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ANNUAL PERFORMANCE ASSESSMENT REPORT

ga¥ Ao e / 3/aT Ao s
UPPER DIVISION CLERK / LOWER DIVISION CLERK

IR & ATA/ Name of the Officer :

FHHART TgATeT &I/ EMPID :

9cortH/ Designation

faajam/as.n.faW/W/ School/College/Office :

RO & aW/Report for the year :

FIAT I8 & el 3T Hor FY
PLEASE PRINT ON BOTH THE SIDES OF THE SHEETS



HHIRT AT ATA/ Name of Employee 2 Rdic & a¥/Report for the year

T3 RE & IR & ai¥er eaes Hearha Rare
Annual Performance Assessment Report of UDC/LDC of AEES
safFaerd ga=1 /PERSONAL DATA

#T191-1/PART-1

(Rrearera/s. a1 Rearera/F e Fred F garafas Femr garT sxr s/
To be filled by the Administrative Section of the School/ Jr.College/Central Office)

1 i 31f¥RY &1 ATH/Name of the Officer :

2 | FeH-fafY (fRa/aden/as)/ Date of birth (DD/MM/YYYY): _ /_ /
(rs&T #H/in words) :

3 i eIt ATAI/Educational qualification :

4 ol (@ErAea/31.7.9./30.3r./3.5 S e
Category (Gen/OBC/SC/ST/PH):

5 | e 98 # aiAa giea #1 fafd/ Date of continuous appointment to the present grade:
fafdy/ Date: A3/Grade :

6 | adAE g 3R 38 W fAgfed @1 fafd/ Present post and date of appointment thereto:
YeaATH/Post: eI/ Date:

7 a¥ & R sgE (FRIETOT Jraenrer 3nfe) & equieufa & rafe, afe gy Tl giRieor W@ §
ar ford Period of absence from duty (on training leave etc.) during the year. If he/she has

undergone training specify:

o HfY&oT ST 31af&/No. of training days

o Thcell SR PefedT o/ No. of times leaves Availed

o F oY a1 31731a 319eh1el/Total ELs Availed

o Fol oY I 3719-ddeT 31dh1al/Total HPLs Availed

e P forar arar gRafda 3rgerer/Total Commuted Leave Availed

o oY Iy 3TETYRUT 379121/ Total EOLs Availed

o F A fdad/Total Dies non

o Tl T TATAS 3Haehrer/Total LNDs Availed

o &l fo ATGed 3/@IRI/ Total Maternity Leave Availed

o For ¥ I TWJca Irashieu/Total Paternity Leave Availed

o TR I AT SWHTA 37dah12l/Child Care Leave Availed

o TTAT ME ¥ W Oy Iy 3gahrel/ Adoption Leave Availed

o AV 3o 3rgerrer 3 37eT-adeT TIRIUEL Balance & HPL Balance

TR HAH-1/FeT. .3 fw{ (Fur) e v
AO-Il/ AAO(E)/ Head of School



HHIRT AT ATA/ Name of Employee 3 Rdic & a¥/Report for the year

HTIT-2/ PART -2 :
¥q-Hegiwa/Self Appraisal

T o RO 8, q@nT F&@3 o1 0| (F97 8- & g4 fAdet & eare @ ug )

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

1. 14t @1 G@f@ca faaRor Brief description of duties

2. O 3af & NI fGaieh T EAF o, de 9% garr fordr
T HEAT HT G@laTed aule (AT 9T qoie oferster 100 Asar HEr Q)
Brief resume of the work done by you during the year/period from to

(The resume to be furnished should be limited to 100 words)

3. & Sl 8U/36aT/AT IS ¥ 39« fav FuiRa fre g ar amues fav fauifa
fpT a0 g 39 (IR AU 3T ¥ A ) St fT e-gH AC WMAHSBAT & AR W FATTC
IR g e Fir T & FYAT 3UAfey TdU| (3860 & flv 39k GHET & fav aif¥e
FI AT, STH GICeT & ATEIA T TG HT Aol F 8T doT I H TG, I &7 &
3 BHN FAARAT & T A gHenehs 3afe 7 @ &1 F13 <@ 7/

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), particularly

having regard to procurement planned and actually made through GeM portal for those
Government servants who handled procurement during the period under reference. (F94T

3o | gs& o SA18) (Please do not attach separate sheet)

#. °.0 AeI/ITGA/IAT
Sl. No Targets/Objectives/Goals

3ydfeurdi/Achievements




FHART FT AT7/ Name of Employee

3.

97 9ed & AtedH § H

Procurements made through

% TS (STeT Fet oft A 8)

GeM portal (wherever applicable)

i) | FATCI/FAHT/THTI/ITHIT SaRT TS o
fore 3mafed Feor sofe FuT A

(Sar & wiaddr el & Awe &
oI, gTem)

Total budget allocated for procurement
by the Ministry/Department/Division
/Section in Rupees (as may be applicable
in the case of the Officer reported Upon)

) gfadesd $r 3@ F T 3+ @R
SH Ui & AeEH @ AT I Fed
e (39T A) Total

through GeM portal made by him/her
during the period of report (in Rs.) :

procurement

4 RO F a¥/Report for the year

iyeled & AUIRT soic H Jorem A A
gicd & ALIH ¥ H I TG H
gfaerd| % of procurement through GeM

portal as against the budget indicated in
the Target.:

i) 1 9EaT & faRed 1 = @i 3R
Selh HROT|

Procurement made outside GeM portal
and the reasons therefor.

iv) HATT/fAHET/IHET3THET H A R
SerdT el g 30T IV e |

Steps taken for promotion of GeM in the
Ministry/Department/Division/Section.

FUIT g & FAT FREAET Holvst a¥ & AT el FURd R aiven faaolr uiRa
fafd arafa 34 Favst a¥ & 31 FAaN d& AT Fr 75 g1 Ife A& O [AaRoh wma Hr
fafer forg |/
Please state whether the annual return on immovable property for the preceding calendar
year was filed within the prescribed date i.e. 31st January of the year following the calendar
year. If not, the date of filing the return should be given.
St gt Tai fEEoft w1 i arde / /
YES NO The returns were filed on / /
TYT/ Place
fesTeh/Date
e S RoE B, #1 a7 v gwamnr
Name and Signature of the officer reported upon




HFTRT AT ATA/ Name of Employee 5 RdI¢ &1 a¥/Report for the year

HTIT-3/PART-3
Raféar srftadt ganr Feaiwa
ASSESSMENT BY THE REPORTING OFFICER

“gfctdest aur qAfdelfhad TSR GaRT FEarcAs Afar gareT v Sl § S B e-to YA W gen
AMET A ¢ Fe 5T I3 & qUT 2o ITadH U & ATl &1 TG 3R 4TI g 3M3C & Hediched &
dgd “3rees v & HTaR AISiAEeY HR/NERT HE A qU Fa arell IR GHRIcHS &Il & Hodihed &
ded Y & &7 A gt MafFmaAafEast geel Ao 3R 3w GE §9 @ o6 e A QeFar arelr Jar &
fore o dieer & 3uAT HeEh F-HedihA RGN gt Rers Fr 7¢ feeuforat w1 IRy eare @ gu
TeaTcHs AT, STgr wEeh o) gl garT frw S

Numerical grading is to be awarded by reporting & reviewing authority which should be on a
scale of 1-10, where 1 refers to the lowest grade and 10 to the highest. Numerical gradings, wherever
applicable, may be awarded having special regard to the remarks recorded by the officer in the Self-
appraisal regarding utilization of GeM portal for procurement and specifically for items
“Accomplishment of planned work/work allotted as per subjects allotted” under Assessment of Work
Output and "Knowledge of Rules/Regulations/Procedures in the area of function and ability to apply
them correctly” under Assessment of Functional Competency.”

(FIAT oA ¥ qF A&t F earer § 9 ) (Please read carefully the instructions before filling the entries)

(& /A) T fAsaTesT & Hedidhe (30 T T 40% HTFIar gram)

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

RN I (afy @remr | FEET SO
S -« 2 & dgse A § F JeAET
ToT Afsar Revised grades by Initial of
Attributes Grades by Reviewing Reviewing
Reporting Authority (if doesn't Authority
Authority agree with col.2)

i) AStetraey wR/ & a8 foFAeRar
& IFAR Jdfed S &1 fsare
Accomplishment of planned
work/work allotted as per subjects
allotted

ii) R T IoTCAr
Quality of work

iii) SH0T A YAOTAT (T T e
Proficiency in typing (speed and
accuracy)

iv) ®raf & 3t FuRa et
AR faazolt & @-t@ra & gdtordr
Proficiency in work, namely
maintenance of prescribed registers
and charts etc.

$ fsues W Fer i Afar
Overall average Grading On "Work
Output’ (gm/TotaI [i toiv] /4)




HHIRT AT ATA/ Name of Employee 6 Rdic & a¥/Report for the year
(@/B) ATFAINCT 0N I Hodlehad (ST 1T T 30% enfarar g/

Assessment of personal attributes (weightage to this section would be 30%)

Qe FHIET AR garT e

%.9. 2
S e eanT Afsar rivmgif bj/ﬁ) 3HTETER
No. Attributes Grades by Reviewing Authority Initial of
Reporting (if doesn't agree with Reviewing
Authority col.2) Authority
) F & gfd gfSeeon
Attitude to work
SFaegRat fr axsr

ii)

Sense of responsibility

3-1?:|D'QTR:|?-|' RECERRCIE]
Maintenance of discipline

iii)

iv) i garg @ierel/ Communication skills

v) | TARQIVOT &THAT Analytical ability

AT H FT S Hr &JH T

K Ability to work in team

i FAG-HAT & 36T HR quidr
Ability to meet deadline

i 3T9AT @EY Inter-personal
relations
SIfFcaTd IO W Fel AT

AFSIT Overall Average Grading on
Personal Attributes’s
[Fe/Total (i to viii)/8]

(3T/c) HTTcHS ALY HT Aedihet (3T T H 30% AT g

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

%4 Raiféar FHTET TSN GaRT | FafeT iy
S vy FABE IS @Ry e
No. . i chleld 2 ¥ ddse =gl L

aToT gan Afsar g ) Revised grades In'?'al _Of
Attributes Grades by by Reviewing ReV|eW|'ng
Reporting Authority Authority
Authority (if doesn't agree with
col.2)

) i aF & AgAl/AgaeA) gfharai
FT AT AR SoTeh JHTET JIET SHT
&HdT Knowledge of Rules/

Regulations/Procedures in the area of
function and Ability to apply them
correctly

i) i @AAT &TAT Coordination ability




HHIRT AT ATA/ Name of Employee 7 Rdic & a¥/Report for the year

. Refféar ¢ WA SO SaRT | aften sty
o sy 0 SMRE A @R
No. L iREAE2 I AR
T AT AT | ¥ Gn Revised grades Initial of
Attributes Grades by by Reviewing ReV|ew!ng
Reporting Authority Authority
Authority (if doesn't agree with
col.2)

i) 39T ggal/ Initiative

iv) | HGR W HA A T Feorar
Proficiency in working on computer
HRATCHS THLE T Fol

3 ATST Overall Average grading
on functional Attributes

(?;Tvl’/Total [i to iv]/4)

1e/Note: HeT AT & 918 AT (ICS) & U H Fohoohl o Tcdeh FHE & AT A & S5 W
3Tk @19l The overall grading will be based on addition of the mean value of each group of indicators in
proportion to weightage assigned.

#Tr-4/ PART-4

ATATA/ GENERAL

1. SEN/3THASTAT & WY (STgT #19] &1)/ Relations with the public (wherever applicable)

(hOT TSR T AT P ST IR Seeh! TRl W dedlell W feeqolr Y/

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

2. 9fraTuT/Training
(Faar IfUHRT Hr FHIAAT IR &TAABT H Feleddl & FaR & IJfFR FF T a7 & giweor &g

3-T?-°TQWT) (Please give recommendations for training with a view to further improving the effectiveness and
capabilities of the officer)




HFTRT AT ATA/ Name of Employee 8 Rdic & a¥/Report for the year

3. Tarey &1 f&ufd/State of Health

4. FATASST / Integrity
(FUT TSR A Feafasar W fecquy &/Please comment on the integrity of the officer)

5. Raféer fterl ganrt sy & Ao &7 AR @ifddr, s@urer yaferr, a9 feadast afed
IOl T GO TUT HAGIRET & i TCHIOT| (SETerT 100 ersel &) “ gfddest 3afer & akrel S| «
GlE F Foral & F fAU JfUH g 33T AT FeAT W RodfOEr, FEi-wd ot ony g, 9" W
glig &1 gfaerddr 9ur e # J7 & QU7 Fieade & 9fd 396 eiehor & T gof fRar S

Pen Picture by Reporting Officer (in about in 100 words) on the overall qualities of the officer including
area of strengths and lesser strength, extraordinary achievements, significant failures and attitude towards
weaker sections. “Wherever applicable, comments on steps taken by the officer for promotion of
procurement on GeM during the period under report, percentage of procurement on GeM and his/her
attitude towards full implementation of GeM in the office may also be recorded.”

6. RUIC & #N1-3 & T &, @ T a7 A G RAT (deS) IHUR R Fel F&AIeAS AT| Overall
numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.

Raiféer st & granr
Signature of the Reporting Officer

AT g3 378RT #/ Name in Block letters

YeTH/Designation

Rare € 31af & gR/During the period of Report

T/ Place
f&sTieh/ Date



HFTRT AT ATA/ Name of Employee 9 RuIC # a¥/Report for the year

#T91-5/ PART -5
gHem e fr feogofy
REMARKS OF THE REVIEWING OFFICER

1. AT AARRT & dgd AR H1 JdTerel/Length of service under the Reviewing Officer

2. T T HE-3 Td W4 H QY e gt AR ) fasuesd & dew & Raiféa
HUPRT GaRT fFd I Hodihed ¥ WA 87 (GW: HET-3(F) Td HAET-4(5))

Do you agree with assessment made by the Reporting Officer with respect to the work output and the
various attributes in Part-3 & Part-4 (Ref: Part-3 and Part-4(5))

(@fe 3ma forely o1 foig & dTarcA® FHodihed @ WA =gl & of 39 HoAT 37 &ET H 39 fow
R o Flew F 37T Heaiwa & AR I AR F

In case you do not agree with any of the numeric assessments of attributes please record your
assessments in the column provided for you in that section and initial your entries.)

gl/Yes ai/No

3. JraeATa @ RUfd # FUAT gHA FHROT G| F1 I31T F© GRS HEAT AT SISl a1gd

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

4, AT Sfa/ egEid Sieeid AfUaRT & Hrd-fasuesd & Hedihd A Rurféar
SR 1 HAGRA| The attitude of the Reporting Officer in assessing the performance of SC/ST
officer




HFTRT AT ATA/ Name of Employee 10 R@E & a¥/Report for the year

5. gHET RSN GErT AfUENT & Ao aiF 3R @WifAdr AR FAARAT F ufad 3ae St
T gUIT (ST 100 rsal H) 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 sections.

6. RAIE & 913 & 3T, @ Td a1 A I RAT (I&) YR W FoI H&AcAS AT

Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in Part-3 of the Report

gHAe IAFRT F gEAER

Signature of the Reviewing Officer

AT 99 3781 A/ Name in Block letters

YeATH/Designation

RarE #r 3@ & gR1eA/During the period of Report

T/ Place

fsTier/ Date



HFTRT AT ATA/ Name of Employee 11 RO & a¥/Report for the year
9~9-1 /[FORMAT-I

arfaaR. & @over vd &Hfd @A R wEd # R & )
Communication and acceptance of the APAR Grading (To be filed in the APAR Dossier)

e &TH/Name

e FHHATNI H./Employee No

o HFYX HIS H./Computer Code No

e UcdrH/Designation

e 3{JHTT/Division :

o TRdic &#r 3m@fi/Report for the period

e ol Yecd US/Overall grade awarded

o Ty feogufi(afe #1s)/Specific Remarks (if any) :

@ovoT SR & gEATER/Signature of the Communicating Authority)
AT 92 378 HA/Name in Block letter

YesATH/Designation
# @H, FHART F.,
FFCYER FHIT H., YeAH (I3), T U eaRT AT /R § o HAad arfa AR (OR) & de &
ay & faU o A7 va Gefd fecaforar et ... I IS X &1 &
l, (Name, EmpID.

No., Computer Code No., Designation (Grade), Division), hereby confirm that | have been communicated the

overall grading and the relevant remark for the year on (Date) in respect of

APAR.

Iy S RArE &, & graer/ Signature of the Officer Reported upon)



HFTRT AT ATA/ Name of Employee 12 RWIE & a¥/Report for the year

fa&ar/ INSTRUCTIONS

1. affs fSsues Feaiea RUIE & 36H gt § o U& e & & fsaes & Jeaias 3R
38F T FAfa & T Aqe 3R AgeaTET AMUR ge #d &1 A RefEer s ik aefer st
FI T graurEr IR Sy ¥ 30 Sudhr RAE §, &1 wrd sar @ifgel The Annual Performance

Assessment Report 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 officer and Revising Officer should, therefore, undertake the duty of filling out the form with a high
sense of responsibility.

2. Reiféer sl & G W@ o 36T T IMRSRY &1 fGhE T §, e a8 H9el A HAgqd
A Fh| AT QU gihar HAAT @I & aov G Sead g wrigel Raféar sifterr ik aeher
3T F 3FRT F FI-AvueT § HiAAT, @I 3R THT IiFdeg FT TISear F 3SR T AR
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. @l g3t 1 93 ©ue A R FEUEYdS sRAT AET] A AT goh AT IFTSE ek § R
g, dr 3Tg AOEIRAT garT 39t RAiC 3978 I§ Al &1 The items 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 dissemble to the higher authorities.

4. f& wem FWEH A @A g fF RO dReEr F RO M s aw i/
AR gooh Al @ IR A §, dr AT FRFH HeT- V F A dE&Im 2 7 396 gfafear & @R gann
Raifésr #fOer & 3AR ®iF & fecgol & Sef If the reviewing officer is satisfied that the Reporting

Officer had made the report without due care and attention he/she shall record a remark to that effect in item
2 of Part-V. The Government shall enter the remarks in the APAR of the Reporting Officer.

5. #&acHs NGt & HfaRed gds g # el faevor afgd fod| o - Rerd &gt 3
$r 3fera eree-AaT 3ifha it a5 & erse 3R arFmer TSar F Y ol S 3ca) & arer 3Ry
HTET3TT Fr 3fATFT Fa gl HF F 31¥s Tase 3R AT AT FHT gIRT HY

Every answer shall be given in a narrative form except where numerical grading is to be awarded. The space
provided indicates the desired length of the answer. Words and Phrases should be chosen carefully and should
accurately reflect the intention of the officer recording the answer. Unambiguous and simple language may be
used.

6. Raifder femd e FfRERAT & av & IR 7 ey FuiRa &, Gah av & e oar w
RS carT RAE g 1 Sie| I S 3wy Roiféer af & ket 731 9ok Jgor HIar &, o
TA&T/3ESTT P AT TGHR IJGUT i gad eiRa forar oo @eRa 7 713 a7 os qiar sefa
HRFIRAT T T g & A1 iR T g =A1fg T

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers will report to
whom he is required to report upon for completion during the year. In case of an officer taking up a new post
in course of the reporting year, such targets/goals shall be set at the time of assumption of new charge. The
tasks/targets set should clearly be known and understood by both the officers concerned.




FHHART & ATA/ Name of Employee 13 R & a¥/Report for the year
7. F-lAcae Hedichel a¥ & 3 A T SN arel UihAr 8, 36 HAH A RAfE et garr @afad
THY R R ITAHINGT & HrI-foAsdrest H Feem w1 3R Follel, Gerdr e & SanT HEedsh ur
TISTeAT STTeAT, Hled HETE a9 & Ush HRIN Tol &1 Fehal ©l Although performance appraisal is a year-

end exercise, in order that it may be a tool for human resource development, the Reporting Officer should at
regular intervals review the performance and take necessary corrective steps by way of advice, etc.

8. @ HediehelohclI3T I HTUPRY TTHHT HedTehel fohdT ST TET &, & HRI-TASUICH, A, TIgR AR
&HAISN HT U wHa FEAfT &g @ It should be the endeavor of each appraiser to present the truest
possible picture of the appraisee in regard to his/her performance, conduct, behavior and potential.

9. AR FT Hedihad Faer A s v RAE R & o1 @ ¢, & R 1 Fa-Fsuea &
IR W & fhar Sar a@rfgul Assessment should be confined to the appraisee’s performance during the
period of report only.

10. Th & 3 & FO Ug g H 9T et g Ghd & FHAER fRdT 8 g W ged vd dea
ARETAT g1 Fehcl B1 3T $1 AT & Hedichel Fd FAY €A H W 3N defar & 3roen feoaforar
&l Some post of the same rank may be more exacting than others. The degree of stress and strains 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.

TEATHAF AT & AT CHCHR. 51 37 Ram-foader
Guidelines regarding filling up of APAR with numerical grading

1. THUIR. & JEES 6T HOERT SEd RAE § & o 3% Yedd # GUR FErgdr desl &
forT 39crsyr g9 Relevant portions of the APAR will be available to the officer reported upon for

reference to facilitate improvement in his/her performance.

2. TR H g gfaftedr 92 eara @ 3R wawafRa @l #3/The columns in the APAR should be

filled in with due care and attention and after devoting adequate time.

3. 5 ®A AR (P @sued a1 qor g A Fof I3 & fOv) & gEdA A gold F fARse
fawadisit &1 Iea@ w3 gl yer 9 & 3w AT &1 o fAfRre suafsrt & 3eaw@ = aFHdTa
5T HA I 9 I 3 I g Rufaar § 3a: sw¢ dasdera e geml Raféer 3k aefer
WReRY 39 ded SRR frel o 3Rl & dearcAs AT ad @7 39 AN & 3f¥sad
Tehiadl &l &1 H IW| It is expected that any grading of below 5 (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 above 9 would be justified with respect to specific accomplishments. Grades of below 5 or above 9 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.
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Ae/Note

He ofeTs o § G d6ig 8 TH  els o Yol T & HTAOT T |
The following procedure should be followed in filling up the item relating to integrity:-

e et #r Feafaser frwds § o Foar o)
If the officer's integrity is beyond doubt, it may be so stated.

Ife 3ifterY &1 faser d@eg/ d@fewer g, or fdg & @l o1g 3R e e X

If there is any doubt/suspicion, the item should left blank and action taken as under:

(F/a) FHeWET ¥ TH Mu=iry feogol ford 3R 3mr Fr FRas w1 fogolt & v gfd Mweig Rae
& Ay 3T MY HRHRT o S S giAfRad w3 Hir Fwrarg sfdc g afe deafaser
JATOIT & a7 My feogolt fomer o 7 & o 59 fRufa & ar & Rofieer o e &
PR & FF W [ARTa Ao 2o & AT 399 39% &1 & gt gIdeTor Adr fhar § ar
30 HOPRT & AFeYy F& el G 8, Sar o aAer gy

A separate secret note should be recorded and followed up. A copy of the note should also be sent
together with the Confidential Report to the next superior officer who will ensure that the follow-up
action is taken expeditiously. Where it is not possible either 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 against the officer, as the case
may be.

(@lb) I @ H HRAE & Hoeasd HRHRT H fover @eg/ d@feser & FFa gl S g ar
ISR & Feglersal AU T S =fer AR Moy RAE & degan saer gfaser #r S|

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

[/c) T forsor dcgrede/ Eigey gy St § aF a2 & Rers frar ae ik @efta sfgeiar
Cal s'HTﬁ g AT a&r STl If the doubts/suspicions are confirmed the fact should also be
recorded and duly communicated to the officer's concerned.

(a/d) IfE 3T T HRATS & Srase IFMURRT HT fover g/ @ieaer & o ar Haod g il g 3R o
g T & gr el 8, o i8Ry &1 3R-c¥agR $o 3afT & fav 3R gar s 3R sa@s 9
3WFd (@) TF () H 3T dRa$ H ST If, as a result of the follow-up action, the

doubts/suspicions are neither cleared/nor confirmed the officer's conduct should be watched for a
further period and thereafter action taken as indicated at (b) and (c) above.
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YIS JTST & 9T THLTIR. W g fRem-RAder
Guidelines regarding filling up of APAR with numerical grading

T uar. F Hdfgq 9 AfgERT S RO § % 9 S9e #-AmEd § qer
TETIaT Hay % forw Iuersy g

Relevant portions of the APAR will be available to the officer reported upon for reference

to facilitate improvement in his/her performance.

o, § g4t gfafeat a3 e F & vhnrta g w8
The columns in the APAR should be filled in with due care and attention and after

devoting adequate time.

4 ¥ FH AT (F7F =eqmae a7 o &g 91 1 I & o) F a94a 7 auie 7 &Fferse Eweaaret
FT Ioolg Y T THT T 8 | arfer TS &1 off faferee Iu=rfeaai 1 Soor@ F¥ aheTd F7
A | FH AT 8 F AT TS AT RoAfaat & o1 Teg ToheTa eAT g Rt s afiear
TTFERTT SAFErRTET T HeaTee UTE i THT I qgahiHal Sl Iq% ALTeT TG0 | Hrdea
g1 T 8, it 9T "@ear % A qoaiwT w3

It is expected that any grading of below 4 (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 above 8 would be justified with respect to specific accomplishments.
Grades of below 4 or above 8 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.

"ﬁ'Q'3TI'( T T =T / APARS grades and Descriptions:

&S ATST T.Ht. T, 1 fAEer
NUMERICAL GRADING |(DESCRIPTION OF APAR
i IheT
8-10 Outstanding
6-8a N qgd =T
6 - short of 8 Very Good
4-68FH F=aT
4 - short of 6 Good
49 FH T
Less than 4 Zero
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