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Personal Data

HIT — 1
Part -1

(FATTT / fNT / SRITe & TERad RIS SIgHRT §RT ¥R S719)
(To be filled by the Administrative Section of the concerned Ministry/Department /Office)

fRaré

S RIC

P GEEG BW gl g /@y @ Raid

1.

IName Of the OffiCer...cciiiiniiiiiiiiiiiiniiiiiiiiiineeetteetisssssteeessssnnssssemmmmmmmmreeenni
2. S : RE/AE/TT coeeeeeeeeeeeeenee T R) e
Date of birth: DD/MM/YYYY....... [eearenns [eveeeennne (In WOrds).eoveeiiiinnriiiinnnieiinnrcennnnn
3. JuAH IS | few fgfaw @ faf B nrrrrreeenn 5 R
Date of continues appointment in the Present | cadre Date weeenonnnnns
cadre
4. IAEM 9T T IH W gl @ ke - (51N
Present post and date of appointment thereto Post DAt weenennnnns
5. a4 H orf 9 IguleIfa @t @l (g1, gl anfe

R) I} S IR 7 ylwer form & OF SH@r
famor & |

Period of absence from duty (on training, leave
etc.) during the year. If he has under gone training

specify.




T — 2
Part -2

1.

fora R &1 uftaes forar 9T 8, S9a gRT R 9N & forw
(@war gfaftedi & wRA | Ugel AT B A q US)

To be filled in by the Officer reported upon
(Please read carefully the instructions before filling the entries)

frd T PR BT Gt R

Brief description of duties

B B O e /S /Y AT WY e forg fuiRa i &F ar smue fo fReiifa
P W & S @RUM /AT W e wY H) FT B - 7S TrRIfAEAT IR W
¢ iR W TF d I gfc | Ul Sudfedl IAG| (SIERO: IS YA & fog
e & Arer)

Please specify 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)

Y /e /Y SUafer
Target/Objectives/Goal Achievements




(@) P 98 2 H FAQ T A&l /S5l /S0 B Wy H & FHAT BT GA9 A S
BN | I et 1 TIftT § DI e o I B A 9 999 |

(A) Please state briefly, the shortfalls with reference to the targets/objectives/goals
referred to in item 2. Please specify constraints, if any, in achieving the targets.

(@) P S AR BT A Sl PR O B! AWE SUAfRT & § IR ST oA
AT BT A Soold B |

(B) Please also indicate items in which there have been significantly higher
achievements and your contribution thereto.

FIAT Sooid BN [ T Ydadi dolvex a9 & ae Hufed aiiie fdavolt fuiRa arda
eI Delver I | SRGd! a¥ I 31 S dF Gof BT & T3 oY | Afg 78 a1 faawor
TS FRE B ARG ) Y |

Please state whether the annual return on immovable property for the preceding
calendar year was filed within the prescribed date i.e. 31* January of the year following
the calendar year. If not, the date of filling should be given.

15551 ORI HIT I qTe ARB B TR

Date toueviveiniiininnnnnn. Signature of officer reported upon



Part -3

RS FaR o fHEiRer giiaes qen gaferer mtert gR1 f&ar 1 & S 1—10 & 39M R 891 =My, &6t 1
e B Ao BT G 10 SwaaH A BT Seord BT 2|

Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale of 1-10, where 1

refers to the lowest grade and 10 to the highest.

(@) I freaE BT qedidT (S0 W1 & R 40% BRT)
(@uar vfafedl & w*A | Ugal g 3 &9 q Ug )

(A)

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

(Please read carefully the instructions before filling the entries)

(Refer Para 2 of Part-5)

giaeT TReRY | gAfddies weer qAdAdT UIReN &
Reporting Authority | (&4 w1T—5 &7 37 — 2) | 3TeierR
Reporting Authority Initial of Reviewing
(Refer Para 2 of Part-5) Authority
AT ™ @ R/ fav @ R W
smefea fvar = st
Accomplishment of planned work/work allotted
as per subject alloted
2. PSR B P
Quality of output
3. faveyomee drgar
Analytical ability
4. JUARTAS B B aRQeldr /fEd U SR
EaLi
Accomplishment of exeptional work/unforeseen
tasks perfomed
frtd o R gor fAaraR Sofievo
Overall Grading on ‘Work Output’
(@) afaaTa faRivarelt &1 Heaid (39 9T BT AR 30% 1)
(B) Assessment of personal attributes (weightage to this section would be 30%0)
afiaeT TReRY | gAfddies wRen qAdeAdT WReN &
Reporting Authority | (icH WT—5 &7 37 — 2) | 3TerER
Reporting Authority Initial of Reviewing

Authority

1. D DI AWl / Attitude of Work

2. ™ @1 91w/ Sense of responsibility

3. IR &I RET / Maintenance of Discipline

4. FRIYUT &HATY / Communication skills

5. SIgd U1/ Leadership qualities

6. Tol @ WG H BRI B P &HAT/ Capicity to

work in team spirit

7. 999 ARUT BT SJERUT PR Pl GHAT TRER
fdTa He / Capacity to adhere to time-
schedule

8. URER fdaTd Hee / Inter-personal relations

9. 99 ®Bfd Y49 wfaaTd/Overal bearing and
personality

frTd fdvarel ) gd Aamey softeor

Overal Grading on ‘Personal Attributes’




() yPaTHS ST BT Gedid (§H AT BT 4R 30% BFM)

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

fae wReRY | gafdeies mier gAfdeeT IRy
Reporting (e AFT—5 BT IRT — 2) | D IAEER
Authority Reporting Authority Initial of
(Refer Para 2 of Part-5) Reviewing
Authority

1. P/ R /o1 @ argar & 83 § ufean
T I HE YA B STHSRY
Knowledge of Rules/Regulations/Procedures in
the area of function and ability to apply them
correctly.

2. NIGF ASHT §I BT &
Strategic planning ability

3. folg o9 @Y emar

Decision making ability

4, FHIY &HdT
Coordination ability

5. JfFr &7 IRT U fieplid o= & &Har

Ability to motivate and develop subordinates

6. UEdl wIfa
Initiative
YHTATHD FEHAT R [ Ay siofiameer
Overall Grading on ‘Functional Competency’

HIT — 4

Part-4
Y
GENERAL

1. AT @ ART WRERY (STEl A o)
Relations with the public (where ever applicable)
(ST @) TSl BT IR U RSN TP AAH W fewed <)

(Please comment on the Officer accessibility to the public and responsiveness to their needs)

2. gfreror

Training

(@rar AT @ T T SR ememel # ol e TR ok Ifg T 9 g | SHa uRRmrr & forg RwiRel oY )

(Please give recommendations for training with a view to further improving the effectiveness and capabilities of the officer)




e 3 Refy
State of Health

R B
Integrity

(@ e 3 "t R feweh <)

(Please comment on the integrity of the officer)

yfae SR gRT e 3 T fARdvdrel & TR (T 100 wreal #), R amed &3 vd 9 amed
&9 U4 HF ATRd &7, SRV SUAfei, ASayUl MGl (HeH HRT—2 &7 3(%) Td 3(W) Td gad o B
Ry sifrgfar wfier &)

Pen Picture by Reporting Officer (In about 100 words) on the overall qualities of the officer including area of
strengths and lesser strength, extraordinary achievements, significant failures (Ref: 3(A) & (B) of Part-2) and
attitude towards weakers sections.

AT @ W3 @& @S F, @ TAT T ¥ QY ¢ 9RY & MR W A AT d=As e |
Overall numerical grading on the basis of weightage given in Section A,B and C in Part-3 of the Report.

Jfae PR & TR
Signature of the Reporting Officer

R : A AP AR H:

Place.ccceeiiinnnennnnnnnnnnn. Name in Block Letter:....cccceeiinniiieeeeeecececeennnnnnn.
JoMd :
Designation......cccvveiiieiiniiieiiniiniiieiiniinicanae

=i - gfaes oY afy # :

Date..couvurniniiiininininenn. During the period of RepoOrt......cccveveveienininnn



ART — 5
Part-5
1. FAfdeiedd et 31 afigfaa:

Remarks of the Reviewing Officer:

AfdAeT ARPGRY & S=rTa |aT B

Length of service under the Reviewing Officer

2. T A -3 J IR—4 ¥ i & o A=t i & wa=r # gfiaeq st gR1 ol 1 s[oaied 9 9894 ©
? T A9 ARG B SR SUARIIT / Fequvl FBerrel & Gag # fhd T [T ¥ Wewd & 2 (§a : wir
3 (@)(1V) e 91T 4 (5) (X oy wfaes et g1 A Uil & fredl Heree Jeuien & WeAd w81 8 of $udl
T YT 9 @os & A T w9 # < 1 Remear o1 sTeRR )
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 you entries)

&l el

Yes No

3. 3EHd B 1 RIfY § $or SHe SR AR, R DI WA 91d & f A9 HB g1 1 BIST 9= € ?

In case of disagreement, please specify the reason, Is there anything you wish to modify or add?

4, ARADT ARSN RT HoF TR | FIAT FAAET DX (TP 100 KT H) e et a1 ava favareii &
Tt &5 d B9 amed &3 9 SHHl gaa ot @ uf sifgia enfier @)
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 section.




5 URET & -3 3 Go—F, We—W T We—T # Y MY WRIT & MR W Gl AR dE&aeTd i |

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

gAfdeeT AfteR & gwaER

Signature of the Reviewing Officer

I : A9 AT AeRT F
Place..ccceeennnnnnnnnnnns Name in Block Letter...ccceeieiiiiiiiiinnnnnneneeeeeeeeeceeceenns
UM :
Designation.....cccceveiiieiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiieene.
i gfaes &Y erafdy # :
Date

During the period of Report



0]
(i)

(iii)

(vi)

Guidelines regarding filling up of APAR with numerical grading

TfigaIR & w1 fafdad Hraer ok saMYde qe Ui W qd 8¢ WA 918y |

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

g AT P et 2 5 1 srerar 2 & e wffevor (Prefa &rf ar faviyarell ar g e Sofievor & afdee) @1
faftre swadret @ 9t 9 ®om ffF d i w7 9 i fRar smeem ok st yeR 9 seEr 10 B el Sof
o ¥y # faRre Suaferl @ dey # sifaw fear smoam| &oft 1—2 st 9—10 faver a1t @ o S9a@7 Siifa
Ry oM @1 SR B Wiked A yeM #d §¢ gRieed vd gAfdelies witeRal o1 e siffert @
TSR S8 oM 981 W& § I ¥ SRR WAl B gol T W ST Aoy |

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

THTR T 8 ¥ 10 & /& &I IRV "Scpee” forr SIQam e gEAexor /a=fa & forg si e gr<iie &7 70T
A B forg Ui 9 fam Swgm |

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

THITSR BT 6 TUT 8 | BT & &1 BT GO g5 <61’ foram S o urais 7 faar s |

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

THIRIR BT 4 T 6 W BIST & &9 BT BT “3r0T1" foran SQem @ wrdie 5 far wRem|

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

THTSIR BT 4 | HH Tfipeor “gr forar Smem |

APARs graded below 4 will be given a score of “Zero”

P Afared qar & A= 99 §RT YATeIR Yud WRA GRY T Ao @ ey # feenfaqer |
Guidelines regarding the colour scheme to be used by different grades of CSS while filling up their APAR form.

(1)

@

3)

(®)

Al — ¥, /5= gaEfae 9 v§ SR
Green - JS/SAG Level & above

Gret - feee

Yellow - Director

e - SU afia

Blue - Deputy Secretary

LIC]S — IR Afaq

Pink - Under Secretary

B - AT IRBR T HETD

White - Section Officer & Assistantc



