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qrrfrq sro tqr
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qrrftq sro tsr fu ERE cvnwFro frs * sTffii fi ftq
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elf0r6r0 znr qrq

Nome of the officer

rrqrq qflerefqEflffiC'

Report for the yeor /period from to

Form No. ll

?E}



I

srftffirffiDl"nq-
Nome of the officer

qrftqsrs tqr+ sREsvrrsfuons t eTffiit b frq
qrffi*' qrrd-f{qrr{ Tflioq ffiC lqqqsrxl

(tfiqn 37400-67000 q. *c t6q 1ggg, ..,
Annuol Performonce Assessment Report (APAR) for

lndion Postol Service Officers
Senior Administrolive Grode

(Poy Scole Rs. 37400-67000 with Grode Poy Rs. 10000)

Report for the yeor /period from io

rrFI- |

PARI. I

tqtuo, dtt
PERSONAT DATA

(dardq/fuTrrr/orqtmq + fidfrd eqTsP{cn ctgTFT ${r qt sTi } fuq)
(To be filled in by the Administrotive Section concerned of the Ministry/Deportment/ Office)

srffi or nrq
Nome of the officer

3{rd-{ s{
Yeor of olloiment

qqftft
Dote of birth

a

3

Et trqrq qflirq& 4tR+C

l.



2

4 -.rdqn is d fr.ili lirSfr a1 Iift
Dole of conlinuous oppoinlment lo
ihe present grode

(dfln qq oitq ss qq ffCR'61 orfts
Present posi ond dote of oppointment
therelo

s{ ,l g-fl, sRleror 3{rR q{
qri t ortq 3r1vRrfr o1 3i-q.B

({R 3rffi i ot$ qRrsr"r crq
frqr t, d gv-n woil< ott)
Period of obsence from duty on leove,
troining etc. during the yeor (if he hos
undergone troining, pleose specify).

qr erBorfr i fitc{ s{ +1 31

rrr-{fr 3rqfu MR-d ftB } <}ifl
M +"tc{ d b foo or"
wqfu qq qrtr-6 M rrt t+qr t?
qR r€f, di M q-{i o1 dr{tq I

Hos the officer filed the onnuol return on
immovoble property for the preceding
colendor yeor by dote i.e.3lsiJonuory of
the yeor following ihe colendor yeor?
lf not, the dole of filing the return.

qr orfuq;rfr I 6utR-o srpq-Srn
{ Mme{ uq 6 6iu i
srqi sttftrwr o-r{ ori erd nae
'o' elts 'e' srfuoTfut +
qrffio ord-fiqreq 1-di6i ffiC r{ ftr t?
Hos the officer completed APARS of
Group 'A' ond 'B' officers working under
him/her in respect of the previous reporting
yeor within stipuloled time?

fu{itF
Dote

ilffe
Dote

ns
Grode

qfiIrq

Post

5

6

7

B



J

rrFI- I I

PART. II

Nome of the officer

vfl irfufirff Enr rrrr Gilg, fqr6t ffi€ ftrd qr+ t
TO BE FILI.ED BY IHE OFTICER REPORTED UPON

sqafuqi
ACHlEVEAAENTS

2

@ror rfrfuit at T{n e q-r$ sft{.r t cffid sr-5tril of u-o dD
(Pleose reod lhe instruclions corefully circuloted seporolely)

old or {iftq fu**ur
Brief description of dulies

gr+r unrft-om t sflsx qy 3fiqb emr ftstR-f, sq ttznff6'/qr€fufi/ffiq
astlsi{dt 6r sds o,t d onci 6r{ a1 eiro q-dt } €ds { aq fo.c * silq

agilutr{it ol crq o{i t 3lqff sq-o&it 6r quh 6itl
Pleose specify the quontilotive/physicol/finonciol lorgels/objectives set by
yourself or thot were sel for you in respecl of eight items of work in order of
priority ond your ochievements ogoinst such torgets/obiectives.

aFr^salq
TARGETS/OBJECflVeS

qffi i6T;nq_

l.



4

3.(5' Fqqr orcrq 2 { sfrfus asstlstrrit o) vrq o-€ q rfr o.mt ot ri$q
d g-dq tr,t r gu-qr etqrc{t, qfr Et, or fr sofs oil t

Pleose stole briefly, ihe shortfolls with reference to the torgets/ objeclives
refened to in column 2. Pleose specity consiroints, if ony.

q. ?cqr s{ rrdt 6r sdq o.f tqq qE-dqut sq-afuqi g{ t.tl* sTE offii qt'IEH

6'r ff s6*s o.tt
B. Pleose olso indicote ilems in which there hove been significont ochievements

ond your contribution thereto.



5

4

qfurrfiiETqrq-
Nome of ihe officer

Eqqr rdrc ft ror srre &dst s{ o1 31 qr-{fr 3rerld Mftd ftft & BiE{

M triisr s{ t fuc erqf, sqft q{ slffi6. M w fff t? sft Tfr, d M
q{i at nr$q or sde ott
Pleose slot€ whether the onnuol return on immovoble property for the
preceding colendor yeor wos filed within the prescribed dote i.e. 31il Jonuory of
lhe yeor tollowing the colendor yeor? lf nol, the dote of filing lhe relurn should
be given.

?qqr v{ frfrw H fi sri i e-drc frc{ 3rffi slq-fi trqcpTt al q-6HI qrfrl
* *r ftr{ qfrrsur orffrrit il qrq d-,rt qrrcn t? grr+r frE-a &ii d sTc-fiffidrcIt

d q-6ri tr ftq oTffi ar{r B6rq qq/rRrE-d frRr€ 6,-(s oT fr vde ott
Pleose indicote specific oreos in which the officer feels to upgrode his/her skills

ond ottend troining progrommes. Also mention the specific steps thot the officer
hos token or proposes to toke to upgrode his/her skills in the idenlified oreo.

E{qr 16 e-drC ffi wr sTffi i t{siftd qqq-frfl g ftEd ffiE r s{ t **q
q orqi q*fiQr o.rd 6-{i erd w{a'o' 3ltr's' erffil; qrtr-6 ?fld-ftqrq{

TflTor fti-€ rs fqc t?
Pleose stole whether the offcer completed APARS of Group 'A' ond 'B' officers
working under him/her in respecl of the previous reporting yeqr wilhin stipuloted
time?

ss eftror0 b, rsre-s,
frffio1 ffiC ftrd qfr t

Signoture of the Officer reported upon

6

k{io
Dote:

{EII;I :

Ploce: 

-



6

qFr- lll
.Port - lll

mftrcrffierq qtqr++frq
TO BE IITLED IN BY THE REPORTING AUIHORITY
Fqar cERd 6) q-G t qrd ei-or.r t cffid-d sr-5*ril o) ra elD
(Pleose reod the instructions corefully circuloted seporolely)

2

ord<&rgRfdron
Nolure ond quollty of work
Esqr 3Tfu6'rfr ercr qFr- tt il fr ,r{ Rd-C w ftqoft t dFq frv}q-o: 16 e-a(
fu wr snq adt w st{qt, sq-d{ffit, o.Nt ftn erEBTt $ r{dFra utrs t
s6"{d tr
Pleose comment on Port-ll os filled by the officer ond specificolly stote whether
you ogree with the onswen reloting to torgets ond objectives, ochievements,
shortfolls ond constroints.

6r{ frqrfi 6l {6qiqr (gs rds si 407" cni6 (t}q) frq wgrn)"
A3sersmenl of Work Output (welghloge to thls Secllon would be 4O7"):n

fi'.{.
st.
No.

fd*'rdr(
Quolllles

ffiFr
flffi

lepodlng
Authortty

g-{ffi6r
crGrfiff

Revlewlng
Authortty

fcffioncrfuFrfft
EGISfl

lnlllol of Revlewing
Aulhorlty

(i) ![FiEd M t. 3rdgn
dq-{rrd 6rfl3[FiftH or{ g*r
iDFII

Accomplishment of
plonned work/work ollolled
os per subjects ollotted.

(ii) ord a1 gurc-fl

Quoliiy of output
(iii) e€qqg6 dT{rdl

Anolyticol obility
(iv) frfue or#orffi or{ W

iD-FII

Accomplishment of
exceptionol work/
unforeseen tosks performed
6r{-fffirrqBqqffi
Overoll Grodlng on Work
Oulpul
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3

3lBrdF.rft ?fl;IrrI-
Nome of the officer

c-6rqi-tr6 wrirr irr Tflto.{ (Ts <is 6t 39o7" qqio (it-e) frar qgqf "
Arsessmenl of f uncllonol Competency (welghloge lo this Se€tion would be 30%):*

m.q.
sl.
No.

16Tqrtrl6 !trskTl

Funclioncl Competency
ffiEnuIffi

Reporllng
Aulhorlty

5-{ffi6rcrffi
Revlewlng
Authorily

g-{ffic
crErorfft

ERfltr{
lnlllol of

Revlewlng
Authorlty

(i) old-fd d
ffitlftftqdt/qfrqrort 6r
EH GIN s-€ sfl q-s.R fr
dt-{ori o1 sqer
Knowledge of Rules/
Regulotions/Procedures
in the oreo of function
ond obility to opply them
coneclly.

(ii) d-d{r tqm o-{i 61
d'{dr
Shotegic plonning obrility

(iii) trq ti ol rrar
Decision moking obility

(iv) gq<f{FI qTq-cfi

Coordinolion obility

(v) srdiT{an o.} itqr ti otri
ffif, o-ri ol rrar
Ability to motivote ond
develop subordinotes
irorqlilo-ftqrfi rN
qcsifrfl
Overoll Grodlng on
Funclionol Compelen-cY



8

4 qRrrn frclrdn t or Fuia;-q(g rds 6130% qnio, (+'q) Bql qKrII)"
Alrgsmenl oI Pivsonol Allrbules (welgtrtoge to lhb Secllon would be 3{J7"):o

srko' qrrort t' ftrg, qrff-o, or{-ftqrfi Tqio'{ ffi6 (qff\Brm) $rd sn
rr{n b ftrs q-Stcif t tn 16 { Esrig rrc sqr6{ul o} Ht
For delolb, rce Gxompb os deplcled ln poro l6 of lnctucllon! lor ffllng up of
Annuol Perionnonca A3te$nred nepod (APAi) Form.

6',.q.
sl.
No.

--ffiffimns
Personol Atklbuter

RdFrmffirfr
Reporflng Adhgttty

Edfdffi
clEr6.rff

Revlewlng
Adhorlty

g-{ffi{rc
nffi+

EI Tfl
lnlllol of

Revlewlng
Arlthodty

(i) *616€ar
Attitude to work

(ii) s-rrofuo or ds
Sense of responsibilitY

(iii) qxvrFfi FIK {{fiII
Mointenonce of
Discipline

(iv) ffi d{rf,
Communicolion skills

(v) +{d t gor

Leodership quolities
(vi) *q qrfir t qPr 6T{

ovi o1'qlrq-dr
Copocity to work in
leom spitil

(vii) o,r{ o,l MRe sca-
frrr{W'o.rid
trIrdI
Copocity to work in
timelimit

(viii) qrqfr $dq
lnler peEonol
relolions

Tifiicrd qq
qqqtftm
Overoll Grodlng on
Peronol Allrlbulcr
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3lffi?RTTq-
Nome of the officer

rrdl
lnlllotive
orc-srRrd/o.tr{ cRfufuqi d 3TErolff of s{i fiqzi o1 fl{dr 3tR 3tftftff
<Tfu€ ei dsfi qq ol{ fdt qn *6R qrri o1 {6Tl
pleose comment on the copocity ond resourcefulness of the otficer in hondling
unforeseen/difficglt situolions on his/her own ond willingness to toke odditionol
responsibility ond new oreos of work.

iil{drt'qlqdde
Relollon wllh the publk -
Tcqr 3ffi fi'q,mr t Htv qq6 sfr< q+tn 6 qsasq-oarcil + ch s{b {ti
aqr q-r-dr t qT?I BTb q?rER qt ftuuft 51 ,

pleose commenl on the officer's occessibility to the public ond his /her
responsiveness to their needs ond his/her obility in deoling with lhem in o proper

monner,

6

7 ir{qfue qlPd/qg.qfua qffirserq t 6rq}r E'fr * sfr 3lffi 6l ltqr
mtfiuae bwordt Scheduled costes/Sclleduled Trlbes/YVeoker :ectlons of soclely.

;;-*."fta qrftlsl-rqfr-d q+qrft/qqrq t s-{qk s'il 01 1f,rsq[3Tt o}
ilgi #\.t frqci +'riris t 3{ffi al san rr ftrcufr otl
Pleose comment on his/her understonding of ihe problems of Scheduled

Costes/Scheduled Tribes/Weoker seclions ond willingness to deol with them'

E



8

l0

qffiG{qrrflt, *{
Aolllude ond Polenllol:
grur umom a *rfut fdts-trdr oln bFqv ft-ors a ftc ftq q t +{
fldfrd s-drcr guur fi< srgff IF{Hi qr '1, 2, 3 frFil 6'tl
Pleose indicote three fields of work from omongst the following for possible

speciolizolion ond coreer developmenl of the officer. Pleose mork I , 2, 3 in the
three oppropriote boxes.

(i) a,rfto ccrsn
Personnel AdminGtrotion

(iD cRmq
Troining

(iii)frffq ccnfi-r
Finonciol Adminiskotion

(iv)qrrfi cdqq
Moteriol Monogement

(v) sqFq *o ccns{
Sociol Services Adminiskotion

(vi)dqqr
Plonning

(viD {fr Mvq rni qrqq
Policy formulofi ons ond coordinolion

(viii) ffiFtro ride
lridustriol relotions

Any olher fi.eld (pleose specify)
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1l

3IfuErrO or;nsr

Nome of the officer
cQrdc
Irolnl49
prqt uffi of or{eTrm o) ofl{ srfu-6 e-6ri + Bt{q fr cRrfrq + ftq sTq-fr

ftffi q FftHq h #if or €-dq 6-{A srrq,-q6 onqwrfi q-dl t f6 oraq B {
tn.<lt-d st=it co rfift-a € t)

Pleose give recommendotions for troining with o view of further improving the
effectiveness ond copobilities of the otficer [while specifying the oreos of
troining, it is nol necessory to confine to the fields refened to in column 8).

frr 3Ifu6TO t ffiR-d frE 3rprt( 3r.r-d frFtg-r q{ sfi gt q++t1eo M s{ +
fuq 3ffid qqfr qt srmr qlffi-fi M w frqr t? qfr Tfr, d e* M r{i 61
antq a vettc stt
Hos the officer filed ihe onnuol retum on immovoble property for the preceding
colendor yeor wilhin the prescribed dote i.e.3'l'r Jonuory of the yeor following
lhe colendor yeor? lf not, lhe dole of filing the return moy be mentioned.

u* e{Er6'rfr i MR-d q-qE q M ffiEq s{ + €dq t' 3{qt qtfl-{ qtr{f,
s{6 'o' sts 'q' erDrorftqi qfl slffi-fi ord-ffET<T TiliEn ftqH rrt ftC *?
Hos the officer completed APARs of Group 'A' ond 'B' officers working under
him/her in respeci of the previous reporting yeor wilhin stipuloied time?

10.

ll,

?TIII-IV

PART. IV

T T{I
GENERAT

qreq rt fuft:
Slole of Heollh

L



2

2

t2

{qf{Er:
lntegilty

erffiqfrauqm*r:
Pen Plcfure of thc ofrcen
fiq.ffirt 3tR orcq rqorert, 3r{illirrq srdBqi, qE-dgrf frs-flffiil ilrTr o-{d{
Erfr b cfr rtt qtrd orffi il qrw Xult w ffiC ftrsi er-d 3rffi iln
a,-aq a-6tt
Pen Picture by Reporting Officer on the overoll quolities of the officer including
oreo of strengths & lesser shengih, extroordinory ochievemenls & significont
foilures ond oitilude towords weoker sections.

{wnro ifilT:
Numerlcql Grodlng:
sa.r € qlWd sr-{+{rf t or{$K 1-10 + tqri qr fiqrso iBq
Numericql Groding on o scole of l-10 os per the instructions circuloted
seporolely

EKfiEr{;
Signoture:
crq wce crsrit i:
Nome in Block letters:
qq=nq:

Designotion:
(ftC 61Gretu t)

{During the period of Report)

4

i{AIFI:

Ploce:
fttio;
Dote:



2

(i)

{ii)

l3

Brfrrfifl tF'r ;Irq_
Nome of the officer

qFI-V grffdoa3rftr6r0dffi
Port - V REMARKS Ot THE REVIEWING AUIHORIIY

gqffi-oq 3rffi b ffa Q-qro.rd
Length of service under the Reviewing Authority

er gcffiroq 3rffi {s qrd fr *tge t ft ftfrEt orffi i 3rq-fi ffid
ffiT4-6 tqr ?ft t mn qff d,rd srdt qr frsR fo-qr t?
ls the Reviewing Authority sotisfied thot the Reporting Authority hos mode his/her
report with due core ond ottention ond ofler toking into occount qll the relevonl
moteriols?

RdEq srffi t wq ral-< o1fuft {, ffifur 3rBro.rfr b. IFqtor t srq
{fl.t-q + $a oqr vst onq e-drgt
ln cose of difterences with the Reporting Authority, indicole specificolly ihe oreo
of differences with the ossessment mode by the Reporting Officer ond rjhe
reosons therefor.

6q 3rffi qr Rct€ ftrS ,r{ t, qR ce fi$qhd qrft/or{qfud s=r.,nft
?Fr ${er t d gr+r T6 fdts sc t {frrg ft wl q-iWH qrfr/sr{qkd
q-{-"rft fi qffi t od-frqrfi o.r Tilio-{ o-<t qq-q ftfrC frilsi srd
GIffi sil {tqr f{qg ofn qrmirrd an?

if the officer reported upon is o member of Scheduled Cosle/Scheduled Tribe,
pleose indicote specificolly whelher the ottitude of the Reporting Officer in
ossessing the performonce of Scheduled Coste/Scheduled Tribe officer hos been
foir ond just.

J

i.



1.

l4

@I 0r&-610 lt oE f+ts gq elnz3rerqr fiq-drc t d Hs ord srQrar ft-{ sroq-ffi a frg s-{b qq{ 61dfuosqo scrtfr t? qR'Ei, d pqqr a-ete otr
Hos the officer ony speciol chorocteristics, ond/or ony obilities which would]uslify
his/her selection for speciol ossignmeni or ouf of turn promofion? lf so, pleose
specify.

shor0dznaqe*c:
Pen Plcture ol the officer:
eTq-dBIt stR o.qT{ erqirBfi, cfiilql{q sq-ofuqt, qE-dTrt fts-afirsif den ?F.rq}r
q'ff A cfu {td qkd orffi S wqw yrt w g-{ffifi 3rffi drgr tn-6q
rr$ql
Pen Picture by Reviewing officer on the overoll quoliiies of the officer including
oreo of strengths & lesser strength, extroordinory ochievements & significont
foilures ond ottilude towords weoker sections.

{qnqqrnfrr:
Numerlcol Grodlng:
sr-"r{r t qffid Gr{i{ri } s{jsn 1-i0 S ffi qr tiqrso ifrq
Numericol Groding on o scole of I - l 0 os per lhe inskuctions circuloted
seporotely

(ffiC +1orqfu il
(During the period of Report)

5

6

{EI.I"I :

Ploce:
ftqio:
Dote: 

--

6WTqN:

Signoture:
nrq ss 3iqrri r);

Nome in Block lelters:
qqTrq :



l5

1

srgivr
INSTRUGTK)NS

qrfiq Rqle qfi q@qoi q{<ffts t I 116 rtffi or&qrfr fi erf qx raia fri eql qffq E
cq\ifi cH o rc ci c.Rqd $qc t sro' frrc arffi fr RcH'ftd'd d, Rfrft ffi
srd Hffi . s-ifteil fit srd fiC6fr rM Rid d {{ffi fin sd qrBmrt a ffi"q t ft
{6Egcrndr-f4rq6*,
The Confidential Report i3 an imponant document. lt proMdes the basic and vital inputs
for assessing th6 performanc€ of an officor and for hls/her further advanc€ment in his/
her care€r. The offioer Gportod upon, the Reportlng Authodty, th€ Reviewing Authority
and the Acceptlng Authority should, therefore, under take the duty of filling out the form
with a high sense of responsibility.
rllq{Fr RqE fi qw Q srrq qt q} Xam Eq smr B, tsgE r qr+q dflnfi fuilH qt \EF

fllst fi {q q qrin frqt wC I RqlEr srffi fi Ss ctd a 3FIqq dHr clGC fr srrfl
stss ffi orffi c* w rqrrq frqR qrrcr t fr s* M HS qmi A srgs dt vrs r w
afrdt ct m aqri fi sflqr {fr t cfu qffi si qfi sili A efrqr t I lldE'r $fr*Tfr
3ili g-{ts{ur orGmrfr d oIffi h d qS 

'r{ 
qfrdi, s{ffiiwen $

effi ry ffis cxi t frafrqmr d qrfrq 
r

Porformance appraisal through Confidential Fteport thould be usod as a tool for hurnan
r68qrrc6s development Reporting Officers should iealise that the objec$ve b to develop
an Off,cer so that hs/sh€ realisrs hlvh€r true potential. lt is not meaqt to be a fault-
filding process but a &velilpmcotal one. The Reporting ofrer anU the Reviewirg Oficer
sh6utO not shy away iom reportiig shortcomings in performance, attltudes or overall
oersonalitv of the offcer reDorted uDon

CH cqd h'Etrdd qi, flrqqFffi frsfi qi6 qqq ftqrffifr q{ qF[ srfrq r ftcIC d srsw
sn]-qT GmrssTfis{ rRn t Eiiq w ss s{fuslfrfi o1 o{rffft t q?[ ffi qlqfi 

r

Th6 @lumns should be fillcd with due care and sttention and after devoting adegudo
the. Any attsmpt to fill tho report in a casual or superftciel mannerwill be easily discemible
to th6 highor authority.
qe q{fram srffi yfl fld h cfr €dE t ft Rdtffi HfurA i RqrC d Flfl eqqffi tzn
RC id t, d s6 cqfl A, qFr_v h qn-d z il gq 3{rsrq ff es1fr fur r qe{q o{frffi RqlBr
qrffi fr d'r{q RqIC { ffiIqt Rrs t'n r

lf thc Revifiving Autrority is satisflod that the Reporting Authority'had made the rtport
without due carB and attenton h6 shall re@rd a remark to thet aficct in Part-V Column 2.

The Cornpetent Authority shall enter the remarks in the Conftcntial Roll of the Reporting
Authoritv.
e-Sff v{{ qofflFra w t Rfl qtc I crd { fum rem frqr rqt t, 3Tqfrd ffiq w{r fr frql
ffir qGc I $dt 3lh qrqiq4t Er qmi Ht"iur4Tfs Eil qtq I Rffd stR Rffig qxi sd
crEffifr A w0 cilA 6r qil ?a qN r wqr tqe i $qRuI qst cr gdtrt Ei t ErS ftq)Emrcit

S trird sqfr CprFrqi td s'rq 'sed, 'srfr ffi, 'sfi 'slt*rf, 'olrsd fr a' Gfle
qgrdffi sld srrPiviter cdn q c{ r 

-

Eiary anewer shall b+ glwfl in a ntrratlvr iorm. The spact provided lndcatas the dBfed
length of the aBw6r. Word3 end phrases should be cfrcoeon carsfully and shouH sGuratedy 

-

reltect the lntention of the euhority recol{ing tt€ anstv€r. Please use unambigtlous and'
simpl€ language. Phaso do not use omnlbus GxPrsseions llke 'OuBtandlng'. Very Good"
'Average', 'Belorr average', while glMng your onrnents against any of tE atttbutss.

2

4

(
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l6

RdEr qemffiq{} gF{ q slEmrRdihqP{ wrqqf flhqRqrql-fl-6/4wfr6/ft-rtq
aeq fuR-d 6trr frFrfr vsi Rild frrsfi t r frq 3lffi fr Rdd frr6 qrfr t eer frmi
RdrC t+ 3, -d-ftupqc Tsiffi El dFii 3rEmrfr{ii b frs s6 lgry cBqt *ft rGq 

.t

aeii sQrqit or fufwT Rffi q{ b go dri cufe erfua'ilrdq +{r b 3lemrRdi & qlqcit

{ eii-o { fur qm qrBq r qR ot{ sleffirfr Rdlffi q{ h ffq ii qcHI 6r+TR r-6ur ar{dr t,
dr\* aed/slcdl ot fuifwr qqr ordofi mq 6-{d eqq fut qNr[ I

The Reporting Officer shall in the beginning of the year set quantitative/physical/financial

targets in consultation with each of the ofiicers with respect to who he is required to

report upon. Performance appraisal should be a joint exercise between the officer

reported upon and the Reporting Officer. The targets/goals shall be set at the

commencement of the reporting year i.e. April, in the case of All lndia Service Ofiicers ln

the case of an officer taking up a new assignment in the course of the reporting year,

such targets/goals shall be set at the time of assumption of the new assignment.

aev gs-ron fttrffto 0x wc fr aii €.iftd 3IEmIff wrrqr €Ts qrc 6 qqq Fsfftd
o-rd q{q, 61d } eh den frs d ezn;t Rcd gC, rS6 Tq o} srfrrr-3[di eTe.tF-ffiT *
uils der sH E qfr frfl 3{Emft A Rdd ftr61 ff t, ssh 6rd fr fu 3il{ *.* fr d{
ftts-dr it, d W frtrdrcii or gis frqr qN t

The targeb should be clearly known and understood by both the officer cucerned. While

fixing th€ targets, priority should be assinged item-wise, taking into considertion the

nature and the area of work and any special features that may be specilic to the nature

of the area of the work of the officer to be reported upon.

eraifr, qrqq *-flrEr-r'fi-ors b fo wrtrq fi EE t od-ftqsq or TqTffi s{ b 3rd E fuT
qmr t, ftx fr, Rdffi 3rffi 3i{ frfl 3ie@r$ fr RctC ftrd qffi t, +ii, o\ E q{ b
.ns 6qqa w i Tqr-ffi r v6 (€t Q ffi rffi qrBq, arfr fl d-fr qle; fi gder ff w
qh sic {s eft { 3Trqq{rd EqRq{ sqq fu qI dh t

Although performance appraisal is a year-end exercise, in oider that it may be a tool for

human resource development, the Reporting Officer and the officer reported upon should

meet during the course of the year at regular intervals to review the performance and

take necessary corrective stePs.

Tqtfi wi srA q-.t{ srPmrfr 6r {6 crlrs G ft +a 3temr$ h 6ff-fiq6, 3tras1,
q-dfi ft effidr b qi ti qprt frqq *r& ild{ nqa d r

It should be the endeavour of each appraiser to present the truest, possible picture of the

appraisee in regard to his/her performance, conduct, behaviour and potential.

ord-frqrcc 6r XSifi iild RdrC qqft il6 A fiE-d {sI qK I

Assessment should be confined to the appraises's performance during the period of
report only.

c6 fr *ofr b Ss q-{ 3i-rq qqifr gd-{r q 3lftfi ,T+flw E} s-ed d r frd qq + dqfud
ffii eik ilfls if qqq-{rqq q{ 3idq of er lrmr B r Xsia wd wqq qq ddi *'l ram
{ qur sng aefl sqgffi il t $b elt { vde fut qN r

Some posts of the. same rank may be more exacting than others. The degree of stress
and strain in any post may also vary from time to time. These facb should be bome in
mind during appraisal and should be commented upon appropriately.
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12. frn Gfta Aisdrsii q{ 3lk6rq 6r Xiqifi fur qrm t, sst sidBd rqeitd tr+6
omq h ftt rqa Ailr qrdl 3 I 6e1ffi ai sldl 3IPmr0 {{ E$varsit *'dqfud 3rq
ce$itw6Rtn{dr
Aspects on which an appraisee is tc be e\€luated m different attibutes are delineated beku

each column. The appraiser should dealwih fpse and olhQr aspects relevant to the attributes.

Ed :Rsr fr i{qkd ry6q fr { ffiffi mdB& ernd qrq :-
Nde :The following procedure should be followed in filling up the column relating to integrity.

(i) qRsrffi fr frBr€ttteET$tdttmearqrqx t

lf the Ofiicer's integrity is beyond doubt, it may be so stated.

(ii) qR +t{ orRrds or*tqi *l* t, dt onq urd rfg gqr qlq Hefl ffifud or{+{ft un t

ll there is any doubt or suspicion, the column should be lefi blank and action taken as under.

(a) enrrr t vo {s tre furg fur wc srk ssqr 3rg{ff ar{qr{ fi qN r rilqftq R( t * *" 
irz fi vo rihffi errd w erBmt sil fr '\q A w arfu t ua gBffu a etb fr q+fi
6rW sis E\ I qEi frEr oi qqr0n mrdm q E\ 3k I f ge ft+rd mr {iqsdr, d fo}C

frrsi'qrA orEmr0 dr qr a,t qa sio mr qrBq fr hffi Ef.ha ftofq w qgqi h ftc stsi
q$g sqq il6 6dqrt h orq d q-S eut t 3il{ qr k vd slEmrt }. fuEts SE TS grr
t, Ssr S qrrro d I

(a) A separate secTet note should be recorded and follorved up. A copy of the note should

also be sent together with the Confidential Report to the neri superior Offtcer who will

ensure that theloflow up action is tak6n expeditiously. Where it is not possible either to

certify the integrity or to record the secret note, the Reporting Offcer should state either

that he has noiwatched the ofiicer's work for sufficient time to form a dofinite judgament

or that he has heard nothing against the officer' as the case may be'
(s) qR qr{tr 6rffi } .ffisw 3rRrqlq qr *ik 6I trqRUr dl qlil t, d 3reffifi A frsI" 

cqrFrd'A qff qreg.its E-qsR sSq\r'rftq RdrJq dAsr qm sIBg r

(b) lf, as a result of the follorrr up aclion, the doubts or suspicions are cleared, the officer's

integrity should be certified and an e.ntr)' nude accordingly in the confid.ential Report'

(q) qR irfissrq srk {ie6 ff gp dr q|fr t, d\ S{ drq at cd Fqr sq ail{ {iifud 3t0tfffr 6\

rwfifift-mqd{tffots t

(c) lf the doubts or suspicions are confirmed, this fact should also be recorded and duly

communicated to the ofiicer concemed.

rq t 3r={dfl 6rff } qRunryew 4 qR, 3lEr4rfl d{ 6a 51 q fr fumur 6 dl 3lk I E ssfi' ' 
ge A, A oflrh qqB il6 e{frffir$ A 3rilsr c{ irr td qrc ark ilflsqra wEffi (E) 3tk

(.r) { EAeeAx :rgwn orfu fr w r

(d) lf as a result of the follow up action, the doubts or suspicions are nelther clearsd nor

confrm€d, the ofiicer's conduct should be watc,hed for a further period and ther€aftEr

acton taken as indicated d (b) and (c) aborc.

(ffi?r, dY4' Rraeo arn tiqH frqFr, ail HL d. iP-uufr. fr. frciE' z+z+a 3lk sffi'Aqrq At q'r. fl.
ir-,azvr4nr - 11ffi6'12-*ez ) ^
(rg {T mo or. 51 qi. 51a/oa PIFFil (6), ti{r6 zr'o-rees)

lObe eO a e.O.U. No. 12-284-PP dated 2+2-83 and D€pu. of Post O.M. No. 27-1l87-Vl9-ll dated 12'H7)

Ilnl3try of Ho{rD Affalrr O']t. No. 5l4rl&l'Estt' (A)' drt'd 2t'&1905)

Prtnt d by : Irneq|er, Pogtsl Pdrdtng PrG., thuban"ulr ' 751 0t0
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riskroiotfiq bsrqsffE3rR rrri iiiiufterFr&I
Qq!g!g!!nes reoardino filino uo of APAR wilh nutnerical orading

ti) u0uf,R t dq ftfurd yrour+ s1r turcg{6 f,qI cqfq vru ti E wt urfo t

The coltnrns ln ho APAR should be filled in with due car€ and attenton and after devoting adequate tlme.

ri i r qr ann d srfr t ft r smo z b ffi E frdul fitfu qd qr ftvW qr gir f*tara iutaor h vfrrEr0 af frfrts. 
:rsuraeltcrrf tarcPfl*c&'ultclF{f,ftqlilsqlct{r{fts-drssmal0bffiiotbddqtftftrg
3cafuqltr*iq*alftmftsrilsnt loft l-z:mcre'toft<rdrftt $il,rrdelPrsftrsntf,armttqifiso
lofr ranai Es!frrtdqEd S{ft?irfi$nred dffi sfffi urafrukqribs#{!& dqld T6{qd
d+<e Trqlftqf e 6aar t w+r arfrut

It b qpoded tnt any gradlng ol 1 q 2 (against work oulput oI attibutes or overall grade) would be adequately

irstfo6 h he perrpiifure Oyrrafoespecinc failureg and similarly, any gradg of I or 10 would be justified witt
'respea 

to speinc ircomptlinmenB. Grades of 1-2 or 910 are expeded to be rare occurences and hence tr'e

nedO to jtsmy mem. ln awardingrrnumedcal grade the reporting and reviewing authorilies should rate the ofrcer

against i hrger population of hiJtrer poers that may be orflently uro*ing under them.

(i; dwn u e t I o b frs a iitraq':@' ftrqr aEIIr ilur q+ffurffi b fds strd flqi6 d ror* o<i t fts
Ilqi6gfurdtsnl
ApARs gnaded beturcen I and 10 wlll be ratod as'Outstanding' and will be given a score of g for the purpose of
caloda0ng average scores fur empanelmenUpromotion'

U sftEsR u 6 aEI e * dcr it +q a r,taorr6i ror ft rqr ;nsr aql slqi6 z ftat nrfu t

APARs graded between 6 and short of I will be rated as r/ery Good' ard will be given a score of 7,

U EQBR d 4 aul e * dzr h 0-s a Erffaorror ftro setfl dql crili6 s ftsr artmt
APAR! grEd€d b€ti€en 4 and 6 stprt of 6 will be rated as 'Good' and ghren a score of 5.

m e{lwn u I t ar ufiaurqa' ftqI nr}qrt
APARs grrdcd below 4 will be given a score of 'Zero'.


