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(To be filled in by the Administrative Section concerned of the Ministry/Department/ Office)
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Name of the officer
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Year of allotment

3. w1 fafyr
Date of birth
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Date of continuous appointment to
the present grade
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Present post and date of appointment
thereto
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Period of absence from duty on leave,
training etc. during the year (if he has
undergone training, please specify).
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Has the officer filed the annual refurn on

immovable property for the preceding

calendar year by date i.e. 315t January of

the year following the calendar year?
If not, the date of filing the return.
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Has the officer completed APARs of

Group ‘A’ and 'B' officers working under
him/her in respect of the previous reporting

year within stipulated time?
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Grade
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Name of the officer
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(Please read the instructions carefully circulated separately)
1. &/ fPrares & geaied (39 9@ B 40% AiE (3e) R sreem)
Assessment of Work Output (weightage to this Section would be 40%):**
sl Qualities e e & TRER
No. Reporting Reviewing | Inlitial of Reviewing
Authority Authority Authority

Jefeq . Wl & SER
AoEnTd Srd/emERed s QU
HRET

Accomplishment of planned
work/work allotted as per
subjects allotted.

(i)

&1 @Y IuraT
Quadlity of output

il

fgauvIceie g
Analytical ability

(iv)

fafre /s & g
F

Accomplishment of
exceptional work/ unforeseen
tasks performed

THOlEHG-TaEd R 69
s

Overall Grading on Work |

Quiput
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Assessment of Functional Competency (weightage to this Section would be 30%):**

%.9.

Sl
No.

UHTAITE &wal

Functional
Competency

R wferaret

Reporting Authority

ﬁ?ﬁ?ﬁﬁ
miferTt

Reviewing

Authority

QAT HeBTel
& TEATER
Initial of Reviewing
Authority

(i)

FH-83 3
@ TH AR TE wE
YOR | AN A B
&

Knowledge of Rules/
Regulations/Procedures
in the area of function
and ability to apply
them correctly.

(ii)

AT TR BRA DY
qrgar
Strategic planning
ability

(i)

faola o9 &Y emen

Decision making ability

iv)

TG &
Coordination ability

(V)

aefeert @ RO 2
IR WefRe wRA @
&l

Ability to motivate and
develop subordinates

F-Fraes o w9m
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Overall Grading on
Functional
Competency
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Name of the officer
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Assessment of Personal Aliributes (weightage tothis Section would be 30%):**
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sl. Personal Atfributes Reporting Authorlty | miterdt | mftrer & ewmer
No. Reviewing | Initial of Reviewing

Authority Authority
) |=d & vfe vdar
Attitude to work

(i) | SaveRcg &1 am

Sense of responsibility

(iii) | SrFETET S @A
Maintenance of
Discipline

(iv) | Eud Brerer

Communication skills

V) [ & o

Leadership qualities

(Vi) |3 wgmr & 91y s
HI B I

Capacity to work in
team spirit

vii) | o = FPuiRa gug-
g # @ F @

&HdT
Capacity to work in
time limit
fviii) | 3ot HEY
Inter personal relations
L' 4
aay A

Overall Grading on
‘Personal Aftributes’
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» For details, see example as depicted In para 14 of Instructions for filling up of
Annual Performance Assessment Report (APAR) Form.
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Initiative

F1 ImeE/ae TRIRIRET & et ot W froes @t ewan ik sfoRe
Tl o @1 7T B &5 B EHR FRA B 3T W) Reuell w1
Please comment on the capacity and resourcefulness of the officer in handling

unforeseen/difficult situations on his/her own and willingness to take additional
responsibility and new areas of work.

S & WY WEE
* Relation with the public

T ARER F T F G T AR S B et B 9 e v
T ST $HY S5 FIER W fewofy #R |

Please comment on the officer's accessibility to the public and his /her
responsiveness to their needs and his/her ability in dealing with them in a proper
manner.

ST SIS ARy & SRR anil & Ry Sftren B v
Aftitude towards Scheduled Castes/Scheduled Tribes/Weaker sections of society.

HUAT I S/ S/ & AR T D AHES DI HHAA
a1 S99 fues & dey #§ e o g1 ) feuht |

Please comment on his/her understanding of the problems of Scheduled
Castes/Scheduled Tribes/Weaker sections and willingness to deal with them.
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Name of the officer
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3iex s Foley ¥ & forg sraa vt R affe Red s fRar 82 afk =1, &
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Has the officer filed the annual return on immovable property for the preceding
calendar year within the prescribed date i.e. 315t January of the year following
the calendar year? If not, the date of filing the return may be mentioned.

8. @ Ifert ¥ FuiRd wrg-dm 4 fea Rofén af & wdu 7 0x ey
s B g G P AR-'T AR@ERA Y affE Frd-frareT gegiea Rud
W fear &?

Has the officer completed APARs of Group 'A' and ‘B' officers working under
him/her in respect of the previous reporting year within stipulated time?
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PART - Il GENERAL
1. ey o fRafa

State of Health
2. weafre

Integrity



3 IRt 1 Fem TER:
Pen Picture of the officer: -
0 & gt I afed PR & e o w® RO foes g affert g
HoH TER |
Pen Picture by Reporting Officer on the overall qudlities of the officer including
area of strengths & lesser strength, extraordinary achievements & significant
failures and attitude towards weaker sections.
4, wenres AT
Numerical Grading:
e | wRarferd srRel & AR 1-10 & IR W H@res AfET
Numerical Grading on a scale of 1-10 as per the instructions circulated
separately
0 BHIER .
Place: Signature:
=t A W e A
Date: Name in Block letters:
qg-r:
Designation:

(RaE &Y arafyy B)
(During the period of Report)
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Name of the officer

AV e sftver B PR

Part - IV REMARKS OF THE REVIEWING AUTHORITY

e ofER & st ST

Length of service under the Reviewing Authority

7 e SR w6 O @ W & R RofET e 3 and Rt

HMYdP AR @ T 721 9 @9 96 R® fER a8

s the Reviewing Authority satisfied that the Reporting Authority has made his/her
report with due care and attention and after taking into account all the relevant
maoterialse

R s & o e @ RIR §, RAfET e & qeaie &
AW & O TIT STF HROT &g |

In case of differences with the Reporting Authority, indicate specifically the grea
of differences with the assessment made by the Reporting. Officer and the
reasons therefor.

w1 ey § o1 ey o siR/ereEr guad € S fawy Bt seEr AT I
wEEfy ¥ forg 99 g9 & g gl 87 R &, df $udr Soold &

Has the officer any special characteristics, and/or any abilities which would justify
his/her selection for special assignment or out of turn promotion? If so, please

specify.
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Date:
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e #t Hert TR

Pen Picture of the officer:
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Pen Picture by Reviewing Officer on the overall qualities of the officer including
area of strengths & lesser strength, extraordinary achievements & significant
failures and attitude towards weaker sections.

Hees AfEm
Numerical Grading:
Frerm @ Refer IR & sgEr 1-10 & R w® dwree AT

Numerical Grading on a scale of 1-10 as per the instructions circulated
separately

BB
Signature:
M e IR A

Name in Block letters:

LCLILH
Designation:

(Raré Y araf +)
(During the period of Report)
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INSTRUCTIONS TO FILL THE ANNUAL PERFORMANCE ASSESSMENT
REPORT (APAR) FORM OF GROUP ‘A’ & ‘B' OFFICERS

1. The Annual Performance Assessment Report (APAR) is an important
document, it provides the basic and vital inputs for assessing the
performance of an officer and for his/her further advancement in
his/her career. The officer reported upon, the Reporting Authority, the
Reviewing Authority and the Accepting Authority should, therefore,

undertake the duty of filing out the form with a high sense of
responsibility.

2. Performance appraisal through Annual Performance Assessment
Report should be used as a tool for human resources development.
Reporting Officers should realize that the objective is to develop an
officer so that he/she realizes his/her true potential. It is not meant to
be a fault-finding process but a developmental one. The Reporting
Officer and the Reviewing Officer should not shy away from reporting

shortcomings in performance. attitudes or overall personality of the

officer reported upon.

3. The columns should be filled with due care and attention and after

devoting adequate time. Any attempt to fill the report in a casual or

superficial manner will be easily discernible to the higher authority.

4 If the Reviewing Authority is satisfied that the Reporting Authority had
made the report without due care and attention he/she shall record a
remark to that effect in Part V column 2 (Part IV column 2 in case of
HAG officers and Members of Postal Services Board).

5. Every answer shall be given in narrative form complemented by
numerical grading. The space provided indicates the desired length
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of the answer. Words and phrases should be chosen carefully and
should accurately reflect, the intention of the authority recording the
answer. Please use unambiguous and simple language. Please do
not use omnibus expressions like ‘Outstanding’ *Very Good' 'Average’,
‘Below average', while giving your comments against any of the
attributes.

The Reporting officer shall in the beginning of the year set
quantitative/physical/financial targets in consultation with each of the
officer with respect to whom 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 ot the commencement of the reporting year i.e. April, the first
month of the reporting year. In 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.

The targets should be clearly known and understood by both the
officers concerned. While fixing the targets, priority should be assigned
item-wise, taking into consideration the nature and the area of work
and any special features that may be specific tc the nature of the
area of the work of the officer to be reported upon.

Although performance appraisal is a year-end exercise, in order 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 1o review the performance and to take
necessary corrective steps.

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.
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13.

14,

13

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

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 facts should be borne in mind during appraisal and should be
commented upon appropriately.

Aspects on which an appraisee is to be evaluated on different
attributes are delineated below each column. The appraiser should

deal with these and other aspects relevant to the attributes.

The numerical grading are to be awarded by Reporting and
Reviewing Authority for the work output, personnel attributes and
functional competency of the officer reported upon. They should be in
the scale of 1-10, where 1 refers to lowest grade and 10 to the highest.

(i) APAR 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.

li) APAR graded between é and short of 8 will be rated as "very
good" and given a score of 7.

lii) APAR graded between 4 and short of é will be rated as “good”

and given a score of 5.
(iv) APAR graded below 4 will be given a score of zero.

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

16. The overall grade on a scale of 1-10 will be based on 40% weightage

on assessment of work output and 30% each for assessment of

personnel attributes and functional competency. The overall grading

will be based on addition of the mean value of each group of

indication in proportion to weightage assigned.

Example to arrive at Overall Grading:

(a) The overall grading in each category (viz. work output, personnel
attributes and functional competency) will be worked out by dividing
the total of numerical grading by the total number of component in
that category as indicated below (the mean value):

Competency

Work Output Nurnerical Personnel Numerical Functional Numerical
Grading Atiributes Grading Competency Grading |
Accomplishment 7 Aftitude to work é Knowledge of ?
of planned Rules/
work/work Regulations/Pro
alotted as per cedures in the
subjects allotted. area of
function and
ability to apply
them correctly.
Quadlity of output 8 Sense of 7 Strategic 8
responsibility planning ability
Analytical ability 8 Maintenance of 8 Decision 7
Discipline making ability
Accomplishment 9 Communication 8 Coordination 6
of exceptional skills ability
work/
unforeseen tasks
| performed
Overall Grading 32/4=8 Leadership 7 Ability to 8
on Work Output qualities motivate and
develop
subordinates
Capacity to work 9 Overall Grading | 38/5=7.4
in team spirit on Functlional
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Capacity to work 7 —’
in time limit

Inter personal 8
relations

Overall Grading 40/8=7.5
on Personal
Aftributes

(b) Calculation of Overall Grading on the basis of individual grading in
each category while keeping in view the weightage as given below:

Category Numerical | Weightage | Numerical Grading on the
Grading basis of weightage

Work Output 8 40% 3.20

Personnel Attributes 7.5 30% 2.25

Functional Competency 7.6 30% 2.28

Overall Grading 7.73

17. Wherever, accepting authority has been prescribed in the existing
system in the cadre, accepting authority will also give overall grade on
scale of 1-10.

18. The officer reported upon may be required to indicate specific areas
in which he/she feels the need to upgrade scale and attend fraining
programme. He/she should also indicate the specific steps that
he/she has taken or propose to take to upgrade his/her skills in the
identified area. The Reporting/Reviewing Officer may give specific

comments on the requirement of skill upgradation.

19. The concept of accepting authority will continue for the officers of
HAG rank only as per the letter No. 11-2/96-Vig dated 23.4.96 of the
Department of Posts.

20. The maintenance and custody of the Annual Performance Assessment
Reports will be regulated as follows:
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(a) The Annual Performance Assessment Reports on Government
servants of the organized services should be kept by the

Ministry/Department/Office, which controls the service.

(b) The Annual Performance Assessment Reports of the Heads of
Departments and their deputies should be kept by the
Administrative Ministry concerned.

(c) The Annual Performance Assessment Reports on other Group ‘A’
and Group 'B' Government servants should be kept by the Head of
the Department or any other authority specified by him/her.

(d) The Annual Performance Assessment Reports on Group ‘C'
(including Multi-Skilled Employees) Government servants (whenever
maintained) should be kept by the authority specified by the Head
of the Department.

(e) Tne Annual Performance Assessment Reports should not in any
case be kept by an authority higher than the appointing authority.

Note on filling up the Integrity column:

In the form of Annual Performance Assessment Report there is a column
regarding integrity to enable the Reporting Officer to make his remarks on the
integrity of the Government servant reported upon. The following guidelines
should be followed in the matter of making entries in the column relating to
integrity:

Q) Supervisory officer should maintain a confidential diary in which instances
which create suspicions about the integrity of a subordinate should be
noted from time to time and action to verify the truth of such suspicions

should be taken expeditiously by making confidential enquiries
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c)

d)

f)
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departmentally or by referring the matter to the Special Police
Establishment. At the time of recording the Annual Perfermance
Assessment Report, this diary should be consulted and the material in it
utilized for filling in the column relating to integrity. If the column is not
flled on account of the unconfirmed nature of the suspicions, further

action should be taken in accordance with the following sub-paragraphs.

The column pertaining to integrity in the Character Roll should be left
blank and a separate secret note about the doubts and suspicions
regarding the Government servant's integrity should be recorded
simultaneously and followed up.

A copy of the secret note should be sent together with the Character Roll
to the next superior officer who should ensure that the follow up action is

taken expeditiously.

If, as a result of the follow up action, a Government servant is exonerated,
his integrity should be certified and an entry made in the Character Roll
by the officer incharge for mc;imc:ining the APAR. For the purpose of
monitoring, the officer in charge may keep a separate list of APAR where
the integrity of an officer has not been certified.

If suspicions regarding his integrity are confirmed, this fact can also be
recorded and duly communicated to the Government servant

concerned.

There may be cases in which after a secret report/note has been
recorded expressing suspicion about a Government servant’s integrity,
the inquiries that follow do not disclose sufficient material o remove the
suspicion or to confim it. In such a case, the Government servant’s
conduct should be watched for a further period, and, in the meantime,

he should, as far as practicable, be kept away from positions in which



e)

h)

there are opportunities for indulging in corrupt practices and thereafter

action taken as indicated at (d) and (e) above.

There are occasions when a Reporting Officer cannot in fairness to himself
and to the Government servant reported upon, either certify integrity or
make an adverse entry or even be in possession of any information which
would enable him to make a secret report to the Head of Department.
Such instances can occur when a Government servant is serving in @
remote station and the Reporting Officer has not had occasion to watch
his work closely or when a Government servant has worked under the
Reporting Officer only for a brief period or has been on long leave etc. In
all such cases, the Reporting Officer should make an entry in the integrity
column to the effect that he has not watched the Government servant's
work for sufficient time to be able to make any definite remark or that he
has heard nothing against the Government servant's integrity, as the case
may be. This would be a factual statement to which there can be no
objection. But it is necessary that a superior officer should make every
effort to form a definite judgement about the integrity of those working
under him, as early as possible, so that he may be able to make a positive
statement.

(Department of Personnel OM No. 51/5/72-Estt.A dated 20" may, 1972)

The remarks against the integrity column shall be made by the Reporting
Officer in one of three options mentioned below:

(i) Beyond doubt.

(i) Since the integrity of the officer is doubtful, a secret note is attached.

(iii) Not watched the officer's work for sufficient time to form a definite

judgement but nothing adverse has been reported to me about the

officer.




