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(To be filled by the Administrative Section concerned of the Ministry/Department/Office)
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Name of the officer
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Date of birth (DD/MMYYYY) [ /... (inwords) . . .
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Designation of posthedd ... ... ..
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Date of continuous appointment in the Rale .. Grade:... .ol
present grade
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frohe sEf & st T | Name of Officer& Dale from which atiached

Name of Officer with designation with whom
aitached during the period under report
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| Period of absence from duty on leave,
1 training, etc. during the year
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(To be filled in by the Officer reported upon)
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{Please read carefully the instructions before filing the entries)
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Brief resume of the work done by you during the year/period from ............. {1
(The resume to be furnished should be limited to 100 words)
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Please also indicate items in which there have been significantly higher achievements and your
cantribution thereto.
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Pleasa state, briefly, the shortfalis in your input and reasans therefore, if any
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Please state whether the annual return en immoveable property for the preceding calendar year
was filed within the prescribed date ie 31% January of the year following the calandar year. If
not, the date of filing the retumn should be given
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Does the Reporting Officer agree with the stalement made in part 27 If not, the extent of
disagreemenl! and reasons thereof.
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Numerical grading is to be awarded for each of the attribute by the reporting autharity which
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest,
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{Please read carefully the guidelines bafore filling the entries)
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(A) Assessment of work oulput (weightage to this Section would be 40%)

FIie | Grading
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i} Quality of work and level of professional skill
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i} Trust worthiness in handling secret and top secret matters and papers
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i} Maintenance of engagement diary and tmely submission of necessary papers
for meetings. interviews, elc
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iv) Accomplishment of exceptional work! unforeseen tasxs periommed. |
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(B) Assessment of personal atiributes (weightage to this section would be 30%)
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i) Attitude to work
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ii) Intelligence, keenness and industry

iii} Ja:garm:r AT TEAT
iil) Maintenance of discipline
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iv] Sense of responsibility

v) RO e

v) Communication skilis
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vl) Leadership qualities
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vil) Ability to work in team
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Wity Ability to meel deadline
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Qverall Grading on 'Personal Attributes’ (Total [i to viii] /8)
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(C) Assessment of functional competency (weightage to this section would be 30%)

#1fe | Grading
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1} Ability to draft neles, letter minutes, briefs and abilily lo prepare summary et
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i} Strategic planning ability
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ii) Inter-personal relations
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iv) Coordination ability
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v] Effective liaison, |nibative and tact in dealing with telaphane calls & visitor
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vij Ability to motivale and develop subcrdinates
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Overall Grading on 'Funclional Competency’ (Total [i to iv] /&)
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Note. The overall grading will be based on addition of the mean value of each group of indicators in

proportion to weightage assigned
5
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Relations with the public (wherever applicabls)
(Fvm I R wfrwd 7% 9fT i =R smorsnd § o sl sefertee w e 5
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Training (Please give recommandsations for training with a view to future improving the effectiveness and
capabilities of tha officer)

3 Enpa f fRda
State of Health

4 wratam (it & aeatn ar el wl)
Integrity (Please commant on the integrity of the officer)

5 frt fame @@ wiowd go sfowd & gez aph it e gl SR SRR, Arare st W sEe
mft & wi @ sk ok wew et & weeeu ot W oaneEs (AT 10 et A

Pen Piclure by Reporting Officer (in about 100 words) on the overall qualiles of Ihe officer including area of
strengths and lesser strength, extracrdinary achievements, significant failures and atiiude towards weaker
secllons
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Owerall numerical grading on the basis of weightage given in Section A, B, and C in Part-lil of the Reporl

e TaEs s yesd F graEn
Signature of the Reporting Officer
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The Annual Performance Appraisal Report is an important document, it provides the basic and vital
inputs for assessing the performance of an officer ind for his/her further advancement in his/her carver,
The officer reported upon, the Reporting Officer should, therefore, undertake the duty of filling out the
form with a high sense of responsibility.

Reporting Officers should realize that the objective is 1o develop an officer so that he,/she realizes his/ her
irue potentinl. It is not meant to be a fault finding process but a developmental one. The Reporting
Officer should not shy sway from reporting shortcomings in performance. attitudes or overall peronlity
of the officer reported upon.
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The items should be filled with due care and altention and after devoting adequate tme. Any attempt (o
fill the report in a casusl or superficial manner will be easily discerruble to the higher authonities :
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Every answer shall be given in a narrative form except where numerical gradings s to be awarded. The
space provided indicates the desired length of the answer, Words and phrases should be chasen carefully
and should accurately reflect the intention of the officer recording the answer. Unambiguous and simple
lanpguage may be used.
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The Reporting Officer shall, in the beginning of the year, assign targets to ench of the officers to whom he
ts required to report upon for completion during the year. In the case of an cfficer taking up a new post in
the course of the reporting year, such targets/goals shall be set at the tme of assumption af the new
change. The tsks/targets set should clearly be known and understood by the both the officers corcermed,
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Although performance apprasal is a year-end exercise, in order that it may be 2 tool for human resoirce

development; the Reporting Officer should at regular intervals review the performance and take necessary

correchive staps by way of advice et
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It should be the endeavour of each appraicer to. present the truest possible picture of the appraisee in
regard to his/ her performance, conduct. behavicur and potential
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Assessment should be confined to the appraisee’s performance during the period of report anly
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It is expected that any grading of 1 & 2 (against work output or attribute or overall grade ) would be
adequately justified in the pen picture by way of special failures and similarly any grade of 9 & 10 would
be justified with respect to special accomplishments. Grades of 1-2 or %10 are expected to be rare
occurrences and hence the need to justify them. In awarding & numerical grade the reporting and
/ reviewing authorities should rate the officer against a large population of his/her peers that may be
currentiy working under them,
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For purpose of calculating average scores for empanelment/promotion, the following grades will be
considered

(%)

(@

| Between 6 and 8 Very Good ;
4 a7 b & dro oo 5
Betwern 4 and 6 Good
4 & A
| Below 4 ) a
R=ult ¢ NOTE
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The following procedure should be followed in filling up the item relating to integrity:-
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If the officer’s integrity is beyond doubt, it may be so stated
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If there is any doubt of suspicion, the item should be left blank and action taken as under:
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A separate secret nole should be recarded and followed up. A copy of the ppte should also be sent
together with the Confidenta! Report to the next supenor officer who will ensure that the follow-
up action is taken expeditiously. Where it is not possible erther 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 sganst the officer, as
the case may be.
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If, a5 & result of the follow-pp action the doubls or suspicions are cleared, the officer’s integrity
should be certified and an entry made accordingly in the Confidential Report.
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If the doubts or suspicions are confirmed, the fact should also be recorded and duty communicated
to the officer concerned.
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If ns & result of the follow up action, the doubts or suspicions are nesther cleared nor confirmed the

officer's conduct should be watched for a further period and thereafter achion taken as indicated at
b) and (c) above.
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