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(To be filled by the Administrative Section)

B T T G I2ER

I Namie & desi ghafion of OFRGED. w0 o0t 200, 6 s e i 7098y = +/5 5o e vm e e w1 e e
T e/ sl STEte wift/ s aew § ween §

2. Whether the Officer/cfficial belongs to SC/ST....ooeevvivennn, AR B
S i

3. BEESCRS S h e d o G RIDIY T T 00 ' TS

4. Date of continuous appointment to the present grade

R /DaE. i R G G B8 /IR oo mingovas pes v ar e s
aGAH T8 W SR W Mgl #1 B

3 Present post and date of appointment thereto
I o r1 SN RPOUOSORSINE - 1= 5 - [ |- SO - .

¥ € /TEanE wR UE a6
€. Pay Band/Scale of pay and Grade Pay

T % o Tl @ oty o arefy (sPmn gEd anf) off it o o ot gend)
il Period of absence from duty ( on training leave ete.) during the year, if he has undergone
taining. specify.




HBT /P AE-2
bt SR Y T TR S R 200w s i 1o be lilled i by the Qe soptod ugion

dirse Ui @ srala & alver a9y suwiudl ar aust e gu e o1 sl @i vildia faag el
i FEaty O e mal 1 Bae! resuime of work done during the pediod under wpuit baigd o

out special achievemenis. [ the event of shortfall. furnish FCHSONS.

| |
|

{ |
| |
|
|

s A aad B s B Sevse ad d) aifds arusr wial faacn Peifa @iE sehe ge s
A gy Al 31 seall aw ol a ) g B wi af o el edt wmue @ BRI aai 4 Pleee
staie whether the annual return on Inunovable property for the preceding calendar year was i
withi the presenbed date e, 317 Januacy of the year following the calendur year. Uhaen, ghs-dai;

wf Dl the retuen should be given

(o) & g Leliptd/signatue ol the Otficer eporied wpen)
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HIT / PART -3
Ree fo@er are i@l gRT {edidet /| ASSESSMENT BY THE REPORTING OFFICER

RarE forgst aar wafier &ty ara 7w gro AT st F & smoelr s 1-10 & 7raws F e, wEr
1 &1 31 =gaAa# A3 ur 10 & 312 3e9ad A3 @91 / Numerical grading is to be awarded by

Reporting and Reviewing authority which should be on a scale of 1-10, where 1 refer to the
lowest grade and 10 to the highest.

o arfererrdy &1 aoeirr RS &1 Aot frar o @1 & 30

Name of the officer whose CR is being assessed

FEHTH/DESTZRALION ... oeeeei it e ettt e e ettt e e e e e et e e e e e e eenes

e e arer 3BT & Aagd dar Hr

Length of service under the Reporting Officer......... Ag/Year(s)......... aw/Month(s)............

H/A. & & Freaed @ Hediwel (S0 WUS F HRIH 40% @) / Assessment of Work output

(weightare to this Section would be 40%)

e orwa HHET HTeT IR F arer
arar FeEdy | arer ey | 3feed &

Reporting Reviewing et/ Initial of
Authority Authority Reviewing
Authority

1) @ #T Suafeer/IEd fava & ean
smafed & / Accomplishment of work/
work allotted as per subjects allotted.

ii) fasaresr #r aquradr/Quality of output

iii) w97 9y g f&ar &Er / Timely
completion

iv) 3RO HE/MFT I IciRa 1 FH

fsargs/Accomplishment of exceptional
work/ unforeseen tasks performed.

‘F & fasaes” i w@aar &ife/ Overall
Grading on ‘Work Output’
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@/B. dufhd i & AeiFA (S0 WIS F HRiS 30% @9) / Assessment of Personal attributes
(weightage to this Section would be 30%)

Rae faas THET S | GHRT A arer

arel HH | arer FHOH &
Reporting SR HrEmeRy Initial of
Authority Reviewing | Reviewing

Authority Authority

i) & & 3R qur 3@ / Attitude to
work & responsibility.

i) sfdwar/faaa=Nadar va g/
Moral/trustworthiness & discipline

iii) €9 sTaAT JUT SAGER FeUar Team spirit
& communication skills

‘tafhen aoit” @ gHer Aft/Overall Grading

on ‘Personal attributes’ ‘

AC., FE A AIgAT F Aedidel (39 WU F ANF 30% gHEM) / Assessment of functional
competency (weightage to this Section would be 30%)

R s AT Fla | THEIT FeT

aren HOFHHY | aren arel I &
Reporting AR T Initial
Authority Reviewing | of Reviewing

Authority Authority

i) FE & &aF ¥ valta FaHAlRAwEt & e

Knowledge of Rules/ Regulations in the area
of work.

i) feegor/srer@st v aora/
Quality of noting /drafting.

iii) @& & geer / Punctuality.

‘1 gt Qrgardr gad Hife/Overall

Grading on ‘Functional competency’




T / PART 4

AAT/GENERAL

#

| Sisfer & @rer w&e (STET o] 81)/ Relations with the public (wherever applicable)
(mmﬁ#mﬁ%ﬁﬁmmﬁkﬁmﬁmmﬁmﬁﬁmﬂﬁﬁi

please comment on the officer’s accessibility to the public and responsiveness to their needs).

2. 9fReyor / Training .
(yfeerd B wemENe vd e A AW R w & v aRerer & wew § pear wee

FAwIReY &/Please give recommendations for training with a view to further improving the effectiveness
and capabilities of the official).

3. warezgState of Health

4. weafasr / Integrity
(Foar sferlr &1 Geafesr & gy & feoqolt & / Please comment on the integrity of the official)
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5. R & T o & A o ROE R ard sl B wide Reol (e 100 el #) R
meﬂmjﬁ%m.WW.WW(W—BHS($}WB(E)E‘@}
3 FHeiR @9t & gfay ef®eror enfée & / Pen picture by Reporting Officer (in about 100 words) on

the overall qualities of the officer including area of strengths and lesser strength, extraordinary
achievement, significant failures (ref: A & B of Part —3) and attitude towards weaker sections.

6. Fde & HWL3 ¥ @S &, @ FUl A F R AC HRE & WUR W FHY IHA A@fe / Overall
numerical grading on the basis of weightage given in Section A. B and C in Part-3 of the Report.

e forEsr arer AREd & gEIRi
Signature of the Reporting Officer

ATH TIE IERT A
FrPlace: ..o

qeaATA/Designation: ....occeeevieannns ¥ ipipasssanmsas

4 Rt 1 3 & ek
fam/Date: ..oveeenennns During the period of Report: ........coovvveen




#HIT / PART -5

AR FA A HfEE f Rcaforal / Remarks of the reviewing officer:

I WoMeT &¥e arer HfOrly & 3reher dar &1 srafdr Length of service under the Reviewing Officer

2. mmm—BmmA#mﬁﬁwamﬁ@mzpﬁ%mﬁﬁmtﬁmﬁwm
& Hediehed A WeAd €7 FT I G vswd & R RDE o @ & osadr rammer
mﬁwmamﬁwmmmaawamﬁ? (Faar
HITT-3(iv) AT 819T-4 (5) &d) / 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 achnevementsfsngmf cant
faiiures of the official reported upon? (Re; Part-3 (A) (iv) and Part-4 (5).

(@fE 39 aoit & el o sihy geaiwa § wEwd A € A F9r 379 wuz F I3ned v GuiRa seE

A HUAT FeAishel JfFd F& T AW FT / 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 that section and
initial your entries.)

87 / YES el / NO

3. weaAfa & Ul & sgar &Ror gard| #4139 Fo GG H At ssar awd €2 / In case

of disagreement, please specify the reasons. s there anything you wish to modify or add?
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4. T & A e f de Reaoh guar sf0El & AoEed aur w9 Ao § a7 ik
Wﬂﬁ%ﬁ?ﬁﬁﬂﬁ%ﬁ&ﬁﬂﬁ*mﬂﬂﬁ%mﬁ(mﬂwo ersgl #H) FHueAr feeaforay
&l 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?
sections.

5. Rl & amr3 & &, @ aur @ & Ru 71v #us & uR W gAa 3ihg ST / Overall
numerical grading on the basis of weightage given in A, B and C in Part-3 of the Report

AT FE arer FEE F gEAnEi
Signature of the Reviewing Officer

T T9E HERT 7
Fr+Place; ...ooviinn.. ' Narme in Block Tetters: . oo bmspsswisams s
ggaTA/Designation: .................. b s

Rae & Fafer & ae
fai/Date: .........c..e During the period of Report: ..........cooovvvenaiiannne
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a@aar / NSTRUCTIONS

THUIR T Hecaqul axarast &) s fOwl & wRifsugs @ Aegies Re aur 30E HRIAT
# 3 gefa & AT wEdaqet gEew g &1 s B dfted i R ol ot § sas
grr aur Rove former arer 38R & 58 o @ e A 5P A 3T IRalfed fr saer &
&% @fgwl / The APAR is an important document. It provides the basic and vital inputs for

assessing the performance of an officer and for his/her career. The individual reported upon
and the Reporting Officer should, therefore, undertake the duty of filling out the form with a
high sense of responsibility.

tfieyR & SIRT sRifasuEs & Jediss #1396 A9a GEYE e & UF e & §9
frar smer wfRw) ROe s arer sftsmd 1 75 3w ot aifge & swe st e &
feerre aar & arfh a8 3r9el H9ell aredfds aTHaRi &1 Ul F9 @ A @ FHE 3T A
Pree €1 iR & et Rew &6 & uiE & RO Bes ad o e e oae
HOEr @ Wik & Sw 30l & e @ o @ § 395 Fifasges, @Y srar g 59

Tedfthed #HAAT FH el T H Fehra o HL11 Performance appraisal  through APAR -

should be used as a tool for human resource development. Reporting Officers should realize

- that-the objective is to develop an officer 0 that he/she realizes his/her true potential [tisnot

meant to be a fault-finding process but a developmental one. The Reporting Officer and the
Accepting Officer should not shy away from reporting shortcomings in performance,
attitudes or overall personality of the officer reported upon.

Aat 7 qfr graueEl & @y 3R 99w g &E) HU S wifgw) afe Roé @ sraraered ar
TEd ¥ 9 T F wad fRAr Srar § sadr IcafteriRal @ HraE A 9ar o9 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 of superficial manner will be easily discernible to the
higher authorities.

e s arer 3fEd g gy & 3nEy & gde 3ftel & v e arw RuiRa e
ST, % & e formd qu fRU o & e A 3 R fmen 1 Al ARE & af & e
S Ol BT 74U gz & afdica odr § ar AU SN F JEUT & FAT S TER & oEq/H
i@ fru o ot daftg wfeRat & Friferdt fr 3wl sreerdl geft @ifgul The

Reporting Officer shall in the beginning of the year, assign targets to each of the officers with
respect 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 charge. The task/ targets set should clearly be
known and understood by both the Officers concerned.

e wfSIE # Fedind a¥ @ @Efd W B S ¥, At s e @ e #
g%mmwmmwma,mmmmamﬁmw
FriRYSaEE T W S TR AR WS 3 & A § AR GURCHR 39 S
aifgw] / Although performance appraisal is a year —end exercise. In order that it may be a

tool for human resources development. the Reporting officer should at regular intervals
review the performance and take necessary corrective steps by way of advice etc.

e AR AT wedE e & ag g ger e B S el & @t e e
émarmamm. ITEROT, SUARR AT STAATHT T FAT W@ WE OF wwdd femar
5wl / It should be the endeavor of each appraiser to present the truest possible picture of the
appraisee in regard to his/her performance. conduct, behaviour and potential.
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U 3F & T ge g@ld A Jer 7 A30E Awared g g g FE oo § 97 & gEa AR R
I THI-FAT W HAT-IeAT @1 Tl &1 Hedishel & SR 31 aedt & e F @i aen aiige
R gauy gfag fecault &1 ael @fkul / Some posts of the same rank may be more exacting
than others. The degree of stress and strain 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.

thvaR W RO @ & @ a7 3fted o G 3Red & Rae [l a1 @ ¢ oo
Haf® & S 3EF HEROT JUT FE A @S F R s g 3REd &1 w9 F F4 AT A

&1 3eqera glem @ifgwl Officers eligible to Report APAR's : reporting Officer should have at

least three months experience of observing the conduct and work of the officer reported upon
during the APAR period.

UTHUR & HHIT © TRUHAR & Ao & ggor THR 7 arenr sl a8 gafa & gaar &
fF vihuamr & RO Pwa aer 30wl g w7a 93 ar ga@sr & geaiea 't & a1
feeuforat wafta sl & o4 #F dufRa & 78 § IR 3w G el & Rl @ s

TR 3EET geaety e e g Esh eRdt ¥ e e vdiese e faas arer dfted anr

TRUHR HAHET & Faf Seart / Communication of APAR: Before sending the APAR. the

“accepting officer may ensure that APAR remarks givenin-the “AAPAR including the overall-~ =

grade and assessment of integrity by the Reporting Officer has been communicated to the
individual concerned in part IV and the signature of the officer reported upon has been
obtained. The APAR duly filled in all respects may be sent to the APAR Section by the
Reporting officer.

e & RafEer @ megs - vduar & woler § A7 & GaY 7 58 FAGT GR GAS-
AT 9T ST et & @sis & areler Rt ser @ifgel / Channel of reporting the APAR: The

channel reviewing of the APAR should be strictly adhered as per instructions issued by this
office from time to time.

e . Gcafanr @ gEftg A @ s & dey A fAefaf@a s & gee Far Ser

=fgw) / Integrity: The following procedure should be followed in filling up the item relating to

imntegrity:-

(i)E%Wﬁmﬁmﬁﬂémaﬁzmwmﬁmmufme
Officer’s integrity is beyond doubt. it may be so stated.

(i) R NS T2 T7 4 & A 3§ A F @ B RaAr srem W A’ Y R IeEr SR
&1 @ T / If there is any doubt or suspicion the item should be left blank and action
taken as under:

(F/a) Ummgn%cqvﬁﬁwmaﬂaﬁmaﬁﬁaﬁﬁml gy feugolr Ae #r
g vhUAR & WY Hoed sk 3PS oo HUEE & g el e aifRe St oaE
gffRe s @ 3o i wtars &1 el & Awel # FeiAEn i S 4
o feequly frger wa A @Y @yl Rt fows e faddr @ Ref & sar a8
Ted@ FET AIRT B a7 ar 35 HusEd & S FTH §AG a6 Al aar § oed
a5 uE WG T EE ST O 41 36 el & Aeg w1 W @i A g el /
A separate secret note should be recorded and followed up. A copy of the note
should also be sent together with 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 has not watched the officer’s work for sufficient time to
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form a definite judgment or that he has heard nothing against the officer, as
the case may be.
(@/b) aﬁaﬁaﬁmﬁwmmamﬁq{aaﬁ%ﬁmwﬁaﬁ
s anfge 3R v & deaar gfafe & selr wfgel 7 If as a result of the

follow up action doubts or suspicions are cleared, the officer’s integrity should be
certified and an entry made accordingly in the APAR.

(ar/c) afe we&E v et & qft & Sweh @ o ag ax ot gor faar s afge AR He it
wwrd # suh Af@a gaen & s @ifgwl / It the doubts or suspicions are

confirmed this fact should also be recorded and duly communicated to the officer
concerned.

(a/d) afe serac FIiaTS & woreawy W AT YHC F A g @ § I’ A & 3 gy
A ¥ ar 3Ol & e W R 30e 3 aw PenEt @ SEh o dk
IqF AE FW (W) aUT (A1) H A0 AT HTER wdarer s @Rl /I, as a
result of the follow up action, the doubts or suspicions are neither are cleared or

confirmed, the officer conduct should be watched for a further period and
thereafter action taken as indicated at (b) and (c) above.

mmtﬂ%mmxﬁw,auﬁ’ﬁaﬁgvﬁammaﬁrmﬁﬁt&_&mfﬁmﬁoé;m' A

#m,_laﬁ1m_3ﬁ&mﬁw I_"ﬂ?ﬁiﬂ'l‘iﬂﬁ'ﬁ'ﬂﬁﬂt' Iz g Id AT 2 aEY

| Trfafae A fgEar @ eae & @r s / Numerical Grading in Part-3: Numerical

grading are to be awarded by reporting and accepting authorities for the quality of work
output, personal attributes and functional competence of the officer reported upon. These
should be on a scale of 1-10, where | refers to the lowest grade and 10 to the highest. The
following guidelines may be kept in mind while awarding numerical gradir2:

(i)

(i)

IE e T o & B 1 3rwar 2 @ A o A3 (FF F forsares ar aor AT wHEA A3)
fafe yawaarst & g3t F aftrg weher § gy §v @ ifReqer gler AR s YR, 9
Iar 10 & #1% 3h 93 ARy yafet & dear F MR gem g 30eT Hir e §
fF 1.2 a1 9-10 & I8 Farag g R sufv sger MR gaEr g HT I3 S T
RYE frgsr oy gur TEFR F are JMERET gRT 39% ATdEd 30 A HRERA FIEEAL
& yftramfat & qemr 3 sty @ aass A @9l / 1t is expected that any grading of
| 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 are occurrences and hence the need to justify them. In awardin . a numerical grade
the reporting and accepting authorities should rate the officer against a larger population
of his/her peers that may be currently working under them.

sm1o¢mmmmm°m~mmmwmmmﬁ$ﬁwm
37 &7 AT FE F TS ¥ 9 & 3 far smwam) | APAR 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.

6 dur 8 & @I TAUHR & IS ‘¥gd HEOT ey smuar T 7 @ 3 fe@r sweem /

APAR’s graded between 6 and short of 8 will be rated as “Very good” and will be given
,.

a score of 7. _ _
4'W6$mm6ﬁm$mm$agfm‘nwsﬁramframsaﬁrm%m

smoarl APARs graded between 4 and 6 short of 6 will be rated as “good’ and given a

score of 5.
4 ¥ &7 % vUHR a3 # Y 3F R swant / APAR's graded below 4 will be giver

a score of zero.




