEHR ST / AEAYTT A HGerarsi & T # 5 T qegie- | Head & 7
Do you agree with the assessment made by the reporting officer with respect to the work output and the various

attributes in Part- 3 ? In case you do not agree with any of the numerical assessment of attributes please record your
assessment in the column provided for you in Part 111 and initial your entries.

g BE
Yes, | agree No, I do not agree. | have recorded
my assessment in Part-111

3. IS & AMA ¥ FIAT TH oI &R 3R HRT gAY

In case of different of opinion, please give details and reason for the same.

4. RaféT sfer gr ford 78 997 By w fewel, aft =18 @

Comments, if any, on the Pen Picture written by the Reporting Officer.

5. Rud @ 9m—3 ¥ W7 2,3 T4 4 & AU 0 IR B IR R I8 ARSI IfST

Overall numerical grading on the basis of weightage give in Para 2,3 and 4 in Part-3 of the Report.

gAfdeeT AfbeR @& gxaER

Signature of the Reviewing Officer

I A A SRt H

| o T Name in Block Letter......ccccevviiiiiiiiniiiiniiiieieinniinnens
YoM -
Designation.....ccccoveviieiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieeeae,

=i fRare :

Date tuevvivniiniiiniininnnnnnnns During the period of Report........c.ccvvveiiniiiciniiainnennn.




3ga¥/ INSTRUCTIONS

HRW A 3 A RPN & foIY TEayl TSN ST FRATT B | I 98 VAR e R foreht o & 7 &R
RIS foram aret IR iR FHie ISR &1 g€ TRENT @& AR 59 BM 3 41 &1 ForHaRT T =iy |

The Annual Performance Appraisal Report (APAR) is an important document. It provides the basic and vital inputs
for assessing the performance of an officer and for his/her further advancement in his/her career. The Officer reported
upon, the Reporting Officer and the Reviewing Officer and the should, therefore, undertake the duty of filling out the
form with a high sense of responsibility.

e feres qeaied R wra doeE e & o 1o aRe & w7 & ST ot oig | Rad foram arer et
B Ig TEGH ST AT 5 ST R AWH 1 e o= 2, aifs 98 o arafdes |med B vgaH 99 |
I8 To I e arelt ufthar w8l B, afew tw fawrdreTe uihan 21 Ruid foram arel siffert ok witen st &,
9 AP, forat R fordl ot 3, @ &l fsares, el serer wwy aafdaa &1 ol o RO # forem
q Hord TE I AMRY |

The Performance Appraisal should be used as a tool’ for human resource development. Reporting officer should
realize that the objective is to develop an officer so that he/she realizes true potential. It is not meant to be a fault-
finding process but a developmental one. The Reporting Officer and the Reviewing Officer should not shy away freom
reporting shortcomings in performance, attitudes or overall personality of the officer reported upon.

3 7 i & ¥ iR v gHg daR W o @ity | RUiE @1 arefe dk W sfear Fud AR ¥ W SH 6
DS W TN S=A ARGINGT P Wed: I Iel Q|

The items should be filled with due care and attention and after devoting adequate time. Any attempt to full the report
in a Casual or superficial manner will be easily discernible to higher authorities.

SR qUTHS WY H QT WY | SUGEl HRAM™T T WM SwR P IR S quiar 81 el 3R ugEEl @t
SMYdd AT TY AR I8 Sk ReIE T aral MAHT & WIS B 98 7 A AW | FIa1 W 3R Wl /N &
ffeafa &1 waT 7 W |

Answer shall be given in a narrative form, The Space provided indicated the desired length of the answer. Words and
phrases should be chosen care fully and should accurately reflect the intention of the authority recording the answer.
Please use unambiguous and simple language. Please do not use omnibus expression like ‘Outstanding’, ‘Very Good’,
‘Good’, ‘Average’, Below Average’, while giving your comments.

Rurd forg™ arer affar, S9 e e RAE fordt o B, @ Wy # T e & W Y & 9 &
@ H TS /TS dedl B 99 PN | i R qeaied R a7 foe ara siffer) sk RAfET ey
@ 99 1 e WA 9 oY | RofET 9 @ gre F dew /o 99 Ry A6 | At o e RaféT of @
AR T IS GRATAAT & O 39 ORE @ SR /g -7 9§ G dTel SIter & 99a § a9 fhy Sme |

The Reporting Officer shall, in the beginning of the year set quantitative/physical targets in consultations with each of
the Officer with respect to whom he is required to report upon. Performance appraisal should be a joint exercise
between the officer reported upon and the Reporting officer. The targets/goals shall be set at the commencement of the
reporting year. In the case of an officer taking up a new assignment in the course of the reporting year, such
targets/goals shall be set at the time of assumption of the new assignment.

& B I ARG ARDINAT §RT T /Y | ST R F937 WY | iedi o F9d v |79, |9 ¢ S 96,
FE &3 U9 Upia ik frdl ey & W R &% gy uefear & o =ifey Sife Ruid forem arer siffer® &t
IRFE B w1 &5 vd yeply & forg falrear & wad 2

The targets should be clearly known and understood by both the officers concerned. While fixing the targets, priority
should be assigned item-wise, taking into consideration the nature and the area of the work and any special feature
that may be specific to the nature or the area of the work of the officer to be reported upon.



7.

10.

1.

12.

Tefl, e qedied af T B 9Tl NI 2 SR 98 U8 ? P I8 ua dunE Qe &1 U dRS 99 Hahar
T ; Rafdr et sik Ruid fore aral ¥R @1 yeei= o wfien & fog A siavel R af & uigasms &
IR e =1fey &R eds GRS $Hed oM @iy |

Although performance appraisal is a year-end exercise, in order that it may be a tool for human resource development:
the Reporting Officer and the officer reported upon should meet during the course of the year at regular intervals to
review the performance and to take necessary corrective steps.

|Rd o A JATENT IRAfad TR IR Y|
It should be the endevaour of each appraiser to present the truest possible picture of the appraise in regard and his/her
performance, conduct, behavior and potential.

Yg qAiHH, YeId {6y TN a1el Afer & FrifwreT & ar § Rueks oaf ae & @iffa 2 =ik

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

TS 8 3@ & §B IS A0S 579 9T 8 96hd 8 | 5 W g # T99 BT WR I US 95 9l § | 39 el
B i b SR AR § @ A1 ARy 3R 37 W Sugad w9 § feweht o s =y |

Some post of the same rank may be more exacting that others. The degree of stress and strains in any post may also
vary from time to time. These facts should be borne in mind during appraisal and should be commented upon
appropriately.

s fHy o9 arel ysgelt et faf=r faRvarelt &1 Jeaies frar o1 8 Qv 1% fam & R g9l 9
el @ W= o ysqell iR §7d W FEER &1 iH fHar §)
Aspects on which an appraise is to be evaluated on different attributes (ire delineated below each column. The
appraiser should deal with these and other aspects relevant to the attributes)

[T A FHRIT A8 BT =1 ¥ fA=faRad ufhar &1 9t -1 a1y —

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

() afy ferpr o FufseT Weg W W §, W I/ T WY |
If the officer’s integrity is beyond doubt, it may be so stated.

(i) af% P W B, 78 I @el Bie &A1 WY 3R FAIgER SRaE 31 oY :

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

@) TP e o Rudh o B WY R 9% # BRAE B oY Rwdh A v gfy Mo RA @ @wer et
RS AP P AN AT § S S 8 GRRET T 5 ogadt FRAE DT B I 1 o wARroT 3
IR S a1 Y« fewoh o fafieg o ww@ 78 8, R ot a7 gt o & g fioly a9 & forg
IRE & FE B TN F TATT T qE o1 AT S AR D Raens g G TE, o= o Rerfer 2

() A separate secret note should be recorded and followed up. A copy of the note should also be sent together with, b
the APAR 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 had
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.

@) 3R, gt FRAE & YRHEHY WIE T 8 O 3, ARGR & [AFST JHIPE &R < A1y 3R aggar
& gfafke Mo Rard § w= & o)

(b) If, as a 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.



14.

()

sl

I e @ g B o 2, qon N fulieE BY Ry W AR o 9Id, Wl SR @ daf oY @

(c) If the doubts or suspicions are confirmed, this fact should also be recorded and dully communicated to the officer
concerned.

)

I Igadl PRAE S IRUTRGHY, T8 T ol 81d 8 SR 7 & I°a! Jfe B 8, ARNSRT & SR BT STl

A & SR I@ AT AR 3R SHS 919 S (@) iR (M) R Jnfafde srarg H S =afg |

(d) 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 indicated at (b) and (c) above

13. HEITID AT & AT THIR R+ et femfercer
Guidelines regarding filling up of APAR with numerical grading

0)

(i)

(iii)

(iv)

(vi)

Ruic foram el ¥R & & 1 A Torae, AfdeTa RQRvad R srfce awar @& o @ fog Rafd
IR AT MRGIRGl §RT H&eTd AT Ja & Sl 81 98 1 | 10 & UM W 8 a1fey &8l 1 9a9
%9 Joft 3R 10 Swadd AU BT Soorg BRAT B
Numerical grading are to be awarded by Reporting and Reviewing Authorities for the quality of work output,
personal attributes and functional competence of the officer reported upon. These should be on the scale of 1-10,
were | refers to the lowest grade and 10 to the highest grade.
g e o o 2 fH 1 serar 2 & e aeffeer (e & a1 fadmawi a1 go femer avievo & ufdas)
o fARre wadRl & AN | dad R § i wu 9 shifue far s &k 30 g 9 st 10 @ fed
goff & ey # e SualRml & ddu # sifacy faar seem | S 1—2 serar 9—10 fava B @ o/ SH@T
Mo Ry oM Y ooxd | iRk Sl 9e9 _a gY ufides 1 qAfdaie miteRal o fee sfeery &t
TOITEIRYT S5 3RfI9 981 H&AT | qaHM H SRR WAl & g A ST 918 |
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.
THIGIIR T 8 | 10 & 419 BT JITHR0T “Iepee” foram S o gArdRer/ M=fa & forg ofraa uraie @t oM
F @ oy i 9 T Swm |
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.
THITSIR BT 6 AT 8 | BT & &1 BT DI “qgd 3BT forar S don s 7 f¥ar S|
APARs graded between 6 and short of 8 will be rated as “Very Good” and will be given a score of 7.
THITSIR BT 4 TAT 6 ¥ BIST & 19 BT FATBIOT 30T forar S qen widie 5 faar Sem|
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 Fifiepror “gra form Sem |
APARs graded below 4 will be given a score of “Zero”

HRIT 3R &iad

| g B, Ry T B Afia et sk Frivie awar @ fog wRie R Smar 21 W U 1 ¥ 10
UTIDY, BT DT Gedid- DI W 40 FRed 9R iR Ak faRivdeil vd srfee el 9° 30 gfie R ==
RS AMT ST | AR SR & U ¥ <Y ¢ 78S a1 3 39d o B erar gaed AT W amenlRa
far e |

(T8 WAl BT BRTAT SMU |0 51/4 /84— (&) faai® 21.06.1965 iR P vd glemer RWrT srate =
T0 210111112005— 9T (Q) Hdidi—2 fATw 23.07.2009)

(Ministry of Home Affairs OM No. 51/4/84-Estt (A) dated 21-06-1965 and Department of Personnel and Training
OM No. 21 0111112005-Estt (A) CPt. II) dated 23-07-2009



