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Annual Performance Appraisal Report
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Group A & B Non ~ Medical Gazetted Officers
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Date of contlnuous appointment to present post
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period of absence from duty A. Leave
B.Training/conference/workshop c. any other If yes specify.
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(Please read carefully the instructions before filing the entries)
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Please spec:-fy targets/objectives/goals, ( in quantitative or other terms) of work you set

for yourself Or that were set for you, eight to ten items of work in the order. of priority
and Your achievement against._each. target (:Example Annual Action Plan for your Division).
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(A) Please state befly, the shortfalis with reference to the targets/objectives/goals
referred to in item 2. Please specify constraints if any, in achieving the targets
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items in which there have been significantly higher achlevements and your
contribution thereto,
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annual return on immovable property for the preceding calendar year was filed within the
prescribed date l.e. 31% January of the year following the calendar year. If not, the date of
filing the return should be given.
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Num'eriéal gr'adirig‘ Is to bé'av(rar'ded by fehurtlng and feviewing authority which should be on 2 scale of 1-10, where 1 refer to the Jowns

grade and 10 to the highest,
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{Please read cafefuny the guidelines before I iling the ént‘ries).
~{A) Assessment of work output (weightage to this Section would be 40%)
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Reporting um s w1 du 3) Reviewing

Authority Authority (Refer Para 2 of
Para-5)

e et

i) Accomplishment of planned work/wark allotted as per subjects.
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if) Quality of oulput
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(8) Assessment of personal attributes (weightage to this Section wouid be30%)

Reporting Authority.
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Reviewing Authority {Refer
Para 2 of Para-5)

. Attitude to work’
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Sense of responsibifity
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_ Capacity to work In team spirit
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Capacity to adhere to time-schedule
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Overall bearing and personallty
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(C) Assessment of functional competency (weightage to this Section would be 30%)
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i) Knowledge of Rules/ Regulations/Procedures in the
area of function and ability to apply them correctly. ”
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5| it) - Strategic Planning ability
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1. rﬂm‘é‘mqwﬂmﬁ (sref it warow)
1.  Relations with the public (wherever applicable)
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(Please comment on the QOfficers accessibmty to the public : id responsiveness to their

needs) _
2. ifemEm
2. Training : I
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(Please give recommendations for training with a view to further improving the
effectiveness and capabilities of the Officer.
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1. REMARKS OF THE REVIEWING OFFICER
T At & hiast

Length of service under the Reviewing ‘Officer
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2. Do .you agree with the assessment made by the reporting officer with respect to the
work eutput & and the various attributes In Part-3 & Part-4? Do you agree with the
assessment of reporting officer in' respect of extraordinary achievements/significant
failures of the officer reported upon? (Ref: Part-3(A)(iv) and Part-4(5).

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

B Yes L No
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3. In case of disagreement please specify the reasons. Is there anything you wish to modify or
add?
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4. Pen Picture by Reviewing Officer. Please comment (in about 100 words) on the overal!
qualities of the officer including area of strengths and lesser strength and his attitude
towards weaker sections.
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Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in Part 3 of the Report.
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CERTIFICATE
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LI\ Reviewing Officér of the officer
reported upon as per DoP&T OM No.21011/ 1/2005-Estt.(A) (Pt-II),

dated 14™ May,2009 has supplied a copy of APAR for the period
\ to to

N, for his/her
information and to make a representation, if any, against the entires
and final grading within 15 days.

3 i 2. . The representation of the officer reported upon alongwith comments of
’ Reporting Officer and the comments of the undersigned in my capacity
as Reviewing Officer are enclosed.

i,

3. " The officer reported tipon-has not submitted any representation with in
15 days of communication. )

Signature of the Reviewing Officer

Name in Block letter
Designation

- Date

Period of Report

e Strike out whichever is.not applicable.






@

I

L

[~

[

(by

(d)

¢

Reviewing Officer should not shy away form reporting shortcomings in pe_‘rformanqe, attitudes or overall
personality of the officer reported upon. ' ’

reportin a casual will be :
If the Reviewing Officer is satisfied that the Reporting Officer had made the report without due care and
attention he / she shall record a remark to that effect in item 2 of Part-V. The Government shay enter the

may be used. R : ' B : _
The Reporting Officer shall, in the beginning. of the year, assign targets to each of the officers wiil report to

~.whom he-is required fo report upon for Ccompletion diring the year. In the. case of an officer taking. up. a nejy

change. The tasks/ targets set should cledtiy be known and understood by officers concerned
Although performance assessment is a year eng exercise; in order that jt may be a toof for human resource
developiment, thevReportmg Officer should at regular intervals review the performance and take Necessary
corrective steps by ‘way of advice etc : -

it s_hou(d-:bé the 'endeavgur of each appraiser to pfeéent the tmest possible: pig:‘tﬁ;:re of the appraisee in regard

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

Some post of the same rank:may be mere exacting than others. The degree of stress ang ‘Strains in any pogy
may also vary. from time to time. These facts should be bome in mind: duting assessme’nf‘and-should be
commented upon appropriately. . - o - TR o i : Lo

 Guidelines regarding filling up of APAR with nm;er;cargraqmgf. . s L o h
- The cofumns in the APAR shoyld,be filled in with due care.and attention and after devoting adequate time.

It is expected that any grading of 1 or 2 (against ‘work output or attributes: or overall grade) would: be

adequately justified in'the” pe:r_l:pic"_ture. by way. of specific failures and-_simil_arly any grade of 9.or 10 would be

of calculating average scores for empaneiment/promotion: .~ R
APARs.graded between 6 and short of 8 will be rated ag ‘Very Good* and will be given a score of 7,
APARs.graded between 4 ang 6 short of 6 will bé rated as ‘Good’ and given a score of 5.

‘APARé'g(aded_belgw 4 wilt pe given a score of Zero', .

If,.as a result of follow —up action the doubts or suspicions are Cleared, the officers / official's integrity should
be certified and an entry made accordingly in the Confidential Report. :

If the doubts or Suspicions are oonfirmeq.- the fact should afso be recorded ang duty communicated tg the
-officer coricerned, - ' L e , o

If as a.result of the follow up action, the doubts or susplci
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