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Part -1

Personal Data
(To be filled in by the Administration Division/Concerned Department of the Ministry/Officer)

1 TSR FT A1

Name of the officer

2 AT T ATH

Name of the Office

3 T JAT 3TecsT I ay
Cadre and Year of Allotment

4 SeH & fafy
Date of Birth
> A Fegar

Educational Qualification

6 oA U5 F TR giFd & ahi@ | I35 Grade
Date of Continuous appointment to the
present grade ar@ Date

7 FAAH UG (JSATH dUT ST TUT)

Present Post (Designation and Place of
posting)

8 | gdHE 9g W AgfEd & alg

Date of appointment to present Post

9. RUIE axa arel T YeAdieTor ke arel el & o

Name of Reporting and Reviewing Authorities:

ATH U9 UeATH o 3a™ & a7 fmar

Name & Designation Period worked

Rae axa aren el
Reporting Authority

gAdreTor Exo arelr
3rfeerr Reviewing
Authority
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g 3 fr RO @ e § 3T ATH e
AT au/3ame:

Name of officer reported upon
Year/Period ending

10. 3@ & SRI=T PET 3 & HROT IFUTEATT HT 3rafer:

Period of absence on leave, etc. during the period:

3afer JhR feoqufy
Period Type Remarks

oI (38F GHER H
§dU)
On leave (specify type)

=g (Rawor 9
Others (specify)

11. =1 qf%ma:rziam"rﬁsqﬁaagtr:

Training Programs attended:

o ake & g Ik a® AT IELRICARET:]

Date from Date to Institute Subject/programme

12. WIW:
Awards/Honours:

13. oo a¥ g RafEangaderor #Red & &0 & 3w grr 7@ g v sy
FfOeRRE & e #r faaon:

Details of PARs of IIS officers not written by the officer as reporting/reviewing
authority for the previous year:

14. RHFR & AT gl aTar gy T Fufcad Aawoly W = & ah@

Date of filling the property return for year ending December
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g ISR Hr NAE @ A6 § TR ATH —mmmemmmemmmemmemmeee

AT av/3af:

Name of officer reported upon
Year/Period ending

FeT-1 (o 31ferY fr Raie ot Sl & 38 gRT w7 1)
Part-1l (To be filled in by the officer Reported upon,)

(FIAT GTATeaT & ol § Ygel GU & 3 A QU 0 @il & Fawre & 9d)

(Please read carefully the instructions given at the end of the form before filling the entries.)

1. FIr 3R JHROT AT & Icfeld dar HRA
Service carrier under the Ministry of Information and Broadcasting

g YeodTH I Fr ';Wcﬁ Nature of Work
#fzar T Period Designation
Media Unit o o
From To
2. A9 FEATbe ¥ F T HINT &7 JIHT N Thd g ?

What language can you use professionally?

i) @ g T g &

Write as well as speak

i) hael Sl b &
Speak only

iii) ool for@ IFa &
Write only




3. fopu arv &Rt 1 Gfgea fQavor :

Brief description of duties:

(T g W T T I & 3TH 32T dUT 39N 58 F () Fr fasufea ey
T e § 39 3ShaA 100 gerear H ford)

(Objective of the position you hold and the tasks you are required to perform, in not more than
100 words)
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5g 30 fr Roe O Fe §, 39 ame
AT av/3afe:

Name of officer reported upon
Year/Period ending

4. 9% F AT UF 3UATSE: (BT F ST IRATOTCHF/ARARAS  d8T/35T
A9 TaT J94 for AuiRa fFe g, a7 3o for AuiRa fee oo g 3+
Fraf $r 8-10 #AS WATASAT F MMYR W TATC 3R 3 A&i/eh T T T
3T 3UATSY §dT)

Annual Work plan and achievement: (Please specify the quantitative/physical
targets/objective, 8-10 items priority wise in order of importance set for yourself or that were set
for you and your achievement against these targets/tasks)

fasurfea fpw S arer e BTy @ qIEATdh 3T #

Tasks to be performed Deliverables@ Actual Achievement #

@ fforaaed &1 aced Yearfiia 3eyeH & aRAIcAS Huar faccdg @edi sryar anfegs favor &
gl

# ATEdTaeh 3Tt & dAlCTd Yodsh Teeh & A A faRIffepa Bfdaiaed & sgo suafey @ 81 59
g A AUy (315asi) g IS FTASEROT A fGdr S|

@ Deliverables refer to quantitative or financial targets or verbal description of expected outputs.
# Actual achievement refers to achievement against the specified deliverables in respect of each task. No
explanations for divergences are to be given in this table




5. T R faearE § fF Rl 3@f™ & et 3musy A 3acEa®y 3uafey
giffier &1 ¥, Fur fFdl AT ¥ @ AT e F awedgas 9 RRar @
YAT IS T3 GUIIRIT GUR A § (e IRUTATTET dicelh &l HIS HAgeaqol ore
ﬁmﬁaaﬂmmuﬁmﬁmﬁmm?aﬁﬁﬁmmoelafr:ﬁr
35T efsga aufe Y|

During the period under report, do you believe that you have made any exceptional
contribution, e.g. successful completion of an extraordinarily challenging task or major
systemic improvement (resulting in significant benefits to the public and/or reduction in time
and costs)? If so, please give verbal description (within 100 words)

6. T PlT T FRS ¢ D IR HF AsureT & Fhrae 3ms?

What are the factors that hindered your performance?
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T IS Hr RS @ AT & 3HAT ATH —meemmemmemmeeeee
AT au/3afe:

Name of officer reported upon
Year/Period ending

7. %037 31 fAAY &TE @ qa’ oS 3o GRIGTOT wIdhAT & GRT 3G Il
I 3AAS HA I HTTRIhAT 8

Please indicate specific areas in which you feel the need to upgrade your skills through
training programs:

TAAT JHHZAHE §:
For present assignment:
&reehrelsl HRAX I g

For long term career development

FIAT Ae H: T 977 a9 F T aRX T FEE it & oW, fkd g 7 e sradea At
wgea (@A) a1 & TR 3T & g faRed Fvgan/foav v gieTor SR /ShRE! ey
JraTgAAe Affe g1, drfe Faet e Tl & U 3uelst HRAW 3Ideichd &l &

Please Note: You should send an updated CV, including additional qualifications acquired/training programs

attended/publications/special assighments undertaken, in a prescribed Performa, to the cadre controlling authority,
once in 5 years, so that the records available with the cadre controlling authority remain updated.

8. gIyuTT

Declaration

FIT Y YA JAT ST 3ol HYfed FAaRON | g1/aTet adg
ot e §, ARy & af oA aRE Fam| Yes/No Date

Have you filed your immovable property return, as
due, if yes, please mention date.

a1 3w, o sfewRaEl & Amer & 3| gisd
Ratféar anfereert 8, adwAer ¥ &g @l | Yes/No
IRl & fov affes sriEeEn @uiia &
g2

Have you set the annual work plan for all officers for
the current year, in respect of whom you are the
reporting authority?
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9. FuT Ruteieher 3rafer & alkrer AAAR 3fe & el omfiery TuT FEETT JehrId
A & T H a7 H ford|

Please state briefly your participation in seminars etc. and also publication of papers during
the reporting period.

5 3wl ff Rae OE e § 399 a9
YeTH:

FEATET:

Name of the Officer reported upon:
Designation:

Signature:

dRg: Date:

ET: Place:



g 3R Fr RAE @ A § 3TN ATH —mmemmemeemmeemee
gafeT au/3afe:

Name of officer reported upon
Year/Period ending

AT RATE Tty 7 g i

Part-lll: Remarks of the Reporting Authority

1. 941 I§ oV foh 5 3y & ROe e Sl § 386 gry s 78R ae
TI-Hedichel & FAT AT TgAT 81 IS A& o HIAT TLATcHS IRT S|

Please state whether you agree with the self-appraisal of the officer reported upon as filled
out in part Il. If not, please furnish factual details.

2. %91 75/ 3RRY 1 RUE fodr Sel § 386 gRI v 90 IuaeEasy Jerem
& grar (Ife fFar @ @) ) feeguft &)

Please comment on the claim (if made) of exceptional contribution by the officer reported
upon.
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3.1 o AR ff RAIE fodl Sl § a8 3 fhd &) & Aer # Agcaqol

9 O 30 TET &2 IS 81 Al HUhT TLcHS STRT &I |

Has the officer reported upon met with any significant failures in respect of his work? If yes,
please furnish factual details.

4. FIT 3T FTAFRT §RT YgATA FT IS PIAA 3eaTTeT DI AT hdT T TgHAd 82

Do you agree with the skill up-gradation needs as identified by the officer?

5.  #caASa: (U fAder ¢E):

Integrity: (Please see instructions):

6.  RuIféer M gRT 9T (9 TOeR)| HUAT AIqy Taill qUT 3o Holqd
uel |fgd NMUSRY & FAY IUT Td HASN T & AR & I FAT & G &
(31f8ehda 100 erear #) fecgolr &

Pen picture by Reporting Officer. Please comment (in not more than 100 words) on the overall

qualities of the officer including areas of strengths and lesser strengths and his attitude
towards weaker sections.




59 3R fr RO O Fe § 399 a5
AT au/3afe:

Name of officer reported upon
Year/Period ending

-11-

HIT-AV: RO HRHRY va geadiaror sl gRT dearcas AT

Part-1V: Numerical Grading by the Reporting Authority and Reviewing Authority

1 | & fasarest & (FeareHes AfS) Hedies (38 HET &1 AR 40% B19)

Assessment (Numerical Grading) of work output (weightage to this Section would be

40%)
AfAe Reféar QAQETOT | QedETor
Parameter TR PR | TRRY
Reporting Reviewing FT ITTER
Authority Authority Initial of
Reviewing
Authority
) | geferaford s T gRqutar

Accomplishment of planned work

i) | srdfersdiest &I uTaedr Quality of

output

i) | fsarfed fhT T UdeEIRY
SR/ R T gRqutar

Accomplishment of exceptional
work/unforeseen tasks performed

V) | HRT AUesT § gHI-AAT T qrEd

Adherence to the time limit in disposal of

work

fta & W wxe aa Afsa
[(i+ii+iii+iv)/4]

Overall Average Grading on ‘Work Output’
(i+ii+iii+iv/4)

FaT 3iEa AT (3raw) &1 40 gfaed

40% of overall average grading on work output

(say ‘A’
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ST [AAYAT3HT T (H&ATcHR ATSI) Hedlehel (SH T HT HR 30% BIaM)

Assessment (Numerical Grading) of Personal Attributes (Weightage to this Section

would be 30%).

FfAex

Parameter

Refear
TSR

Reporting
Authority

QaIIeToT

9
EIBEan
Reviewing
Authority

qeAdTeToT
HTHRT &1

JTIEY
Initial of
Reviewing
Authority

w1 T

Attitude to work

ii)

ARy &1 aiy

Sense of responsibility

i)

Sl AR T Td gfFdea

Overall bearing and personality

. .

Communication skills

v)

qagii¥es geT o & fov aAfas
G dUT 3TaT AlFd

Moral courage and willingness to take a
professional stand

vi)

Aiqea T

Leadership qualities

vii)

AT $r gredy

Punctuality

et a7 W o 3itaa afser

[(i+ii+iii+ivv+vitvii)/7]

Overall Average Grading on ‘Work
Output’ (i+ii+iii+iv+V+VI+VII/7)

faeta a7 g 3iaa Afse &
30% (3147 &)

30% of overall average grading on work
output (say ‘B’)
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59 3R i RO e S § 399 a5

AT 9v/3/af™:

Name of officer reported upon
Year/Period ending

3. YRiTcHe HETHAT & (HE&TcHA® AT3M) Hedhe (38 AT &1 HR 30% BI19M)
Assessment (Numerical Grading) of Functional Competency (Weightage to this Section will be

30%).

dufaex

Parameter

Reeféar
TSR

Reporting
Authority

QeATeToT
iferery

Reviewing
Authority

JaIIeToT

S

EiIBEay)

I ATIETY
Initial of
Reviewing
Authority

oty fze/afsran/3mser sierer qar
I &7 H TUEAT Aear &l
STTeTehTT Knowledge of

Laws/Rules/Procedures/IT Skills and
awareness of the local norms in the
relevant area

OAfas ST S I &THaT

Strategic planning ability

i)

fAoTT 1 T &1HdT Decision making
ability

iv)

Ugo &dal hT &THT Initiative

v)

HHIT &THAT Coordination ability

vi)

ey A IRT vd fAhfad & &

&THAT Ability to motivate and develop
subordinates/work in a team

vii)

PR FT TcATISTT Delegation of work

oot s gA7 3taa afger
(i+ii+iii+iv+V+VI+VI/7)

Overall Average Grading on ‘Work Output’
(i+ii+iii+iv+V+VI+VI/7)

feta & w a@Fe draa AT &
30% (3rATTHY)

30% of overall average grading on work
output (say ‘C’




4. AT I (T+A+EY) (1-10 & JA

T): Overall grade (A+B+C) (on a score of
1-10):

Date:

ETed:

Place:

-14-

Rarfcar geAreTor qARIEToT
PR | TSR gRT | 3SR &1
grRT By Reviewing | 31ereiy
By Officer Initial of the
Reporting Reviewing
Officer officer

RAfEar 1RRY 1 =ATe:

YcaTH:

gEATEN:

Name of the Reporting Officer:

Designation:

Signature:
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g ISR Hr RS e et § 3T dATH —memeemmeemeeeeee
AT av/3afe:

Name of officer reported upon
Year/Period ending

HIT-V: JoII6T0T 3TRIRY gRT feodiorar
Part-V: REMARKS BY REVIEWING OFFICER

1.3 39 HE-Iv A BT & qur faffies qoit & d@9g & Raféer sty grr fhe
AT Hedihd W HEAD & ? oA 319 Al H Sfeaf@d AJfUey @ ramamor
3UCITSUT TUN/37UAT Hgcdqul HHBAI3N & HIT 7 fHU FHodihed & HEAT o ?

(@fe o Raféer sifted grr fRw arw 9ot & faneh darcrs Hedirad & WA w61
¢ o HUAT U1 Hedichd $H HET & U 71T T8 & & dUT 9= yiafSeat @
IR )|

Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes in Part-IV? Do you agree with the assessment of the reporting
officer in respect of extraordinary achievements and/or significant failures of the officer
reported upon in Part-11?

(In case you do not agree with any of the numerical assessments of attributes please record
your assessments in the column provided for you in that section and initial your entries).

gl, # weAd gl a1, # @eAd A¢ gl Ad er
Yes, | agree Hediehel ATET-IVH Gof T T g

NO, | do not agree, | have recorded my
assessment in Part-1V

2. 3THEAT gl T U & Foar sIRT & TUr 3Hh HROT AT

In case of differences of opinion details and reasons for the same may be given.
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3. T GERIETOT ST 58 o1 & HJSC § fh RO 3Rery o amaunh & qur
T et FEl A S A @ gU e R & @2

Is the reviewing authority satisfied that the reporting authority has made his/her report with
care and attention and after taking into account all the relevant material?

4.9-108T0T ISR gRT fear ST arelr faaRoT| Hudm Aol Yail dUr e Holqd qait
Td FHGAR G@iT F o6 F I 3edh TS Higd ATUFRT & FHT 0N A (3fRwdH
100 erear H) ford|

Pen picture by Reviewing Officer. Please comment (in not more than 100 words) on the

overall qualities of the officer including areas of strengths and lesser strengths and his attitude
towards weaker sections.

YAIETOT HTHRY T &I
eATH:

GEATET:

Name of the Reviewing Officer:
Designation:

Signature:

Date:

ETeT:
Place:
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g ISR Hr RS e et § 3T dATH —memeemmeemeeeeee
AT av/3afe:

Name of officer reported upon
Year/Period ending

ATIT-VI:
Part-VI: ACCEPTANCE

1.
Do you agree with the remarks of the reporting/reviewing authorities?

g, # ¥gAd g e, # TeAd el gl

Yes, | agree NO, | do not agree

2. 3WEAA gl 1 TRy & Foar sT@RT § FUT 3HF FHROT FAT

In case of differences of opinion details and reasons for the same may be given.

Overall grade (on a scale of 1-10)

Date:

Signature of Accepting Authority
Name and Designation of Accepting Authority:




1.

s
INSTRUCTIONS
e fAsulesT Aol Ulddes T Agcaqol q&das gl sad IR’y &
FRIFAET e & AU 3R 3¢ FRAIT F 3@ 319 ggeatia & v Fqersd
AR FAgcaqul g gidT §1 sHfoT o 3Ra f 58 B H A o sgd
81 3T 3caelidcd T HITAT F LT AR

The Annual Performance Appraisal report 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 should, therefore, undertake the duty
of filling out the form with a high sense of responsibility.

. A% fASUle Hediched WiddesT & AEIH § HRA-FASUCH T Hediched H

3UANT AT G99 [Ohg & T @uaT & & F Far Fer afgel gfddes
foE=l arel MRFIRAT &1 g 3673 T AT foh SqHPT 387 SR o
faera e § dfh g 39e areafdss &fAdr & quf §9 @ #HST §h| 3HS
3227 AV faAFee & gfhar 7 g, e aXa &1 afshar g1 gfddea forast
are aUT GeAdeToT el @ e f o siftenY @ ufddes fomr S et
g, 3% PASACA, WY AYAT THT Tidded H HAAT A Joo@ el H
Thrg o A

Performance appraisal through Annual Performance Appraisal Reports 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 his/her potential.
It is not meant to be a fault-building process but a developmental one. The

Reporting Officer should not shy away from reported shortcomings in
performance, attitudes or overall personality of the officer reported upon.

. #A¢ 3T gauEy R e @ 3R W gAYer sg @ 1 S TRl afg

giddeed 3@EaUEl ¥ I FE R W M & YT fhdr J1ar § dr 31
3T GIfRARIRET I T & 9dT o9 SIe|

The items should be fled with due care and attention and after devoting adequate
time. Any attempt to fill the report in a casual or superficial manner will be easily
discernible to the higher authority.

I goAleTor HREN 3§ a9 § 3eawd @ ofer § fF ufddes fows arer
AOHRY o gfddea 3foa TauEh qur coa Y fear foar § ar ag 39 3m
A v eogolt smer-5 fir A TEA-3 H g W AN TETH WS 5
feoaforgt s gfddeer foae arer 31fEelt i arffies fasuiesr Hearme wfddest #
forgem|




If the reviewing officer is satisfied that the reporting officer has made the report
without due care and attention, he/she shall record a remark to that effect in item
No. 3 of Part-V. The competent authority shall enter the remarks in the APAR of
the Reporting Authority.

3caR quTATcHS §9 H AT ST 3T Y I TAT & 3cal T aifod
SIS @ 9T TAAT §1 Al JUT HE B WEURN § TAT AT afew 3R 3eTw
T & 3ccR formal are 3R 7 aredfas AV Yehe g wifgel fur
ETST TAT I AT HT G HY| 3H9ei feodforar gq w77 “Iepse” “9gd
T “Ieor “Ia IEd § s ﬁﬁama?ﬁwammmaﬁm
By

Answer shall be given in a narrative form. 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. Please use
unambiguous and simple language. Please do not use omnibus expressions like
‘Outstanding’, Very Good’. ‘Good’, Average, Below Average, while giving your
comments

Raiféar srftery, af &1 gesna 7, RO e oo arer gds AR & et
¥ IRATcAF/aEd s @l & AU &6 FE-Fvaes Jegiwa RA
U S el HRART qur RUE aer arel HRS & T Toh HgFa eI
g TRyl Raféer af & gier & oeat & RuiRa frar smwem RaféEer af &
alret U gRT AV ST gUé R S & AWS A, F9 F-R E
fPT ST 7T W e fuRa fFe sreer|

The Reporting Officer shall, in the beginning of the year set quantitative/physical
targets in consultation with each of the Officers 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

Fafd al FRERAT gRT J&dr @ TOsT ¥ H FASET aifeul d&d H
fAURoT X FFT, P H GHA TAT 8T F LA WA §U FAT T 3Ry
$r RAE fordl St § 30 F &7 F fARise gpfd 1 eae & @d g #Ae-
IR IRIAT T ST A1gu|

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.



8.

10.

11.

12.

Hodihel A dlel Tcdeh DRI &1 Tg el gl difev fob ford eafda &
FET FT Hediehel fhAT ST QT § 38 HA-FASUG, HTeR0T, TagR qAT &THAT
I JUT-HHT T Fel T T fohar Se|

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 the take necessary corrective steps.

o afdd & 1 &1 Hodiched AT ST @I 8, IHHT Hedishad ROIC &1 3afer
# 386 F-fasuead g @fAa g arfgel

It should be the endeavour of each appraiser to present the truest possible picture
of the appraisee in regard to his/her performance, conduct, behaviour and
potential.

foa saffd & & &1 Aeairad RAE &1 3afd & et B o w1 § 98 -
fasdrest de € AT g ifee]

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

T @ 36 & FO UG gERl B Jolal H IHih IUATET g1 Hehol g1 fonell wah &

UG # calg AR AR o FAT-HAT W I-37T gl Hebhdl gl Hodlhed H 3o

JLI F €T H IW@T AT I1feT 3R 57 W AT feoqoft $r S arfguo|
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.

Hedishatthel 3SR &1 9 Ao affglcaal & A\ & Fearha fhar
ST € 3o¢ aird feU 91T Gedeh dioH A feam aram §1 FHodiohel el goT Tgol3il
aur JfAgicaal @ HeRd 3T Yg3iT & HEY A LA WA

Aspects on which an appraisee is to be evaluated on different attributes are

delineated below each column. The appraiser should deal with these and other
aspects relevant to the attributes.



13. TIASoT ¥ TEfT A & o & for Paff@a s &1 e
AT AT

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

(i) gie IFRY 1 gafassr d FIS g FAal & ar VAT Seo@ fhar
SITC |
If the Officer’s integrity is beyond doubt, it may be so stated.

(i) IfE FS Tg ITU UH & d FAS Wl BI5 & ST AfleT AR
Aafaf@a sRaRr fr Jer aRe-

If there is any doubt or suspicion, the column should be left  blank and
action taken as under:

()T T T[ed feoquly fAEe 38 W 3eqadt Ftars & e @Rl |
feoqol &1 gfd arffer sures Heaihe RoiE @fgd 3w & aitse sy
wr ot A S W St g5 FRAREA wWM & egadt wrarg o &
S| S Awt & gogfaser & gEfOd e ar ey feoqol g
HET F@HG o g gl Yiddest for@er arer 3w o Fafa & 3R a8
ool AT TAIRT fF a1 @ 38 AWFRT FT HT FBT TAT T el
car ¢ foua & g8 ARgd 19 a8 &) @& a1 390 AfUer & Owg
IS THT &1 e Gl &l

(a)A separate secret note should be recorded and followed up. A copy of the
note should also be sent together with the Annual Performance AppOraisal
Report 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.

(@3S 3eJacdt HNAS & Helddsd, HGE AT AHT gT & S g
HRPR i FeAfAser FAOIT $Hr S @ifgu 3R arf¥er Asdiest Feaidnet
gfddest # defar gfase &I ST =mge]

(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 Annual Performance Appraisal Report.



14.

(aT) IfE Weg AT AT Hr qfSe g S § A IF d7 o g9 fRar S
o 3R wafta sife & sadr f@d gaen & s e

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

(&) ITE 3eJaclt HRATS & HeEd®d, HGg I T o ar g giel ¢ 3R
& 3o gfte gt § o el & 3mRer Wk afew el aw
IR W@ S =g R 3ES 9 IW (@) AR @) H adv 3RER
FRAS T ST AR

(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.

T&AIcAS A3 & A1y THU s geel feenfader

Guidelines regarding filling up of APAR with humerical grading

(i)

TAUHR & T fAftiad araur AR eare qde qur g2t @69 &d §U
1 AR

The columns in the APAR should be filled in with due care and attention
and after devoting adequate time.

Ig AT Hr Sdr & 1 dryar 2 & AT AfFer (PRt s oar
faAvanit a1 Fo Ao AT & gldeper) 1 faRkse @weraEit &
ART ¥ o ”T & wdicd &7 & 3ifacy ar sreem 3R 53 gk 9
37ar 10 & freY Aot & gau & fAfse suafet & deyg 7 iR
fear suam| Afser 1-2 3rar 9-10 faver gy 8, 31 3o 3Ry fGu
S Y SRA g1 Aieas AT geT F gu Raféar wa gadeor
ORIl & frdT AR &1 95 fAuRor 3a% el a8 gear &
A H HRRA FEAIEAT T Jofell H AT AMBT

It is expected that any grading of 1 or 2 (against work out put 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.




(iii)

(v)

TRUIR #1 8 & 10 & AW W AR “Iepse” foar Sream aur
Aot/ dleelTd & fIT 3T Yredieh &l a0 &del & folv gredieh 9
fear SrwaT|

APARs graded between 8 and 10 will be rated as “Outstanding” and will
be given a score of 9 for the purposed of calculating average scores for
empanelment/promotion.

mﬁvmaﬂam8ﬁzﬁa%aﬁ€raﬂa}%ﬁ"a§a3n—zﬂ"ﬁmm
JaT grediss 7 T Sree|

APARs graded between 6 and short of 8 will be rated as “Very Good” and
will be given a score of 7.

THU3IR &l 4 J2T 6 & DT & ST &7 AT “3easr o JATeam g=ar
gredies 7 f&am Sream|

APARs graded between 4 and short of 6 will be rated as “Good” and will
be given a score of 5.

THUIR &7 4 & A AT g foram S|
APARs graded below 4 will be given a score of “Zero”.

S JrfteRat dr Ruie foedr Se § 377 gRT TU3iR & qafr gt
W gEAER [T I arfgul

All pages of the APAR should be signed by the concerned officer being
reported upon.

3k 3k 3k 3k 3k >k %k 3k 3k 3k >k %k %k 3k 3k >k %k >k 3k 3k %k %k %k >k 5k %k %k %k



Annexure

Time schedule for preparation/completion of APAR
(Reporting year-Financial year)

S. No. Activity Date by which to be completed
1 Distribution of blank APAR form to all 31* March
concerned(i.e., to officer to be reported upon (This may be completed even a
where self appraisal is to be given and to week earlier)
reporting officers where self-appraisal is not to
be given
2 Submission of self-appraisal to reporting officer 15" April
by officer to be reported upon (Where
applicable)
3 Submission of report by reporting officer to 30" June
reviewing officer
4 Report to be completed by Reviewing Officer 31% July
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever
provided.
5 Appraisal by accepting authority, wherever 31% August
provided
6 (vii)  Disclosure to the officer reported upon | 01* September
where there is no accepting authority
(viii) Disclosure to be officer reported upon 15" September
where there is accepting authority
7 Receipt of representation, if any, on APAR 15 days from the date of receipt of
communication
8 Forwarding of representations to the
competent authority
(a) where there is no accepting authority 21% September
for APAR
(b) Where there is accepting authority 06" October
9 Disposal of representation by the competent Within one month from the date of
authority receipt of representation
10 Communication of the decision of the 15" November
competent authority on the representation by
the APAR Cell
11 End of entire APAR will be finally taken on 30" November

record




ANNEXURE-I

(Intimation to be sent to IIS Section, M/O 1& B by the Officer reported upon)

INTIMATION

This is inform that | have completed Self Appraisal Report for the year

or for the period from to and

submitted to Shri

(name, designation and postal address

of Reporting Officer to be given) on

Singnature

Name

Designation
Tel/Contact NoO.-----------------

Postal Address-------------------

To,

IIS Section,

Ministry of | & B,
747, Shastri Bhawan,
New Delhi-110001



ANNEXURE-II

(Intimation to be sent to IIS Section, M/O 1& B by the Reporting Officer)

INTIMATION

This is inform that | have completed my remarks as Reporting Officer in Part-

Il & IV of the APAR form for the year or for the period from

to and submitted to Shri

designation and postal address of Reviewing Officer to be given) on

Singnature

Name

Designation

Tel/Contact NO.----------=--——--

Postal Address-------------------

To,

IIS Section,

Ministry of | & B,
747, Shastri Bhawan,
New Delhi-110001



