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ANNUAL PERFORMANCE APPRAISAL REPORT (APAR)
FOR PERSONAL ASSISTANT AND STENOGRAPHER-III
FROM TO

PART |
PERSONAL DATA -

1. Name of the Officer
(in capital letters)

N

. Whether the Officer reported upon belongs to Scheduled Caste/Tribe/OBC :
3. Unit/ Establishment -

4. Date of Birth :

5. Date of initia) appointment / grade :

6. Present grade / designation & date of appointment :

7. Period of absence from duty (on leave, training etc) during the year

If the officer has undergone any training, please specify.

Part-l compiled by :
{Name, grade, signature & date)

Checked by
(Name, grade, signature & date)

Note : Please do not leave any column blank






‘ Name and initials of the officer reported
® upon

PART -l
SELF-APPRAISAL

(To be filled up by the officer reported upon. No extra sheet to be used for the
purpose).

1. Brief description of duties.

2. Brief resume of the work done by you during the period of report,
bringing out special achievements, if any. In the event of any shortfall,
furnish reasons. »

3. Please state if the Annual Return for inmovable property for the
preceding calendar year was filled up by 31* January of the succeeding
year. If not, indicate the date of filing the same (applicable only in respect
of PA): :

Signature
Date
Note : Please do not leave any column blank







Name and initials of the officer( reported
* upon)

PART-I
RATING SHEET

Name of Reporting Officer Rank / Designation

2. Length of Service under Reporting Officer :

D D/ M mMm|YTJY D/ D/ M M |Y]|Y
TO

3. Assessment of "Work Output’ (on a scale of 1 -10, weightage to this
section will be 40%.) :

Attributes Reporting Initials of
Officer Reporting Officer

i Accdmplishment of work assigned

i) Quality of work output

iiiy Accomplishment of tasks other than
routine

Overall Grading on "Work Output’

4. Assessment of "Personal Attributes’ (On a scale of 1-10, Weightage to
this section will be 30%)

Attributes Reporting | Initials of
Officer Reporting Officer

i) Attitude to work

ii) Sense of responsibility

Note : Please do not leave any column blank k4






4 upon)

Name and initials of the officer( reported

i) Trustworthiness in handling confidential
matters/documents.

iv)  Communication skills

v) Amenability to discipline

vi) Punctuality in attendance

vii) Capacity to work and submit
papers/briefs etc. within the time limit

vii) Tact in handling phone callsivisitors

ix) Capacity for effective
coordination/liaison.

x) Inter-personal relations

Overall Grading on "Personal Attributes’

5. Aséessment of “Functional Competency’ (on a scale of 1-10,

weightage to this section will be 30%).

Attributes Reporting Initials of
Officer Reporting
Officer

i) Knowledge of computer applications

i) | Proficiency in stenography

iiiy | Proficiency in typing (both speed and
accuracy) '

iv) | Maintenance of engagements schedule

v) | Ensuring that important matters requiring
attention are not lost sight off

Overall grading on Functional Competency’

6.  State of Health

Note : Please do not leave any column blank







Name and initials of the officer( reported
. upon)

7. Integrity " ,
(The remarks against this column shall be made in one of the three
options mentioned beiow):-

(i) Beyond Doubt.
(i) Nothing adverse has come to my notice.

(i)  Since'the integrity of the officer is doubtful, a Secret Note is
attached herewith.

8. Aptitude and potential including suitability for other spheres of work :

9. Relations with public (wherever applicable) : '

10. Recommended training for further development of the officer reported
upon:

11.  Details of disciplinary action during the year :

-

2. Pen picture of Reporting Officer
[General assessment of the officer reported upon including overall qualities,
lesser strengths and attitude towards weaker sections and overall grading in the
smaller box provided on a scale of 1-10 (the overall grading is to be based on
addition of the mean value of the mean value of each group of indicators in
proportion to the weightage assigned)]

Date
Place : Signature of Reporting Officer

Tele :
Note : Please do not leave any column blank
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{Name & initials of the officer

T -5 -
PART -5

1. gAfdeERT aifyerd #) sifvigfea

1. REMARKS OF THE REVIEWING OFFICER
FffeER afus % emla dar wTw

Length of service under the Reviewing Officer

2. F91 9 9 3 9 -4 ® frlg & qer fafve ot % W@ey ¥ gfeew et g

R T godied ¥ WEEA ® 7 FA1 ST YR w1 TSI IuafeudEl/seweel SAuwerre

F Wy ¥ A W g ¥ g R? (@ wm-3 @ qen sm-4(s)(afk e wiwes

fuwrd g Ry Ot @ frdl Fenem/qedied § WeHd T § W s S qedisd 39

de & o Ry W W A ¥ 9y fTwEer B el #) |

2. 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 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 column provided for you in that section and initial your

entries.

g Yes Tl No

3, sEedd T F feufy ¥ U Ee SRO ward, ¥4 & W aw ¢ W oo %s
TWET A e wRd €2 '

3. In case of disagreement please specify the reasons. Is there anything you wish to modify or
add?

4. HifaEERT ST G e R | FE WA Wt (e 100 wed #)
afyFr w1 g favwmet # wwed &% W W umd &9 W S [ 9l &
yfe efradi wfae & |

4. 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.
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Name & initials of the officer

5. UffAsH & WF-3 & WE-H, WS- a9l @S- W R MU Wiw & YR W HA
faeet wEmTeE aiie |

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

e et & gwTER

Signature of the Reviewing Officer

TH WE AT T vevreeeerereeereerernreens
Name in Block Letters

T Yfaaed B A H i
Place: During the period of Report -
= -

Date :



