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Form 

Annual Performance Appraisal Report of SAG Level officer of the Central Secretariat Service. 

WATT aM arene oT Ora 
Report for the year/period ending LO emerge rene ene er eur ereeneee sere ereneenenrerenesneereneeteererene 

Gate alt 
PERSONAL DATA 

AMT - 1 

PART-1 

(qarerafeanveraica & watts rerahies syAM SRT At sey S Tere) 
(To be filled by the Administrative Section concerned of the Ministry/Department/Office) 

1. SiteNt or a 
Name of Officer == ee i ee ee 

2. a St aN eavate/ay) (greet a) 
Date of Birth(OD/MM/YYYY) ee (ee (IN WOrdS) oi ee 

3, aaa Soh H coma Preyfea at aR feate Srohy 
Date of continuous appointment Dale. ii eae Grade 5 ins cscs verse fies 

‘to the present grade 

4, aaa Ue aan se OX Pages ot are Wa = fear 
Present post and date of appointment Post 
thereto 

5. a A ore 8 aqaketa ot salt (geet 
ofeeror sife ux) ufe sora Stfeae A wat 
Para & ct sear fray S| 
Period of absence from duty (on training 
leave etc.) during the year. If he has under 
gone training, specify.



  

  

aT - 2 fare afta) an ufcdes fran sa 8, FHS SRT aT 3B fe 
PART-2 To be filled in by the Officer reported upon 

(quar ofafteat at avi S eet rqeett a cary 4 oe.) 
(Please read carefully the Instructions before filing the entries) 

1 feed et arratter efter fare 
Brief description of duties 
  

  

2 and & sh maaisetecetrer anet wart rot fare Perit feed at, ar aad fare Pretfke feet ae et aa (Romer or set 
era) wal & meee ye Ss Een a ee 
yan. & fe ave art ast) 
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. eae 
Annual Action Plan for your Division) 
  AeA IqeVa/ EAT | Sacer 

Targets/Objectives/Goals _Achievements 
  

    
  

 



  

3, (F) GUAT Ae 2 4 sare ae cetisqcwar/edat at wits A xet oft or tata F scene BX) as meat at onfta ¥ Sg aver 
wet at at & eae! 
(A) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in item 2. Please 
specify constraints, if any, in achieving the targets. 

  

    
  

(s) Gum 3a Bel ao th seer aX ford ott afve somfeaai wet & sik aa oe Umea @ Ht serra aR 
(B) Please also indicate items in which there have been significantly higher achievements and your contribution 

thereto. 

  

    
  

r qua sera ax fis ar ydadl Sever as at srae dated alte faawt Matta anka sate weer at 
serradl ay ar 31 saad aw eat ax HI vs oh) ale et at aaron asi aM at are A sie! 
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. 

  

  
  

Woat oF aiet stant & sea 
DEL Heteranernin ernest Signature of officer reported upon



WT - 3 
PART-3 

dears Hite or Frater wfetes ae garter mftrent fee sar & st 1-10 d dary ox eer alee, set 1 Wee oH 
HOH ST FA 10 FTAA FV Gr seers BRAT BI 
Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale of 1-10, where 1 
refers to the lowest grade and 10 to the highest. 

(quer ufefteat at set B cect feenreet a ears B vz, eh) 
(Please read carefully the guidelines before filling the entries) 

(nerd Frores a yeaa (sa aT aT AT 40% erm) 
(A)Assessment of work output (weightage to this Section would be 40%) 
  

Madar WHR Hardest wirerat = Palate Weert 
Reporting way wns ot tet 2) eb HeTaT 
Authority Reviewing Authority jnitial of Reviewing 

Refer Para 2 of Part-5) Authority 
  

)qahaisa ae H ogoaviaea ae we aatea 
fesar tren red 
Accomplishment of planned work/work allotted : as per 

subjects allotted 
  

ii) Greed St Orie 
Quality of output 
  

ili) 

Analytical ability 
  

iv) strerarceres ore a GPMGoten/ feos Te scart are 
Accomplishment of exceptional work/ unforeseen 
tasks performed 
  

Peter ret ox ayer freee soir 
Overall Grading on ‘Work Output’ 
  

(ajoaferenra fesrerarstt Sr APaTIT (Sa AMT GH AIK 30% erm) 
(B)Assessment of personal attributes (weightage to this Section would be 30%) 
  

Meant Yatcenan mitre)  qatcenan wera 
Reporting ay ams ort 2) BS HTX 
Authority Reviewing Authority tnitial. — 

Refer Para 2 of Part-5) Heel 
  

i) are Ot atsigter 
Attitude to work 
  

it) Torarerey ar ayer @ 
Sense of responsibility 
  

iil) HRT GT STRAT 
Maintenance of Discipline 
  

iv) BPG TATE 
| Communication skills 
  

|v) Agee WoT 
Leadership qualities 
  

vi) Se Gt Maat S Gres SA St Pay 
Capacity .o work in team spirit 
  

vii) PA AUN ST APART GRA HT AAT 
Capacity to adhere to time-schedule 
  

viil) Tea Cates aT 
-Inter-personal relations 
  

ix) Wan wla vd caleacad 
Overall bearing and personality 
  

THT PAMATTSATAL AT ACBL HONS 
es serail Grading on ‘Personal Attributes'            



SMTA MAA St ARIS (SF APT Hr AK 30% @rm) 
(C) Assessment of functional competency (weightage to this Section would be 30%) 
  

wiferearty 
Reporting 
Authority 

seat wets ay de 2) 

Reviewing 
Authority (Refer 
Para 2 of Part-5) 

a ee oe 

eee of Reviewing 
Authority 

  

Raaitnaed W daa 8 da Tulsa eS 
Bal war at Sra 
Knowledge of Rules/ Regulations/ Procedures in the 
area of function and ability to apply them correctly. 
  

ii) Hae SE UST TAM Sl AAT 
Strategic planning ability 
  

iii) Protea crs at arate 
Decision making ability 
  

iv) WAqa aay 

Coordination ability 
  

v) HUTA Gt We Ud Tawa GT Gt AAT 
Ability to motivate and develop subordinates 
  

vi) Veet Breet 
Initiative 
  

WORAUHS UAT IX Her PTGS ASST       Overall Grading on ‘Functional Competency’     

AMT - 4 GAG 

PART-4 GENERAL 

4, saat 3s era unre (ret aft pets) 
Relations with the public (wherever applicable) 
(ara ot sreeracnal ar seaxattes vd aftrant aa afters ox poe feat 21) 
(Please comment on the Officer's accessibility to the public and responsiveness to their needs.) 
  

    
2. wARraroT 

Training 
(quar sftreart ot senfeer vd word armenst 4 sik afta Gene SiR gfe ot Gt afte S gues safireror as fore Perunfel at) 
( Please give recommendations for training with a view to further improving the effectiveness and capabilities of the Officer.) 
  

    

  

  

 



3. warea a Rafe 
State of health 
  

    
  

4, wearer | 
Integrity 

(epren aftrand ah seater ox feauit 2) 
(Please comment on the integrity of the officer) 
  

    
5, pfadert aftent arr alent a ware faersast at aay (erm 100 great A), read armed aa ed om aed a, 

Reo saat, recaqel arermensit (aael: aer-2 wr 3/31) vd 3(@)) vd gear art ewe afeafer ember V1 | 
Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer including area of 
strengths and lesser strength, extraordinary achievements, significant failures (ref: 3(A) & 3(B) of Part-2) and 
attitude towards weaker sections. 

  

  

      

' 6, Shaded & anr-3 & Gs H, g dar wa fee Te ANT S Ta w Ga erax Pears Tia 
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report. 

  

      

miata aftr & see 
____ Signature of the Reporting Officer 

ar: aa GT Hay F: 
PlbCO= see Saree: Name in'Block ketlers:...3. sxc ee 

UGHAys: 

Designations 2. ed ee 

feate: mice at sate a: 
Dale: Sises...s nen During the perlod:of Report: .43.a0n ec



FT - 5 
PART-5 

1. Ynftctess aiftrant ft afrgiia 
REMARKS OF THE REVIEWING OFFICER: 

Tidtios attant & sents Sar art 
Length of service under the Reviewing Officer 

  

      

2. Far ang w-3 & am-4 & pte arek cen fetta quit & der a pfides afterd arr fed wt arate 8 wena 8? wo ag 
Sten & aren svafeadiaecael sears der a fed we yeaa Y wana Sf? (desk: sar7-a(an(iv) qe Hr7-4(5) 
ed ae Se Fee EO eT Se ee Ea ey ee 

STIG BY) | 
Do you agree with the assessment made by the reporting officer with respect to the work output and the various 
attributes in Part-3 & Part-4? Do you agree with the assessment of reporting officer in respect of extraordinary 
achievements/significant failures of the officer reported upon? (Ref: Part-3(A)(iv) and Part-4(5)) 
(In case you do not agree with any of the numerical assessments of attributes please record your assessment in thé column provided for you in that 
section and initial your entries). 

: = : 

Fail ael i 

Yes No 

Santen a & Rule a gear gat oro wat, war as ot ara fH ane He sacar ar sear ares 8? 

  

        

  

  

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

  

4, eee SS Set (EE (00 ere Foret Se 
aa ed on ured ata ed saat ader aut & wher aaftrgfea entrar ar 
Pen Picture by Reviewing Officer. Please comment (in about 100 words) on the overall cnaiies of the officer 
including area of strengths and lesser strength and his attitude towards weaker sections. 

  
  

     



5, wieder & uns h Usa, Us-e cen Wed 4 fev we aie & HOR Ww et Prerax deTeH ala 
Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part-3 of the 
Report. 

  

      

Uafacirart Hite a SeaTEX 
Signature of the Reviewing Officer 

WI: ay SG HENt F: 
Pinte. 8 onc: Name:in Block Letters: ciccciciscsuscctasacsennian 

Uae: 

Designation! 2... Ain eo 

feare: : ofaaes ar sates a: 
Date aie During the perlod of Report s....3. si.



    

PRAIA AUTO WI LUSK wR Baer feenrest 
Guidelines regarding filing up of APAR with numerical gr: rading 
  

() Cato & wien felted waar ak eamyde cen cater waa ea ee et feel 
The columns In the APAR should be filled in with due care and attention and after devoting adequate time. 

(ii) Ge Hie St set & fe 1 Haar 2 & fort aller (Fria orl a fastest or Her Prerax sient o ufc) ar fae 
ormeranst & ant S aera fer A vata wo S aitferes fear sem se get pax 9 Hear 10H feet sot der J faire : 
soaferat & dae F sitfrer fear sre oft 1-2 svar 9-10 faxer Val & Hea: saan sitfaer fae art St srexa 2 wifes 
aol var axe ge wftaes ed qaftictes mitreRal at fit aftrent a asia sat selta aa ver Fo ada F 
ora wears a ger A aT afeTl 
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. 

(ii) Cates ar 8 B 10 & ta ar afar oS Fe en ear taro ee ater sees at ora oe % Fe 
‘rai 9 fear sre 
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. 

(iv) Cesk aT 6 aa 8 S Bar H ara or aia “aga sear” fear sem aan years 7 fear ser 
APARs graded between 6 and short of 8 will be rated as "Very Good" and will be given a score of 7. 

(v) Cae ar 4 aar6 S wer & Va or aie “seer” fear sem aan srare 5 fear sea 
APARs graded between 4 and 6 short of 6 will be rated as “Good” and given a score of 5. 

(vi) Caeae or 4 S wa alter “ya” fora sre 
APARs graded below 4 will be given a score of "Zero". 

aia alae tar & fafa aol gir ches yor aa wa Wa Dom & ide 4 feenhser) 
Guidelines regarding the colour scheme to be used by different grades of CSS while filling up their APAR form. 
  

(1) a . - .a.Ber wear 20h vas Bax 
Green poe JS/SAG Level & above 

(2) dren : freee 
Yellow co Director 

(3) aber . ao afi 
Blue - Deputy Secretary 

(4) aerat - wax afaa 
Pink + Under Secretary 

(5) ate - SPM SHIH Ud eres 
White - Section Officer & Assistant


