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e / PART -3
frdré forget arer 1B GRT #Heaicst / ASSESSMENT BY THE REPORTING OFFICER |

RATE Fr@ey aur FART FRY A JEE gRT @ 3w & & Sl S 1-10 & FAvGwH F g, et
1 &1 3 =getad &5 aur 10 & 3y 3Taad A5 g9 / 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.

e & A Sadr e RO & Jediwa B o @ g
Name of the officer whose CR is being assessed

GEATH | DESIZNAtION . ..vviiitieiiieee ittt et encaenaas beeeeiee e R

~Rqie fares arer HAH & el dar-dr @™ /Length of service'under the Reporting Office -

g / Year(s)......... #1E [ Month(s)............ ,

FA. & &F FAUEH F ARG (S0 WS H HRE 40% EM)

e ormsr | @R #e | GHET Fe arer
arelr arelr HOFr &
HiOFHRY FfOHRY e/ Initial of
Reporting Reviewing | Reviewing
Authority Authority | Authority

i) R #r sgefeuanEfed v & FaER aEfed
#r | Accomplishment of work/ work allotted
as per subjects allotted. )

i) #eere auT ergfier # yeTAr vd e /

Proficiency and accuracy in dictation and typing
iil) weg X g3 faar ST / Timely completion

iv) SETUROT HA/RRT AT AR H H
frearesr/Accomplishment of exceptional work/
unforeseen tasks performed.

‘&rd & fsargs” @ gHa Hife / Overall
Grading on ‘Work Output’




5

@/B.
(weightage to this Section would be 30%)

o

daferes Uit &1 Feie (39 WIS & AREH 30% g19m) / Assessment of Personal attributes

¢

Rare resr | wefren & | welver aer arel
arelr arelr HoHd &
HfOHRY it rarer/ Initial of
Reporting Reviewing Reviewing
Authority Authority | Authority

1) arffr@ary, gigwar vd HAghT / Sense of

responsibility, intelligence and attitude.

i) ey §ofhe gdw va AarEaegarn [ Inter

personal relations & trustworthiness

lii) SWEER FRIAT TG HeATHT /
Communication skills and discipline.

‘dafre ol &1 @I FR/Overall Gradmg on

‘Personal attributes’

WC. HA H&tlh AeAar & Hediwa (39 Wos F HRIE 30% §aM) / Assessment of functional
competency (weightage to this Section would be 30%)

faie sy | weier &

arer arelr JaFH &
e/ EIBERR Hrrer/ Initial of
Reporting Reviewing | Reviewing
Authority Authority | Authority

i) ¥HZ & gredl / Punctuality

i) Rogofradier SUR aXa @ &7Har aur JfHeat
T T@-x@a | Ability to drafts/notes &
maintenance of records.

iii) \reT= wgraar @1 aoraer / Quality of
General assistance.

‘F gat Qegar @ @HT Hfe/Overall Grading

on ‘Functional competency’




HEr [ PART 4

OAI/GENERAL

1. Sirar & @y |@§Y (S8 @9) &)/ Relations with the public (wherever applicable)
(T HOEr A Sear & Ao i ararashanst & afa Serehr sngfhariear & a7 fevao &Y

please comment on the officer’s accessibility to the public and responsiveness to thy'ir needs).

2. gfRwETer / Training
(Rl B ywaRliear vd aHas A O guR aRe & v aReor § gFa A gear s
@Il &/Please give recommendations for training with a view to further improving the effectiveness
and capabilities of the official).

3. wTarexy | State of Health

4, wegtisr / Integrity
(Faar e 6 geatamr & gatr # Roguft & / Please comment on the integrity of the official)

i




-

-
5. 3O & wAg quit & ax F RO forwer arer sfberr & d@ffa fRoqolt (eemsrEr 100 ewsar #)
st Aol qur & ASE F O8N, WNRYT 3uafeu, Feeaqel sEwead (W13 & 3(F) aur
3(@) 2d) IR FAeIR ga1t & wfa eRror enfAer & / Pen picture by Reporting Officer (in about 100
words) on the overall qualities of the officer including area of strengths and )esser strength,’
extraordinary achievement, significant failures (ref: A & B of ‘Part —-3) and attitude towards
weaker sections.

—

)

6. RAE & ®E-3 & Wos &, @ dur a1 F VU 0 ANF F WU W §HY IR #AR | Overall
numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report

Re ey arer iftsr & geanr
Signature of the Reporting Officer

ATH TIE HERT
wrPlace: ............ Name in Block Letters:.....iivimmennenaneenennimsomanees
FEATH/DESIZNAtION: L. .vivtinimnieieeeincineniiiiannan

- Rt & 3 & okm
fear/Date: ... During the period of Report: ..............cccvevuunn....

f
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37eJe®1 / NSTRUCTIONS

1. mewﬁmﬁimm*mWﬂmimdmiﬁwdﬁ%m
# 3 e & faw Agoagel gEa o)l § o O sferd 6 RaE B st & san
mmmﬁmﬁmﬁyﬁmﬁrmww&aﬁmﬁﬁsﬂ;&ﬁmmﬁaﬁwﬁ
&= @ifevl / 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.

2. Wm#aﬁvﬁﬁﬁwwwmmmmﬁaﬂwﬁﬁwﬁw#
ﬁmmaﬁmmmﬁmﬁmﬁw&ﬁwmmmﬁvﬁ;mﬁwmw
faeme &Y § aIfeh 9§ Ao IO anfae et # qUT § @ wHe 6§ SHET 3227 Ay
fAeres fr gftear &7 g fwra s & gfter B ROE Bes g qur & e s are
st & wiRe & O bl & RoE Bdr a7 @ & 399 sfasaes, @ swar ga
sgfthea # HAAT HT Ieo@ A & T o &Y / 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.so that he/she realizes his/her true potential. It is not. . -.
wouites o EANL 101be7a: fault-finding -process but-a-developmental .oneTFheReporting: Officer and ihew. -
Accepting Officer should not shy away from reporting shoricomings in performance,
attitudes or overall personality of the officer reported upon.

3. @@ @ qf wEwE & @y R Wi wEw dE s o wiRw) o RO @) smmawe w
FTEY T F $ FA & 9IS [Far Snar § G IeaiteRal #1 HEET T 9ar &9 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.

4. R foreer arer 3fOHr arr a¥ & IRe A gE FUHN F v uw wew PiRa Rear
Sreem, @§ & 20 s U T o F R H 38 RO e §) 3l el § ad & g
FE Ry B AT gg F7 gifca Aar ¥ @ AT FENR F TE0 F AT 50 TER F ona/ad
e fFe amedn) 2 TERe IRERE |1 ShewEl &3S Tl gEh miewl 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 clcarly be
known and understood by both the Officers concerned.

S. mﬂﬁ%mﬁﬁmwmﬁma&ﬁmwwma,wsﬁmaﬂw#mﬁ
§0 & 45 AT qaTe Qe & 0 que & ROC foer arer st & Fafda s 9
FrifFsaEs @ FAET Fel MR AT WD Y F ATH F HGIE GUREHS I A
mfgw| / 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.

6. HedEA #A A UedE HOEHT F AT AW g wier @& G el & @t & i
fFar S BT § 3% FAfASAES, 3TER0T, S¥EpR AUl &THATAHT & JUT W Hel fOF gedd fehar
smwy / 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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9
'L:
UF B ¥ & $ 9g gudl i Jo # HUw s §F @ §) W wF & 9 F qang R sn
Y HAY-HHY G HOET-IET & Hhell 8| Hedished & QA §7 a2l & eaie F @r sen aige
IR g9 TR feoaolr v &=l TRl / 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.

tfiraR ¥ ROE fEs & O g7 3fted O 30l fr e fdr o @ § odiesm #&r
Hafer & ReT 38& HTEOT Jur F & dua 7 RO R g 30l &1 #1707 O A%
@1 Fegera gl @ifev! 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. ;

UTRTHR HT {HE © TR H Aoled I I5el THR el aren AW T§ JRART FT Fhar §
B vdivam & RO forger ol 3ftedl err @R/a 95 aur wasr & qedied witd & a8
feoaforal weftra st & o4 & @y &1 a5 § AR sawR G el @ R fordr ar

UUHR HAHET H o S [ Communication of APAR: Before sending the APAR, the

.accepting off 1Cer .may..ensure. th31 APAR 1 1'ﬂmat:ks .given,in the APAR .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 1espects may be sent to the APAR Section by the

Reporting officer.

mﬂmﬁwwmw:wﬁvmﬁmﬁmwﬁmﬁwmmmw-
HAY OY ST IRt T F1g § ureler foar S @ifgwl / 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.

TS . GafFE ¥ TR #C # R & ey 7 el s & ogree B smen

91fgw| / Integrity: The following procedure should be followed in filling up the item relating to

integrity:-

(i) afe 3Oer & gafsr & @60 F F§ H@eF A0 ¢ o 0 3eaw Har sw [ If the
Officer’s integrity is beyond doubt, it may be so stated.

(ii) uﬁﬂémmamamwﬂaaﬁmmmmﬂmaﬁtmﬁmwﬁmﬁ
&r = TIfgv / If there is any doubt or suspicion the item should be left blank and action
taken as under:

(@/a) TE owT A Rouvl @R FHR Iead! HRAS 6 SN apv gg feoqofy A &
gfy vhUR & Gy Golee axa Hoe Iog AOWRT & 9 Sl Sl wifge S g%
A wam B 3ae o e i snel S A § aeaer g e ar
o feouolr Rrwer w@wa @ g agl ROIE fwe arer yfohrly @1 Rl & e 9®
oo T AIRT B AT ar 36 USET @ HI HH @AG db Aol od@r & e
agwﬁrﬁmwymmﬁmmma?ﬁwaﬂémaﬁaﬁmﬁﬁu
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
form a definite judgment or that he has heard nothing against the officer. as the
case may be.
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(@ib) afE Ierach FYa$ & Borawd HGE A AT gT §1 Sch § A weafesr wnfoe
St aifge AR v F dedur gfaf® #ir s wfewl / 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. '

(arlc) aﬁﬂéﬁmamﬁ@rgﬁﬁm%ﬂwmaﬁaﬁﬁ;msamm%vwmﬁ
ey @ sudr Af@a gaar & S0 @rigel / It the doubts or suspicions are
confirmed this fact should also be recorded and duly communicated to the officer
concerned.

(a/d) o Hgadt FiETS & wowasy @ag A YRC F o g @ & AW A & 3o g
g ¥ e F e W AR HE Iaf aw e Il S wiiRe ik
3FH @E FI (W) AT () F TV AC IFER HEAGR) b1 e aifgwl /If, 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.

e S T ST R R e e T T SR T T R R e
et o1 W ¥ e w1 & fsaer, dafee aot Gur & A ewrar & P & s g 1-10 & AIEH

e B BV BT 1B 3 T AFen Tt O B - 37 FTATH-AT T - 3TehIT YT T WET e
Erafat@a aveef Bewal & wae & @r omeer / 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 1 refers to the lowest grade and 10 to the highest. The
following guidelines may be kept in mind while awarding numerical grading:

(i) @F e @ Smar g Iuar 2 @ & o I3 (FE & fASYES AT IO AT FHA IS)
BRI aweant & T F dffw e d wiE w1 § MR g 3R s v, 9
serar 10 @ @ o Az R suafel & wef F hfRcaet e 3§ 3T oS ©
B 1-2 a7 9-10 & I3 Fgfaa el 3N sufew swar e TaET gem| 3FE I35 & @Y
AoYs: @S are guT TR aR A HOERAt gRT 3R AR 39 WA HRNE HIEEAT
& Rt & gerer 7 IR F AR &= g1em / It 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 awarding 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.

(ii) 8 T 10 & &ra THUHR F &3 IpT GAH FACH AR 9 se/olefa & fau sied
yiw iy AT RS & WA § 9 &7 3 fgar smweml / 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.

(iii) emaﬁmmmﬁw‘agﬁm‘waWW?w%mmw
APAR’s graded between § and short of 8 will be rated as ‘Very good’ and will be given
a score of 7.

(iv) 4 =T 6 & T gUT 6 & &H & ThUAR & I3 ‘e wAe Sed AR 5 @ i fear
sywaml APAR’s graded between 4 and 6 short of 6 will be rated as ‘good’ and given a

score of 5.
(v) 4 ¥ &9 & THUHR A3 & Y7 3% fGar smeem / APAR's graded below 4 will be given

a score of zero.




