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€374 ATl e FrizvmETetes wd fawrmerga/ s v g/
EARI R R ECH

919. 99 FATHA FAHTT (STATI1)

q9¢. HETHATG S, AlfRd] g SIS AETHaTSIIad, Ha8-800033.

Q. Fras i, HrRITET-93, A= U3+ [GHT1, #3165, a8-800033.

g7

U ¢ Il 8
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e Aol e wema AT, Hie : HUEHseR-9399/9.55.46/9%, . 02.03.2090 Wigdd

gRfAre-ar
e “3” wefies Iy St Aierardt HRIEHT Eare
Performance Appraisal report for Group -A Government Officers
HEUATY 3rgdTesral dresrafd - IR e
(Appraisal report for the period from to )
4T 9 ( Section -9)

SIRATYT Z11A R1garE) Jifgdl (To be filled in by Establishment section)

(Name of the officer reported upon)

R. e (Cadre)

3. 9 f&=11® (Date of Birth)

¥ . TY 9 (Present Post )

Department / office)

y. e PRl g yafdaiaT aiftrer aien auziies (Details of Reporting and Reviewing officers)

(Reviewing officer)

14 (Name) &I (Designation)|  HTSTEMR (Period)
@) gfcdes e
(Reporting officer)
@) A IE ARHR]

g Q¢ At y
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&. ﬂ'ﬁlﬂ'ﬂ"‘f Wﬁ'ﬁﬁ Nf| ('HTfBTE_rW aﬂuﬁmﬁﬁm GLEI) (Details of leave and absence due to other reasons

during period under report) -

HIBTAM (Period)

TR (Type) Remarks (?R'I)

@) ¥V ( Leave)

@) g BRY ([921g &) S Dl
farFmoRarfl gl /HR. (Other
reasons (specify) such as
absconding, unauthorized absence,
etc.)

. uRrAeT Fwrera Sdeedn ufervmEr quzfies (Detalls of training undergone during period under report)

3. PHISHTE (Period) : _
®.| R (from) W (to) T (Institute) o (Subject)
q.
.
3.
¢, Wdfta eI geausTen arfle asfwda Rees /7 gAfdeis sifterd wuE o ke

' Tﬁﬂ*ﬂ‘ﬂ/‘f{c"ﬂw arearaTdal dusfla (Details of Confidential/Assessment  Reports not Written/
Reviewed, as Reporting/ Reviewing officer, by officer under report upto previous assessment year)

PHIHTAR (Period) wftrags/yafdaia mﬁqﬁ.m
31.5h. : Y&+ (Name and Designation of
URYA (from) - i (to) (Reporting/Review) 3
officer/employee)
.
Q.
2%

Q. wrifles autear f§. 39 wiredl erava aiffe wreswren fAavvrys Wdfda
TifmRITSS WGy Bedrar f&1id (Date of filing Assets and Liability

et (Date) =
feepTur (Place):-

statement of previous year to concerned authority.)

STRATIHT/ARHYVT ST Ui =1e, g1 9 e
Name, Designation and signature of Establishment /processing officer

g ¢ Yt §
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T - Q ( Section-2)

JEdre) (Self-Appraisal Report)

(i wfrdes @ iieie elde a siftiardl/adard A srrayrt mfed)

(To be filled in by officer/ employee reported upon and reviewed)

9, gRY] FAN USTaS B0 AR RIS ] BrATd NS avvr (Brief description of tasks

2. oI/ aRreATE SSERER SR FrEre anfor SRRIE (Work plan and output during the

year or period reported upon) -

e (Deliverables) B IR ‘Iﬂf PAS gEIe
33p. | HGAT B (Task | Goawir! (nitials) ey (Actual Achievement)
(Sr. to be performed) (Mid Year)
No.)
9.
2.
3.

3. GHIRTC / GeN SIS IR e 8-4 HecTRI 9 Sgia-1a drai Wik quis (List 4-5 important
" and noteworthy works done during the period) (900 2TeqT)

¥. O SEIS U] §19; Tdhes] A8 1d, cThIa scedn srsavil (Difficulties faced in not achieving certain

targets)

Pl el
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Y, PRIST] GrafavardLiar Wd:¥ awId ared 39 e 815 (Mention areas of required training

which you feel necessary for higher efficiency)

Scred] QarbTesTaerd! (for near future in service period)
A1l QardTSaftRIe) (for long term service period)

§. 3ol wikrdEs it srcieur i@ =riada)/evaraiasial affe
BRIFRAS TR Peb MR BII? - 819 / 18 (Have you prepared Annual Work
Plan for officers /employees for whom you are reporting officer ? :- Yes / No)
. 91T aiear {2, 39 wrd sravd arfife wreswar favvrs Hafta mite=nes
Y &6 TR B ? 811/ A1E), WIER $ob RIUR &) (Whether Assets and
Liability statement of previous year, submitted to concerned authority? - Yes /
No, Date of submission, if submitted)

ST (Place)
fe=iap (Date) SrftreT=ar) e, - g g

Signature, Name and Designation of officer

Uss ¢ Tl ¢
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T3 (Section 3)
vferaeT srferr=am= feseTagren Jeumge srEqre

Performance Appraisal Report prepared by reporting officer

9. W R WL TG HYUATH $Ted o] YdHeu FHRvT STgdres il Sy Wewd AT H1U? T,
avlfRuciiaaia aifmmg enda. (Whether you agree with self-assessment recorded in part two? If not,

then state factual position)

2. uRrdes Sramafda ur TreSen eyl 7 SgaEty dHiRicid smue we iR gard. (Offer

your remarks on important and noteworthy works mentioned in self-assessment report)

ﬂ?ﬁ'ﬁ&ﬁﬁ?ﬁ?ﬁ 3 . (Has the officer/employee reported upon met with significant failures in

respect of his work ? If yes, please furnish factual details)

En: g R e —

(Do you agree with the skill up-gradation needs as identified by the officer ?)

y. JfreRY/adar aidl Ry, sriepd a Safde qEafned gamad e, (Gradation on
“works completed, efficiency and personal attributes by officers/ employees) {9-90 a1 FfRw Iurid=T

| QT AT, } {Grade should be 1-10}

s ¢ U §
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3 3 :
o 7 T arfereT siferer=rie
: Reporting (Review ey
Sr.No. Points Y
Officer Officer) (Signature of
Review Officer)
9 | SREiHUR T e sl
iﬂ?ﬂ (Accomplishment of planned
work)
R | e HEn &S (Quality of
Output)
3 | o SeEE/ aRredyel e
(Accomplishment of exceptional work
/unforeseen tasks performed)
DI AT T AR YT+
( Average gradation on Work
completion)
9 Hofqre TriRTed (Personal attributes) (4I¥7d& 30 % Jweightage 30 %)
| vfedes | gAfdeta RECICE]
3rfdraT JferepT JferaT=iE
. 3 . .
g " Reporting (Review e}
Officer Officer) (Signature of
Review Officer)
9 | SEETETE TTDIA (Attitude to
waork)
R | SErEERIEl Sl (Sense of
responsibility)
3 | adwuro acdve 9 @fdie (Overall
bearing and Personality)
¥ | Wi e (Emotional stability)
4 idTe ®l3Ted (Communication Skills)
g | *ifcres 82 anfor arraerte v
YUYl $es (Moral Courage and
willingness to take professional stand)
9 | AT (Leadership qualities)

g ¢ Ul 90
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fada erowaied B HRuard) e

(Capacity to work in time limit)

Jufaae qurdfitey ar geaTe
[RTERT IUIi+ ( Average gradation
on Personal Attributes)

@) BIIEHT (Efficiency) (WIVId& 30 % Jweightage 30 %)

3.5h.
Sr.No.

e

(items)

uferdast

T
Reporting

Officer

yefdetaT
e

(Review
Officer)

Yt
AferenT=ait
LI
(Signature of
Review Officer)

et srae, Fraw a vafea
&yl enfere g A s
(Knowledge of relevant Acts/
Rules/procedures/IT Skill and
awareness of local norms in the
relevant area)

BlaTeayul ST & (Strategic

planning ability)

@ FUig 8+ 6 Sevar e
(Decision making ability)

SYHHBIIET (Initiative)

FDHTY AA0ER =g wrgogrd
&HT (Ability to co-ordinate with other
government agencies in relation to
work.)

BT I HHET=IT IR o) Aol
i fasa=rdl &9 (Ability to
motivate and develop
subordinates/work in a team)

BRIETTAT IT FTHT T Ul
( Average gradation on Work

efficiency)

yss ¢ et 99
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4. Hafera s WA 9 aiR=EEd e WA N gy (g it sRieard
WEd RAEEad) IR B LiCH Elﬂ'l?ﬁﬂ) (Offer your remarks on character and integrity (if remarks are

negative, then mention instances)

. AMferepTY/ A UiE Uhadia egHIIH (SR SIRET 900 3168) (Overall Assessment of

officer/employee (Maximum 100 words)

e e rftrerare aevr, Suitar anfor i e, afget g armaaiaiaEad e

i FHTERT 3L (Include Strengths and lesser strengths and his attitude towards disabled persons,
- women and Backward classes)

assignment(At least 4))

- ¢. Qe ulie (Overall Gradation)

f&® (Place)
fa+1i® (Date ) ufdres aiftre=ard) we, wra 9 g

Signature, Name & Designation of Reporting Officer

g3 ¢ UBT R
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T ¥-4 (Section 4-B)

Yfde@ s (Review)
Yeldestan= siftrepT=are ST (Remarks of Reviewing Officer)

|17 3 Aefles Hei=n e A Soedn eufruiRomzl GEHd SETd 197 (Do you agree with assessment
of Reporting Officer on work done, efficiency, personal attributes in part 3 of concerned officer?)

[ B (Yes) | 918l (No) |

2. WeHd Ty, duldres @ &R endld (In case of difference of opinion details and reasons for the
same may be given)

3. ATAFHTATE Y YegHIIT (SIRKIT SIRE 900 3765 ) (Overall Assessment of officer (Maximum
100 words)

e Wl Tt e, suftar anfor e wrad), afden @ armaadiigiaadar esfeis i e
ST, (Include Strengths and lesser strengths and his attitude towards disabled persons, women and
Backward classes)

8. e " wele AfERIE, wEren A/ SRisH  iMequnavivdis  wri
fSreairery/ i sigaa aiFi So e geawme fa=R gvard s (Considered assessment of
Group “A” officers in relation to the implementation of schemes/programs of Government by
collector/Divisional Commissioner)

| ®a(Yes) | FEI(No) | @I FIE (Not Applicable) |

4. yeles Frgeriiandl erdasmemad Rered (@i & 8)(Recommendations relating to domain

assignment(At least 4))
q. R

3.

8. UsaIe YUIieh+ (Overall Gradation) -
{ 9-90 a1 wATET urieT SvarR A, }

fa@Tor (Place) -
fe=ias (Date) - AT arferemr=aret e, g 9 g
Signature, Name & Designation of Reviewing Officer
M= SrEarcTd) Braiiepd el WHel Morol, MY SredTeTd] BIAifde Sl d e SATBTE/DHar) A1 ST
yrafareaTy uH i, -
fersiep -
Wt sifmrl/eiand g wd a R @ wpvr i i A1, TS q wie

Uss ¢ Ul 98
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e Frof, arm R R, i UEeiR-999/9.55.246/9%T, . 02.02.2090 Wiedd
“aRRRre-g”

RT5Y FMTHBIY JferT=aTe P eHIG Srgdres fesfEvarard) aearemor g
Q. SR

9.9 NISY ARG IAMRAGATET SRECIHI IEATs & Hew@rdl edias e,
BRIGHII  Srgarea iftrar=iedr Ydies Rl gera anfor syl
STl i) IR SR SR JEdTe fosfaul srazge ane.

93 HIRIYEIHIY EdTes fafEor 81 baw Yeuwraw uftea g rfle=uicar e a
sifRteror Aid RIS SRogTandl SuyEd W R @rdl 9ii) $iiel e,
yfrde= ity € e e Sddll st &Y, SR T JEdrsmEn go
Seal &1 SifAdRIHT fRepRia SR s/ 3R SIudo e el WIRg=AT &
AT 9 Bk, BRYeTATT Edies 8 el dyva FresiEm
3oroaTTSl YA A i e dvara W g, genfy,  ufEes
SR Edres fofearr wea smiRmde, arvamde fhar yheada
aferrrearEles Fiar «Raes Seiea Bl sufarT aie.

9.3 BRIYCIHIYT AEdraTl Jd I Al € iy sesiydes wRid) g
ARITS! YRAT o plaral. HRIYeIHI searamdia qfed & sy a
ARG Ygl= WRUGT SR o RSt el faziamg Age.

9.8 BIRIYIHATY Sfgdres 81 quied 2iac! qul mrragret wfshar srrolt a¥) e idfia
i arcie s @ gy o uRRienn ugrard) a¥iE Hieg S
SNfErpT=ATeT BIHBTSTE STl HUAATd) MfoT e aasdds QT YRy
PBRUYTATS] FHHRTT SIS BIATAENIR Teer Hare e} TR 3.

2. 119

.49 a1 uRBremdie it € weraein Ay eriearen dveer aifrerai
WRTGAT] 3112. DRYeIHITaT Breraet Hyof sfcrdes o wgurora 9 ufiies & 39 7
farar quiies @rél afewiar (@ afewuiten eiffie) sry 21dhe. Sier ulde
DTTael] BT WYVl aYURTET 31 el Ol YEIBUHI0 & dHIal; S&1.30009-300¢.
SieeT yfraesrar Srarae 81 Ue guien o ofie el uRkheT g% seara d
Huedrd fetie g HEd, 9ar. f3 90 R, 0000 A 39 AT, 00¢.

Uss Q¢ BT Y
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R

.3

R.Y

3. M- R

3.9

IR

33

3.8

T PRI ST yard! daael anfor R S ug (ue=r nfor srafe)
anfor s festieTarRg AV, /R ug aRo SR A @ f&F e T o
TP TR,

gt AferpT=ire Ard i1 ygnT T3 BRuATd ATd. QAN BIIHeRHTE
BHRUAT Al TS AT AMBIITT Y BIVST HTGR HRIGITAT I8 < T,

woft, wReror anfr sex eRvie ReeiaEdar sromEd e ar armEEe
VHTATE T BRI a3 3MTe. W Afirmr=ui dase ufero, Hewn
favos weardt afim afr @/ somEdtles wd
s/ aaen . Arfle gufen adeuwgd s@dera
uRre/gAfd@ied ve ame far &8 areraad sl grndi=ar e
WRUYTE ITel.

IRl STgdTes Mo QUIIT Siferepr=ai= weweny e/ wda anfor
STETeETT ATaradd! At T adwrEnRorl oo Herr it wreaied gyl €
wifecht gega arardl. (Bullet Form)

4 aferer=ai s Wyl quidies M @i s fdavord= (Work Plan)
uferde= frpT=aear WeHda TR dRrd. A7 fAarumEne) g afyRme)
FRraare sl (R srRieedy SHMesTE) aade bmEr. & ad
HRIGE) auter Yodrid (. 9 STar) Go exid) nfor sl o &, 30 vl
wid siftw @l ahwRred gfkes e aeoena smftenr kg
ferarorg=T quier qegraeiy woel Gilar/siaeiar Afeamed yAfdaiaT e,
TR b fAaRUHTTER PE] g4 SN AT IS HRE 3. 39 sffaeiar
ufq 2 faeroma sifem wva.

BT fAERUE TUR Sedr=aR, eaAr= draure] Jafd aftrerid i
Y HYUYI U< 31T2) da el 81 2rehel. TATR, YT TR Hdh qITS! GehTuer
a1fres @1 faaRoraae) srazrardr ATe)., srftrar=ian auiweies wrdaTes snfor cten
BHHEfes AEUTT AT D1 fAaRoTgEIeT I YeHTa RV AT, HeArae
eIl FHRVIME ST HegHad, ufgedr fommdivdie araw anfr Lower
Performance Profile faaRTd Ol 31d3d4 aMT.

yAfdee iftie=IRT |re/fien saaie-et snfdr qrennd Savarard) wey
PRI, BRIYEIHIT  3edlc, ayiedl Yoarda Wedd bojedl s qeafia

g5s ¢ Yl 9§
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34

3.8

3.0

6

38

8. HIT-3

¥.9

YAt Podedr B fRavuraarer R weaid (Accomplishments) HeHTq
SRl AR eI dRrEared] W e wr? wefie ddfa

IS HIfae wRo TaEad AT,

BRIfIRUYE & HYUqU GRS FOUTd UATE] azdddl el e
wrIfesaees ygiard! @1 faeRv=med e wedidr (Targets) THIAT 319
31ches, N HATH AN UgATS] WIEd dHTaTea SRV Sexia ATHed SH1aaT 3
AP,

-} & A= /Rl adwerdls smin ufafdfaa svvar d6 2a)
anfor wurea /frean Wi @/RM g wRTa wRErean sl Rdd seiia anrer
g3, drvrrgl e wdwERr s Sdfle W ey aeeH
febar smaepresi aRfRRIAH Paresan srarefi B0 (ST, Wer Yhu/qR) ganfs
HeqHIY= Rl Gdfta siffee @rerv/faer s e damfie
DRICAHE GUROT HRUATH iy wfdieror Svar srazadar ared, o g &0l
3D 3Tz 3721 fAfRre e=rdie Bizrey aefqvarard) @m/RM sasad o fhar
Wﬁﬁmﬁﬁ“ﬁm(&epsﬂﬁmﬂnﬁ/ﬁﬁwmmm.

FT HRIYeTAT TSIl HR&IG WA (Career Progression) Ugdld
aieraard] aiegrofl HvdTeR 31 MR QUTT 36T ST aTdld dTferdar oy
DRI B IUHRS Y Ihelre. AT BT 3R gafvara A &), ura
auie farar garer wia Frizon siftrar=im, o s 3erfres snfor ufReror erimary
SufRRrd wfee sied, o wrdsmHied fieress o/l i bee amawiis
o g g 9-2 wee i< Suse $o Reary wew aifkd
e AfaEiie dRaE widt fare gardss.

HEUHIG DRIGATe JRIBT=AT 31U #<ll 4 S faavorg= ey dHeara anfor
A/t = s ufddes st sned, wi aiffe wrl v gur
BT TR U, YT MITT S 318,

9AT-3 wed gfdes s, Wl wed ddta siierui faReen
R eafERor srEeTaTaR SRy 91 anfd faziea: a1 srEdra g doeur
qreizft (Accomplishments) W&#d 3Med fbar &, & & H0 nifdr are.
nfcrdes st sieda sRyear A/l sar faRre gensh sreda amed o
farzysear =re @xrda anfor sriswcdl HR Swlier Tie Hrdid.

ysg ¢ Yl 90
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8.2

¥.3

8.8

8.4

R, a1 G Hiae A, Gt e e doedr dlarey
GUROIET RO AMNHR TS BT IMaT P e

ST AT AP DRy faRE v uRkideT siffen) wifersia ot
(Numerical Grade) & e, Wax VI & BT Uil U &S
FEHEE W A b)) HERS PSSl d6 it wed  foe
Frr/eriveER B Ul FRAFT Seae! Tl e $I, § adle [arE 5o
3T AR,

mfcraes siftresr=ar et aRyular, dafdaa quiafire snfor erierd arigld
e UTiE TS BT,

nftrdes st Gdftra siftrerarer wadlaEd smue wd IHET 3 7 TS
&1, wEdlaEd S e exar AR/fos dae @rer/fden e
Fardiyrd Refia = daar Afdedr Sdlle faria rdl, szl ddfta @
WREHT WicsTes brivge Saesquard ardl.

) ST ward) AR ST RTHT] THE HRd,

i) TR ATHED DTE] AT ST, [ IDBI1 DIRT STUIT ATeT JATOT ETeh A HHTO
DI THTUTT ATl

a) e I fewofl Squara AT} anfdr @IER UISYRIET HRUYK Ardl. Ha
feudi=l wa aRws eI aiffe sRiqea s Ea@™Ed
T e ATe), Sivtes ureyRrerdl wriarel 2fenTdE wxvard siell e
SV I 9@, RN HHxell ufEes el ¥ wa wew
HUYTYGEAT RIN BISEaeard! siferiid &r uiftes el fdar ddfta

b) rSYRTETE Fehyi-ar, IR g Aoy =i waic! yaiforw ol
31T TSATY] R EIHTI TEdTer el wiia QU a1d).

0) SR WA WIRYS SriedTdl @rE sireard Q) |l guar grd) anfor
qraTEa e st Hofavard g,

d) UTeYRTETEA FShNIFER SIX 31 §) ST 18] fdbal yaebie] giie! el oiv,
arfererT=ier aciTar Yedies resaefivre) eer Sard i @i adles (o) anfor
(c) e TH& PATTAR HIare] Hd).

¥.5  wufdes e, et sife=amar gaffior gwit snfor s =), wfeer @

AR TaTeEr el grarderd quiHeTd sER THE BRI, § SR qo0
73 3¢ Ut 9¢
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8.0

¥.l

areaTar S rae onfdr el wale aiftieraTh gevem anfr svfiaive
ot furiEr Sgi HRUATET YA HRIET. U (pen-picture) FEUIST AT WRTTT Y&
o3& AT e I gfee o) yravt 2.

vfcdes atftrepr-ar @O data siferren widt wridEEEa Brereh
BRI 3. DRIEETETH IaTexol yReT 9o HE THa HRUATd 3MTeh 3.

AT 319d], uiideT siffeEaE 9 9 9o A1 waiRd wdwRR PUiid THe
BRIGUT 318, 9 © YA quichT A 9o & ifeher orier] a3ifaa.

4. WA Y- 3

4.9

&. AT -9

&.9

& Yo Regi®rerl/furia sgead o 99 & ofe A9 R,
Rzl wria sigad aifl 7 $3e qdamR quieT Y eteT
SrfErepT=ai wre/ e YeamTas e HxarE R s,

81 YO GAldels AfRerI wREgEr e, ukidedT affiere oedn
ool wEHd 3 fhar &9 AeEd e w01 feid eiR. yHfdeie
SIErBT=T 9 o 9o AT HYTad WeATEROT Yuiih+ TS BRI 3R

. WifeEgat urid

9.9

V.

wferde anfdr gafdeies st g=ima el quie (Numerial Grade) T&T
HRIGUTA JTed. & 9 V90 27 FATT T, 9 & R urich=T 3nfor qo & arfrerern
uiichT gifa. 37 3afére e @Y, 9 fébar 2 @ ot (a1 ko febar ey
STqURITe] ST e ol B Qrasrl qo fdhar § 4t urich-rean qrad
e fafdre wreaie srge el B0 sfasyd e, 9-2 fhar Q-90 & uric
e Taoura Sfa sRiear QT R SR iR, Hifeyay quiic e
fepar gl @ deyear snfor e st awer sRicear 3y aiftieraizh
AT GO+ YSGHIY PR,

ETEROT 07T 9 MMM 2 & “&” WHSIUATd AT, 3TY & “& FHOTAT UMY, &
d ¢ & “3” HoTudTe AT 31OT § MM qo B I * 3+ WHOTUATT ITd,

g% ¢ Ul 9%
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0.3 WRi® (Weightage) 3T GRRII (Mean)

SR, Jafdid orafiresr afor Srierdr a1 T RIS UATd 31T M.
GAATERYT YOI+ & Heldh MeTe]] HRID e FHIVI SRS ed] ARTARe] dRolday

(@TIYRICT AT TTeTe JAATERY OTieh x ) + (afdres qoraf3re:] a1 erd WeATenR oy Qi
X 3) + (PTIHT AT T AR VI x 3)

20

&, Hh<TH (Disclosure) -

¢.9 YegHIATA] HIYUEEAME) Afth GSuun gdl. SRIeHTT  3fEdle 3ifer
¢ SI¥ATT (Representation) -

BRAGEUHIYT  JEdTTdes Ug =l qraaudid =1 A= 2=1feoes (orid)
grareere fa¥re qrafie FRemr sremaR sfRw=IT JeaHTas HYugrd e
gfcrde anfr yafdeie afrer, dad Hrivd sradie av @i il qrrfao)
SqugTd grad. e WiRER) sifrear e e diegd aifta gEaie
Ul araudrd fdar &l dYvar e av urErEden ol sroive
(U UTd. WerA W= el Mok sifcm s,

Q. HIAHIHYT EdTes Yol HRUATS SIS
R.A WIS ABIUFD BT hIRY YTesUTel AT =~
uRrde ay - snf¥e ay
BT aifom aria
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Government Resolution, General Administration Department, No.;: CFR-1211/C.R. 257/XIll,

dated 02.02.2017
“Annexure-B”

General Guidelines for writing Performance Appraisal Reports of State Government Officers

1 Introduction

14

1.2

1.3

1.4

The Performance Appraisal Report is an important document. It provides the basic and
vital inputs for further development of an officer. The officer reported upon, the
Reporting Authority and Reviewing Authority should therefore, undertake the duty of
filling up the form with a high sense of responsibility.

Performance appraisal should be used as a tool for career planning and training,
rather than a mere judgmental exercise. Reporting Authorities 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 faultfinding process but a developmental tool. The Reporting
Authority and the Reviewing Authority should not shy away from reporting
shortcomings in performance, attitudes or overall personality of the officer reported
upon.

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 authorities.

Although the actual documentation of performance appraisal is a year-end exercise, in
order that it may be a tool for human resource development, career planning and
training, rather than a mere judgmental exercise, the Reporting Authority and the
officer reported upon should meet during the course of the year at regular intervals
to review the performance and to take necessary corrective steps.

2. Section-l

2.1

2.2

23

2.4

This Section should be filled up by the processing officer in the Administrative
Deptt./office. Period of report could either be the entire reporting year, namely, from
15t of April to 315t March or a part of the year (exceeding 3 months). In case the period
of report is a full year, it should be indicated accordingly; for example, 2007-2008. In
case the period of report is less than the entire year, specific start and end dates should

be indicated, for example, 10th September 2007 - 315t March 2008.

Information on the present grade (pay-scale) as well as present post (actual designation
and organization) and the date from which he/she has been on his/her present post
needs to be mentioned.

In the table relating to reporting and reviewing authorities the name and designation
of the reporting and reviewing authorities should be mentioned so that the officer
reported upon is clear about whom he/she is required to send the report.

The period of absence from duty, on leave, training, or for other reasons, should also
be mentioned in this section in the table provided for the purpose. Details of the
training attended, date of filing of property returns and whether the officer reported
upon has reported/reviewed and the annual performance report of all his/her
subordinate officers for the previous year should be mentioned in the table for the
purpose.
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3, Section-ll

3.1

3.2

3.3

3.4

35

3.6

3.7

3.8

The officer reported upon is first required to give brief description of his/her duties and
responsibilities, which would normally not exceed about 100 words. Ideally, this should
be in bullet form.

All officers are required to develop a work plan for the year and agree upon the same
with the reporting officer. The work plan should incorporate the relative annual work
rhythm and budgetary cycle. This exercise is to be carried out at the beginning of the

year and finalized by 30th April, positively. In case of a change of the reporting officer
during the year, the work plan agreed with the previous reporting officer would continue
to apply. The work plan agreed upon at the beginning of the year has to be reviewed
again during the month of September/October as a mid-year exercise and finalized

by 315t October. Based on this review the work plan may undergo some changes
from that originally prepared.

After the work plan is prepared, it is possible that the officer reported upon is
transferred out. There need not be more than one work plan for one post each year.
The period spent by the officer during the year and his contribution could be
considered for evaluating his performance against the work plan. In the case of mid-
term transfers, continuity and assessment of work and the lower performance profile
in the first quarter should be taken into consideration.

The work plans, duly signed by the officer reported upon and the reporting authority
has to be submitted to the reviewing authority for his/her perusal and custody. The
performance appraisal form provides for an assessment of the accomplishments vis-a-
vis the work plan agreed at the commencement of the year and reviewed mid- year.
The officer reported upon is required to fill up the table provided for the purpose in
Section-Il.

It is not necessary that the work plan should be entirely quantitative in nature. While
for field level posts, the work plan would consist essentially of quantifiable targets, for
Mantralaya level posts it would consist of policy objectives to be achieved etc.

Section |l also provides an opportunity for the officer to reflect upon his/her
performance during the year and indicate one item which he/she thought was a
significant contributions made by him/her during the year. It is always possible for any
officer to make significant contribution even in activities otherwise regarded as
routine in nature. Examples of such contribution may be the successful organization of
a major event like the Kumbh Mela or successful conclusion of an activity that has
been going on for a long time, or even successful dealing of an emergency (e.g. major
earth quake/flood) would certainly be an exceptional contribution,

The officer reported upon is required to indicate specific areas in which he/she feels
the need to upgrade skills and attend training programs. He/she should also mention
the specific steps that he/she has taken or proposes to take to upgrade his/her skills in
the identified area.

There is an increased emphasis on competency building in the new performance
appraisal and career progression system. There would be a premium on competency
and skill up-gradation. Hence, all officers are advised, through a note in Section Il, to
keep the cadre controlling authority informed, at least once in five years, of all
educational and training programs attended, including the details of marks/grades
secured in such programs, details of professional papers published., These would be
taken into account in the future career progression.
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3.9

This Section also requires the officer reported upon to record certain certificates
about submission of property returns and setting up of annual work plan for whom
he/she would be the reporting authority.

4, Section-lll

4.1

4.2

4.3

4.4

4.5

Section Ill requires the reporting authority to comment on Section Il as filled out by the
officer reported upon, and specifically state whether he/she agrees with the responses
relating to the accomplishments. In case of disagreement the reporting authority should
highlight the specific portions with which he/she is unable to agree and the reasons for
such disagreement.

This Section then requires the reporting authority to comment on the skill up-gradation
needs as identified by the officer.

Thereafter, this Section requires the reporting authority to record a numerical grade in
respect of the work completion of the officer reported upon both in respect of the
planned work as well as the unforeseen tasks. A numerical grade is also required in
respect of the “quality” of the output. In doing so, the reporting authority should take
into account the costs incurred (whether the officer reported upon has been cost
conscious), the time taken and whether the laid down rules/procedures have been
adhered to in accomplishing the tasks,

The reporting authority is also required to record a numerical grade in respect of
work completion, personal attributes and efficiency.

Section Il requires the reporting authority to comment on the integrity of the officer
reported upon. In recording remarks with regard to integrity, he/she need not limit
him/herself only to matters relating to financial integrity but could also take into
account the moral and intellectual integrity of the officer reported upon. The
following procedure should be followed in filling up the column relating to integrity:

(1) If the Officer’s integrity is beyond doubt, it may be stated.

(2) If there is any doubt or suspicion, the column should be left blank and
action taken as under:

a) A separate secret note should be recorded and followed up. A copy
of the note should also be sent together with the Performance
Appraisal 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/she had not watched
the officer's work for sufficient time to form a definite judgment or
that he/she has heard nothing against the officer, as the case may be.

b) If, as a result of the follow up action, the doubts or suspicions are
cleared, the officer’s integrity should be certified and an entry made
accordingly in the Performance Appraisal Report.

c) If the doubts or suspicions are confirmed, this fact should also be
recorded and duly communicated to the officer concerned.

d) If as a result of the follow up action, the doubts or 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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4.6 The reporting authority is also required to record a descriptive pen-picture on the
overall qualities of the officer reported upon and his/her performance including his
attitude towards disabled persons, women and backward classes. This need not exceed
about 100 words and should try to cover overall qualities of the officer including
areas of strengths and lesser strengths. The pen-picture is also meant to be a
qualitative supplement to the quantitative assessments made earlier part of this
section.

4.7  Reporting authority is then required to make recommendations relating to domain
assignment. The examples of domains is at para 10.

4.8  Finally, the reporting authority is required to record an overall grade. This should also
be done on a scale of 1-10, with 1 referring to the lowest grade and 10 to the highest.

5. Section IV-A

5.1 This Section is to be filled by collector/ divisional commissioner, wherever applicable.
The overall gradation recorded by collector/divisional commissioner should be
taken into consideration by the review authority while recording his/her
assessment in the report.

6. Section IV-B

6.1 This Section is to be filled up by the reviewing authority. He/she is required to indicate if
he/she agrees with the assessments made by the reporting officer. In case of
disagreement, he/she may record his/her own assessment against the work output or
any of the attributes in the column specifically provided for the purpose. In case
of agreement, he/she need not fill in the column meant for him/her in the
attributes/work output tables. Finally, the reviewing authority is required to record an
overall grade in the scale of 1-10.

7. Numerical Grades

7.1 At several places, numerical grades are to be awarded by reporting and review
authorities. These should be on a scale of 1-10, where 1 refers to the lowest grade
and 10 to the highest. 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
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 or would have worked
under them in the past.

7.2 Overall Gradation of 1 and 2 would be treated as “C”, Overall Gradation of 3 to 5 would
be treated as “B”, Overall Gradation of 6 to 8 would be treated as “A” and Overall
Gradation of 9 and 10 would be treated as “A+".

7.3  Weightage & Mean

Weights have been assignhed to work output, personal attributes and efficiency. The
overall grade will be based on the addition of the mean value of each group of
indicators in proportion to weightage assigned. The formulae for the calculation of
“Overall Gradation” will be as follows —
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(Avg. Grad. on Work Completion * 4) + (Avg. Grad. on Personal Attributes * 3) + (Avg. Grad.

8.1

8.2.

on Efficiency * 3)

10

Disclosure

There should be more openness in the system of appraisal. The annual PAR, including
the overall grade and integrity, should be communicated to the officer reported upon
after it has been finalized.

Representation

The officer reported upon may have the option to give his representation against the
below benchmark gradation recorded in the PAR. Such representation may be
restricted to the specific factual observations contained in the Performance Appraisal
Report leading to the assessment of the officer in terms of attributes, competency,
output and overall gradation. If representation is submitted, the comments of
concerned Reporting and Reviewing Authority, if are in service, needs to be sought
by processing officer. The views of the Reporting and/or Reviewing Authority would
be put forth before competent authority. The competent authority shall give clear
findings on the representation and take a final decision on the assessment,
including the overall grading in regard to the parameters affected thereby. The
decision along with details in case an entry is upgraded or down-graded with, reasons
for same may be recorded in the PAR dossier and the same communicated to the
officer reported upon. The decision of the competent authority shall be final.

Schedule for completion of PARs

9.1

The following schedule should be strictly followed: -

Reporting Year — Financial Year

Activity Cut-off Date

Blank PAR form to be given to the officer reported upon by [In the last week ?f March
the Processing officer of Administrative Deptt or | Month upto 15¢ April
office, specifying the reporting officer and reviewing

authority

Self-appraisal 15t April
Appraisal by reporting authority 30th April
Appraisal by reviewing authority 15th Mmay
Disclosure to the officer reported upon 30th Jupe

9.2 The Cadre Controlling Authority will prepare a list of PARs not received and follow up
with the Reporting and Review Authorities.

9.3  Ifa PAR relating to a financial year is not recorded by the 315t of December of the year
in which the financial year ended, no remarks shall be recorded thereafter. The Officer
will be assessed based on the overall record and self-assessment of the year
concerned, if he had given his self-assessment in time and the Reporting Authority
and Reviewing Authority have not completed the PAR according to the time schedule
given in para 9.1.

9.4  The officer reported upon shall, while forwarding his self-appraisal to the Reporting

Authority, endorse a copy of the self-appraisal, to the cadre controlling
authority/processing officer and keep a record of the same as evidence that he had
submitted the same in time.
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9.5

9.6

9.7

10.

The Reporting Authority shall record his comments in the PAR of the officer
reported upon within the stipulated time and send it to the Reviewing Authority along

with a copy thereof to the cadre controlling authority/processing officer.

In case the Reporting Authority fails to submit the PAR to the Reviewing Authority within
the stipulated period under intimation to the cadre controlling authority/processing
officer, the processing officer shall send a copy of self-appraisal directly to the
Reviewing Authority and authorize him to initiate the PAR. The processing officer shall
also keep a note of the failure of the Reporting Authority to submit the PAR of his
subordinate in time for an appropriate entry in the PAR of such Reporting Authority.

The processing officer shall evolve a suitable mechanism to ensure that the remarks
of the Reporting, the Reviewing authorities are recorded without fail by the dates
given in the schedule below Para 9.1.

Domain Assignment

10.1 Reporting and Review Authority is required to mention recommendations relating to
domain assignment for the officer reported upon. Following are some of the examples of

1)}

1)

domains —

Revenue and Forest Department

1)
2)

3)
4)
5)
6)

Revenue

Forest

i) Wildlife

ii) Forest Conservation
Relief and Rehabilitation
Acquisition

Land Records

Registration

General

1)
2)
3)
4)
5)

Establishment / Service
Budget

Policy

Legal

Coordination

Finance Department

1)
2)
3)

Taxation
Enforcement
Appeals
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