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Annual Performance Appraisal Report of Special Assistant to Chairman, ASRB

AT gt arel a¥/Fafy fr Rare
Repa't for the year/period ending..........e.ciiiieeeeiiiee e ciee e s
&ofhe
Personal Data
T -1
Part =1

(FaTER/RuE/FEET & Fafa e AT N A A0)
(To befilled by the Administrative Section concerned of the Ministry/Department/Office)

NAME OF e OFfICET ...ttt et e e e e s e e e

SRt (Rarmmgfad) ....... P — (ABF e

Date of birth (DD/MMIYYYY) .../ . (iNWOFAS) vevnieriieiieee e e e e e e
L3017
Designation 0f POSEEld .....c.uiviiiii e

¥ F Faq =g i ala
Date of continuous appointmentin the
present grade

3T FRERY #7 A ¥R geFE Swd arr
aerie e F e veag ¥ )

Name of Officer with designationwith whom
attached during the period under report

HEHERY @1 A1H IR adw, ey deg ©

Name of Officer& Date from which attached

SRUT YT A IARYT Hr rafe
Period of absence from duty on leave.
traning, etc. during the year

ot & 2w oA, uRE searfe wowes ¥




HAT 2 - & Hodidd
Part 2= SELF APPRAISAL

(37 H@R TrT o e, fawdr e oy s §)
(To be filled in by the @ica reported upon)

(o gfaf¥ar s § gE e F IEES ge o)

(Please read carefullythe instructions before filling the entries)

1 e § s, O G9/3@M & SR 9% G760 70 At & @RT g4
(EfetE ga 100 et 7@ @fAa e arfRy

Brief resume of the work done by you during the year/period from ............. t0 ververnrarne
(Theresume to be furnished should be limited to 100 words)

2. Fuar & 7 il 9@ Ayl sTaar sudfewar @Y g AR 39 s @ Averge @

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

3  &UA &I @ F@ & AT IUH gRT BHU a0 IS A FRAT AR 396 FRo1, IRl A A
FT AT F FATT|

Please state, briefly, the shortfallsin your input and reasons therefore, if any.

4. mmwwwma&#mmmmwmm)

g FvsT o & 9% F 31 AAGY b gEd F & 7S A | afy af, ar o afee
e dr g & I |

Please state whether the annual return on immoveable 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 filing the return should be given.

BATET [ PlACE : v crrseaeresacsnes 30 FREd & gEmr fAuh RO foadr o &
&= / Date: ..oovveve. Signature of the officer reported upon



§TT 3 - Hedidhe

Part 3- APPRAISAL

1. Far R forger arar sfeeRr smwr-2 3 B v Rawor & @gea &2 afe 78 o ey
fre e A= & 3R 3ud F FRor §2

Does the Reporting Officer agree with the statement made in part 2? If not, the extent of
disagreement and reasons thereof.

2. P e arer e arT vl aov/Riar fr wifkada ®if @ QiR frar s Sifs
1-10 YA | BN TRT fSwd 1 F1 dcad Reaa Fife & 3R 10 &1 arcgd seaga AT AT

Numerical grading is to be awarded far each of the attribute by the reporting authority which
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.

(Foar gfafar sxer & qa faen-fordelt @ wamqds 0d)

(Please read carefully the guidelines before filling the entries)

() ‘T T FA" FT FeAiEA (59 WUS A awete 40 wRRE A

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

FIfE / Grading

) mﬁwaﬂrmﬁ%mmﬂm

i) Quality of work and level of professional skill

i) I A9 I ATl AR FrersT-u & HeTers I e AT i o

iiy Trust worthiness in handling secret and top secret matters and papers

iif) Y ST FT I@T@T AR Aowt, TRIeHRT seanfe & Fafa Frers-ust 7 g5y
tl'-!"iﬂ?a?f AT

iy Maintenance of engagement diary and timely submission of necessary papers
for meetings, interviews, etc

iv) HaaTfees T T G v ST fersaieay s #rd

iv) Accomplishment of exceptional work/ unforeseen tasks performed.

fau aw FET A wHT A (FA [ F v)/4)
Overall Grading on Work Qutput’ (Total [i to iv] /4)




() afess Uit &1 Ao (0 QU & g 30 iR @)

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

#f¢ / Grading |

) % & it g

i) Attitude to work

i @, —&

i) Intelligence, keenness and industry

iii) IR FATT TG
iii) Maintenance of discipline

\")

) el & ar
iv)

iv) Sense of responsibility

V) HEUSOT BRI

v) Communication skills

vi) e oo

vi) Leadership qualities

Vi) &1 % i a1 A

vii) Ability to work in team

viil) 37T AT e 1 0 % A A ger

viii) Ability to meet deadline

“dafre IO H wET B (FF (0@ viil/s)
Overall Gradingon 'Personal Attributes' (Total [i to viii] 18)

(T FAicHEE SRTAT FT AeAiF (3§ @Wos & aleig 30 wiawa gel)

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

Ffe¢ / Grading

|
i) SR oo, ot & g, SR Ravr aur AR ST TR e A A |

i} _Ability to draft notes, letter minutes, briefs and ahility to prepare summary etc.

i) PIRITIE ATl AR Fe A Tegar
| i) Strategic planning ability

iii) arrEafyE wat

iii) Inter-personalrelations ..

iv) AFCET JEIAT

iv) Coordination abllity

v) T FFE, TEd AR g e a qu Herege! &\ saapR-atere

v) Effective liaison, Initiative and tact in dealing with telephone calls & visitor

vi) FeNTET FHARAt & G qor 3% aRT e # e

vi) Ability to motivate and develop subordinates

‘FricHE SBIT & THA B (FF (1@ W THY/6)

Overall Grading on 'Functional Competency' (Total [ito iv] /8)

Rowh. woar it & o RT F 3qua A, gEH & v¥F W F Aea 7T F G5 ®

smenia gl )

Note: The overall grading will be based on addition of the mean value of each group of indicators in

proportion to weightage assigned.



ArAT | GENERAL
T4
Part 4
1. = & Hu (g FE A9
Relations with the public (wherever applicable)

(Fran T # JRED TF JT MR A yraeawant F 9T e smhrmiEa w el w5
(please comment an the officer's accassibility to the public and responsivenessto their needs)

2. et (Fam Fwd & o shricesar W e @Y @ F FARde wienaor & R 1)

Trainingl e a s e give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer) —

3 wrem # Rufy
State of Health

4 wcafawr (O @ goafFEer ow Rogoft w1)
Integrity (Please comment on the integrity of the dfficer)

5. R fmy o e o ARl & e Aol AR S ol rwnmor suwRva, ARt SR R s
i & oty X wRa 3w wEa It & wew A ot @ e (@00 Al &)

Pen Picture by Reporting Officer (in aboul 100 words) on the overall qualities of the officer including area of

strengths and lesser strength, extraordinary achievements, significant failures and attitude towards weaker
secti ons.

6. R S urr3 w3 & @ AR v & & of Gy F AR 9 10 § 9 W §70 wiemh FfE
Overall numerical grading on the basis of weightage given In Section A, B, and C in Part-Ill of the Report.

e forEer arey Al F FamER
Signature of the Reporting Officer

FURT/ Place:  woovveceeeeeeee ATE BT & AT ¢ o,
Name in Block letters: ........cccovvevvieiiiininnn

foAT® /Date : o cveerenn e & 3@ e,
During the period of Report: ......................




¥ / INSTRUCTIONS

aftE forares Araiea Rt v Azl aeandw ¥, o el & si-foes 71 A @ § Re sk
& R & 3 f7 Wad F AU AgcE JEEd seeer s & | s ag ¥Red e foe T ar
W ¢ R Rt o o A AR A 7 e ¥ iy s o S e & el B oo

The Annual Performance Appraisal Report {s an important document, it provides the basic and vital
inputsfor assessing the performance d an officer and for his/her further advancement in his/her career.

The officer reported upon, the Reporting Officer should, therefore, undertake the duty o filling out the
form with ahighsensed responsibility.

vt v el Afwd #1 O Ay A AR 6 FEw e afel &1 BFw s § S aw R
TRATE FAH B GG §h | TG OF i §g aren s o 8, afow v Remwrens wfea & RO Rwa
ar ey @, a3 el Sed (Dé fodh 7wl & & F1 Peuea, wfEeR yua weg cafteee & gt
HTA ANE A Qs & g5 aff s uRe

Reporting Officers should realize that the objectiveis to develop an officer so that he/she realizeshis/ her
hue potential. It is not meant to be a fault finding process but a developmental one. The Reporting

Officer should not shy away from reportingshortcomingsin performance, attitudes or overall persanality
d the officer reported upon.

3 7 wEfRd v 3R 9y wHg A af ol ofte | Rl @ arwfes a0 srrar Foh R ¥ st o
w1 wE o warg 3T AR B tIE war ad @ |

The items should he 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 authorities.

o 3T avleiond w9 F fomT A0 | FEE 3 OIS I8 SEARS e & S g | IUSE SHTarl 91 T
IR B fE s e € el AR gEEdt F) eameqds g ae AR o 3w Re s o sl &
FE W A &1 R T | FETE HY JAROT H7 &7 wAe BRm S |

Every answer shall be given in anarrative form except where numerical gradings is to be awarded. The
spacc provided indicatest he desired length o theanswer. Wordsand phrasesshould be chosen carefully
and should accurately reflect the intention of the officer recording theanswer. Unambiguousand simple
language may be used.

R it amr Hftad, 39 fwrd famdh RO e anf &, & ot & o A ot ¥ ¥ o o ad S
W} | o F wREd Neehhs af F @A 7@ 97 g &, O 3@ TWE & FET AT 98 GRS & JHY
ag v onest | srdyeew 2, @ela weRal g wr 'Y Y W 3R FAE e iR

The Reporting Officershall, in the beginning o the year, assign targets to each of the officersto whom he
is required to report upon for completion during theyear. In thecased an officer takingup anew pogt in
the course d the reporting year, such targets/goals shall be set at the time of assumption d the new
change. Thetasks/targets set should clearly be known and understood by the hoth the officersconcerned.

wafy Frerg AroiEa @t F T W A s ¢ R 9E B e sme derus REH # oF FRE a9 T
b, v RO Rud a3 N G v ) Reaee @ deaea wen afge i gee 3oy &
AR ¥ GUEHS ST 3o AT |

Although performanceappraisal isa year-end exercise,in order that it may bc a tool for human resource

devel opment; the Reporting Officershould at regular intervalsreview the performance and take necessary
correctivesteps by way o adviceetc.

TS HEdiwawdl #1 A% yarg gen 9y fF ag Sedied 0 S aer #ftewdy & erdfersargs, smeton, saEen
MR wom $r of mumE anefE aEd aRE

It should be the endeavour o each appraiser to present the truest possible picture d the appraisee in
regard to his/her performance, conduct, behaviourand potential.

T Hear=, Araies T o o Ol & sdfeemes & et # Rkl @i 7 & @ g ofee
Assessment should be confined to the appraisee’s performance during the period o report only

g 3R £ oh § L aur2 & w1 A AR @, (R e s anrEr Tor star gEE A3 & R Rew st
F AeaA ¥ aRT Weed # 9O w9 & MR o sie | s awi 9 FUr 10 & I3 #, BRU e fawny @t
& gy A My agmar A | 12 & @3 3R 010 & Az fwa Amal & ¢, aE swer faen aae
HEIHAT § | €T A3 By oW §F Hew § R Raet o R welen &9 e 3REl oy s,
Jr Tk yedE @ A @ §, 7 U @ wem @ gaen # R ave oo



10.

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 d specid failuresand similarly any grade o 9 & 10 would
be justified with respect to specia accomplishments. Grades d 1-2 or 910 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 large population o his/her peers that may be
currently working under them.

I9® s/ IReAT & R sieas wmies i aoer F & wee ¥, Refaf@a a8 o fan B smen

For purpose of calculating average scores for empanelment/promotion, the following grades will be
considered

83k 10% & '
37?!' | 9

Between 8 and 10 Outstanding
6¥R 8% drw T

i@ﬁ HTBT 7
Between 6 and 8 Very Good
43R 6% 49 o 5
Between 4 and 6 Good
4 @ 5
Below 4

feoqoft 4 NOTE

ool @ wafld Az & e & RfEa afvm & gee aen oifgo -
Thefollowingprocedure should be followed in filling up theitem relating to integrity:-

afe ¥fwd i wfosr wer & v ¢, W& aqmr aw |
If the officer's integrity isbeyond doubt, it may besostated.

o @5 weE &, e @ wd o Ry v iR Preager siag # aw
If thereisany doubt of suspicion, theitem should beleft blank and action taken as under:

D)

{ii)

()

(@)

@

()

T Hew AE ool g5t f Sv SR e & FEs f v | ool & ove gfa dweha R & aw
W e wREN A o & S, @ w gRRT won BF e’ wited e & ard @) S
afmr & g wer a1 qE Roavh @ e s @y af ¢, R e o gfa st
geor ol @ & Qv 3Rel & 7 & faw & odw e ad o @ sEe el § Rews 5o
o 8T, St of R gy

A separate secret note should be recorded and followed up. A copy d the note should aso be sent
together with the Confidential Report to the next superior officer who will ensure that the follow-
up action is taken expeditiously. Whereit is not possibleeither 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
thecasemay be.

R, et wEd & Ronevess @i g @ I § dRwd & wofwmm©a & afike ik
aeAAR v WRTE el R A & S

If, as a result o the follow-up action the doubts or suspicions are cleared, the officer's integrity
should becertified and an etry madeaccordingly in the Confidential Report.

afy w2E A g @ oreh &, avw i Pfteg AT R ae aRe @Rk sgd, @i wRed & wgRe a
& ame |

If the doubts or suspicions are confirmed, t he fact should also be recorded and duty communicated
to the officer concerned.

af sepactt wtard & oRomraee, @E g A ot & IR A & 3 ofY @l R, wfed § sraor ®
3l srafly & R & s R 3R 3w aw 3w (@) MR () W iAiéy wiad et o
If asaresult o the follow up action, the doubts or suspicionsare neither cleared nor confirmed the
officer's conduct should be watched for afurther period and thereafter action taken as indicated at
b) and (c) above.

(TE AT T HAI A H. 51/4/84-FQ1(F) ReTEF 21,6.1965)
(Ministry d HomeAffairs O.M. No.51/4/84-Estt.(a) dated 21- 6- 1965)




