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g e 2025-26 % o anffes wavhT et RAE (o) forerd a e 1

<ifes, RARET o 2025-26 43 g T & 97 3o ad & forg QTR 1 3iferer w7 33 1 wfhen g1 1 st
& | HoeT 39 F iR, o FwHarty/sifewrd 1 Riié fodt o @t 8, 38 15 98 2026 @ Ranfdn sawrt =1
e & aga Hale & QT 397 T-GedishT uegd T g | faiféfr siferepr@t @t 3197 Ffodae= faia 30 S
2026 a% THiET SfaFR it BT FH7 g, arfar geften it @ @il RifEsRt &7 T Frdare! # S
qof F FT TS | T

afe et/ SRt gy 31 15 7E 2026 T% @HeAIF 9 < 347 ST 8, wig Ruifém aifersmrit fersit
ft RO 3719 30 ST 2026 T GHIET SR Y 39T Ml HEGT TEl FAT 6, Al R AP Ferfera
Hfw™ ¥ THUaR & #IE ot Rwoft oof Fxa & ST SR @ aferd g I qur 39 e Hd foad W
UdtTaT THiten ARt 1 AT R ghft | 3 ave, SHEieT AIfRwRY 31 Jes 2026 § 3T TR F feuruit
TS I % 3G AIFR T @]

oSl F @t SRy (TeHiAE) @e-1 & AF3rer & 0 7.17.1 & dgd, IuFad EETAl & [oIg foifdd &9 F
FTIFTR ST F7 ST ST T F o7 USehlT ARATHR/HSAT ovaT Afdwr) @d (TR &1

=9 Y9y I U Red UGITSIR T9F 396l far ST 1T 8, fora¥ are ag A far Siar g fa amg ayf 2025-
26 g 391 Wi (31 15 7F 2026 T Gafad RQET aiferenit {wrafeptdd SAMALAT) &1 q5gd 3 a1 Igeh!
U 9T 59 F1afd @ 1 39 AgreikareR (RaT) & 719 @ Uya ¢ | ag ot Searai & f forg womT & s 3
e & NI &1 41 8, 39aT ATH TUIUSIR & UTT-11 & icTH-1 | 3ifahd fahar STy aer icd-2A | 9/3410g,
FTOMTR 7 B80T, HIUQUEU anfe & 3iaifa a1edl & fasg Suaferal &1 faarvr, frafda TR gF Sgd T9R a1 &
foTT Yoes-gereh (77T &1 19 WE FXd gU) 3ifard 31 Sirg |

QTR T et e % diwer 87 59 U i uly gaftd sRfert sihviar (Rafd sifaesrt) @ geeia
SETBR /e kAT AfawrRt de-1811/aRy Teciia aar ifaart gRT dehle STl 13 WY |

$9 VT HETeRATFR "EIqd & STgHIGT @ TR} fohar ST & |
GIq:- THIQ3IR qieit |
21
g, &t et (& fafaer (7)1

I 9= it ufe (37 @) gl o aarede wrdaTet ag Ma g:-
1. 39 HEI@THR (@) @1 97 & WM(A)/APAR/2025-26/387 =i 15.07.2025 & U 7 |
2. Yefeq wEFR Sfdar # g9 gAY F Gy M¥a $ Tt @ fF oM WS ¥ ygwnfg gesfy
HATER/ el caT SAfemRl & APAR fFuffea fafet o g0 srafea ) AR &1 gRf@a o3



afe aRy weeia oEr AFAFRY/AeHAa aar sfewrt A I&I/SST FEFR 15 98 2026 dF 9T
AT WA e (1 SITell &, 71 $9 Hrafery 6} snfaiie daarse @ €y et & agd 7% “DA Cadre (Office
Orders & Circulars/Misc. Orders DA Cadre) & & Re QUIU3IR T9F SI37cile fahar ST qadT & qoT qigam
& WTT-I1 & ROHET &t AfHT 319 TR R (FHAIRY AR & @i 61 Gefta 36y f&a7) gRy 6t 57 gt
& 159 HeR AR ) 7T YUTaTR, it i gHia g, f31 30 S 2026 TF $7 FTATT 1t 3T AGTRATHR) AT (
%W@ﬁﬁaaﬁmgﬁgﬁ@ﬁ%mm%mm%w-nwmmmmﬁuﬁnaﬁmm‘m’
Uq ‘feier’ & Hiard fafaead s 7y gt

e g, g ot e 7 31 @ fF QHigeIR F Seerees AT a6 FruRor Ratfén sl grr wgt ver @
Tl ohaT 7T X618 | 31 39 Hay & RuMfén sfaema 1 gfaren 2g ue 3ergeor 12 wega fanar 7 @1 2, fored &
ﬂfé’vﬁae?wﬁﬁaaﬂﬁafﬁa_ar{w%l

Item No. 2 of the Part -11I- Item No 3 of Part Item No 4 of part —I1I (Assessmen
(Assessment of work output) I11(Assessment of personal " of function competency)
40% weightage . attributes) 30% weightage 20% weightage
Item No. Grading assigned |/ ltem | Grading assigned Item No. Grading assigned
No.
R [6) 8 (i) 8
(i) 7 (i) 7 (i) 7
Gin |9 (iii) 7 (iif) 7
Gv) |8 (iv) 9 (iv) 9
(v) 3.20 1 ™ 5 (v) 5
(32+4)x40/100
. | (vi) 9 (vi) 9
X, i | . 8 (vi)y | 225
' (45+6)x30/100
(viii) 7
(ix) 7
(x) 223

| (67+9)x30/100

g T 12 (FHY &I Afe) | (3.20+2.23+2.25=7.68) ‘
72 R 10 (FAFAET Fem 1 w73 @ Uga IRl 4 i 7 feqult w12 ! 30 GIRE § Y| | R (Beyond
Doubt) i g 33T/ Tga ST A A [t TR B R 731

-
a. e aifdt [ R ()]
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HET AWHER/ATAR @ FfFERy/aRes #AzdT dwr aftwd ¥ v
aifis fasures Heaiha RarE
ANNUAL PERFORMANCE APPRAISAL REPORT FOR
DIVISIONAL ACCOUNTANT/DIVISIONAL ACCOUNTS OFFICER/SR. DIVISIONAL
ACCOUNTS OFFICER

111 R o R ds $r afer fr RaE
Report for the period from to
HTT-1/PART-I
gfFdaera faavor

PERSONAL DATA
(PRI & HeTd TR 33T @RT 3R S & fer)

(To be filled by the Administrative Section concerned of the Office)

1. ISR & ATH
(FIsC 3ERT H)
Name of the Officer
(in capital letters)

2. FAIN YgA FHHEH
Employee 1.D.

3. YcarH
Designation

4. AT FHHANT ST ST/
JeAollid & Fafed g2
Whether the official belongs to

Scheduled Caste/Scheduled Tribe?

5. S At
Date of Birth




10.

cATEATAS UF dehelichl et Tfed
AeTfOIF 3r&ary

Educational qualifications including
Professional and Technical qualifications

Secliot &7 918 Rl qlend i
Ta.3eh s, (e, afticas, Y,

qr. Us <1, Tod oIEadIET 3caife)
Departmental Examination passed

i.e. SOGE (Civil, Commercial, Railway,
P&T, Revenue Audit etc.)

AT I3 H T g i ARy
Date of continuous appointment to
the present grade

qIANT ge T 38A fAgfed & fafy
Present Post and date of appointment
thereto

a¥y & R ® § el (3raenrer,
giretor 3nfe @) $r @i afe ag gfvegor
W AT § @ Soel@ HIfT]

Period of absence from duty

(On leave, training etc.) During the year.

If he has undergone training please Specify.




1ar-_1I/PART-II

¥q-Hediwa/SELF_APPRAISAL
(R Fatary #r Rt feh ol § 3% qanT s 9= & )
(To be filled by the Official Reported upon)
(T P SR & I FA IUT & 3 F R 7T e B @ @ wd)

(Please read carefully the instructions given at the end of the form before filling the entries)

1. st #1 Gf@ica AaTor/Brief description of the duties

2(®) S & S AEIFRIAT AU T 39 for FuiRa R g ar e o
fAuiRa Y 1 g 39 st & (@RmAAET I 3= ® A) re-ga A wrfAEar
TR TR §A0 3R X Th I&T HT TR § 96T 3Tcfeudn adi]|

2(A) Please specity targtets/objectives/goals (in quantitative or other terms) of work
you set for yourself or that were set for you, eight or ten items of work in the
order of priority and your achievement against each target.

qEF/3RT/AT Yt
Target/Objectives/Goals Achievements




3(3)
3(C)

3(9)
3(D)

gie 3T ASAY AWHR/ASAT oem IfHRI/aRss HAsellg o@r ARsly § o Foar
fAuiRa fhe v Feg qur wEal # gHig, dPoEag 3R 306 S A, ar-
e & tavgmE, el Ale-ga U 3w afSHs, Fdrel U9 RET0T 9T 3T
IOt & |9 A &IH & IRAT & IR H Hiared 9 § gd1]

Please state briefly, the targer set and the quantum on work done in regard to
recording, indexing and weeding out of files, maintenance of Gurad Files,
Sectional Note Book and other registers, furnishing of O & M and other returns
etc.

FUAT HlTH 2 H TAIC T a3 A It F W HAAT 1 Gaq & gard| I
eI T I A IS STUT 3T T &1 ol HUAT IHA oo A

Please state briefly the shortfalls with reference to the targets/objectives referred
to the column 2. Please specify constraints, if any, in achieving the targers.

FUAT 37 Fel & o fad X ST Frhr 310 Iuerferar W & IR 3AF 39
ATETe &1 Y 3o H|

Please also indicates items in which there have been significantly, higher
achievements and your contribution thereto.

Frete 2 & feaf@a # durea & remar A5 o Ageaqot HfaRed suafewi|

Any significant additional achievements apart form those mentioned in Column 2.

gfNeToT FRISA fSTd AT foram|

Training programme attended.




3(3) HYfed Aol ¢ fafy @« & =X & 715 B

3(E) Property return has been submitted on due date.

S ¥ i RO e et § 39F graner/
Signature of the Officer reported upon
B QUGS VL E T O —

e ATH/DESIGNatioN.. e cevrsssssssssssssssees s
ST/ DIVISION.rrrre vt evessessssssssins s

TG | Y1 DY | (- TSROSO




HTer-11l (Raféer s garr s s« & fAv)

PART-III (To be filled in by Reporting Officer)

1. AT FAC & @4 3T /T 1| A IRy, Sk R fodr st &, & gEnr fow
AT TIHCAh T A §? Fic el ol Hodm arecidep Tqaor FEdd |

Please state whether you agree with the self-appraisal of the officer reported

upon as mentioned in Part Il. If not, please furnish the factual details.

2. 14 fasarea F1 qeaiwaT
Assessment of work output

HEgIcAs dife &1 eiRor Raiféar qur gedetor wifterY gary f&ar ser g, S 1-10 (vh &
gH) & YA W g WIRT, SEl 1 §a9 &H HIfE U7 10 ITadd FIE & Joo®@ Sl g
W TN T HITr 40 wfaera gwml

Numerical grading is to be assigned by Reporting and Reviewing Authorities on a scale
of 1-10 (One - Ten), where 1 refers to the lowest and 10 to the highest grade.
Weightage to this Section would be 40 percent.

#. Ag Raiféar gadtator gifesrY (st qardraTor
./ Items TS IVEF &2 & west ) | gt &
Sl Reporting Reviewing Authority 3TEIATAR
No. Authority (Refer Para 2 of Initial of
Part-1V) Reviewing
Authority

(i) ASelleg  HEF F FUGA/IERT
fava & 3ar siefea &
Accomplishment of planned
work/work allotted as per subject
allotted

(ii) fohT 91T R & qUTdedr
Quality of output

(iii) faeeuTcAs Aeaar
Analytical ability

(iv) IURUT & HT HUGH/3Tafard
Frat &1 fasaresT

Accomplishment  of  exceptional
work/unforeseen tasks performed

‘FE  IAEHAT W AT FIE
farefiRor
Overall Grading on ‘Work Output’




3. safFaIrd st #1 Fearda

Assessment of personal attributes
TEIIcAS Hife o1 FERor Ruiféer qur gaieror TiftsRl garT fhar e g, st 1-10 (Th &
gq) & YA W P WifRT, @l 1 G &F S guT 10 3Tudd HIfe # Joad AT g
SH T T AR 30 AT gnm|
Numerical grading is to be assigned by Reporting and Reviewing Authorities on a scale
of 1-10 (One - Ten), where 1 refers to the lowest and 10 to the highest grade.
Weightage to this Section would be 30 percent.

#. g Raiféar qadrator R (ST qadtaor
w./ Items e Can V& R-2 F agt &) | sl &
SI. Reporting Reviewing Authority IR
No. Authority (Refer Para 2 of Initial of
Part-1V) Reviewing

Authority

(i) T & gfa Ticaior
Attitude to work

(ii) 3caieldcd &1 &y

Sense of responsibility

(iii) JTATHT T UTeTeT
Maintenance of discipline

(iv) HIYUT &THATT

Communication skills

(v) | Ficged wael o7

Leadership Qualities

(vi) AT ST HGAT T FT F ol
&THAT
Capacity to work in team spirit

(vii) | GHT GROM HT ITEROT HIA
&THdT

Capacity to adhere to time-
schedule

(viii)y | ER dAfFdes dey

Inter-personal relations

(ix) HHIY HgAMeIdT Ua egiebelea

Overall bearing and personality

‘et RdwanEt w® wwa e 71
fauior

Overall Grading on ‘Personal
Attributes’




of 1-10 (One - Ten), where 1

FIATCHE TETHAAT FT Hedihad

Assessment of functional competency
TEIIcAS Hife o1 AERor Raféar qur geadefor griery earr f&ar sier &1 s 1-10 (vh &
gq) & YA W P WifRT, @l 1 G &F S guT 10 3Tudd HIfe # Joad AT g
SH T T AR 30 AT gnm|
Numerical grading is to be assigned by Reporting and Reviewing Authorities on a scale

refers to the lowest and 10 to the highest grade.

Weightage to this Section would be 30 percent.

#. AT Raiféar qadI&ToT FIfarRrY gerdaTor

./ Items TRed | T IV F -2 F | e F

Sl. Reporting e #) AR

No. Authority Reviewing Initial of
Authority (Refer Reviewing
Para 2 of Part-1V) Authority

fgAl/fafaaAier ta degar &
& A 9fhat ud 38E FE WA
AT AR

Knowledge of Rules/Regulations/
Procedures in the area of
function and ability to apply them
correctly.

(T Jister I a7 dr
Strategic planning ability

AU o fr evHar

Decision making ability

AT HI &THAT
Co-ordination ability

39 3 FRRG FAAIRAT @
AR A IR IAh e
T &THAT

Ability to motivate and develop
subordinates

(vi)

ggdol AfFd

Initiative

‘FHRCH® WHAAT W TAT e
faeior

Overall Grading on ‘Functional
Competency’




5 (%) IuAE SfEiEiAT SAeneRies & FAAN @ & iy Rew
(FT rafad SR/ Eafad SR et # EEest ¥ AR # s
gAgT 3R 399 Auea & fU 396 swonrfaa W feoqol )

(a) Attitude towards Scheduled casts/Scheduled tribe/Weaker Sections of
Society (please comment on his/her understanding of the problems of Scheduled
Casts/Scheduled Tribe/Weaker Sections and willingness to deal with them)

@ g efadt s segfRd Saenfadl F Rew e ogeem #
weraefterar

(b) =+ Effectiveness in the development and protection of Scheduled
Castes and/or Scheduled Tribes.

(@) IR SRR AR ST SR & af efewor

(a Attitude towards Scheduled Castes and Scheduled Tribes.

(@ A FAarT & 9fd ddceriterdr

(

(

~

b) Sensitivity to social justice.

M) 3ESAT B Ahel T ZHR AFA HA dAT IR St AR g
Sttt & fov =g gAY #a g cald 3Ry HRars akel &
I ar|

(c) Ability to take quick and effective action to prevent and quell atrocities
and ensure justice to Scheduled Castes and Scheduled Tribes.

(@) g Sifaat AR gl seeiaar # e o dae gemrasiierdr|

(d) Effectiveness in bringing about the development of Scheduled Castes
and Scheduled Tribes.

6. SY9gR U4 HHTGAT/Attitude & Potential:
(@ sy & Fenfad faAverar 3R HRR e & far Frafaf@a =t 7 @
& foregl T & & $fg Y| Fuar Peafaf@a sugsa de dfew 7 1,23 RFAa
)|

(Please indicate three fields of work from amongst the following for possible

specialization and carrer development of the officer. Please mark 1,2,3 in three
appropriate boxes).

(i) wrfta er@madaT/Receipt Audit

(i) oS er@madia/Commercial Audit

(iii) Targd ST Sr@made/Autonomous Bodies Audit
(iv) f@AToT FT Sraradre/Works Audit

" (e SfE AT FTR SR & R T GReT & WeadgR e arel A % A # R
& T dael STeT fordr 3R & AE # HloH oE] 76T 81 A 3 FielH & [T TAT FT ST FhT 1)

** (To be filled in only in the case of officers dealing with development and protection of SCs and STs.
Where the column is not applicable in the case of any officer, it may be so stated against the column.)

10



(M

(v)

3T J@mareI/Other Audit

(vi) STTFAITT 9T 3R FATeT gaersi/Personal Administration and Office

Management

(vii) o/@T @1r/Account Function

(viii) §h&RT HR/Entilement Function

(ix) 9fA&T0T/Training

(x)

(xi)

e, 3. Us wH. FEegedlaur/Systems, O&M Computerisation
HIS 3 & (FUIT TISC H)/Any other fields (please specify)

98101/ Training:
FoaT ISR T GHTTAAT Ua HF &TAAIST A AR 3T GUR iR gig = & efee
T 3T uferor & fow RAwIfker w1/ Please give recommendations for training

with a view to further improving the effectiveness and capabilities of the officer.

AT JdWFR/ Azl @ FHERI/ARSs FAzdw d@r FUet F Qv afaRea
faya

Additional Atributes for DA/DAO/Sr.DAO

gafewer & 9fd efSeslvr/Attitude towards environement

(T) Fuam 3ifSe fhT ST arel EGaAT & HY 3eieh HEY 3N 38 Feder ured diel
T &THAT 9T feoqol Y|

(a) Please comment on his/her relations with the auditee organizations and

ability to elicit co-operation from them.

(@) Fuar AfFderd gt & 6 #A R$Ed & Faror & fau 3a¢ gffehor
feoqoft #Y|
(b) Please comment on his/her attitude towards redressal of grievances relating

to personal claims.

11



9. Fareey @ fyufa/State of health:
10.  ¥cafasal/Integrity:
(FUAT 3eICRT & oA & a1 eyl €.12 ¢W)/(Please see note 12 under the
instructions)
1. Reiféer 3fRel garn 3R & FHa o7 S@s Jqegar qur A Qegdr a8,
IHTUROT 3YATSRAT, HgeaquT fawherdi3it aur &1 HASR a9l & gid gfveehior anfaer §
7 0T (S93Ter 100 2rear H)|
Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of
the official including area of strength and lesser strength, extraordinary
achievements, significant failures and attitude towards weaker sections.
12.  ufddesr & &Il & W7 2, 3 TAT 4 H QU 70 AR & YR W FAIT TE&IACHB
Fife faaRoT|
Overall numerical grading on the basis of weightage given in Para 2, 3 and 4 in
Part-ll of the Report.
e AT & arg R 3sl & geasr
Signature of the Reporting Officer with official stamp
£231 1 IR FTH TUSE BT H.oooeice e
Place...... Name in Block Letter.........ooocuviiiiiiiiiiii e,
AT RAE & 3713 F SRT TGTH oo,
Date......eecrsrnns Designation during the period of report........cccccceeevee.

12



HI-1IV/IPART-IV

gadietor aftsdYy A fecuforar
REMARKS OF THE REVIEWING OFFICER

1. GAQETOT AR & e Far dr 3rafey

Length of service under the Reviewing Officer

2. FAT 319 AET-IIl 7 FF ovde aar _ffes vt & dou & Rafér e garr
fohv 91T Ao & HgAT Bl I I RAAYAT & R FEaeHE Ao @ HeAd
e & o HE- 1l 7 3ok AT RU v w66 A 39 Aok @ AfAfaf@d &t aur
39elr gfafSe 9 3memeR

Do you agree with the assessment made by the Reporting Officer with respect to

the work output and the various attributes in Part-1I? In case you do not agree
with any of the numerical assessments of attributes please record your assessment
in the column provided for you in Part Ill and initial your entries.

&, & @eAd g el, # HgAd QT gl HA oA Fogichar NIl F g
Yes, | agree. o &1
No, | do not agree. | have recorded my
assessment in Part Il

(FUAT S o] o & 39 Fe d)
(Please strike out whichever is not applicable)
3. A H FTAfd & FoAr a0 vd HROT GEJT |

In case of difference of opinion, please give details and reasons for the same.

13



4. Raféar 31 garr e av foFor W feouoft &, afg g g an
Comments, if any, on the Pen Picture written by the Reporting Officer.
5. gfddeeT & ARl & WT 2, 3 TF 4 H T 31T HRIT & IUR W AT TEITcHS HIfC
RO
Overall numerical grading on the basis of weightage given in Para 2, 3 and 4 in
Part - lll of the Report.
YaieTor FAF & gEanr
Signature of the Reviewing Officer
n=:31 - . a1 SrateRt &
Place........... . Name in Block Letters
TG RAre fr 3af™ & R g
Date

......................... Designation during the period of report

14



HTT-V/PART-V
RaeREar s i fogforar
REMARKS OF THE ACCEPTING AUTHORITY

1. 1 319 Rafrada wftesy & gt 3k Aearrd & TgAd 82
Do you agree with the remarks and assessment by the Reporting/Reviewing
Authorities?

g, & ggFa {/ Yes, | agree. ar, & ggaEa &t i/ No, | do not agree.

(FIAT S A A & 3W FIC ¢/Please strike out whichever is not applicable)

2. I F$ AANG g1, A FUAT 3FH FaROT & v HROT FAW

In case of difference of opinion, please give details and reasons for the same.

3. 1-10 & $A R TAT IS (3P U reai H)|
Overall grade on a scale of 1-10 (in figures as well as in words)

RaaR®dr H¥F & gEanr
Signature of the Accepting Officer

£ I . AT Srafet A,

Place.....ccun. . Name in Block Letters
AT R $r 3afa & ke ggama

D= ] (ST Designation during the period of report

15



FTEA/INSTRUCTIONS
aif¥eh fAsures Hediched RAE Uh Hcdqul e&drdst &1 SEA HAAN & wd Acares 1
Hodihel el & T 3R 38 Shaet %A (FRA) F 37T 39T Gl & T Fersd
AR Agcaqot Faar gl 1 I o FAuR Hr Roe fodr Seh g, Roféer mitery
TG 3R EHR A dle USRI B SH B H OIA G Hded P 3T
3ceReT—Icd &1 1T & YT A1fev|

The Annual Performance Appraisal Report (APAR) is an important document. It

provides the basic and vital inputs for assessing the performance of an official and
for his/her further advancement in his/her career. The official reported upon, the
Reporting Authority, the Reviewing Authority and the Accepting Authority should,
therefore, undertake the duty of filling out the form with a high sense of
responsibility.

S fAsUle & Hediehe & 3UANT Ald HHUA [Ghd & AU v @ & &7 A
e @ Raiféer sfRmRat @ g5 e wen aiRe F sud sRed ARERr &
et &3 &, ifeh g8 379e aedideh &THAT &I qUT &UUT A Heh| SHHT 3237 AN
foeprelel &1 ufshar o gl fashre el 1 gfshar &1 Roféar qur gedieror s
aifgr o6 o 3REl fr R @ o1 & & 39 7 Avued, WY JFgar g@T
fFdca H AT T oo T H TP o |

The Performance Appraisal should be used as a tool for human resource

development. Reporting officers should realize that the objective is to develop an
official so that he/she realises true potential. It is not meant to be a fault-finding
process but a developmental one. The Reporting Officer and the Reviewing Officer
should not shy away from reporting shortcomings in performance, attitudes or
overall personality of the officer reported upon.

Ael F1 3T AOUET U9 U ¥ UAtd HY R T Sier vl afe Rae
IAEYTAT F I AN dRk T A &7 999 fohar Sar § dF 38T 3Td WISeRar i
T E 9T o9 S|

The items 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 higher authorities.

3cR qUTAcA® ®T & AT S| 3YTeY aRIT 0 TATT F 3ca T difod ods Hl
Tl Teldl g1 Asel AT dFRIT T FaLe § ol STl AT 3R 30 AT § 3k
forgel arer Tl &7 aredfas ATAUT qUIEIUT Yehe gl WUl AT FEIST qAT
TS ATST T AT Y| FHOAT I eeufordr ¢ dHg “Ichse”, g 3o, 3o
‘AT AR IET F FHAT W TEIASAAT @l P GAT A

Answers shall be given in a narrative form. The space provided indicates the

desired length of the answer. Words and phrases should be chosen carefully and
should accurately reflect the intention of the authority recording the answer. Please
use unambiguous and simple language. Please do not use omnibus expression like
“Outstanding”, “Very Good“, “Good“, “Average” or “Below Average“ while giving
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your comments.

Raiféar #foel a¥ & 3Re A, e FAamAt & RO fordy S 8, 38974 8 9% &
HAE & URATcAR/ARAdS a6d FAURAT H@m s @eaes &1 geaha, o
FHA f Rote R S & aur Rfar sfowd & @ wEd s g aiRw
Jea/edT Rafésr av & gsr & & AuiRa e oo afe 15 e Raféer af &
AT UG & FIIAR THTAT § O W T8 A0 FIHR TgUT W & JaAg uiRa e
TG

The Reporting Officer shall, in the beginning of the year set quantitative/physical
targets in consultations with each of the officials with respect to whom he is
required to be reported upon. Performance appraisal should be a joint exercise
between the official reported upon and the Reporting officer. The targets/goals shall
be set at the commencement of the reporting year. In the case of an official
taking up a new assignment in the course of the reporting year, such targets/goals
shall be set at the time of assumption of the new assignment.

g & Teafaa IRRRET A Jedt fr ToSe FAFAPHT TAT AT gl ART| dgd
fReRa X T7g &1 & Ta&T 3R 87 TA1 37 QY a1l F €A F @A g FAGAR
grafAsar Faa & e aRT &Y, TE FEarr & RO o S § 39 w1 #
TE&T 1 &7 & fov fafise &

The targets should be clearly known and understood by both the officers
concerned. While fixing the targets, priority should be assigned item-wise, taking
into consideration the nature and the area of the work and any special feature that
may be specific to the nature or the area of the work of the official to be reported
upon.

eI A fasurest #1 Hodichd a¥ & AHd & fhar Sar § W 58 a1d H LA H
@ & a8 AT TOUT & [T & aiad & @&, F1 Avaea & e F o
Raiféar ey aar 5w FAarr & R fodr I §, 3¢ av & e afaa
AT R AT el AgT FAUT HAAAT GURTcHS hedl 3ol dMMeT|

Although performance appraisal is a year-end exercise, in order that it may be a

tool for human resource development, the Reporting Officer and the official
reported upon should meet during the course of the year at regular intervals to
review the performance and to take necessary corrective steps.

Hodihel el dTel Ycdeh TSR HT I el gl =MieC b o eafbd & St &
Hodichel fohaT ST T@T 8, 38% A TAdIee, 3TeRUT, SPaeR AT &THT HT JUT Hera
HE-HE 0T S TR S

It should be the endeavour of each appraiser to present the truest possible picture
of the appraisee in regard and his/her performance, conduct, behaviour and
potential.

S caidd & & &1 Hedichel AT ST ET &, 3T Hodichad RUIE &1 3@ 7 3q%
fsares de & WfAd g =@ifgul

Assessment should be confined to the appraisee’s performance during the period
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10.

11.

12.

(@)

(@)

(b)

of report only.

T & I & PO UG q@ A Jolell A R HAATET g Hehd ¢l fh Tk & 9e W
gard 3R HX o FHI-TAT I IT-37019T @ Hehell ¢ Hodiched H IoT AU & €A
@ Tifgw 3R 57 W gAifRa feouoh v ae @zl

Some post of the same rank may be more exacting than others. The degree of

stress and strain in any post may also vary from time to time. These facts should
be borne in mind during appraisal and should be commented upon appropriately.
S =afFa &1 Hegion fhar S 8, 3@ [&affieT ot &1 S ggef3it W Hediohe
fohar ST &, 98 Ycdeh HioH & oA 3ifehd fohar I m B Hed f@wUs A g WK
Uit & 3T THIA Yge3i TR HIAE Fel AR

Aspects on which an appraisee is to be evaluated on different attributes are
delineated below each column. The appraiser should deal with these and other
aspects relevant to the attributes.

Fafaser & F&fd FicHd H MR & v Feafaf@d s @1 aree rar Jmer
aifgu:

The following procedure should be followed in filing up the column relating to
integrity:

afe; FHART 1 FeAfaser H HS Teg €1 §, A VAT Ieord AT Sw|

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

Ifg FS IFT I g & a1, FAG P Wiel oI5 AT AT AT AR e Fias FEr
EuRy

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

T Ieer e feoqull forge Jefadi FRars H Sl wmgel s fevuol H v gfd
afAa AR afed et aRkvs SR A A & S AR S Jg RARTT Fam F
3efacht HREEr e &1 S0 6 AHE A FAgiEser T YANOT S AT MG
fecuol gof aer @Ha & @ agl RAfEs el & Rufa & 3gar 98 seaw #e
TRT & a1 O 36N HHAAN 1 F SO AT de Fg @ §, oed F a5 ARed
UE HIH A Geh AT 38 AR & a&g Tl a1 787 Goir g

A separate secret note should be recorded and followed up. A copy of the note

should also be sent together with the APAR 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 had not watched the official’'s work for sufficient time to
form a definite judgement or that he has heard nothing against the official, as the
case may be.

e reTaclt FRAE & Borea®y HAE AT YHT GT 8 Sk § o FAay f Feafarsar
YHTOIT &I Sl =g 3R arfA g R, & degar gfafse $r s =@rge

If, as a result of the follow up action, the doubts or suspicions are cleared, the
official"s integrity should be certified and an entry made accordingly in the APAR.

Ife @ a1 Ahi3i T gfSe g Sl § o I8 a2 o o fhar S =g 3R Heftd
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(iii)

HfOFrdr  sahr Rfted gae & St @Rl

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

IfE 3fefacit PRETS & HeFa®y Hg AT AU of o g Bl g AR o & 3aehr qfSe gl
g Al & 3meRer W3R 3AF 3 ao FIREY @& S wiRe 3R 3§
39 (@) 3R (1) F FAU AT AWk T FRATS FH AT AR

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.

T&IcAS Fife AUROT & Ty THUAHR. R § Fefaa fanfader :

Guidelines regarding filling up APAR with numerical grading:

Raiféar qar geleror grRreEl earr weaaly gt Rae fody Sier 8, & & &
IUTdcdl dieFe TAAYASN TUT FcHs® & 8 FEAcHS AT Fered &1 Sl § A
1-10 & YA W g6l afRT, gl 1 & T FA FC & d20 10 3Tadd e H
Ioog T Bl

Numerical grading are to be awarded by Reporting and Reviewing Authorities for
the quality of work output, personal attributes and functional competence of the
official reported upon. These should be on the scale of 1-10, where 1 refers to the
lowest grade and 10 to the highest grade.

Ig e Y ST & F A o 1 A 2 (T Asured I R[AvAnd T gHT Fife &
form) Fife uRor & fow FaAart & [fse Awadr & Aeadm § oA @907 #§ 93icd
& ¥ FfRca/aror 3ifea fRar sreem gur 4@ veR 9 ar 10 #ife F fAw iy [fdse
a1 AifacT o Tase w7 & 3iferd forar aeem) :ife 1 & 10 92 9 & 10 faver 3ndfaa
il § 3 3ot 3MfaeT fhu Sier & Raiféar aur gqedieror sifter cant dearcAs
YeId R AT 3Tk THBE IiFddl I TEIT ST aadAT H 38h A FT F WS
A, & wfa Fary o Aol F1 MR S TR

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 justifies 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 official against a larger
population of his/her peers that may be currently working under them.

a AR #1 8 ¥ 10 & AT 7 A AURUT 3hse AR ST TAT FAU/Telea el
eq 3ad uredich T 0 A & fav gredis 9 fedr S

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.

arfA AR & 6 ¥ 8 & HEF T Fife AUROT qgaT 3T AT AWM JAUT Trediw 7 2
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ST |

APARs graded between 6 and 8 will be rated as “Very Good” and will be given a

score of 7.

afAaAR & 4 @ 6 F ALy F1 HfE FURT w1 A ST FUr wedw 5 e

ST |

APARs graded between 4 and 6 will be rated as “Good” and will be given a score
of 5.

a AR, &1 4 F FA FE HAUROT S gredes g fGar Sream|

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

RIS TF 3

Weightage and Mean:

HIR &1 HA ScUIGhdl dATFceh AU AT HRAcHs FeHar W FeiRa far amr g

AT HfE &1 YR 1-10 e 0 W INUIRT WBm ST 40 9faera & 3cdrgasar

Hedishad & AT FUT 9cde g 30 iaRId $IRTer dIfdFdeh 0N TAUT FAicHAs HeTACT &

Hodichel & fAU fear SMwem| @#Ha e AURoT 9 dog & 9 & 3Heurd W

feifa 8, 3ied qea & S5 w0 3maRa geml

Weights have been assigned to work output, personal attributes and functional

competency. The overall grade on a score of 1-10 will be based on 40%

weightage on assessment of work output and 30% each for assessment of

personal attributes and functional competency. The overall grading will be based

on addition of the mean value of each group of indicators in proportion to

weightage assigned.

(TE FATCIT T AT AT TEAT 51/4/64-T9=TT () f&etir 23.07.2009 aar
FiAe T UfNeToT 8T 1 ATH. 21011/2005 AT (F) (307 1) R=ier 23.07.2009)
(Ministry of Home Affairs OM No. 51/4/64 Estt (A) dated 23.07.2009 and
Department of Personnel and Training OM No.
21011/1/2005-Estt (A) (Pt. 1) dated 23.07.2009)
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