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Annual Performance Appraisal Report of Sr. Accountant/Jr. Accountant of Sports

PANU (1o To] o] Y20 SN | 0T I T- N Report for the
year/Period eNAING...ceieeeeeeeieeeeeeeeenreneeeceecesensescescnscnsansnsons
ERIESCa R
Personal Data
AT — 1
Part -1

(#ATeT / fRT / BRIted & TR JRIIS SIgHRT §RT ¥RT S719)
(To be filled by the Administrative Section of the concerned Ministry/Department /Office)

INAINE Of the OffiCer..cceiiieeiiiiiiiiineeeteeernaneeeeeceeessnnsececcesnnnnnssmniimmmmrrreeennmmirrreeen
P G I RS V4 7 1 T | - ) N
Date of birth: DD/MM/YYYY....... [eeeeenn [eeeeenanns (In WOrdSs)..cooveennnriercessannnnnnsccannn
3. qadM Us H =R gfaa @t fafdr PN D .ovrverennens
Date of continues appointment in the Present| cadre......... | Date .oeeeennnn..
cadre
4. TEAM UK T SW W e o1 ane - (i1 N
Present post and date of appointment thereto POSt...eeennnn, Date eennonnnnns

5. % % oM § U B o (I8, gRE e
W) I S AVERT 7 uREwr fomr & a1 S
favor &

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

specify.

6. T AMHRI AR SAfel / S R 8

Whether the officer belongs to Scheduled
Caste/Scheduled Tribe?

7. Rifa avga, qal¥e |t @ ae-e argar
Educational Qalification including professional and
Technical qualification

8. fawrfa e sl

Departmental Examination Passed




HIT — 2

Part -2
o T &1 uftdea forar T &, S99 §RT R o & forg
(@war yfaftedi & w1 | Ugel AT B A 4 US)
To be filled in by the Officer reported upon
(Please read carefully the instructions before filling the entries)
1. 59 T st o Gera fdaRor

Brief description of duties

................................. W coeereerssresssreesnnenns T D TY /AN & IRM 3MUD §RT BT T B &7
e WR g | 9 /A 3 dRM e faRy SudferEl @ qrer o) suafer ¢ |
X B R § FROT UG FAT (AR SUA IR T W P AR & U
ST @1f8¢ S 100 ST A 3iftd 7 8 iR PR SRR =1 nfda 8)

Brief resume of the work done during the year/period from .................... to
....................................... Bringing out any special achievements during the
year/period. In the event of shortfall in achievement furnish reason. (The resume is to
be furnished within the space provided, limited to 100 words and is required to be
signed).

(@) PIAT A 2 H IAIQ Y &l /S /A B WfT H B FHA b1 6A9 A Soord
X | A wedl O Wiy § P amEr e @ A A I 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.




(@) Fyar ST 71 B A Seorg R R FTor e SuafRmn @ € sk S s
AT BT A Soord BN |

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

(M) HRT—2 ¥ Scoilad S SUARR @ AT DIs 3T FEdyUl SIfaRad Suafer

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

(&) wlreror HRiseH § 9RT o

(D)  Training programme attended

|51 OUUUR A S qTel AWBRT B THIER
Date tueeeiieeneiiininnnne Signature of officer reported upon
TR AT ceeeeeeereeeeeeeeeeeeeeeeeeessmnneeeeseen
FUll Name.....ocooeveeieiniiniiniieenecnnnncnnnns
S L= | R PR



a7 — 3 (RfET aftrer grT w=1 oIg)
Part-3 (To be filled in by Reporting Officer)

1. T AW A2 # Scoled IgER URaed #RA ad ISR & W—qelied ¥ "eud § afe e @1 deareid
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. H1d T o1 Jeiea
1—10 (U@ 9 9) M W) RAfET aRter ik aien wfeR gRT 90 U o & S ST @ o 2
el T BT aqd e Pife 9 3R <9 & dad S=ad ife | 21 (59 91 &7 9R 40 Jiie 81)
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)

gfdaeT TR | gAfdaied MRS | gafdale  iRer)
Reporting Authority | (& wiT—5 %7 U=1) P IMTEMER
Reviewing  Authority | Initial of Reviewing
(Refer Para 2 of Part-5) | Authority

1. qEaRE e @ Ryl /v @
MR TR Iyefed frar R &t

Accomplishment of planned work/work
allotted as per subject alloted

2. HR-FEET $ P
Quality of output

3. faveIvore s I
Analytical ability

4. JUERTHS P B UIRYUAT/fER g
IR S

Accomplishment of exceptional
work/unforeseen tasks performed

g a1 R g Aasr soffaso
Overall Grading on ‘Work OQutput’




3. fdra faRvdreil #1 JeaiaT
Assessment of personal attributes

reTeTd aiftexeT &1 iR ufdae aen g witert g1 fHar S @ S 1—10 @ WM W ST =Y, Sief 1 wew B9 Ao @ den

10 S Sl BT Seog BRAT 2 (39 9T BT ¥R 30% BRM) |

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%).

ECEE IRt
Reporting Authority

EREE PN

(& wIT—5 @1 W7 — 2)
Reporting Authority
(Refer Para 2 of Part-5)

TARicdia TR & 3R
Initial of Reviewing Authority

1. 3 @ sifgla / Attitude of Work

fomrerd & 9/ Sense of responsibility

g @1 IgRew/Maintenance  of
Discipline

8o &ear / Communication skills

Jg@ 71/ Leadership qualities

T B 916G # S & @ gwar/ Capicity to
work in team spirit

7. 99 ORWM BT STERVT BT DB HHAT TR
feaea Hew / Capacity to adhere to time-
schedule

RER AfweTd |ae / Inter-personal relations

wy ®Bfd gd =aafda/Overal bearing and
personality

FfaTd faRIvdrel R G e siofiavor

Overal Grading on ‘Personal Attributes’

4, YhRITcTd e Bl el
Assessment of functional competency

HReTd aHftaxeT o1 iR gftae aen gAfeer wiRert g1 I S 2 S 1—10 @ M W ST =Ry, Siet 1 wew oW S @ den

10 S=Ead Aol BT S BRAT & (3 9T BT 9K 30% &I) |

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%).

yfddes  WifeeRY
Reporting Authority

QAfdciih HTerehral

(e ANT—5 @1 R — 2)
Reporting Authority
(Refer Para 2 of Part-5)

Hiddied  TReR @
ATETER

Initial of Reviewing
Authority

frw /fafm /ort v draa & &7 ¥ ufead ud s
|E TN P AR

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

2. fEg Ao T F N gEar
Strategic planning ability

3. favky oM & epwar
Decision making ability

4, [H9d &HA
Coordination ability

5. i & IRT vd RAefid oo & awar
Ability to motivate and develop subordinates

6. TU=EA e
Initiative

TSR FET W) Bl Fedy SofigRer

Overall Grading on ‘Functional Competency’




IR oI /AR e /ES @ eAeR @ B uiy < (@wn ogdRd onfy/sEaRd
SIS / BASIR O &) T & G935 3R S99 9 &1 $=1 B 59T W) feurf)

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.

IRYAT TG &HAT / Aptitude & Potential

(@uar R @ wag R iR HRER e & g fFrefaliea & 9§ o & TFF &= &1 99| o
Iugad Al Raa w4 1, 2, 3, fafgd &%)

(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)

@ PP Jem iR draied ws=M / Personal Administration and Office Management ()
(i) fTd <ra, Yo v @iasy A WM, @1 e/ Payment of Personal Claims, Pension
& Provident fund cases (
(iii) @ @1/ Account Function ()
(iv) FHE @™/ Entitlement Function (
(V) =T ai| Y ol & eraia argRRvT 3R gw/T &7 fuer / Pursuance and clearance (
of outstanding under various suspens Head of accounts

(vi) @ g / Audit ()

(vii)  yoTTell, PRITAY U9 JER RG] / System, O & M Computerisation ( )

(viii) o < gyor &k faff=T eor, ST @ swwla 9 @ wem / Review of balances ()
under various Debt, Deposit and Remittance Head of accounts

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

gfReror / Training

FHIAT ARBTY BT FATTLAT MR Al # 3 GIR a1 B e | uReror & forg RymiRer & |
Please give recommendations for training with a view to further improving the effectiveness and capabilities of
the officer.

IEr e eee /ol aRs weas feve @ fog sifafRed faersand

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

(i) TafeRer & Ui <&
F[IAT o TR oAl IR ST WE—HOTdd U $R @ &HaT B G 99D /IHD! a el W
fewoft
Attitude towards enviroment
Please comment on his/her relations with the auditee organization and ability to elicit co-operation from
them.




10.

1.

12.

(i) Rera & ufv @@
FfdaTa q@E | IRta Rerdal @ FaRe 31 feen § S9e /S 39y R fewef

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

wreey 3 Refa
State of Health

qATST (FIa1 ARGRT 3 wAfrsr w feuf 3)

Integrity (Please comment on the integrity of the officer)

yfode SRR gRT ARG & FA fa¥vdreli & a&R (T 100 91l #), fore¥ ared &3 d &9 ared
&5, IETERY IUATEIT], AUl STl (WaH WNT—2 &7 3(%) U9 3(@) Td goat a7 & ufar sifgfa e
&)

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.

gfraeT & 9NT—3 @ T 2, 3 Td 4 § Y 7Y IRIT & MR R FoA FIeTd: G&HD TITHRT |

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

gfded ANER & TR
Signature of the Reporting Officer
I - a9 1 IR # ¢
| o B: TV Name in BlocKk Letter...cceeeieiiiiiiiiiniiinneeeeeeeeeceeeceenns
M
Designation......covveiiiiiniiiiiiiiiniinietetiaiiieciatiassessnns
e fRure -

Date toeeevnneniiniiiiniinnnnn.. During the period of Report........c.cccooivieiiiiniininiinnnne.



qeT — 5
Part-5

1, R e @) SRR

Remarks of the Reviewing officer:

gAfdeiia ARSRT & i |dT Hlel

Length of the Service under the Reviewing Officer

2. 1 39 A3 ¥ forfa orf qer fAf= ol @ Hey § ufdae affer) grT f5d W qeaied | "ewd § ? R e
IAADBT B FEER ST / AEAYTT FHGerarsi & T # fHd T Jegie- | Head & ?
Do you agree with the assessment made by the reporting officer with respect to the work output and the various

attributes in Part-111? 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.

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

3. SNEAfd @ Aol H $UAT 39 forg &R SR BRI 9019

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

4. RaféT sfer grr ford 78 991 Ry w fewell, aft «1E @

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-111 of the Report.

gAfdeeT AfbeR @& gxaER

Signature of the Reviewing Officer

I A A SRt H

| o T Name in Block Letter......cccceviiiiniiiiiiiiniiiinieinneinnens
ge-M™ -
Designation......ccccvviiiiiniiiiiiiiiniinieietiaiieciatiassessnns

=i fRare :

Date toeeevnneniiniiiiniinnnnn.. During the period of Report.......ccccccveiniuininieienininnnns




3ga¥/ INSTRUCTIONS

PRI A M AN RPN B foy Teayel TS Ul FRAMT B | 31k I8 AWHR g Rad foredt o & 7 @i
RIS foram aret IR iR wiie ANGRT 31 S e & T 36 ®M & 911 o Rrmard fvr anfgg |

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 fAeres qeaied R wra doee e & e 1o aRe @ w7 # STIRT &1 oig | Raid fores arer st
B Ig TEGH ST A1RT 5 $HBT RW AW &1 Qe 0 2, AP a8 v aRafde amed & ugaE 69 |
IE TP Ff e arel ufshar TRl B, 3w 1P e ufbar 2| R forem e sttt &R welien sifary &,
9 AP, forat RUE fordl ot 3, @& ot fsares, sfrefa srerear w9 Ifdaa o &l s RA 4 foram
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 &F ¥ iR 9afd g9y dax w9 o @ity | RUiE @Y srefe dR W sterar Sud dik 9 W SH @
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 QAT WY | SUTEl HRAMET AT WM S« B U s quiar ¥ weal 3R ugEEy @
SMYdd AT WY AR T8 SaR RS F arat TR & ]I B W8 &7 | AW | AT W 3R [l /N B
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.

Ruré forgs arer affar, S9 e e RAE fordt o 8, @ o & U@ e & 91 wHY 4 98 &
@ H IS / TRARS dedl B 99 S | qifid e qeied RuiE &1 foras arel aifart sik RS st
& 99 o e WA 9 o | ROfET 9 @ ure § wew /w99 By o6 | Il B aferd RafET af @
AR T IS GRATAAT & O 39 ORe @ SR /T 717 g G dTel SIfer & 999 § 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.

& Bl I GG ARBINGT RT T ®/Y A ST AR AT OMY | et b Fgd v |79, |9 ¢ S 996R,
F1 &3 U9 Upha ik frell faey 1 W feR #%0 gy yifear & o a1y oifs Raé fog 9 et siffrer)
o P &7 1@ uPpfa @ forg fadrear 8 @l B |

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, fYrE qedied a¥ FA< B9 9Tl NI @ IR 98 U8 7 fd I8 wa SanE A 1 U dRS 99 Fhdl
T ; Rafdr et sk Ruid fore aral ¥R @1 ue= @ w¥ier & fog fFafia sl ©) af & uieasd &
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.

TS JiGAdcl B I8 YU BT aIeY 98 HOidhd Y oM darel ¥R & HRIFEH, SRy, JaeR iR
Y P JAEVT IRAfAD TR TRIT DY |

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.

I8 AP, Jelia Y o arel et & SRifweT & IR F Rk s@f e & @ffg & =it

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

% 8 & & §B IS A0S 579 T 3 9ahd § | 6 A g A T99 BT WR G- U 95 Dl 5 | T @l
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.

faRarel @ W=y o=y yggsll ok $7a W FaER $T [P 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 ¥ FHfd A8 & =1 § fa=faRad ufsan &1 9red &-Ar @nfay —

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

() afy ferer A FufsT deg ¥ W & VW Iamr S|
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 Rweh oo B WY @R 9 B FRAE B WY feueh A ve ufy Mo RAE & wrer srre
TReT FRFR P A AT D FRC S TE GRRAT W B ogad FRaE N B oA 2| e GARST BN
IR S A1 I« fewoh & fafieg S wwiE 781 8, Rl o a8 gt & & gooee oy a1 & 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.

@) I, gt FRAE & IRITEHT HeE ¥ 8 O ©, SR B HIST YHIRG R < a1ey iR 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

IR WeE B g B o 2, qon o Riftag X Ry W ARY A 97, wRf aRed B ggra oY @

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

(@) I Sgad sRaE & IRUTEHY, Hag R T8l Bd 8 3R 7 & S YRe St 8, RBRY B AR B ATl
A & SR @ o1 1Y 3R SES 918 SWad (@) iR (1) R uiffde srag & S =1y |

(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. HEITIS VT & AT QIR R Heeft feemfecer
Guidelines regarding filling up of APAR with numerical grading

0)

(i)

(iii)

(iv)

(vi)

Ruic fora arel affBR & SR A 3 o, AfReTa R{Rwad R srfee awar & o & forg Rafdr
IR AT MREIRGT gRT Heaers AT e o Sl 21 I8 1 ¥ 10 B P ) S A1y ot 1 wed
%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 & el 2 fH 1 serar 2 & frd aeffexr (FPrefa & ar faRvarell a1 go e Sofiexor & ufige)
o fARre wadRl & AN | dad R § i wu 9 shifue far s &k 30 g 9 st 10 @ fed
goff & ddy # e SualRml & ddu § sifaca far smoam | Soft 1—2 swr@ET 9—10 fava A ? o/ SH@T
Mo Ry oM Y ooxd | iRk Sl 9e9 _a gY ufides 1 qAfdaie miteRal o fee sfeery &t
TOIHIRYT S5 3RfI9 981 6T | qaHH H SRR WAl B g A BT a1y |
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 A HH R0y g foram Rem |
APARs graded below 4 will be given a score of “Zero”

ARIE 3R s

| Y w, fRY T B afdaTa fadarelt SR wfeie awar @ fag aRie e ST 7 v A1 9 10
UTiD!, BT BT DT DI I 40 JRRIT MR 3R afdaa fReyaril 76 srfcs aaaei ) 30 g IR w®
JTEMRT AMT ST | 9RIA SR S U § ST MY GAS 991 B A God & femar ¥t T W smeniRa
foar sgm |

(T8 WAl BT BT S9-S0 51/ 4 /84—IL(%) fai® 21.06.1965 iR Fiffied 1§ gRmeror fwMrT sriferd sma=
T0 210111112005—RuAT () Wddi—2 f&Aiw 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



