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Annual Performance Appraisal Report of Section Officer & Assistant of the Central Secretariat Service
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' (To be filled by the Administrative Section concemed of the Ministry/Department/Office)
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Period of absence from duly (on training
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gone training, specify. :
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(Please read carefully the instructions before filling the entries)
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Brief description of duties
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Please specify targets/objectives/goals (in quantitativ
that were set for you, eight to ten items of work in the order of

Ive or other terms) of work you set for yourself or
priority and your achievement aginst each

target. (Example : Annual Action Plan .fo_r your Division)
Targets/Objectives/Goals] Achievements
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(A) Please state briefly the shortfalls with reference to the targets/objectives/goals referred to in item
2. Please spefify constraints, if any, in achieving the targets.

(9) F99 1 T = W IevE W ww s Svarenl @ € o I aed g @
‘IehE H , o e

(B) Please also indicate items in which there have been significantly higher achievements and your
" contribution there to. . _ o
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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. 31st January of the year following the calendar year. If not, the date of

filing the return should be given.
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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.
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(Please read carefully the gUidelineé before filling the entr'ies)
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(A) Assessment of work output (weightage to this Section would be 40%) -
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Accompiishment of planned work / work
allofted as per subject alloted,
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L Accomplishment of exceptional work/
unforeseen tasks performed

Overall Grading on “Work Output’ : : I ) :
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Inter-personal relations. )
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Overail Grading on ‘Personal Attributes’
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(C) Assessment of functional competency (weightage to this Section would be 30%)
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; {Refer page 2 o Parl-5) Authority

»

Fru/fafrryed wE draa 3 9% F vfend
TF I WE W W SHe

knowledge of Rules/Regulations/Procedure of the
area of function and abilityto apply them corectly.
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Stratggi_c planning ability
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Descision making ability

Coordination ability
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vi)

Ability to motivate and develop subordinates
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Initiative
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Overali Grading on 'Functional Competency’
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Relations with the public (wherever applicable)
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(Please comment on the Oﬂieer_'a accessibility to the Pubic and responsiveness to. their needs)
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Training s
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view to further improving the effectiveness and capabilities of the Officer)

Please give recommendations for training with a
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{Please comment on the Integrity of the officer} -
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Length‘ of service under the Reviewing Officer
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In case of disagreement, please spacify the reasf;ons. In there anything you.iwh to modify or add?
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Guidelines regarding filling up of APAR with numerical grading
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The columns in the APAR shouid be filled in with-due care and attention and after developing adequate time.
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{against work output or attributes or overall grade) ould 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 occurences and hence the
need to justify them. In awarding 2 numerical grade the reporting and reviewing auﬂ*:oﬁties should rate the officer

against a larger population of his/her peers that may be currently working l_mder them.-
TR w1 8 | 10 & <t 3 it s m.mmqﬁmmﬁ;a%ﬁwaﬂmﬁmﬁaﬁm
A & T w9 oy e : : .

APARs graded between 8 and 10 will be rated as “Qutsta
calculating average scores for empanelment/promotion.

TSR T 6 T § ﬁw‘rzra%iﬁawwm“aga " fern ST wen s 7 far s
APARS graded betwesn 6 and short of & will be rated as “Very Good" and will be given a score of 7.
TR T 4 T 6 & wher & dw w7 wibwor v v em et s 5 Fer )
Good® and given a score of 5. '

It Is expected that any grading of 1 or 2

nding" and will be given a score of 9 for the purpose of

APARS graded between 4 and short of & will be rated as *

THTER H1 4 F T Wil ‘v e s

APARs graded below 4 will be given a score of “Zero”.

Green = . JS/SAG Level & above z
@ e - fiww
Yellow ' - Director
(3) e - Sy-gfam
Blue - Deputy Secratary
(4) et - TR ey
Pink - Under Secretary _
(5) wPg - I FE & wr
' White - Section Officer & Assistant _



