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present grade
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Ry smftr & dhkrs wrag § 9 | Name of Officer& Date from which attached

Name of Officer with designation with whom
aftached during the period under report
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{To be filled in by the Officer reported upon)

(o wiiel w3 e st A caeds ag )
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Brief resume of the work done by you during? the yearfperlod BrOME eennnnrmnnn 88 covriennannn
(The resumse to be furnished should be limited to 100 words) '
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Please aiso indicate :tems in which there have been significantly higher achievements and your
coniribution thereto,
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" Please state, brisfly, the shortfafls in your input and reasons therefore, if any.
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Please staie whether the annual refum on immoveabie property for the precedi lng calendar year

was filad within the prescribed date i.e. 31% January of the year following the -kendar year. 14
not, the date of filing Ihe retumn should be given.
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Does the Reporting Officer agree with the statement mede in part 27 If not, the extent of
disagreement and reasons thereof,
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Numerical grading is to be awarded for each of the attrlbute by the reporting authority which
should be on a scale of 1-10, whers 4 refers fo the lowest grade and 10 1o the highest,
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(Please read carefully the guidelines before filling the antrias)
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(A) Assessment of work output (weightage to this Section would be 40%}
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i) Quality of work and level of professional skill
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ii) Trust worthiness in handling secret ehd top sscret matters and papers
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i) Maintenance of engagsmant dlary and imely submission of necessary papers
for meefings, interviews, etc. o
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W}y Accomplishment of axceptional work/ unforeseen tasks performed.
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Overall Grading on "Work Output’ (Total [j to Iv] /4)
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(B} Assessment of personal atiributes {waightage to this section would be 30%)
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i) Attitude fo work
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i} Inteligence, keenness and industry
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iv) Sense of responsibility
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v) Communication skills ) . ~
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v} Leadership qualiies
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wi) Ability to work in team
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vil§) Ability to meet deadline
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Overall Grading on ‘Personal Atiributes’ (Total [i to viil} /8)
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(C) Assessment of functional competancy (weightage to this section would be 30%)
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0 Abliity to draft notes, letier minutes, brisfs and abllity to prapare summary ste.
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i) _Strategic planning sbilty
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- | i) _inter-personal relations
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iv) Coordination abiity
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v) Effective lisiscn, initistive and tact in desiing with telephorie cafis & visior

Vi) Sederee aeraTt & R g 3k St we o deaer
vi) Ability io motivate and develop subordinates
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Overall Grading on ‘Functional Compatency’ (Total {i to iv] /)
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Note: The overall grading will be hased on addition of the mean vaiue of each group of indicaters in

proportion to weightage assigned.
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{plesas comment on the officer's accesaibility fo the public and responsivaness to their needs)
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Stats of Health
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integrity {Plesse commeant on the integrity of the officer)
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Pen Piciure by Reporing Cfficer {in about 100 words) on the overail quslities of the officer Including area of
s!wlhs and {easer sirength, extraordinary echisvamenis, significant faliures and attitude towards weaker

Tl & B % WUE %, W T 7 31 & o & UK R 40 b AN W oy GRAST @R
Overall numerical grading on the basis of weightags given in Section A, B, and C in Part-Jll of ths Report.
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Form writh & high serse of responsibikity. . . ‘
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et Rt % forer A wvdy T W R B _ & -
RepcrﬁngOﬁcmshauldrez]izeﬁut&zeob}ecﬁveiswdevelopmoﬁﬁcerqo’&mt}w/alwmaﬂzeshhﬂm
true potential Tt is not mesnt  be a fault finding process but a developmental one. The. Reporting
Oﬁoermdmtﬁynmyﬁommpommmmpmfmm,&ﬁmdawmﬂpemmﬁq
of the officer reported irpon. :
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“The Hems should be filled with due care and aﬂen&dnandafmdevoﬁng adequate time, Any attempt o
ﬁ]lﬁ:etepmmacamlmsnwtﬁdﬁnmuwﬂibemﬂydmbkwhm@ﬂm&odﬂs. .
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Everyamwershaﬂhegivenkmmuaﬁvefomaceptwherenumaimlgmﬂingsistnbeawnrded.,‘l’l'le
space provided indicates the desired length of the answer. Words and phrases should be chosen carefully

end should accurstely refiect the intention of the officer recording the answer. Urambigeous and simple
language may be used.
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is required to report upon for completion during the yesr. In the case of an officer taking up & new postin
the course of the reporting yesr, such targets/gosls shall be set at the time of assumption of the new -
change. ﬁmﬁsks/mgeﬁsashwiddmﬂybehwwﬂmdundamdby&mboﬂlﬂwofﬁmmcmmed.
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Although performance appraisal is a year-end exercise, in osder that # may be s too] for human resousce

development; the Reporting Officer shouid at regular intervals review fhe performance and teke necessary
cortective steps by way of advice etr, -
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regend to his/her performmce, conduct, behaviour and potential. o .
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Assessment should be confined ko the appraises’s performance during the period of report only
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