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Form of APAR of Chief Engmeers/ Member Secremes/ Directors/
Superintending Englneers/ Deputy - Directors/ Executive Engmeers/ Asst.
Engineers - I/ Asst. Executive Engfneess
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Date of appoinmm
 to present post
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e % afraor e & D pomr swawt
(on leave, training etc) during

© the year. If he/she has
undergone training please
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Please specify tasks and targets set for yourself or t’nat were set for you in order of pnonty &
. your a.chlevements
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| (a) Please state briefly the gaps in achlcvements with reference to the tasks and targets refexred to
‘ m item 2. Please specafy the constraints, 1f "amy, in achieving the tasks/targets.
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Please indicate the tasks in which there have been significantly higher achnevements and your specific-
and mdwndual conirlblmon thereto.
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Please state wither you have completed ACR’S of Group ‘A’ and Group ‘B’ officers workmg under you
in respect of the previous reporting year, within the stipulated time.
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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

- filing the retum should be given.
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Academic and professional improvements including. Degrees obtatned, Bookszrhcles published &te.,

the fraining course (s} attended during the period under repoﬂ:.
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Spccz»ﬁc training required in a specialized area (Techmcal Management or Professxonai) which in your
opinion would help you fo improve your performance and reasons therefor. '
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Signature of the officer
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PART - I (TO BE FILLED IN BY THE REPONTING AUTHOW
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" (Flease re.ad carefilly the msh'ucuunsgweu 8 ﬂm end of the form bcfom ﬁl‘img the enh‘u:s)

wm‘aﬁma‘km : .

- Ngture 2nd Quality of Work:
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- Picase comment on Part H as filled in by the officer and specifically state whetheryou agree with the answers
relating to tasks/’ta:gets, achievements and shortﬁﬁls Also specify constraints, if any m ach‘eevngg the objectivities.
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. Work Output (This assessment should rate the ofﬁcer on & scale of 1-10, in whole numbers wnfh 1 referrmg to
thelowestgradeandwtoﬂleb&stgrade ngkmgemﬂns Sectxonwﬂlbew./}
WM

T R
Reporting Reviewing IR
| Officer Officer * Initial of-
- 1 Reviewing -
1. | Pt o8 & smwanaied o B

Accomplishment of planned works/ tasks allotted  *
TR IR :

Analytical 2bility -
3. | & s & U
. | Quality of output
4. mw&fﬂmaﬁw
Ability to meet time targets

45, | SEENOTITRONYT & 3 e )
- | Accomplishment of exceptional work/unforeseen

Overall grading on “‘Work Outpot”
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Attribmtes:
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(This assessment shiould rate the officer on a scale of 1-10, in whole numbers, with 1 refemngmﬁae fowest grade |
and 10.t0 the ef 0 wili be 30%

‘ Jade W Met this Section )] - e \

Rgpmﬁngomw Reviewing | Initial of Reviewing Cfficer |
Officer* . :

1. | B B suge
Attitude o work
PARES T Tor
- | Sense of responsibilily -
3. [ makeE s ieRE -
_ | Eotional stability/ mnpcrament
4. | SO & W
Maintenance of discipline
3, | G TwonE
. | Commaunication skills
6, | @@
Leadership qualities : .
Inmovativeness )
g | aqm e .
Overall personslity
g, | SiFanwET
Inter-personal relations :
e Cofteiroar By
1 Overall grading on “Atiributes”™
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o Functional Competency‘
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{(This assessthent should rate the officer on 2 scale of 1-10, in who!e nurbers, Wlﬂl 1 referring to the lowest grade
and 10 fo the best gmde Weightage to this Section will be 30%}

T SR @WM&M

sl Reviewing | Initial of Reviewing
Reporting Officer * - | Officer.
Officer '

Kaowledge in technical/ financial field and of Rules/

‘ . Regulmonsl ptocedxm and IT skilis : . : :
' Planning Ab:hty ' : X » i
5 S“’% - - . |
Decision making ability ' ' C
4. | wewaea , _ . . :
Initiative | - _ S : |
5. | TEs TG ot o aeat T L . i
Capacity 1o systcmatxze work ' :
6. | SRy gy .
. - Coordingtion ability -
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Ability to motivate and develop subordipates "
8. éﬁ‘&w&ﬂ#ﬂ m -

Capacity o k id 2 team

Qverali grading on Funttional Compateney
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Training:
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Please give recommendation for training mﬂx & view fo further i improving the eﬁ'ectmm&ss snd capahilities of the
officer: _ _

TR
- PART-IV GENERAL
e . . c '
Status of Health:

weoT

Integrity:

(o wet Rl 34
(Please see note attached)
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" Pen Picture by Reporting Officer. - Plesse comment (in ‘about 100 words) on the overall qualities of the officer -
,mc!’udmg aress of strength and lesser strengths and his attitude towards weaker sections -
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4. " Oversll Grading (ona .
scale of 1-10): T
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. Sngnamre of the Reportmg Aufhority
i
Place: S
Beiw e * Name in Block letters
Date: - .. ' I T
Designation:

PART v REMARKS OF THE REV!EW!NG &UTHORWY

S mmmr&asmm&:

P
Lo

~ Length of Service under the Reviewing Amhonty

i

2 mmﬁﬁ%ﬂmﬁaﬁrkmiuﬁwmmmmﬁﬁaﬁmmﬁﬁwﬁwﬁ

(R s P fee e st S sim ¥ smmﬁar@m'm mﬂmmmﬁamﬁmwmaﬁmm
sRife B FrnR B

Do you agree with the assessment made by the reporhng officer with sespect to the work mxtput gn,d the various
. atiributes to Section — 111 S

(Ine case you do not agree with any of the namriml aisessments please record yosr mmm i the coluwr provided for

-you in that secﬁon e Initial your entries.)

F 7
Yes ’ 'No.

3 -ﬁaﬁ?#mﬁaﬁﬁaﬁ;ﬁdﬁmwﬁmmi&wmi
‘ !n case of difference of opinion details and reasons for: the same may be givem:




R sty oo & ¢ Rrivwanstt o som ol | oo s s & w1 dge, Wuﬁ?%yﬁrﬁrmm
wite Ty Relrgfe o (w100 e #) Rvaod &¥ | :
. Remarks onthe pen picture recorded by the Reporting Officer. Please commert {in about 10¢ words) on the

cverall qualities of the officer including the areas of strengths and lesser strengths and -his ettitude towards
the weaker sections.

1
5. dqrf 2 (1490 FEF MR W)
Overall Grading {on a
scale of 1-10)
wen o ok At & waet
Signature of the Reviewing Auathority
o ‘ ) R L
Place: : Name in Biock Jetters _
Date v’ ~ Designation:
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Guadelmes regarding fillin of APAR with pumerical grading .

mmmm&mﬁmwﬁ@mﬁm%wm}
The colimns in the APAR should be filled with due care and attention and after
devotmg adequate time.
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- 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 accurrences 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
currently working under them.
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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.
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APARs graded between 6 and short of 8 will be rated as ‘Very good’ and wiil be given a

seore of 7.
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APARs graded be‘ween 4 and 6 short of 6 will be rated as g(}o{i and given a score of 5.

af¥e srifvors woier R mé’f%rﬁuaﬁaﬁ‘fﬁg'ﬁmwm !
APARs graded below 4 will be given a score of zero.
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1.~ The Confidentlal Report is an important document. it provides the hasnc and vital inputs for assessing
- the performance of an officer and for hic/her further advancement in his/her career. The officer reported

upon, the Reporting Authority, the Reviewing Authomy and the Accepling Authority should, therefore,
: undertake the duty of ﬁ!ﬂng out tha form wﬁh a Iigh sense of responsibslnty
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2. Pesfqrmance appraisal through c:nnﬁderrt}al Repoﬂs should be used as a tool for human resource
de"‘afﬂpmn{ Reporting Officers should realise that the objective is to develop an officer so that he/she
realises his/fer trde potential. It s not meadnt to be a fault finding process but a2 developmem’ai ane, The
_Reporting Officer and the Rewewrng 'Officer should nol shy away from reperiing shortcnmmgs in pen‘ormance
3 attitudes or overall persanalsty of the officer reporied upon. . .

R ﬁmmmmwmwmmﬁqzﬁﬁﬂémwﬁﬁmm?ﬁ‘

ﬁﬁ?%mm%mm%a#mﬁmﬁm%mmm;
3. ‘The columns shouid be filled with due care and attention and after devoling adeqaxate time.. Any
altempt to fi H the report in a casual or superficial manner will be easily dascermble to the higher autharilies.

nﬁmﬂwaﬁaﬂﬂwaﬁ%mﬁm%ﬁﬁqﬁﬁmﬁmm#ﬁﬂév&m
mmamwﬁqﬁmm%ﬁ%wmaﬁwmﬂﬂﬁﬁwq%aﬁfaﬁ’.
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"4, If the Reviewing-ﬂmhomy'rs'saﬂsﬂed‘mm the Repoiliiig AGIRORY had made the report without due
care and. attershon, he / she shali record a remark to the effect in Part V, Column 2. The Government shall -
enter the remarks in_the Confidential Roli of the Reperting Authority..
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e The Reporting Officer shall, in the beginmng of the year, assugn targets / goais (in guantitalive ar;
other*terrns) to each of the offlcers with réspect to whom he s required to report upen for completion during;

the year. In the case of an officar taking up a new post in the course of repomng year, such targets/ goaISr

shall be set at the time of assurnplion of the new charge i
G mﬁwmwmwmmmmwmgmmmw |
'maﬁmwmﬁmsﬁtmmwmﬁﬁmaﬁ?mmﬂmmmmmﬂ'
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g. The targets should be clearly known dnd understood by both the officers concerned. While fixing!
the targets, priority should be assigned item-wise, taking int consideration the nature and the area of

work and any special.features that-may be specific to the nature or the area. of the work of the officer ta be|. -
reparted upon ' ,

Y- wﬁmﬁ—ﬁmmmawaﬁaﬁw@wmaﬁm% qﬁa‘amaﬁwﬁﬁw
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- Although performance appraisal is a year-ered exemse in order that it may be a (ool for human

rescurce development, the Reporting Officer and the officer seported upon shold meet during the course of -

the year at regular intervals to review the pes‘fomance and to take necessary. camreclive steps ‘by way of
advice efc. . ‘

& Wmmma&wﬁwwmmmﬁiﬁmaﬁ%$$ﬁﬁwm_
Y6 ¥, 6N BE-FrenEe, SR, SeER nul S @1 JUNE aR-wd e yega v o

& h should be {he endeavour of each appraiser to present the truest possibie picture of the appraisee
in regard to his / her perforrnance, c.onduct behakur and potentsal

% mwﬁaﬁmmwﬁmww% ﬁtﬂéﬁm#mﬁﬁ—ﬁmﬂwﬁ%

B Assessment should be conﬁned o the apptaisees perfonnance during the penod nof report only. |

.
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W~me—ms‘tmﬁlwwﬁsﬁawﬁm#Wmmmwwﬁa i
feurfl < W TRY)y |

16>  Some posis of the same rank may be more exacﬁng than others. The degreée of stress and sirain

in any-post may also vary from time to time. These facis should be.borne in ming dunng appraisal and
. should be commented upon appropriately.
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NOTE : The following precedure should be followed in filling up the column relating to integrity.

(a}

(@)

©

"mmﬁw;mﬁmmﬁ%.mW'mhmm‘i:‘

If the Officer’s integrity is beyond doubt, it may be so stated.

If there Is any doubt or suspicion, the column should be left blanik and- action taken as under:

O W by -

A separate secret note should be recorded and followed up. A copy 6f the note should also be sent

~togetiier with the Confidential Report to the next superior Officer who will ensare-thet the follow up

.action is taken expeditiously. Where it is not possibie. either to certify the integrity or to record the
-secref note, the Reporting Officer should stale either that he-had not watched the officer's work for

case may be. .

R AT TR B v, T u{m‘a; & o ¢ ?ﬁa&m@m@@m

. Sufficient timeto form a deﬁnitejudg’emeqt or that he had heard nothing against the officer, as the

if, as a result: of the foliow up action, the doubts or Suspicions” are cleared, the officer’s integrity
- shouild be certified and an entry made accordingly in the Confidential Report. ‘ ‘ -

o
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If the doubts or suspicions are reconfirmed, this fact should.also be resorded-and doly communicated

- totheoffiver concerned.

@
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HR-(0) ¥ wg sqeR wRaE @ e Ay . ‘ '
if as a result of the follow up action, the doubls or susplciins are nefther cleaseq not confirmed the
officer’s conduct should be watched for a further period-and thereafler action taken as indicated at
{b) ahd {z) above. . : T o ‘ S
- (78 sare &1 Tty siws W 43/v/ 68, YT (5) R RLEEY)
- {Ministry of Home Affairs O.M. N6, 51/4/54-EsH. (), Dafed 21.6.1965) -
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-When a Reporting Officer cannet in faimess to himself and to the Gwemment sarvant reported

upon, either certify Integrity or make an adverse entry or even be in possession of any information
which would enable Him te make a secret report to the Head of the Department, j.e, when a

.Gavemmmm.smussemng-m aremote statlon and the Reporting Officer has not had occasior:

to watch his work closely or when a Governiment servant has worked under the Reporting Officer . |
oily fisr 4 Brief period or has been on fong leave, etc., the Reporting Officer shauld make an entry
in the integrity cofumn o the effect that he has not watched the Govermnment 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 factusl statement to which
ihere can he no ob;ectlon But it is; .necessary that a superior officer should make every effort to
form a definite gudgement about’ the integrity of those workmg under hlm. as eaﬂy 25 pass&bie so |
that he may be able to make a posihve statement. .- . o

{G L, D B &A R., O.M. No. 51/4/T2-Estt. (A) dated the ZOtHMax 1872) -
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