
 
WM(A)/DA/APAR/2024-25/1329

                     Dated:- 24.03.2025
To
              All the DAs/DAOs-II&I/Sr.DAOs
 
Subject: Writing of Annual Performance Appraisal Report (APAR) for the year
2024-25.   
 
              Since, the reporting year 2024-25 is going to close shortly; the process of
finalization APAR for the year has to be initiated forthwith. As per extant instruction, the
Officer Reported Upon is required to submit his/her Self Appraisal for the period under
report, to the Reporting Officer by 15 April 2025 and the Reporting Officer is required to
submit his report to the Reviewing Officer by 30 June 2025 for completion of review of
the same at the level of Reviewing Officer by 31 July 2025 and further completion of
other formalities like: disclosure to the employee concerned, acceptance of
representation etc.

 In case the Officer Reported Upon submit his/her Self Appraisal by due date of
15 April 2025 but the reporting Officer fails to submit his report to the Reviewing Officer,
by any reasons, beyond 30 June 2025 the Reporting Officer shall forfeit his rights to
record any remark in the APAR of the officer to be reported upon and shall submit the
APAR to the Reviewing Officer, on the next working day. Similarly, the Reviewing Officer
shall forfeit his right to enter remark in the APAR, beyond 31 July 2025. In case, the
remarks of the Reporting/Reviewing Authority, as the case may be, are not entered in
the APAR due to the concerned officer forfeiting his rights to make any entry as stated
above, a certificate to this effect shall be added in the APAR for the relevant period and
in case, both the reporting Officer and the Reviewing Officer forfeit their rights to enter
any remarks, the APAR format with the Self Appraisal by the officer reported upon will be
placed in his APAR dossier.

Under Para 7.17.1 of the CAG’s Manual of Standing Orders (Administrative)
Volume-1, the Divisional Accountant/Divisional Accounts Officer is himself
responsible for drawing the attention of the Executive Engineer, in writing to the
provisions ibid.

A blank APAR form is uploaded with the direction that you may submit your Self
Appraisal for the year 2024-25 to the reporting Officer (Executive Engineer concerned)
by due date of 15 April 2025, duly sending a photo copy of the same to the Sr. Deputy
Accountant General (works) in this office.  It may be noted that name of division where
you worked during the period under report, is duly mentioned under column-1 while the
targets vis-a-vis achievements under head Cheques/EPS, Remittances into treasuries,
CSSA in respect of regular charge division as well as dual charge division (separately
duly specifying the name of Division) are mentioned in Column -2A of the Part-II of the
APAR.

 
 Further stated that an additional proforma is also added with the blank

APAR for the year 2024-25 at the page no. 7 & 8 and the same is necessary to fill
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Item No. 2 of the
Part –III-

(Assessment of
work output)

40% weightage

Item No 3 of Part III(Assessment of
personal attributes) 30% weightage

Item No 4 of part –III
(Assessment of function

competency)

30% weightage

Item
No.

Grading
assigned

Item No.

 

Grading
assigned

 

Item No.

 

Grading
assigned

 
(i) 8 (i) 8 (i) 8
(ii) 7 (ii) 7 (ii) 7

(iii) 9 (iii) 7 (iii) 7
(iv) 8 (iv) 9 (iv) 9
(v) 3.20

(32÷4)×40/100
(v) 5 (v) 5

 (vi) 9 (vi) 9

(vii) 8 (vii) 2.25

(45÷6)×30/100

(viii) 7  

(ix) 7

up by the official.
 
Copy of the letter may also be handed over to the reporting officer (Executive

Engineer concerned) by the DAs/DAOs-II&I/Sr.DAOs for communicating the instruction
regarding writing of APAR     

                                   
           This issues with the approval of the Sr. Deputy Accountant General (Works).       
 
Enclosure: As above
      
                                                                                        AMRIT TALWAR
                                                                                   Sr. Accounts Officer WM (A)
 
Copy forwarded to the Executive Engineer concerned with a request to send
the APAR of DAs/DAOs posted in your divisions by due date. 
 
          In case Sr. Divisional Accounts Officer/Divisional Accounts Officer/Divisional
Accountant fails to submit his Self Appraisal by due date i.e. 15 April 2025, a blank
APAR form may be downloaded from the official website of  PAG Haryana under link
employees corner and reporting in the part-III of the APAR may be initiated at your end
(without waiting for self appraisal of the Sr. DAO/DAO/DA) and the APAR so initiated
may be send to the Sr. Deputy Accountant General (Works)  by due date i.e.30 June
2025, for further review of the same. It may be noted that the columns ‘Place and Date’
are duly filled in by the Reporting Officer while signing the part III of the APAR.
                        It has been noted in the part that the numerical grading in the APARs is
not being worked out properly by the Reporting Officers. As such, an illustration in this
regard is given as under to facilitate the Reporting Officers work out the grading in the
perspective.
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(x) 2.23

(67÷9)×30/100

Item No. 12 (Overall numerical grading) ( 3.20+2.23+2.25=7.68)
Item No. 10 of Part –III (Integrity column– This may be written as per guidelines
mentioned in the APAR (at point no. 12 of instructions). Integrity may not be
written as good/very good etc.
 

 
 

                                  
                                                                                                                                                   

                                                                  AMRIT
TALWAR                                                                       

                                                                             Sr. Accounts Officer WM (A)
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gc?*{ s{&

d'Tdrq dsmrrd, ec fsr gTffi/ilniud t'g&q dsr 3Tffi *,

frs
Erftfi frEqtra reia-fr ftmt

ANNUAL PERFORMANCE APPRAISAL REPORT FOR

DIVISIONAL ACCOUNTANT/DIVISIONAL ACCOUNTS

OFFICER/SR. DIVISIONAL ACCOUNTS OFFICER

qfnq/Designation

6-E f/From. ...........ifiit 7a/To

qqm rFrfsrfil{ Gsr q?i Erart) 61 6Tqtotq' Efigrun, qu$"rd

OFFICE OF THE PRINCIPAL ACCOUNTANT GENERAL

(A&E) HARYANA, CHANDIGARH

rftlstrri........
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t'rfrq *srfiR/rgrftc *cr sffirqtq dT frc igr sfr$ft *, frs
Erfro, frEqrra tai6-d ft+e

ANNUAL PERFORMANCE APPRAISAL REPORT FOR

DIVISIONAL ACCOUNTANT/DIVISIONAL ACCOUNTS OFFICER/SR. DIVISIONAL

ACCOUNTS OFFICER

trdrfi . ...........t ..........................iFF Sr srdfu Sr ftqta
Report for the period from.............................-...............to

gFI-Ii PART.I

qtfara fucrur

PERSONAL DATA

1+dra'+ t +itiB-a xnsG-+, 3rrerrr {drur e{t dr} t frq)
(To be filled by the Administrative Section concerned of the Office)

gffi +l ars

lswe siant fr)

Name of the Officer

(in capital letters)

rffi u-5-ura fi-+ra
Employee l.D.

ttearrl

Designation

q,qT 6ffi r{qtud ilfr/aEqfrd
ila-drfr t *-dift"-d'B?

Whether the official belongs to

Scheduled Caste/Scheduled Tribe?

a;a frfu
Date of Birth

2

3

4

5

2

1.



dqr{srfr'fi (ti a-rfi+I 3r6aBfr €Gd
ateTFT* 3rfu
Educational qualifications including

Professional and Technical qualifications

r.#r fi ?I€ fdsrrdrq qtrm('3{aft
(r€.iri.fr.g. (Riea dIFIGq+, H,
fr. G 4., trs-e Mrail f;qIA)
Departmental Examination passed

i.e. SOGE (Civil, Commercial, Railway,

P&T, Revenue Audit etc.)

dd-ar-d nE C sa< E3Ea *t frP'
Date of continuous appointment to

the present grade

af,qra qE derT r{ri ffi+a fir frfr
Present Post and date of appointment

thereto

7

8

I

10.

3

o.

dd + at{Ta ar6 $ 3raqRrfr 13rdq;Ir1, .

cfr'rcror 3fl8 g fr rafut qG ae cft)qrsr
q{ Erq t d s-c*s ffrBqr
Period of absence from duty :

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

lf he has undergone training please Specify.



firrr- lliPART-

F.'rTIrfi-A/S E LF APPRAISAL

(fr€ 6ftnt fi ftme frd qr+ t r{fi (ERr ct qri i R(')
(To be fitted by rhe Officiat Reported upon)

lvEM. 6t rri t 1l t.* qq{ *'ir.r d,tr(',R'r{hn d srdqfr Td-6 cel
(Please read carefully the instructions given at the end of the form before filling the entries)

t. arql or rifrq Fa-+ro/erief d€scription of the duties

2(6\ 6r{ fi il Errq/T*q/e-tq 3fiq} E{i 3rsi fr<, Adrkd H 6t w :irvt ffi
Aqfta Gri rr$ d ra +rd fir tqftqFTra-rdr qr 3rar sq ri) 3{16-(€ si crqfr.m-dT

3{Ttrr{ rrr daTq 3lt{ 6{ (rdr deq 6I Efu t :iqfr EqaRrqi {an't
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.

asrr&qntq aqdBtrqi
TargeUObiectives/Goals Achievements
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2(s) qfr :nq ardrq ilsr6.R/}G-drq ilot gffiafts-a iFdrq Asr 3tBlFrfr t d T*
frtfrft-d l6a r(r dhzr a?n q.rfr +.I {fd-d, gffisc< 3n{ sa$r g-ilg 6{i, {R-
frF-f, h r€rl€rd, 3ras{rrt-q ota-g* atn sra riG-+'tlii, +iqrra qa +Rwur mn :r;q
ffiit + sriq C.*rE * qflqrgr fi Ert fr +ifrq sc t qdR;t

2(B) Please state briefly, the targer set and the quantum on work done in regard to

recording, indexing and weeding out of flles, maintenance of Gurad Files,

Sectional Note Book and other registers, furnishing of O & M and other returns

etc.

3(61 6qqr +tf,ff 2 f rars erq adi/Tladi *'r crfu fr {& *,fut +,} €iatc fr 6-61'1 uf{
a+d-Er eTFa C 6tg qTtn 3{T {fr d * a.qqr :r+r rc*s +tl

3(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.

3(s) Tqqr ra Fat +i :fi itrra 6t Rai +.16I :tfu+ =qaRrqi 
{& t 3nr lad'$q}

qFrqrfr 6r afi rais +tt
3(B) Please also indicates items in which there have been significantly, higher

achievements and your contribution thereto.

3(4)

3(c)

+.rd-ff 2 fr sffia 6r-4 ,icrird'* rarm 6fg eft a-6-d$ s{frft-+-d sq-dRrqit

Any significant additional achievements apart form those mentioned in Column 2

qFI&Tsr +Tffifr ffi a+rrr R-qr t

Training programme attended.

3(q)

3(D)

5



3(3)

3(E)
'dqfr ffi iq Ftr.R s-qr +-r fr ar$ tr
Property return has been submitted on due date.

fus 3lffi fi fitmt M il* t Brh FctlfiVsignature of rhe officer reportod upon

Ir$ aEI/FullName..........

(r{drJI/Designation

+1Sd/UtVrStOn..................

8aim1oate......................

Additional Proforma for the year 20Zl-ZSl qfrfum frI5.tcf E{ zozl-zs } frq

6



Position

R{ft

sl.
No.

Item of Works as par Targets for the year
2024-2025.
q{ zozl-zs +'a&il+' 6'.r{c-E

1 Date of submission of Monthly Accounts during
2024-2025.
2024-2s &'frtHcrkfia-GT @-Gftlftft
Position of reconciliation of figures of Receipt

and Expenditure relating to works upto 0312025.

Whether done on monthly basis or not.

o3/202s d6 il 61ff i sdf}d' qlft .:fu aq &'
eiio-d 6-r frf,H ile qlfuf, 3fiER w fu-q1 qq1 q1

qEr
Position ofbalances under heads for the year

2024-25:
a. 8782-102-93-PW EPS pertaining to

electronic Period (after 4/2013)

intimated by AG olfice .

b. 8782-102-95-RIT (after 01-0t -2014).

c. 8658-107-CSSA

sd zoza-zs & frgsfrtr& eiarfdts{rRlsnRtft

a. 87s2-102-e3-dEEltfiqsEa-ffi6 e{dfu

(4/20 1 3 b Ero t €dfua t ftm+1 qr{r
q-dra-€T6n atqfdq enr6.r{ ?t

b. 8782-102-gs-e[R en{a (01-01-2014 }'

c

Ero
8658-107-

3

Action taken on the balances

102-98-PW-Cheque and head 8782-102-95-RIT
pertaining to Cheque System period.

a6 qund rrsE t ffilord rft{ 8782-102-s8-

fi-sq+6 .rtr sfrd azaz-to
+a'ti qts ttRr ri fr1 rri 6rtEr€

2-es-eiR3flta &
I

under head 8782-4

Position of reconciliation for the year

under heads: -
a. 8782-102-93-PW EPS.

b. 8782-102-95-RIT.

c. 8658-107-CSSA.

d. 8443-108-PW DePosit.

2024-255

1

I



6

1

8

Whether done on quarterly basis and
dill'erences pointed out during reconciliation
cleared or not.
s6 zozt-zs bftsftsfrBdSff& offiA-on
o1Rtft, -

a. 8782-102-e3-d-sq{fr(rs
b. 87 82-102-gs -3{Rqrf,a

c. s6s8-1o7-dqgqqg
d. 8443-10S-osqwil

wr q6 frcld r{TqR qr fuqT rqr e oi{
fr 'drq + +{r daE rr{ +aH a1 qi fuqy qq1 } q1

r0r
Position of Minus balances under head 8443-
1 08-PW Deposit intimated by AG office.
Reasons. if any. for non-clearance.
qffi saa3-1es-fisqqqr # offi xune-o fu +1

F{fr ldAeroEorqfeq au qtr-d o1 rr{ r fW q
froi&a-ru,qRot{dr

Date of submission of Form PWA-26 (Schedule
of settlement with treasury ).

mid qlsqq-26 gnulrn o qTq frq-eH o1
sEI6-t+61frlqr

Nunrbcr ol Audit paras of Inspection Repons
got dropped in 2024-25.2024-2s d frfre{q ftfrdf
&eacrrq Aqrqfreffttr61€sr I

T{r arr FullName............

qq;Irtfl Des i g nati o n............ .

aiga/Division......................

8aio'tDate.........................

8
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firrT- I ll

PALr lll
(fistfr?r sffi r.<Er,rt sri *, fu)
(To be filled in by Reporting Officer)

6Tqr d?r(r fr +qr 3flq elrrr ll ,i 3ftfit, Gr{*I ndt M ilfr t, + qm Eu

'I(' E: IaT6-d t s6ra t? qE nfr d Tu-+r arwfua; fr-+tst cEd stt
Please state whether you agree with the self-appraisal of the officer reported

upon as mentioned in Part ll. lf not, please furnish the factual details.

2. 61t furqa 6,I Tai6a
Assossmont of work outPut

Ir€qrc-}rfi +tE +T frqttur Fderr aq 5+tau mffi EaT{ l6-ql arar t, ;il 1-10 ((16 fr

a€) * ffi q-{ 6tdT qG(', ts-d 1 Em$ q.-q 61fr dql 10 3ETtrff +'tfr 6.r vais +lat tt
Ff rnr ifl rRhr lo cfarfr Etrrt

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.

Weightago to this Section would be 40 Percent.
qr&arur

crftr+lfr *.
3nqqErr
lnitial of

Reviewing

Authority

f{q}ft.r
crmq'rt

Reponing
Authority

rrtapr crffi (fira
tv + rt{r-2 * dEt ii)
Reviewing Authority

(Refer Pars 2 of

Pan-lV)

F.
{'.r
sl.
No.

+s-are-g rrd +r +icrcdl3nEEd

Esq *. 3r{sr 3{iafad 6r{
Accomplishment of Planned

worldwork allotted as per subject

allotted

(i)

(ii)

(iii) fuaquncqo *xq-dr

Analytical ability

(iv) 3{gttrrtur 6rt +r +icral3rdEfrd
ard ar Bsqrrfi
Accomplishment of exceptional

woruunforeseen tasks performed

'6r{ tf,rffi-dr qr gr.r 6le
frqkur
Overall Grading on 'Work Output

9

1.

qtl
Items

ftrryrq 6r* ffr yrr.ar
Quality of output



(iii)

(vi)

(vii)

(ix)

,fti
Items

ffxfftr
nffi

Roporting

Authority

gr$aor vrffi 1rm
rv + +n-2 + ,iE* tr)
Rgviewing Authority

(Refer Para 2 of

Psrt-lV)

g-{fuur
crffi+
3fl<{r8fi

lnitial of

Reviewing

Authority

(i) 6r{ # eff EffiEr
Attitude to work

(ii) -ir{-erEFs 6r dltr
Sense oI responsibility

3;IQT].E;I 6T qTA;T

l\.4aintenance of discipline

(iv) gEsur ersdE'

Communication skills

(v) A-fq s-dtff 1oT
Leadership Qualities

{6qtrr EI t{r+dr t 616 q-{e fI
EfJI?IT

Capacity to work in team spirit

{Fq gRUfr 61 3rfi{Rur 6{i €I
ErTdT

Capacity to adhere to time-

schedule

(viii) qreqr *qR'ra +i"itr

lnter-personal relations

Ir;rq {rFfr?htrdr ('d. qFcra
Overall bearing and personality

ffi Erlsdni' q{ Es{ 61fr al
ffrrksr
Overall Grading on 'Personal

Anributes'

10

s. qfFrrra tr{ydnd'6r t;qtt-{
Assessment of personal attributos

s€qrGrfi +tft ar Fqttur FdErr aqr TdtrToT cTffir r-dT{r fuqr arar S, ;n 1-10 ((16't
ffi) t ffi q{ ildT sGq, aei I s+t a,'q +1fr dqr j0 rr-lrrff +lt +.r r"is 6-{f,r tl
?T qr{ zFT nnilr so cfrsra drfit
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.

Weightago to this Section would be 30 p6rcent.

6.
ri.r

st.

No.

I

I



4. 6r{tfi6 $rrftIl .n rrelifir
Assessmont of functional competency

€@rarrfi +tfe +T frtrtrur ftltftr atn gdtsrul cIffi EaRT Fqr srar tt ;il 1-10 (('fi t
6s1 * ffi qr 6tdr qGa, Bti 1 sd'S q;H +lf dql 10 3i={frff +ifr +r *ts +tai tt
{{ crr 6'r {Ri!r 30 cfrrra Etrnt

Numerical grading is lo be assigned by Reporting and Reviewing Authorities on a scale

of 1-10 (One - Ten), where I refers to the lowest and 10 to the highest grade.

Weightage to lhis Section would be 30 perc€nt.

ffifrrr
mffi

Reporting

Authority

Tr0rtur nffi
(rTrrr tv i' +{r-2 *'

,iErt li)
Reviewing

Authority (Rofer

Para 2 of Part-lv)

d.
ri.l
sl.
No.

rr(
Items

(i) A:q-qt/FdMtlqT+ tti qIr+dl &
${ fr cffr'srt t'E t€+'s& c-dr'+

6t rrr+rt
Knowledge of Rules/Regulations/

Procedures in the area of

function and ability to aPPIY them

correctly.

(ii) wrfift-o dra-at Sr ar4-dl

Strategic planning ability

Edrq *i fit errar

Decision making ability

(iii)

(iv) g8;a-q 8r erFdr

Co-ordination ability

(v) 3rc-i 3itn-f, arfca rffi +t
9n6 +-ri :fu rr+r i{firs +-{i
fir e.rtrdr

Ability to motivate and develop

subordinates

(vi) r5a rrFa
lnitiative

'6r+fi+, {srq-ilr w sazr 6}ft
Aqtlr
Overall Grading on 'Functional

Compet6ncy'

-.,]

11

Ta-tsilur
mffi*-

3n(rl.Ier{

lnitial of

Revi€wing

Authority

I

ll



q (6) rrflfud aft{Vrgqf*a rrcrfr{trrna t oa-qk {rit A cfr sfurtsr
(T.qqT sgqfud'tsrfrrit/3r{qfu'd r+wHtmrstt azfi ffr sarer:rt & Ert f rd8r
qrg:itr rft lM t frq rfr6r 5arrtra q{ frlqufi st)
(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/Vveaker Sections and willingness to deal with them)
(u1 - rdqE-d ilrffi 3lkrcr r1gfq-d rrorfrdt *, tunrs ui gnn d
c$rE!ftrart
(b) r* Effectiveness in the devolopment and protection of Scheduled
Castes and/or Schedulod Tribes.

(6) 3rflAd arffi 3it{ agqEa s-rsrffi 6 qtr EffiT
(a) Attitude towards Scheduled Castes and Scheduled Tribes.
(u) €rETB-6 arq + sfr ,itd-drn-frdr

(b) Sensitivity to social justice.

(?T) yrrar *t rH E yr+r sFrfl 6"1A aqr 3r{qfudarmt 3it{ 3{-{qR-d
arqrfui * frq -qra gBtrla fl-i E dft-d 3lk ex{rfi ffi 6ri fi
qlrrrafl

(c) Ability to take quick and effective action to prevent and quell atrocities

and ensure justice to Scheduled Castes and Scheduled Tribes.
(q)

(d)

:r{qF-d drmt 3fu :r{qtra a-a-orM fr h'fi-€ dri rid$ card?trfrdrr

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

6 Eq 6r{ ('iI glFltFfi/Attitude & Potontial:

(Ttrqr 3lffi fi,irlrffid E!)sildr 3itr +R'q{ ff6rs + ft(' frFafrfud sr$ d.t
* ffi fid eH. +t ifi-d +tr gv+r Azafrfua 3qgf,d drn frtr ri 1,2,3 frFa-d
+ir
(Please indicate three fields of work from amongst the following for possible

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

(i) crfr ffisJyneceipr Audit

(ii) EIffF{fi il'EtrFrttTr/Commerciat Audit

(iii) {qr{d G-+rq ffiHT/Autonomous Bodies Audit

(iv) Mur 6.14 ffian^/vorks Audit

" (3r{qE( arffi 3ikqr ir{qfud ffifffrii + F6rs vd' g{Fr t {ETd-6r{ rri ari :rtu+rttqi + nrf,i t 
'r{i* fra'}-rd r6i ftS 3{fu6rft i arr} { 6i-{ drrL rfr d at * aias t fr(' t-{I 66r ar Ecidr tt).. (ro be filled in only in the case of offic€rs dealing with development and protection of scs and srs.

Where the column is not applicable in the case of any officer, it may be so stated against the column.)

12



7

(v) gra iqFrte /other Audit

1v1 aaGlfira g-aIRI;r 3lk +r{nrq xi'cralpersonal Administration and Office

Management

(vii) dsr 6r6/Account Function

(viii) 5+-{rt 6rfl Entilement Function

(ix) cFl&rlTff raining

(x) Fgq, si. (iE (rrl. *-qetr+-<stlSystems, o&M Computerisation

(xi) +I$ ra et* tgn-{Il Tq€ mt)/Any other fields (please specifv)

gfulrfiraining:

+qqr $ffi 6r cr{rffdr ad 614 8rq-dr3lt d.3it{ sEfi sqn:itr Ef6 6T} 6r rF.
t 3q.* CftIefur fi fr(r ffiQI +tl/ Please give recommendations for training

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

,isfiq tsrfifi/ dTfiq ngr gffir{firc dr&q esr 3rffi * Rs 3rfrFrd

freffi
Additional Atributes for DA,/DAO/Sr'DAO

qqtflsr A- gfr dHlq/Attitude towards environement

(g Tqqr 3fiEc ffit' ari Erd 'd46;it + sr2r 
'm+' 

€titr 3lt( 5frd s-ddfxi qrEd 6ri
€r errdl qr ftpqufr 6tt
(a) Please comment on his/her relations with the auditee organizations and

ability to elicit co-operation from them.

(u) Tc"r aFdJn dTdt t'iiiq a nf+rq-at i A-4Rur fi fr(, 5d* EffiuI q{

ftqufi +:tt

(b) Please comment on his/her attitude towards redressal of grievances relating

to personal claims.

8

(D
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9. ERar f,t Frfrlstate of h6atth:

{rgfrqylntegrity:
(Tc-qr 3i-{Avf t fit fr rB fd4vlt ri.tz ldltletease see note j2 under the
instructions)

11 fitlt€"T 3rffi (om sffi t vra gur ffi qta-rrdT aqr 6-q qlr{dr drd qtT,

3*rTeIRsr rqaRrd a-d-cd$ frrfrdT3fr aq +T +'4-$r dJtr * cfr gk+iq efiA-dr t
*T fu*ur (irrBrrr 100 erdi fr)t
Pen Picture by Reporting officer (in about 100 words) on the overall qualilies of
the official including area of strength and lesser strength, extraordinary
achievements, significant failures and attitude towards weaker sections,

12 c'fi{i * qrrr- t * t{r 2, 3 d?rr 4 d E(' rR' fiRitr t :mrrt rr{ {rlrql Tr@rl?}FF
+itr Etfrurr
Overall numerical grading on the basis of weightage given in para 2, 3 and 4 in
Part-lll of the Report.

srffi+' atrr *.srq ftdft?r 3rffi *.rsrarr
Signature of the Reporting Officer with official stamp

€?TTJra ;nfr Trrra 3reflt d..... .........

Name in Block Letter...............

n$e 61 3rcfu *'Eirra qcarc

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

Place

*rdrfrq'

't 0.

Date

Office
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2

SITJT.IVi PART.IV

ydtfiur 3rffi f,r RsFtqi
REMARKS OF THE REVIEWING OFFICER

gatarur affi + :rtn-a Q-dr fir srdfr
Length of service under the Reviewing Officer

Fqr 3flq fir4-lll d 6T-4 F"cr{a a?n 8ffi6 fta}q-dBn t {idq * nrc}Ea 3lfu6rt EflT
l+(' rR' Fai6d t srra tr qG s{rc Etq-dnit t f icqra+ raqr6-a fi s6Frd

n$i H d errl- lll fr 3nqfi frq trq rrq €arr d 3{q} qrqr6-d a} atBfrBa +t a'?n

3rqfr qFdE w en -elanrt +tt
Do you agree with the assessment made by the Reporting Officer with respect to

the work output and the various attributes in Part-lll? ln 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 lll and initial your entries

afr, fi rcra afr (r fii 3rc-dr {arrd srr4-lll ji 6$

Grqr tt
No, I do not agree. I have recorded mY

assessment in Part lll

eq-sT d aqa 5) vt +re t)
(Please strike out whichever is not applicable)

Fdetq Sr F{fr f +,qqr fu+rqr tti 6wr u-qa *tt
ln case of difference of opinion, please give details and reasons for the same

3

,i, g 65ra (
Yes, I agree.

15
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4 Rrttrr 3rffi FRr B'a'zr(' fu{ur qr ftqolt i, qE +f€ d arr
Comments, if any, on the Pen Piclure written by the Reporting Officer

cfri{d fi slrq- t +' t{r 2, 3 a?i a f E(' m' a+r*hr *. ilqR q{ rrrr Tigqrc-rm. +tfr
Ftrtrqr
Overall numerical grading on the basis of weightage given in para 2,3 and 4 in
Part - lll of the Report.

5

Felrd

Place.

Edin

Date................-......

Tdtqrur 3rfu+,rt *. rsrarr
Signature of tho Reviowing Officer

an+ fferti
Name in Block Letters.........

q(ar+I

Designation during the period of report

16
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rAEIIINSIEUSIONS
dlfi-fi aqrcd a-aia;d ftmt c-fi aEd1ot {Rlifr tl {€d 6ffi *. +16 Frqrca ar

qnqrs-d 6{i t frs 3it{ is+ Jr+d Fff (*ft-+r) * g€-Ar 3{rn qffi }. frq {33Id
3lk E-&a1lt q+m drfr tt sra: Bs +.'ffi fir ftdt M arfi t, nsferr crB+rt'

T*tat* m. d'sn *..{i Ern cIffi o} g wrf 6t r{i t rdzq +t :za
L,rrqTfua fr e{reff $ +-rat il16(rt

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

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.

6rt trEcr{f, fi {€t6-d *r =qqta 
qrrE +ignra G-6rg *. frr' ('+' gnrf, *' sc jt

+-rar EG('t fimfur nffitdt +t qa srd?ra arar qGq fr'6-or rhq s{ffi 6r

l++rs +..rdr t, aTfu EE srq-fr aref++ ertrfrr 6l Tt $S!r'rrg u*t ge-+l dtr atv

ffi *i cB-qI a 6t6{ fr'6rq +li Sl cf*-qr tt ftq}84 aet gatreror 3{ffarfl +}
qG(' f6 B-€. 3{ffi 8r Rmt ffi sr {& t 5s-& +T-4 Aqred' {d-{ 3r2rdr Ffq
aqpd;q. fr E;ffi +r rc*s 6{i ri ri6tq a 6tl
The Performance Appraisal should be used as a tool for human resource

development. Reporting officers should realize that the ob.iective is to develop an

otficial so that he/she realises true potential. lt 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,

rrd +i Jfdd grdqrdr tti .=ra g crdrc-a rrrrrl rlF6{ }r{I ar qGl't qfr t{ct8

3r{Trdtrr$ d qr sr*rt At{ t e]-a} iFI Irqrq F6-qr drdr r;q wffii +t

3{r$fr t q.rT 4 slr'rnt
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.

rid{ ddrdra}rfi w fr'Eqr arcr+rl 3iqnrc'q 6-trs 4(r Fna t *at #r EiBa rq€ ar

qfrr irFralr tt srdat defi arsRt eil grdqlrfi t gar arff !'G('3it{ rafi'c-qt4 t 3?d{

fu dra cIffi 6r drwfr'+. 3{Rcrq T:tstq r+-c dar arBrt Er+ sFrqc d?lT

s{d s{ro{r +r rqlrr +tt +qqr 3IqS fr:EqFrqi td slrq 5-qe', 'dgd 3{zGI", '3r.itt".

"3itsd' 3ff{ '3it€-d t 6fl' *S .E"d-*fi" rrd 6r trql4 il s-:tl

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 lhe authority recording the answer. Please

use unambiguous and simple language. Please do not use omnibus expression like

2

3

4
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"Outstanding", 'Very Good", "Good", "Average,' or "Below Average.. while giving
your comments.

nsffr?T 3rffi d{ fi 3aiH d, B-+ o*qrftd fir fistt ffi affi t r€-A t r&n 6r
€-drd t qftfrrulriE-fiffi--fi drq Aqlfrd +tmr +T4 Fsqrca or aar+-a, ft-s.
trffi 6r t{tt ffi arfr t aen ffIq'}err 3rffi * A-{ €I-+d :raqrg 6tdr EG(rt
arqretq ft]tfrrr a{ * er,i?{ i fr Fqfffd lo(' srtir qA +f€ 3{ftq.rtf Rdftrr d{.fr
;Iq q( 61 6r{fi{ ,E:tTd-dr t d t-t d&q a(r 6r{BTR ir'6gr *-ri t srq ftiiRa f6t'
src-i t

The Reporting Officer shall, in the beginning of the year set quantitative/physical

targets in consultalions 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. ln 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.

a"it fr €aifud :rMtit +t dr-d #r rcq ora+Tt aqr ara ilar qGqr ardi +t
Errtfra 6''{i {ffiq 6,16 t ssc aitr el-{ d?n rfr fra}c Erdt +} e-qrfr d ru} gv rcen
fi?rk+-dr Bq-d *'r arfi ilGv Gt, frs +.dqrfr fi ndt M srfi t ret arS or
Fstr qr et{ + fr('EFtq dt
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.

qq+fr 6rf Fqrca ar {Fxr6-d d+ }. 3id f l+-qr arar F cq g€ srd 6} eqrf, di

rsrt ia {6 al;Ei q-€TeIfl * Ffrmrq qiT EErfr 6i s&, sr-4 Aql(d SI sffeTr + fr('
ndEr 3{ffi aen G-s 6ffi fr frqfe ffi affi t, r+.Eq fi st{Ta ffid
rianra q* ffi rfar qftq den FqA-d €rrrrcam'*aq rari EG('r
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 lhe year at regular intervals to
review the performance and to take necessary corrective steps.

lr€qird *-ti drd q-&+.gffi +T q6 rq.Er ildT qG(r f6- G-s dqFd fi 6rd +l
("qrqa F4qT sr .6r t, rg& 616 Hqrfa, :rr*rsr, e"-ir6R aun e lrdr sr qqr grrd

s&-s& fu*rT c+gd fd-qr drqt
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.

B-s "qBd t 6d +.r qara-a l+-qr dr w t, :q+r a-ar+-a nlte fr :rdfr * rs*.
Fsqrca a+, fr mft-d 6tdr qrf6(rt

6

I

18

7.

8.



10

Assessment should be confined to the appraisee's performance during the period

of report only.

('6 & t'6 * 3;* qE q€'S fir q-d-dT ji 3ifu6 ,rrsltq 6'r s*.i Ht G;S t-+ fr'rE qr

rsld:itt rl{ efi {lffq-sIrq tr{ 3{FrT -3lnrrl of q-m-dr tt {qrfid * {fr azqt *} eqra A

l.lq-ar {tFd(':itl fa w q?nfud ffi fr srff ilB('t
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.

B's EqFd +r 1ei+a l+-+ srar t, 5€t FdR"m g"fr * B-o q-6g.rt w Aa+ra;a

t6-qr aral t, a-o c-af+' +i-dff t. fri 3ifs.-d fuqr lrqr tt raq frsrr+. *t ga qr :itt
yi &:r;o +dera uq:f qr +tffi +.l-ff qGql

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 attribules.

e?qFE-6r t dGifud *i-frq *.) srri fi frq ffifua mr{frfr *-r qr a F6-qr sraT

qGq:

The following procedure should be followed in filling up the column relating to

integrity:
qq affi 6r r-sfrqr fr Eirg €td a-& t, d t.gr ldd-o fuqI slql
lf the official's integrity is beyond doubt, it may be so stated
qfq +tg qi6r qr st-r et ar, a-c +t sre dg iaqr drar qG('3it{ EE +rlarg +-cs

sG('l
lf there is any doubt or suspicion, the column should be left blank and action

taken as under:
(16 3{FrrI Xw frwuf frE-6{ %d-d-S 6TG€' fir srfi qrfrqr g ft=vofi 6t r'+ cfr
ar.ft.q,fr. qtra3rrr-A afts 3rffi 6t slg A ar$ qGqt d +a gHR-u-a mt-rn f6

%ila-S 6rffi ?ftq fr aK'l G-fr qraiit d q-ilqftc.6r +t c-flIFrd ;F'(ar qr a}qffq

?qufi ($ +lar +irE a dt aO ndfur 3lffi 6t RrF t :r.frsrt qE sEis 6GrT

ilF('f4. qr d rri 6ffi 6r fit +16r s;r{r atr a-& isr t, ffi fu a-a ftft-+a

{16:Frrrfi E;{ Ffi qT 3q-i sffi + fuFd ffi ard a-fr gfi tl
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.

qfE s-d-{tr *Ttdrg fi rrtr€rsq +iio qr ei6r' ({ d 3rA 5 6 a.dert 6r wqGsot

rfffird 6l srfi qrG(r:itl qr.fr.afr. C a-dg€.R cfrR fi srfi aGvt

lf, 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'

1l

12

(i)

(n)

(a)

(u)

(b)
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(4) qtr sa-6 qI ?i6rri A gfu d are t il q6 dzq sfi E* f+-sT drar Erfr(r 3ik d.iftd
3{Mr +t {€-fr frfud-d ga-ar fr mfr aftvr

(c) lf lhe doubts or suspicions are confirmed, this fact should also be recorded and

duly communicated to lhe officer concerned.

(q) qE r{a-ff +r'cdr'€ * $.rFFFrr sl6 qr lio'R' a d qr d-& rt sitr a & rd-6r gF. d-S
6f d 3rfu6Tt * srm{ur q{ 3it{ 3rfu+- rrafu 66 ffi {d drfi qrft(':itr l1r}. srq
iq{ (u) 3ik (ar) Ji can' 4(' dtr+.t ffi Er arfr qrB('r

(d) lf 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.

13. ,ireqrr+ 6tft ftii-{Er t snr ('.fi.('.3rr. :rai t titifua fewfr{rr :

Guidelines regarding filling up APAR with numerical grading:

(i) fidft-rr der gafreu vrB+rnd a-aru *dart ffir ns}t ffi sr$ t, *- sr-4 fr
ya;ar ffi-c+ E!)r-dBfr aqr qrqkro rrar tg dEqr.a-fi iBrr c-(ra *r ar$ t t
1-10 + ffi * 66 urBv, q-6r j * sct +-q +1e 6r der to r.qa-q fi)fr +.r

3e*s 6,.rdr tl
Numerical grading are to be awarded by Reporting and Reviewing Authorities for
lhe quality of work output, personal attributes and functional competence of the
official reported upon. These should be on the scale of l-10, where 1 refers to the
lowest grade and '10 to the highest grade.

(ii) T6 3rqfir *I ilA t fu 6fg efr r sr 2 (+,14 Gqrca qr Etq-dBit qr $q4 61ft +
fra) 61t fttfr*urt.61' +dtrfr fiI fdftts-e ftFd-dr fi qrzqq t +-rrq F-rur 1, s-dr-a
sc t 3itfu-q/ERsr 3if6-d l4-qT dr(rJrT irerr {S r6.K 9 sr 10 +ifr fi frq efi EFrE
6'1 3itfuaq rfi ecE sc t 3if4.-d F6-qr sR'rrl | 6tft 1 t 10 aqr 9 t 10 Ffifr 3Tqtra
ilS t :ra: s++r :itB;q 16(' ari fir f{,q}e4 dfi giltersr seoft qoru 'seqrcr+
c-flil 6{e srrq 3qh sqoer aqffi & ,iEqr Et d-&4ra fr -sS 3rfid mr4 rr 16r

d, * cfr 6ffi fr M +r frqttur +'rar qft('r
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 g or l0 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. ln 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.

(iii) ar.B.q,fr. *r 8 t .lo t qeq 61 a.)fr frqtwT rq'q Hrdr qrcrfi der qfi-6-rlTn-df.6fr

€ 3it€-d crwi+, 6r eprar ari fi frtr qrEfrrm 9 frqr sR'rn I

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 scoTes for
empanelmenUpromotion.
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(iv) ar.fr,1ft. mr 6 t 8 t atq m +1fu fttfRoT E-(i{ 3rd6r El; UI(T4T aaII qIFi6' z Eqr

(v)

3T(r4Il

APARS graded between 6 and 8 will be rated as'Very Good'and will be given a

score of 7.

ar.fr.4,fr. ,fi 4 t 6 * aeq +T stt frtfRlT 3r.BI Ttt;II 3rrr4r aur qrrdi+ 5 ftqr
BT(T4TI

APARS graded between 4 and 6 will be rated as "Good" and will be given a score

of 5.

ar.ft.q,ft. 6T 4 t +"ff 6ft AqkoT 6t qlwia' 't1a E+ arzn t

APARS graded below 4 will be given a score of "Zero".

eTrisr tti 3it{ra:

Weightage and Mean:

anrhr ar or4 s-ccrfrfidr ffifr6 rrctl aqr mdrr+'q&r+tclr w Fqtft-a F+-qI Tqr Ht

€Ezl *lfu.Fr 3ITtrR 1-10 Fr.iq;Ir rrt 3Trtrtft-d 1trlr ffi 40 961p6 +16 3?qrq?FiII

4sfa-a t'frq a2n rct'6' tsd 30 cGlrd ffi{i!1 ffid6 guit aw 6rd-.a-4' sarsdr t
raiaa t frq Fqr dTqrr I slEI +lfr F!II-{E'I traffi F{6 *' artiq * aEvra w
ftiftd t, $te-a qa * ots q{ 3{rtnR-d ilrnl
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 4Oo/o

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.

(vi)

14

(rf6 d"rdq sr 6rstfrq anqa dqr 51/4/64-€nqar (6) Edis 23.07.2009 a:n

6rfi-6 aii cFErur Ec{I4 *r .+i. 21011t2005 irn (6) (s{rrr ll) frar6 23.07.2009)

(irinistry of Home Affairs Ol, No. 5'!/4/& Estt (A) dated 23.07.2009 and

Department of Personnel and Training OM No.

21011/'ll2005-Estt (A) (Pt. ll) dated 23.07.2009)
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