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Assistant/Steno Grade ‘D’/ Data Entry Operator of Sports Authority of India

.................................................................................... Report for the year/period
BNAING e tieeieieiiniieeeeeateeeeecrensencescnsensoscescnsansane
ERIEGEEL
Personal Data
HAT — 1
Part -1

(FATETT / fNT / PRIfe & TERad RIS SIgHRT §RT R S719)
(To be filled by the Administrative Section of the concerned Ministry/Department /Office)

1. JTTABTRE BT AT/ TG . ce eeernnerrnrneresessessesessssssessssessesssssssesssessessssssssessessssessasesssssssssrsnssanes
Name of the Officer/Designation.........oceeveieiiiiiiiiiiieieieieieiuiuiuiiiiriiirieiinininenenenees
2. O RE/AE/TT oo T R) e
Date of birth: DD/MM/YYYY....... [eveasee [eveeeennne (In WOrds).eoeeeieiineiiiiinniininnniennnnnenns
3. ETIRE TG BT T ceeerrrrrneeeeeeeernnnneeeeeeersussssseeeeesessssssseseessssssssessesssssssssesssessssnnnns
Designation of post held ......coooviiiuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiiieieiecssatcesscsnsssensones
4.  ICHM Ug T 99 R e @ akiE feAi®............. ;=1 SN
Date of continues appointment in the Present | pate............ | Cadre.........
cadre
5. S PN B AH IR UTH RS W | GRBR B AT oo iRk
Rerefii smafer & AR W TG ... R wag 3|
Name of the Officer with designation with Whom | Name of OFficers ........onnvmnn.... and
attached during the period under report. Date ............. from which attached
6. d¥ 3 IRM BgI, URETl M W /A D IR
TGS & STuRefy & arafey
Period of absence from duty on leave, training etc.
during the year.




T — 2
Part -2

I ARNGR gRT W_1 oY, e R fordy ot &
(@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)

L PR, £ TP & a4 /3@ & IRF Ud gRT 6T T¢ B &1
Hftrd ¥R g (fRam S arel ¥R—gd 100 ¥kl @ Af¥D AT 3)
Brief resume of the work done by you during the year/period from .................... to
....................... (The resume to be furnished should be limited to 100 words)

2. 9O ¥ A< U, R weayyl SwaR Suaferi & g 8k S susr @ aRre
el |
Please also indicate items in which there have been significantly higher achievements
and your contribution thereto.

3. FIAT BT B HRA B Y 3D gRT BT ¢ yge § Sl iR 5919 aRv, Ak 318
8, B &Y § §dY |

Please state, briefly, the shortfalls in your input and reasons therefore, if any.

4. U 9O fF T qdad delver I§ B A wukd dfve fagwelt fFuiRa fafdr swerfq
DTSR I§ | SR 9§ B 31 TN Th qof A G T3 N | AR FE, A fawor <<t
X B [l § S|
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 filing the return should be given.

R /PIACe wevvvvvrnereeeennnnne IR, s Rud fordl oY 8, @ sweER
fRAI® /Date vevvvveeeeeeennennnnn Signature of officer reported upon



9T — 3 q™ihA
Part-3 APPRAISAL

1. 71 RuiE forgm arem AfeR wrr—2 ¥ Ry 1v faaror & wewa & ? If] w91, < swygEfa
f&a A 9% & iR sHS 91 FROT T ?
Does the Reporting Officer agree with the statement made in part 2? If not, the extent
of disagreement and reasons thereof.

2. Ruré foem arel afeN gRT U@ o1/ faemar @ wiee™ dife &1 AR fear
TN ifF 1—10 FM W) B Y ford 1 &1 ard fAad dife 9 3R 10 &1 arcd
SoaH B | B |
Numerical grading is to be awarded for each of the attribute by the reporting authority

which should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the
highest.

(@) B fISITE BT T (9 91T BT 4R 40% &N
(@uam gfafedl & W’ | Ul g 3 &4 | IS )

(A) Assessment of work output (weightage to this Section would be 40%b)
(Please read carefully the instructions before filling the entries)

PIfe / Grading

1. BN DI O
Quality of output

2. EIRG BT BT WR

Level of professional skill

3. W 3R WA AMl AR BTG TR BRI B - faea=igar

Trust worthiness in handling secret and top secret matters and papers

4. fafFfEeH st o1 WEREE R 5@, AETER TR & fay e FTe gwd
AT |

Maintenance of engagement diary and timely submission of necessary papers for
meetings, interviews, etc.

"oy T o oI DIl {1 W4} /4)
Overall Grading on ‘Work Output’ (Total {1 to 4}/4)




(@) afareTa faRivdmeil &1 oo (§9 9N ST ¥R 30% 1)
(B) Assessment of personal attributes (weightage to this section would be 30%0)

PIfe / Grading
1. 3N D ufa s
Attitude of Work
2. gfewdn, g

Intelligence, Keenness

3. AR 9-Y @l

Maintenance of Discipline

4. REr 31 9
Analytical ability
5. ARINU DIYA

Sence of responsibility

6. T H BRI BT B Al

Ability to work in team

7. GII—HHT BT U B DI Igdm
Ability to meet deadline

8. TINN A Fafagar iR w9y )

Reglarity and Punctuality in attendance

Iafeae faeyarst R g feme) soflexe (ga {1 |9 8)/8)
Overal Grading on ‘Personal Attributes’ (Total {1 to 8}/8)

() FraTeTes & BT IS (§9 WIT BT IR 30% BHM)

(C)  Assessment of functional competency (weightage to this section would be 30%0)

PIfe / Grading

1. ITgfel 1 ¥ <&@ iR gaar

Proficiency and accuracy in Stenographic work

2. IAdafeas
Inter-personal relations
3. 9F9Y Irgdl

Coordination ability

4. TUEHT TP, TecT AR B TR 1T B SR AMGH | I Bl § ISR Fer

Effective liaison, Intiative and tact in dealing the with telephone call & visitor

" BETHD SEAT’ D GHT DIC {1 § 4}/4)
Overal Grading on ‘Work Output’ {1 to 4}/4)

ool : wwa AT, FEiRa & 71 TRolE @ U H Foddl & UAS O @ A 99 & AT W IR Rl |

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



A / GENERAL

AT — 4
Part -4
1. ST & AT GUSD (S8 Bl ar )

(@ STaT 9 BN TP UgT B AT SR I TRl @ YR ITRIEIRE R fewef <)
Relations with the public (wherever applicable)
(Please comment on the officer’s accessibility to the public and responsiveness to their needs)

AR (FUaT RGN B HRARGT R B &9ar § YR W =g vfaw 3 gfe § gleor o Reier )
Training (Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer)

@Ry 1 Refa
State of Health

IS (GUT ANE B Fafor wR feaof <)

Integrity (Please comment on the integrity of the officer)

ARBHRY & FAT O R RUIE forms a1l AWSRI §RT ¥q A (@7TRT 100 U )

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 and attitude towards weaker
sections.

RUd & 9T—3 ¥ TS ‘@, @ TAT T H & T2 ARoNE D IR R AT Hifhd ST

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

gfide ISR & sWER
Signature of the Reporting Officer
I A AT AER A ¢
Place.....cccevevnennnnnn. Name in BIOCK Letter..cceeiriieiiieiniiiieiiinenecneeecnenns
Y™ :
Designation......cocvviiiiiiniiiiiieiiniinieieiieiieciatiarsssnns
fmie fRard :

Date tueevivniiniiiniininnnnnnnns During the period of Report........c.ccvvveiiuiiiciniininnennn.



3G/ INSTRUCTIONS

e freared qeaied R T #e@yul A 2, I8 AR & 3l fueT & Jaied o @ fag ok sua
PRI A M A RN > foY TeEyY! TSN Ul FRAIT ] | a: 98 JIWHRY e RS foredt o & 7 @ik
Ruié fores aret IfeRY iR wviie @R 31 gt ReEel & 6 59 B ® WA 3 PR 9T =1ty |
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.

R fores el e B I8 759 X1 ARy 6 39aT Seed e &1 AN wRem |, @ 98 IO
IS Al B U WP | 98 TS I g areh ufshar T8 3, 9few v Remaere ufkar 51 Ruid forem T
ARHETR iR FHen AVHET BN, SH ARBRY, foraadr Rurd fordt orFh 8, & S fwreq, ifvrefy sr@r ¥9u afedq
A BAET Ao RUE F forem ¥ dora 7€ b1 ARy |

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 & ¥ R i g9y Qe v o @ity | RuE @1 arefe dR W serar Sud AR § W WM @
DS W TN S=a ARGINGT I e I Fel 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.

TS SR VIS ©F H AT ST | DHae SH BISIX 8l TAHE DI < TN 8| SUSEl BT T R
IR DI AT T © 1 Rl SR USEHl Pl SAFYAS AT oY AR I§ SR RPpfs B ot IR S FWQ Bl
|E T | TAQ | GO R IR 9197 47 fHar Ag |

Every Answer shall be given in a narrative form except where numerical grading is to be awarded. The space provided
indicates the desired 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.

Raré forgm arer e, SO ReR raer Rid foet ST 2, o af & g 4 ad 4 R fg o 9 aeg
AT | 9 HIF AR Ruleifie af & fore a7 95 F™iear 8, @ 39 0RE @ e 91 UG 9ee 3 9 ad
Py WU | B /e 1, TR SRERAT gRT TR w9 ¥ oM R wHE 9N ARy |

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers will report 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 year, such targets/goals shall be set at the time of assumption of the new change. The tasks/targets set
should clearly be known and understood by the both the officers concerned.

Tl frearee Jeuied a8 § §HT 89 9Tel I § 9k UE & I% WM WORM e @ 6 $IRS 99 6o ®,
3a: RuE foram arar e & fFafia sva R fFAwes &1 Jeaied &1 =1ty iR |as st & Aed 9
GRS $HIH S3M AR |

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 step by way of advice
etc.



7.

10.

TS Jeibada & I8 I 31 AMfey 98 i fdY oM ara fer @& sriffwrg, omerv, @@er 3k
TrRd o W JATEE TRAfdE TER TR 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.

g P, TAST [PT T a1l ARSI & PRIfTRT & IR § Ruch= o@fy 9o & Hfg S @ity |

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

Ig ST B o1 B 5 1 o 2 A dig A DI BT (f[PU T BRI Sterar o7 3ferar WY Us B forg) fRY ofEt @
HegH q ARA Arher A 9T ®Y 9§ AR IR SN | W YR 9 7oA 10 US I, fHY MY ANy s @ ww A
NI SERT Y| 1—2 @ IS AR 910 & A fRa AWl § BN, 3/ ST MUy FAW B MATFAT B
Wit Us Ay oM @ W # RUid forem drel 3R Tiem &k aral ARBRT B 31U« HHamEl, Sif SHd Siaid
P X E T, D TP 991 G DY A H DI S AR |

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 justifies 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 peer that may be currently working under them.

el 9/ 9RIfa @ e iIae wraiel @ 0T e @ g N, fEfoRa 3 W e faar s

For purpose of calculating average scores for empanelment/promotion, the following grades will be considered.

TR TS Pife e, R R R e s 2

APARs graded Grading Score to be considerd
8 3l 10 T d1= IaHe o
Between 8 and 10 Outstanding
6 3R 8 @ 9= IEq BT ,
Between 6 and 8 Very Good
4 3R 6 B 9= 3BT 5
Between 4 and 6 Good

49 - 0

Below 4

feaeft /NOTE

TATST ¥ GG 78 o W9 A AEfaRad ufshar &1 9o\ &= @nfey —

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

() T BN & F<r des ¥ W &, T -1 WY |
If the officer’s integrity is beyond doubt, it may be so stated.

(i) IfT ®IE Hag B, A< B @l Brs far Wy 3R Fr=TgaR sRarg 1 A -

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



@) P ot T Ruel g @ WY iR 99 1 FRAE 1 @N Twelt it ve yfr Mo RuiE & &1 sprel
RS AE o A F9 & TIIY S 97 YARET e F ogadt srag Wy P ARA T o wrssr o
TR BT A1 [« Ruolt #1 faflag oxen =@ 781 8, RUE e 98 gt & & ga< folg &7 &
forg e & SR B <@ H A< GHT T8l o7 91 S A¥eR & Raele e g 8], 9 W Refy w7

(a) 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.

(@) 3afe, argadl $Ras & IRUTTEHRY Hag ¥ § WM o, PRI B FAFTSIHING PR a1 =My AR TGIAR
% Yfafte Mo Ra § &) € 99 |

(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.

(M) IR GdE A gRe & o R, den N fifeg B Ry oW IRy ik gId), TR ARER @ GqiRE @)
CURE I

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

@) 3 rgafft e & TRUTEEY, Heg |/ T8 8 2 3R 7 & S e eril 8, IR & SreRer &1
3Tl Aty @ IR Q@1 ST A1y iR IFa 978 Sugad (@) 3R (1) W Fenfifie sRarg & S =y |

(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

(T8 WTer &7 BT S99 |0 51/4 /84—IN.(&) faTiw 21.06.1965)
(Ministry of Home Affairs OM No. 51/4/84-Estt (A) dated 21-06-1965



