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Annual Performance Appraisal Report of Principal Staff Officer, Sr. Principal Private Secretary, and
Princlpal Ptivate Secretary of the Central Secratariat Stenographer Services

...............................................................................

Report for the year/period @NnainNg ... ... oo s it ed e ee e
dafer ag
Personal Data

T -1

Part-1

(FAET/ /AT & HEfld TR JgHTT G AT S0)
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

1. | HIEETEE BT FTT weveeeeeeeereesesnessssrssss sressse s ss st ss et rab bbb s
N Tzl 8- ol v =] AT U O O PR L P T PP E PR TP DETIREIE

Rl T A T TR ——
Date of birth (DD/MM/YYYY) ....fodon (IRWOPAS) i

3. FEIRG UG  coereetivivonsaniseivismsiessposssaaiasasasinssnsssssssenerssns - === =
Designation of postheld ... R AR e RN s AR R H N 8

4. | a1 F wad g & arha o |-+
Date of continuous appointment in the Date ..ciireivineerenns Grade ......ocoieeee
present grade ‘

5. | 3w 3l & s HR ggeA O aiy O &1 A A T, e dag @

it 3aftr & gl W £ | Name of Officer& Date from which attached

Name of Officer with designation with whom
| attached during the period under report

6. | =t % 2hwr gy, s sl W@ &
FROT 3G F IEEReufy i sy

Period of absénce from duty on leave,
training, ete. during the year

=
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IR B CRH AT
Part 2+ HELE APPRAISAL

AR RN YRR EURCTTUNS R KR A SR R EC ISR )
{70 be e in by the Oficer copatted upon)

(nan walal A N e ,nsl.\‘eﬂ o Hnm@*r- W)
{Measo read carefally the inatinctions bofore ithing the entrias)

\ ) I B KL FATE A B T e SR TTRR O E (AR CUSS U0 3\ B R N FL R
FNRN R 00 A R WA g mie)
Nelat rosumo of the work done by you during the yearipariod from .. {1 SRR
(The reauma to be furnlshed should be lhmited to 100 words)

b

TURAr QO @, TRt apEaget 3EEeR avEiRar @ @) e Y e dar ataane wn
Plaase also indicate itams in which there have been significantly higher achievements and your
contribution thereta

3w w my wE & R anad grr oo whest A wfal ol sad ar, afy wd oo,
myHR A Fand
Pleasa state, briafly, the shortfalls in your input and reasons therefore, if any.

4. gmn wgd B owar gA wdvsy af f aew Ry dal ot Raoh B o
e vz ad & oA A 3 el o afle we A wd o al A, o R afds
aray b arfa & G

Please state whether the annual return on immoveable property for the preceding calendar year
was filed within the prescribed date i.e. 31" January of the year following the calendar year  1f
not, the date of liling the refurn should be given,

L L QP o T S —— 3 e & pram Dl RaE faad ol &

W , .
P  Date: L Signalure of the officer reported upen
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Part 3— APPRAISAL

5. aar ROYE Rywe arer sfbend smr2 & R oare R A wgwa ol A o aneEi
frg AT aw § T 39F Fur srr §?

Does the Reporling Officer agree wilh the statement made in part 22 If not, the extent of
disagreement and reasons thereof.

t
| P

2. R ot aney arferemrdy arr wedes apovRrevar € gif@ahi iR @ Patver fier smeer sifs

1-10 SR 9T QWA T fR 1 a1 ek Pyasierar SR @ AR 10 1 arewd Feuar R A |
Numerical grading is to be awarded for each of the altribute by the reporling authority which
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 fo the highest.

(Foran afadar #eY § qd Rt o crmgds w)
(Please read carefully the guidelines before filling the entries)

(F) “Rew aU FwE w ST (U wos @Y ey 40 i 2

(A} Assessment of work output (weightage to this Section would be 40%)

@ife | Grading

) w & o i el S W R

i) Quality of work and level of professional skill

»

iy IR 3N G I AT 3T FIET-IE & drersy 3 QAR F el
li} Trust worthiness in handling secret and top secret malters and papers

i) 1 STt T TERATT AT deer, FrRTEERT s & R ST aEt A e T
W FET HEHT

i) Maintenance of engagement diary and timely submission of necessary papers
for meetings, interviews, etc. ‘

Iv). Huaseeh T a1 R st oSy s

iv) Accomplishment of exceptional work! unforeseen tasks performed.
e T R g AR (@S i X 1v)/4)

Overall Grading on 'Work Output' (Total [i to iv] /4) )

—t ol ]

= = -
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(@) gfves qoit a Feamwa (3@ @vs @ sl 30 sfee g
(B) Assessment of personal attributes (weightage to this section would be 30%)

FeS— B L ———— —

e ! Grading i
) mﬂw‘qﬁ?a{fiﬁ%‘ - e
i) Attitude to work B
iy =fE, m;a.—gnaﬁz T

i) Intelligence, keenness and industry
ii:) EFIQWBTEFHV{&IHI'

| ii)_Maintenance of discipline

iv) Bl @ ay ,
iv) Sense of responsibility ~ ) R
v) TR ater T R )
v} Comsmunication skills B R e
vi) Sxgged 7 o ' S
vi) Leadership qualites 7 o I S —
vii) &1 9 e e 7 Meaar
vii) Abilily to work in team —
viiiy 3ifa77 AT g @ g1 et A dvaar
viii) Ability to meet deadline . = .
“Yafors zarvﬁ" & Iy A (el (17 viii)/8) :

Overall Grading on 'Personal Atlributes’ (Total [i to viii] /8) ] o

(1) @ETCAS GRTAT I AFdiEE (50 WS #r awhg 30 gfmra @d)

{C) Assessment of functional competency (weightage to this section would be 30%)

T i Grading

i) g oo, ot & anda, WiRw Faggur T TR gedl {2 e Ty A A .
- |} Ability to draft notes, letter minutes, briefs and ability lo prepare summary etlc. | o f
iy astereraReR ST I A &y W :
Mg‘i_c planning ability e o
iiiy qEAARE @A
iii) Inter-personal refations = . o
iv) gd=ag qFadr

iv) Coordination ability e
v) ey T, 9Ed AR gen i R AT T TR A QY SAAFRIIT

v) Effeclive fiaison, Initiative and tactin dealing with telephone calls & visitor il ]
vi) ytﬂﬁﬂraﬁﬂmﬁ?mwﬁmxmfﬁum

| vi) Ability to motivate and develop subordinates | D
eerelei 1 ZETAT Y HRT FME (e (1F v TH/6)

Overall Gradigg on 'Functional Compmencﬂ(lg.@.[.Ug__i.\fl_@_)__—________‘__.” -

ooy 49T, qifr & o dvor & IO F, IR K WS WE & altga aFa & SB R

* Fmenfra g1

Note: The overall grading will be based on addition of the mean v
proportion to weightage assigned.

alue of each group of indicators i

5
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M .'
grAT / GENERAL
HT-4
Part4
1. S @ wYE (SR 8 e
Relations with the public (wherever applicable) e 5 -
Fm e A FRE aw afT d e FTEaa %R sl y:lfa?um(-dr RR U.‘Wﬂ e'[:i
(please comment on the officer's accessibility to the public and responsiveness ta theirneeds)
2 R (pua FRED K awh vmlancwa My A 8w & A wfliwer @ RAwRy )
Training (Please give recommendations for tralning with a view o future improving the effectivenass and
capabitities of the officer) - e }
'
|
I Wy R
State of Health P e ,
4. wRE (wfiedr f aeofRe w Rl &)
Integrity (Please comment on the intearily of the officer)
5 ¢ Rad o wfted oo 3w & gk 7ol 3w ed, amuwer s, Apeqer wit It wrar

a7t & ufd AN aRw 3uF W A F weaey 8 R w s (ST 00 tral 3

Pen Piclure by Reporiing Officer (in about 100 words) on the overall qualities of the officer ncluding area of
strenglhs and lesser strength, extraordinary achievements, significant failures and altitude towards weaker
seclions..

o & 313 4 @os &, @AM T A D 7 anlr & e W10 F AR W aRw wiftehe mifr
Overall numerical grading on the basis of weightage given in Seclion A, B, and C in Part-lli of the Report.

R @y ary arffwdr & gemee
Signature of the Reporting Officer

DR PIACE o T AT T AT L v

Name in Block letters; ...........ocooerviieie e,

s _ U GO £ scnsdusssongustussssssnsnasadssissibaiaeti
o Designation: ... it b sminim famersmeany

ROVE B HARY oo

During the perlod of Report: ......................
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e/ [NSTRUCTIONS

| ot SrEe rewAel W ve agend aeda &, we aitrmd & LR AR L I EPT R SLBRT  : CHR A U] |
T B A M ) gen & T spen AR 3eEE wear @1 de ap JfRad e fad e e
@ B3t Rend Tae sy e adbat e ad vararfy & e ma et Ay at R fetah Samh oo

The Annual Performance Appraisal Report is an impertant devurment, it provides the basic and vital

inputs for aseessing the performance of an offiver and for his/her further advancement in hic/her carecy.
The officer reported upon, the Reporting Officer should, therelaze, nadertake the duty of filling eut the

form with a high sense af responsibility.
2 o fawEa o el A ug AEn e oy TR gad e WA @ Ware wea ¢omfh g wemh

Matae wanad w qpon 7 g vl gad ol efan afy &, At un fmnros alea g nad i)

ary aftrE v e, Pready ki3 aed b g e, yfypefar st qam enfived du g
nnt N@E A A ¥ wady 78 een mite

Reporting Officers should roalize that the objective is 1o develap an officer so that he/she realizes hs/hey
true potential. It 18 not meant to L a fault inding process it a developmental one. The Reparting
Officer should not shy away from reporting shortcomings in petformonce, atlitudes or overall personahity

] of the officer reported upon

3 A nd @A vma 3 wrhe ERY A f) s wifpe 1 fd AY i AR oy anarn sl B Mt oo
w1 Y 3y g eyl @ Fea T owE A

The items should be filled with dus care and attention and after devoting adequate time. Any attempt to
fill the report in a casual or superficial manner will be easily discermble to the higher authoritios '

4 wedm g aotarEw wu N A s | dnE I mEET o dsurmm A & @Rl gy | A daain aar @
s A afRa gend qafem b wal ¥ it 7wl e e A s Im Nt wer ma e d X
gt Ay @fy §7 3 Adfiw | EvE MU W AT QT Prar ae |
Every answer shall be given in a parrative form except where numerical gradings is to he awarded. The
space provided Indlcates the desired lenpth of the onswer. Words and phrases should be chosen carefully
and should accurately reflect the intention of the officer recording the answer Unambiguous aed simple

langunge may be used,

5 s R ory afaad, 3w il Orad) R @ aed & At wd 3w A ok F gy v o e we
witm 1 ufr @ wied denha ad & Ry ww gz paaEEan g, @ §E T N W A vy Hranes 4 w5Ig
an P onud | erRi/me aa, wafle afaQat arr ww wr A wE e qa Gy i
The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers to whom hw
is required to report upon for complation during, the year. In the case of anofficer taking up a new postin
the course of the reporting year, such targats/ goals shall be set at the time of assumplion ol the new
change. The tasks/ targets set shouid clearly be known and understoad by the both the afficers concerned.

6. qufy e FFaiE ad ot @A @A e doeRn &M g i g A aate fawnr wt v FE 2F U
2, anr QU fRwa ar afed &) iy sraow W fasaRs o yemm mE aifde e ey Feme,
AT A QUUITHS TAFR IS TR |
Although performance appraisal is o year-end exercise, in order that it may be a toul for human resource
development; the Reporting Officer should at repular intervals review the performance and take necessary
corrective steps by way of advice ete.

1. el TR 6] ux sam g iR fioap aieer B o oA 3wl & e, s, amgm |
i anme & ) T i IRE aEER uEgRT

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

. ux HFard, RuiET i T e pRe & wdfe & & Ruada amaf aw O A dm mlo |

Assessment should be confined to the appreisee’s performance during the period of repert only

Y w3 R ol R 1 awm2 A # o @R am, (R e FTE A AT Fua AT 2z & ) e wiaa
¥ zmrmz* oy arme vl v @ AR smrm Soo 1 SE w0 @ & dE o, B oo faver gl
& duu & ey ssom v L 12 & AT N 940 F oAz MR amA & 2R o Afee s &
vmega F o wiewh Az fw ot & Fru A dd e e it e e ard witeEd e e iy,
Ak s Al of ¥ A v o qem A g § AR s e
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It is expected that any grading of 1 & 2 {apainst work output or attnbute or overpl] grade ]
adequately justified 0 the pen picture by way of special failures amd similarly any grinde o

wonld v

be justified with respect o special accomplishments. Grades of 122 or @10 e exprected W [t

ovcurrences and hence the need Lo justify them.  In awarding 4 numerical prade e reporhing

-y
ey

|0 & 10 woulkd

and

reviewing, authorities should rate the officer against a lirge population of his/her peets thal ey be
currentiy workig under them

w0 W RN & R e a8 crnn awd B mwa ¥, R a8 ue R s
Tur purpose of calculating average scores for empanelment/ pramation, the following prades will be
considered
EER T ——
< RIS H
Brtween 8 and 10 N Outstanding,
6t B @m ‘ T W i =
Detweenband 8 Very Good '
4 30 6 & fu = ot \ B
K A
| Betweendand 6 Goed )
13 a o I
| Below 4 ‘
o  NOTE

aonfm @ wefdw sz = o N MrafRiSn ufrm @ wrea aer oy

The following procedure should be followed in {illing up the item relating, to Integrity:-

1)

(1)

phe

TN A wreafior vdp @ ob &, 0O mam 3 |

If the officer’s integrity is beyand doubt, it may be so stated.

R W W & wE W W W3 e are i S adad A s
If there is any doubt of suspicion, the item should be left blank and action taken as under:

(%)

(@)

(@

.

TR e T RUTol g A e M @ @ wibad @ g Regul ool e {0
W aftman HRAWY @ N Aa & s, A oy gffa wen i el mitar e & G {oy e
I W e W w T R aY Riveg wwen diw Af R, RME aifhardr e gl my
bigais AuiT F F A Hfrwd F owd @ dma o gnmtn wirg afEomoar 3w il & iR s
ar T, QAW N R A

A separate sccret nole should be recorded and followed up. A copy of Lhe note should also be sent
together with the Confidential Report to the next superior officer who will ensure that the follusy-
up aclion is taken expeditiously. Where il is not possible either 1o certify the integrily 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.

Zfr, et Ftd ¥ uRommered @iE gy o @ E afmh veafapmivag w5 A wilRe afr
e v SRy A W A s o

If, as a result of the follow-up action the doubls or suspicions are cleared, the officer’s integrity
should be certified and an entry made accordingly in the Confidential Report.

o wiE & R @ sl R, qw ) Rz a7 Ru @t whe it 370, defm aftard 2 g m

& @rv 1
If the doubts or suspicions arc confirmed, the fact should also be recorded and duty communicated

- to the officer concerncd.

T% yrt FATE & GRUITEEN. H2F o A o 1w qf orh & awd & s A

W Jofy & AR Rt S arRe 3R 3wk A sdw (@) A () W nufRfEe mitmd O ot i
If ds a result of the follaw up action, the doubls or suspicions are neither cleared nor confitmed the

Jofficer’s conduct should be watched for a further period and thercafler aclion laken as indicated at

b)and (c) above.

(g HEy W e w3, 51/4/84-FNL(T) RTE 21.6.1965)
{Ministry of Hame Affairs G.M. No.51/4/84-FEstt.in) dated 21-(+19613)
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