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SUPREME AUDIT INSTITUTION OF INDIA
Attt weafen
Dedicatad to Truth in Public Interest

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-1l 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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up by the official.

Copy of the letter may also be handed over b 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-1ll 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 lll 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.
Item No. 2 of the | Item No 3 of Part lli(Assessment of | Item No 4 of part -l
Part —llI- personal attributes) 30% weightage [(Assessment of function
(Assessment of competency)
work output) .

40% weightage 30% weightage
ltem| Grading ltem No. Grading |ltem No. Grading
No. | assigned assigned assigned
(i) |8 (i) 8 (i) 8
(i |7 (i) 7 (ii) 7
(ii) [ 9 (iii) 7 (iii) 7
(iv)| 8 (iv) 9 (iv) 9
(v) |3.20 (v) 5 (v) 5

(32+4)x40/100
(v1) 9 (v1) 9
(vir) 8 (vir) [2.25
(45+6)x30/100
(viii) 7
(1x) 7
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) 223
(67+9)x30/100

Item No. 12 (Overall numerical grading) ( 3.20+2.23+2.25=7.68)

Item No. 10 of Part —lll (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.

Digitally signed by
Amrit TalRgar
TALWAR Date: 25-03-2025
Sr. AccaquimtsOQfficer WM (A)

Phone: - 0172-2614931, 2613211, 2615382, 2608494 Fax No- 0172-2603524 E-mail:- agacharvana@cag.gov.in
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AT AWER/ATIY @ FwH/afits dzdy @ e & v
ais frsures Hegisa RaE
ANNUAL PERFORMANCE APPRAISAL REPORT FOR
DIVISIONAL ACCOUNTANT/DIVISIONAL ACCOUNTS OFFICER/SR. DIVISIONAL
ACCOUNTS OFFICER

A, £ A a& & 3afa & RO
Report for the period froMu e 0o senssseeeen
HTT-I/PART-I
sgfFaera faavor

PERSONAL DATA
(Fraferg & Feafta srmafas 3egemT ganT st o & o)

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

1. TSR &1 A7
(TIST 37eRT H)
Name of the Officer
(in capital letters)

2 SN UgdTeT FHATH
Employee I.D.

3. U&eTH
Designation

4. A FHART JeggiAd Sl
SeAeia & |@afaa g7
Whether the official belongs to
Scheduled Caste/Scheduled Tribe?

5. e O
Date of Birth




10.

TaET e Td el Igar3t afed
Ferfores rEare

Educational qualifications including
Professional and Technical qualifications

ot &y g Fsmei adiee et
.3t (Rfew, afofeas, W9,

@Y. U3 &, TIEF @A SA1R)
Departmental Examination passed

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

FIAH I3 A Fad FgEFa & A
Date of continuous appointment to
the present grade

A 9g aur 38A FgfEa & Al
Present Post and date of appointment
thereto

a¥ & & s ¥ Iguieafa (3as,
wiretor 3nfe 9x) & 3@y afg ag giAemr
qX 9T § ar 3ea@ |

Period of absence from duty

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

If he has undergone training please Specify.




- _/PART-II

Fa-Aear1/SELF APPRAISAL
(e et 1 Reté el oot ¥ 399 Zamr oY 9 & fay
(To be filled by the Official Reported upon)
(et = s ¥ OF FUA 99T F 3 A Ru ¢ It # AU @ w)

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

1. @At &1 @ffrca f§avon/Brief description of the duties

2(F) FE F S AGIFRIAT WUA T 39a v i Y g o s /e
fAeiRa & o g 39t & (RomEAET a1 3 w7 #) sregE A wATEEar
AR W JA0 3R & o a8 ¥ gfee § 3ot 3uafeuar gam)

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.

qET/3LRY/AT Iqafeuar
Target/Objectives/Goals Achievements




2(B)

3(F)

3(A)

33
3(C)

3(9)
3(D)

Ife T AT SEHER/ASET @ Hftw/aftss Az or wfter € ar duan
fuiRd fFv v Ted Fur e F gdee, FffcEag IR 3TH SO A, e
ffe & tatEmE, iy dA-ge aur 3w 9fSes, Hares Ud AT 9U ey
farforat & d@ey & Fe7 F oA F e A FfEcd & F gan|

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.

Wﬁwzﬁmma&ﬁmﬁ#mﬁ@maﬁﬁmﬁml afe
Feat T o F FE Srer 3 W @ A FIA FHA oo™ F

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.

FoT 37 A A N A FY e FA 3w suofeuar @ E R S e
et &1 Y IeeE |

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

FTere 2 7 IeTfRT FF FueH & emar F3 #f Hgcaqor AfaRea suwfeua)

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

gfreror FIHA ST Her o)

Training programme attended.




3(3) Hufea faawol o fAfy W sr ¢ & 718 )

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

o afowr #r ol P s § 39 seanar/Signature of the Officer reported upon

U ATH/FUlINamMe..........ocoei e
TGaATH/DeSIGNAtION oo e,
ST/ DIVISION.cevvre oo

TR DA oo

Additional Proforma for the Year 2024-25/ 3ifafvad vieerat adf 2024-25 & o




SL

No.

Item of Works as par Targets for the year
2024-2025.
a¥ 2024-25 F AT S ITIAR I 7

Position

fRufa

Date of submission of Monthly Accounts during
2024-2025.
2024-25 P R A1 TRaT TRgd e B fdfy

Position of reconciliation of figures of Receipt
and Expenditure relating to works upto 03/2025.
Whether done on monthly basis or not.

03/2025 9% & Pl ¥ Teftd Wity 3R T &
:{_g@rwﬁmﬁmnﬁwaﬂmwﬁmwm
|

Position of balances under heads for the year
2024-25:-
a. 8782-102-93-PW EPS pertaining to
electronic period (after 4/2013)
intimated by AG office .

b. 8782-102-95-RIT (after 01-01-2014).
c. 8658-107-CSSA
9 2024-25 ¥ forg <l & siarfd Aw wfy &1 fRUfA

a. 8782-102-93-UiSsq SUITH Sarac-eh fafer
(4/2013 ¥ TT1e) A Taftrd @, forgast g
eGSR Hafed gRI ¢ TS 8

b. 8782-102-95-3R 3 €1 (01-01-2014 P
dlq)

c. 8658-107-HTHTHY

Action taken on the balances under head 8782-
102-98-PW-Cheque and head 8782-102-95-RIT
pertaining to Cheque System period.

J5 gurel oafy ¥ wefdd i 8782-102-98-
figsg- 3% R o 8782-102-95-3R3MEE &
Sicrfa 2y AR R B T8 PRATS |

Position of reconciliation for the year 2024-25
under heads: -
a. 8782-102-93-PW EPS.

b. 8782-102-95-RIT.
c. 8658-107-CSSA.

d. 8443-108-PW Deposit.




Whether done on quarterly basis and
differences pointed out during reconciliation
| cleared or not.

Ty 2024-25 & foru Fafafaa vl & siqfa foem
1 fRufa: -
a. 8782-102-93-dresq] sUlTg

b. 8782-102-95-3R3MST

c. 8658-107-HugUTay

d. 8443-108-Ut S& o

7 78 fommet emuR W fear mar ® &R
%@qéﬂmaﬁmwnﬁﬂa’rﬁgﬁmw%m
|

Position of Minus balances under head 8443-
108-PW  Deposit intimated by AG office.
Reasons, if any. for non-clearance.

3t 8443-108-tesy &A1 F 3idifa Homars 2y &
Rufa meTETHR Hrafer gRT gfea #t ) Hed 7
forem & SR, afe B 8

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

®iH dissqu-26 @R & 9y Fges @t
ST o1 A bt fafd |

Number of Audit paras of Inspection Reports
got dropped in 2024-25. 2024-25 § fAtemor fraref
| & BTIU Y SRETUIe OR1 &) e |

9 AH/FullName......................
TeATH/Designation...............ooooeeeeeeeeeee,

HZT/DIVISION v
AR/ DA€ e




-1 (Fraiféer 3= gar Y 9= & )
PART-III (To be filled in by Reporting Officer)

1. Fuar qqC 5 Far 39 dwr || F e, Sed Rae fodr S v & gaw fow

T FAHGAEA ¥ FEAd ¢7 e G AN FIAT aredfas faawer grgd F

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, T fasuee F1 FqediEwT

Assessment of work output

Wmﬂﬁmﬁwﬁmﬁwwgﬁwmmmmiﬁmmwﬁ

) & YA W g wIfRT, SEf 1 FEd FA FfC aUr 10 ITgaA HE F e FAT €

SH HTIT FT W 40 wfaera gwemi

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 Rraféar gerdiator ST (ST gerdiator
./ ltems Pl Eac V& dg-2 F Hed &) | wioe &
Sl Reporting Reviewing Authority TSR
No. Authority (Refer Para 2 of Initial of
Part-1V) Reviewing
Authority

(i) qoeg FY & FURA/ERT
R ¥ ER e #
Accomplishment of planned
work/work allotted as per subject
allotted

(i) frw 1T F A qoTEear
Quality of output

(iii) faeerucAs Tegar
Analytical ability

(iv) HEURUT T F  HUGA/HAIET
FTat Fr fAsaea

Accomplishment  of  exceptional
work/unforeseen tasks performed

‘FE  IqgHEar W AT Fife
fereror
Overall Grading on ‘Work Output’




3.  cafaea RNaTHt w1 e

Assessment of personal attributes
FEATcA® HIfE 1 fFuRer Rofésr qur gerdreror sfterdr garr fFar s &, S 1-10 (v @
gH) & YA W gl TIfgT, el 1 Wed &/ e gUr 10 3=9dd/ e F Iea@ Far Bl
TH HIT &1 AR 30 gfaera g
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.

—

| & AT Raiféar gerietor ey (s gerdiaTor
w./ Items st V& &2 F gt )| ofed &
Sl | Reporting Reviewing Authority A
No. Authority (Refer Para 2 of Initial of
Part-1V) Reviewing
' Authority

(i) | FF & 9y eReaor
3 Attitude to work
| (i) IeaRefdca & Ay
Sense of responsibility
(iii) HAJMEA FI qrelat
Maintenance of discipline
(iv) HIYOT &THATT
Communication skills
(V) |
Leadership Qualities
(vi) FedeT & HIaA § FH A FHY
ETHAT
Capacity to work in team spirit
- (vii) TAT FRON & RO = A
&THAT
Capacity to adhere to time-

schedule

(vii) | IR dafFas @Eu
Inter-personal relations

(ix) HHI Heetelerar vd cafddea
Overall bearing and personality

_ ol Revast @ T # R @
! fayior

Overall Grading on ‘Personal
| Attributes’ |

10



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

FATHE HEHAAT FT HediHa

Assessment of functional competency
GegreHs HfE F eRor Reféer qur gademor st garr &ar S &1 S 1-10 (T |
Zd) & YA W @ IR, SEf 1 §E@ FH A JU 10 3TIAH FfE H Ioa@ HHAT €
S HTT &1 HRTY 30 wfaerd gweml
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.

7. 7 RAfEr | et e | qerdter

w./ Items upcari (o IV F &2 F | witer &

Sl. Reporting e #H) AT |

No. Authority Reviewing Initial of |
Authority (Refer | Reviewing |
Para 2 of Part-IV) | Authority |

(i)

PrHRfFTEEE g degar &
&7 # yfhaie Td 38F Hel 9T
T FTTRRY

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

ordfas arsr & aHar
Strategic planning ability

Aot o= &1 &TRar
Decision making ability

Hag &1 &TAdr
Co-ordination ability

9 3T FERG FHAARE A
NG A W Idw [Fem F:=
&7 &THAT

Ability to motivate and develop

subordinates

g AfEd

Initiative

‘FRTCHAS FHEAAT W AT FE
feruor

Overall Grading on ‘Functional
Competency’

11



5 (®) FqgRE FSfaAiraaRa SaefadiaAs § FA9R @@t F gfy e
(Fo AT AT SHfadi/FASIR ot T FAERT & a¥ # 3T
TAH R 38 fAuea & fav 39 sconfdd W Rogof &)

(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)

(@) "a@ﬁaaﬁﬁaﬁtmaﬁﬁﬁﬁaﬂmﬁm#ﬁmww#

werraefterar)

(b) =+ Effectiveness in the development and protection of Scheduled

Castes and/or Scheduled Tribes.

()  ITER SfeE 3R R et ¥ Sy e

(a) Attitude towards Scheduled Castes and Scheduled Tribes.

(@  wHEfeE =g & gfa gagaeiear

(b) Sensitivity to social justice.

(M)  FESA F AFA T IHA YAS R TU g Sfad IR g
St & fow = gRREd a@ &g @Ra IR S FES wE A
JFgdn|

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

(@)  3gfEd Sfadt AR IegiRa Seenfadl # e o= geeh gsmaeferdn

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

6. SYIE U @HTGAT/Attitude & Potential:
(Fuar 3Rl & Fafaa fAvaar 3R PR Rew & v g st & @
¥ Rredt O &t @ ST A Fer el suged d dFw # 12,3 Rfeaa
HY) |
(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) wrfca sr@radret/Receipt Audit

(i) arfofSas er@mara/Commercial Audit

(iii) FErIa ARy er@m{am/Autonomous Bodies Audit
(iv) forToT ®F ar@radie/Works Audit

" (i St S A S & R U ARET @ HedaER S A HOERa & A A s
& fU Faa T e 30wl & A 3§ Flaw oae) A8 @ A 36 FaH F @ CH FET A GHar )

*+ (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.)

12



(M

(v)

=g J@aLeT/Other Audit

(vi) cafFaera gerae 3R Frater gete/Personal Administration and Office

Management

(vii) or@r FTd/Account Function

(viii) gFerT FA/Entilement Function

(ix) wfreoT/Training

(x)

faeeH, 3. U3 UA. FFgedaorSystems, O&M Computerisation

(xi) S T &TF (FIAT TS H)/Any other fields (please specify)

&t/ Training:

o R 1 vEnfEAT o @ et ¥ IR fow gER AR e A e
o I geror & for fAwer &t/ Please give recommendations for training
with a view to further improving the effectiveness and capabilities of the officer.

ey dEER AsdT d@ FtEH/aRts #zdd awr el & o afafed
freryant
Additional Atributes for DA/DAO/Sr.DAO

* /Attitude towards environement
(v) Fa 3ifee RRT ST T WCA & W 3eh FEY 3R S WEA o F
$r erFar W feoqol &Y
(a) Please comment on his/her relations with the auditee organizations and

ability to elicit co-operation from them.

(a)mmﬁﬁﬁ%ﬁﬂﬁﬁﬂﬂ%ﬁﬁ@%ﬁtﬁgﬁﬁmw
feogoft &Y

(b) Please comment on his/her attitude towards redressal of grievances relating
to personal claims.

13



10.

11.

12,

Place.....

Date....oauwpe

Fareey i 2ufa/State of health:

gcafasat/integrity:
(FIAT JefeRlt & = & 7 fevuoft €.12 &W)/(Please see note 12 under the

instructions)

Raiféar #foert ganr st & wwer o e deaar awr F7 At o &,
JTHTYROT 39efeudl, Agcaqul fAwaansl aur & AR goit & ufa efeesor affe &
&1 =0T (SeTHeT 100 ereal &)

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of
the official including area of strength and lesser strength, extraordinary

!

gfddesT & &Il & KT 2, 3 U 4 F BT 70 AR F WU W AT TCIHF
Fife Fraiorn

Overall numerical grading on the basis of weightage given in Para 2, 3 and 4 in

Part-lll of the Repornt.

T A & @y NOifér sk & seanr
Signature of the Reporting Officer with official stamp

achievements, significant failures and attitude towards weaker sections.

14



HT-1IV/PART-IV

qerderor st # Reeaforar
REMARKS OF THE REVIEWING OFFICER

1. oeder e & s dar st

Length of service under the Reviewing Officer

2. FT 37T Al F S forsures aur Rffe Rvart F g9y A Raféer sfuwrdr gam
fohT T Hediwa @ HeAd g1 Il 3T fawansit & fFe eacHs Hedicha & HeHAT
A & ar s 1l # e AT RU AT T F 3 dedied # W@ FT e
IR gfafte 9x eI S
Do you agree with the assessment made by the Reporting Officer with respect to

the work output and the various attributes in Part-1lI? 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 Il and initial your entries.

&, # weHa 78, & Tgea 7@ g1 HeY e A Al A oo

Yes, | agree. R gl j
No, | do not agree. | have recorded my
assessment in Part |lI

(F9AT ST W] A 8 3 FC 2)
(Please strike out whichever is not applicable)

3 Haste 1 Rufy # Foar fawor va HROT g

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

15



4, Raiféar sfaemd ganr e o Ror @ feogoft & afy #F o an

Comments, if any, on the Pen Picture written by the Reporting Officer.

5. giddest & SE-IIl & R 2, 3 U9 4 F RBU 70 9K & WYUK T AT TCEIHF T
faresiToT)

Overall numerical grading on the basis of weightage given in Para 2, 3 and 4 in
Part - Il of the Report.

geteTor FfaEt & grann
Signature of the Reviewing Officer
Place.....ee.. Name in BlOCk Letters.....mmieooeoeeeeeeeeeoeeeesseeesseeoeeoeoooo o

Date......e. Designation during the period of report

16



@WINSTRUCTIONS
I forsare Hedide RUIE UF Agcaqul st ¢ 8 FAar & F fAsae
wm*mmmmm(m)ﬁmmmﬁﬁm@a@
N Fgeaqt G A ¥ I o FAErd S Rae foe ot @ R sifewrd
gﬁmmmmmmﬁwmﬁmaxmﬁm
IeaReAcd T HIEAT § FAT AeC|
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.
mm*wmmmwmxmwma:mﬁ
T arfer] RafEr sl F1 ag I e @ifee F sEer 39 s a7
g FET §, P 9 TN aEdfas &TAAT @ qUT FUUT WA Heh| FET IERF AW
ey &1 UfFar 7 QaT e we @ uRear &1 Rafér qur gederor sfssr St
iRt & 5w afoerd & RO O o7 @ & 38F F fAsued, @ yar @69
fFdea & FAAT F Ioo@ T H Fhg 7 B
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.
el 1 IRG TEUE U4 eae ¥ uditd §HET SRR SR W @ifevl Il R
FEEUGT ¥ A TEY aX SRS & uIw R oA & dr s 3Td Wit @
HTEEA & 9dT o9 STean|
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.
Iea] AUTETeHS ®T & AT SN 39y FXIT AT FART § el H Afod ofaTs &
qqT TeT &1 el qUT arRnel F HEUE & A S @iRe AR 3 s ¥ 3
forgsr ar W &1 aredfas HfRwT QoiedoT gehe glar amfge| F9r FEase Ful
“m’aﬂw"aﬁﬂaﬁm’aﬁma@aﬂmaam
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
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“Outstanding”, “Very Good“, “Good”, “Average” or “Below Average” while giving
your comments.

Ruatféar e a¥ & 3w &, 5 FHAaiat & R B 5w & 358 ¥ u@w @
AR ¥ IRAVTAB/AAAF o Uil wem #38 Fsea &1 gegwa, oF
FAA A R fordr sl & qur Reféar sl & @ wyea s @ @i
qeT/edT NOifeer a¥ & et F & Auia e ok o #F st Rofér af &
AU 9g & FREAHAR FHTEA § O W oY AU FEAHR g7 o & AT i o
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.

A & gaftd FfERar & st & Tuse Sl U A Qe @ifRv] wedt @y
ﬁﬂ?ﬁﬁﬁ?ﬂﬁﬂ%ﬁﬁﬁhﬁ?ﬂﬁﬁ?ﬁﬁﬁ@ﬂﬁmﬁ?w
WA aa f e @t Y, O wEEE & ROE FE St € 3as w1 o
TTET 1 & & fov faflee gn

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,
mmmmmaﬁé:mﬁﬁmm%msﬁW%Tww#
@ o6 9% AT BEYA & AEE F dUaT g @&, 1 orsug dr gEeT F f@w
Ralféer sfedr qur G wdord & RO R ot & 3% o & ke Rafg
HAe R A @ TRT qur afia guReRs FeA 3o TiRu

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.

Hodhel a1 dTdl GcdF HOSRT & T 97 8l @iiev F 5w cofda & st
Hedha ThaT ST 6T &, 38% U fASUes, ORI, cOdgR duT &THaT &1 JuT §%9
FE-TE AT wega R 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.

oW =T & & & Fegira FFar o1 @ & 38 o RAE & 3af® # 35
fersarest o= & @fAa g afewl
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10.

11.

12.

()

Assessment should be confined to the appraisee’s performance during the period
of report only.

& iF F Fo 9g gE H g A HfAE swEed @ Fhd § R v & 9w W
Zaa 3R R M FHT-EAT W IHOE-3HA g1 bl ol Hodiched H $oT 2 1 €4 H
@ Tfer AR g9 o afRa fecaoh & S arRel

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.
forg =afdd &1 Aeaiea fhar oo &, 30 RAffe qoi & 59 deqsn T Aeams
T ST ¥, 98 9AS Siad & A9 R R a3 Ao Awes & s WOR
U & I FEIA eI T FIATET HTA 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.

gafser ¥ gaflg FoH & o & v Ffef@a sRfe &1 gea Far e
Tifge:

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

afe FATd f gafaser § FE TEE A6 &, o VET Joo@ AT S0

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

afe S AT T TEE & a1, A T T B8 I e afikr dHR e Fras wE
arfeul

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

wmwwmwmﬁmmlsﬁﬁmﬁﬁwqﬁ
wRAR. AR 3 aReo HED B A & TN AT S Tg GERET Fov
Wmﬁamﬁmlmmﬁmﬁwﬁqmﬁammm
frouul g F GG o @ agl RufEr dfed & Ul & @R 98 Ieod F
qRT F A A IEN FHTN F FE HB AT TF A g@n ¢, fowd & g ARad
& A & TF A1 30 FAO & fawg O & =g 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.

afE sad Y & GoRawT Wi AT GHC I @ S § A FHAA Fr Fease
gAToE @1 S wifee 3R AR 7 deger wfafte f s e

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.

19



(iii)

e @eg a1 A H it g Sl § @ T@ a2m o gof R S wifge sk weEfe
Hwdr # sEd Rftad gaen & o= afw)

If the doubts or suspicions are confirmed, this fact should also be recorded and
duly communicated to the officer concerned.
mwmammm?mﬁamqwamaamgﬁcm
B o AR F 3T W 3R 3fs 3afy g PIREt W@ o ot ik saE s
39 (@) 3T (M) A gaT 7T TF T FRES N ST TR

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.

HEATeA e AURor & @y v vir R ¥ geaftg Renfadyr

Guidelines regarding filling up APAR with numerical grading:

Ratféar @er gerderor st garr wAardr Gehr RO e st & F 1 &
orded dAfFaw fARIATHt FUr FeHS GHAT 6 FEAcHS AT Yo B Seh ¥ 3
1-10 & Y= 9 gl aIfgu, S&f 1 & Te® FH R & qWw 10 Iodaq IR F
3@ FT g

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.

g H9eT A S g & FS o 1 W 2 (FF Fsuea ar Rewant o gwa # &
o) Fife fFuRer & e F=Fadr fr {Ifte RAvaar § aeaa @ Fa8 B § gy
¥ fRcERer sifea R sreer gur = yeR 9 T 10 I F AT o Bftse
F MAcT o TosT w9 F 3ifRa o Suem & 1§ 10 g 9 @ 10 fve @
B & 3 3 T fhr I & RdfEer qur qwderor Rl Err seaes
Yol A HAT 3G GAFE cafaddl 1 TET S IdA H 36 T FE W @
g, & 9fd wATrd fr Aofr @ FefRor s oo

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.

afAaAR F1 8 F 10 F 7eg &1 R RO 3 AT ST T FAFOVIEATY
8q 3d uredish & A e F T greais 9w smeem

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.
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(iv)

(vi)

14.

AR F1 6 ¥ 8 F Feg F RN AUROT 9 30T AT €I FAT A 7 fer

ST |

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

score of 7.

afAAR & 4 § 6 & Feg F Ffe uRor swor AT Seam U greas 5 e

ST |

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

a AR F 4 § FA FfE RO F gredin qEF @ S

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

sTRTer UE A

Weightage and Mean:

HRIY & HA Scaleahdl dafFdae AUl Tar FAcAs: FerAar W AeiRa fFar = ¢

TAT T F HUR 1-10 T I W JeRa W@ FHd 40 gfderd & Icareshd!

Hedieet & fT quT 9eds §q 30 fowd #Riy dgfFash O T FReAs FaFd &

Hodia & fau G smeem wFg #i [uRer 93 @og & AR & 9T W

faeifa &, ea Aeg & S W maia gem

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.

(3¢ FATE FT FAET ATA HEAT 51/4/64-FAAT (F) et 23.07.2009 doT
FIffe Ud gRvefor femer & AT, 21011/2005 &7 (&) ($07 1) e 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. 1l) dated 23.07.2009)
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