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EPABX No.: 2610957, 2613211, 2615382 Fax No.:0172-2603824

WM(A)/DA/APAR/2023-24/ |4-F L
Dated: |/-03- 2004

To
All the DAs/DAOs Grade-1&I1/Sr.DAOs

Subject: Writing of Annual Performance Appraisal Report (APAR) for the year 2023-24.

Since, the reporting year 2023-24 is going to close shortly; the process of finalisation APAR for the
year has to be initiated forthwith. As per extant instruction, the Officer Reported Upon is required to submit
his Self Appraisal for the period under report, to the Reporting Officer by 15 April 2024 and the Reporting
Officer is required to submit his report to the Reviewing Officer by 30 June 2024 for completion of review of
the same at the level of Reviewing Officer by 31 July 2024 and further completion of other formalities like:
disclosure to the employee concerned, acceptance of representation etc.

In case the Officer Reported Upon submit his Self Appraisal by due date of 15 April 2024 but the
reporting Officer fails to submit his report to the Reviewing Officer, by any reasons, beyond 30 June 2024
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 2024. 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 state 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 2023-24 to the reporting Officer (Executive Engineer concerned) by due date of 15 April 2024, duly
semdling 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.

Copy of the letter may also be handed over to XEN concerned reporting officer immediately by the
DAs/DAOs Grade-1&11/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
Sr. AccouMWM (A)

Copy forwarded to the Executive Engineer concerned with a request to send the APAR of
Das/DAOs posted in your divisions by the date.



In case the Sr. Divisional Accounts Officer/Divisional Accounts Officer/Divisional Accountant fail
to submit his Self Approval by due date of 15 April 2024, a blank APAR form may be downloaded from
the official website of PAG Haryana under link employee corner and reporting in the part-11 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) in the office by due date of 30 June
2024, 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 -11 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 Part —11I- { Item No 3 of Part
(Assessment of work output) \ I1I(Assessment of personal
40% weightage , attributes) 30% weightage

iy ol |

Item No 4 of part —III (Assessment of '
function competency) \
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(vii) \ 2.25 1

2.23

| (67+9)=30/100
\__d._ S | ]

Item No. 12 (Overall numerical grading).

Item No. 10 of Part —1&II (Integrity column— This may be written as per guideline mentioned in
the APAR (Beyond doubt) may not be written as good/very good etc.

7.68 (3.20+2.23+2.25)

Sr. Accounts Officer WM (A)
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#elw dEER/ASHY dEr FftEkyafies #@sd dar e F o
aifs fasareer Fearda Ra
ANNUAL PERFORMANCE APPRAISAL REPORT FOR
DIVISIONAL ACCOUNTANT/DIVISIONAL ACCOUNTS OFFICER/SR. DIVISIONAL
ACCOUNTS OFFICER

11 o= A ae fr afr & Rae
Report for the period from to
HTT-1/PART-I
sgfFaera faavor

PERSONAL DATA
(R & HeTtd TR 37T @RI R S & fov)

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

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

2. FHAN UgTT FHHIS

Employee 1.D.

3. Uaddid
Designation

4. T HAARY I ST/ 3eTeerd
AT & FUd §7?

Whether the official belongs to
Scheduled Caste/Scheduled Tribe?

5. e fafxr
Date of Birth




10.

SIGHTAH T dehelienl 3613l dfgd
AeTfOI 3r&ary

Educational qualifications including
Professional and Technical qualifications

3cdior fr a5 faemef aey Ut
wa.3nohs. (Rfaa, aftitas, @,

dY. U &, ToRd AWIIETT 3caTie)
Departmental Examination passed

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

qoAT U5 H Fod fagied #r fafy
Date of continuous appointment to
the present grade

qiHA g AT 38 fagida @ Ay
Present Post and date of appointment
thereto

I ¥ SR FE ¥ ey (3,
gietor 3nfe 9x) & afer| Ife ag wireyor
W T § df 3ea@ HTT]

Period of absence from duty

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

If he has undergone training please Specify.




H1eT-_1/PART-II

F-HearHa/SELF_APPRAISAL
(o Fetardy 1 RoYéE feh el § 3% qam st 9 & )
(To be filled by the Official Reported upon)
(TafSedt #T T § qF FIAT 99T & 3Hd 7 U 70 3eqeei FF qaueh @F 9%)

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

1. @t #T1 widca faaor/Brief description of the duties

2(F) FF F SN AI/ERT/AT AU @Y 39S fow AYRT R g @ e o
AuiRa o & g 39 Frat fr (IROTA/AET 1 3T T H) WS-CH A WATHBAT
IR W F0 AR & Th a8 H g & H9el 3Tdfudr Jdrd|

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.

qE/32W/RAT ELGIGIE
Target/Objectives/Goals Achievements




2(B)

3(1)
3(C)

3(%)
3(D)

Iie 39 HSellF JIWRR/AST TN JTAFR/ARTS HsellT or@r iy § ar o
AR T av oeg aur Wit # Feg, HPAEEg IR IAN Dr$ HeA, -
fAffe & tEe@mE, el Ac-gh aUT 3wy diSHi3ll, Harele Ud EET0T a7 3g
Aot & dag &7 F1A & aRAT & T} A dGieied § § Iad7|

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 HiolH 2 H TATT AT F&A/3LAT T Ifed 7 W HAAT & F@&17 7 aaqe| afg
&IT T 1T H IS STET 3T @Y & Al FUAT 3HH 3ol |

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.

HUAT 31 FHal B A AT w ST Hwrhr 3O el W 3R 3 3w
T F Y 3eord B

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

Fleid 2 A 3@ 1 HugeT & 3ferar His o Fgcaqol faRed 3vafsn|

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

gfreTor FRIRH ST arer o)

Training programme attended.




43) wufead Aol ¢ Ay T o & & 718 &

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

e el fr R e Jel & 39% geanei/Signature of the Officer reported upon

Ry ATH/FUll Name......c.eeiieeiee e
T ATH/DESIGNAtION.cuuuuure et
HEA/DIVISION et

TR DA e e




ATer-1il (Raiféar sfoai garr i sa & fAw)

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

1. W §a B ¥ 3 HE I e, S ROE o et 8, & garr R
T TR § FEAC &7 I AL A AT aecAfaeh faaRor wedd HL

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 freues 1 HEaEA
Assessment of work output

HEgIcAsh hife 1 foruiRor Reféar qur gaderor wifter gary far aer g, s 1-10 (T @
gH) & YA W BT AIfRT, SEl 1 §EW HF Hfe dar 10 3TTdH PIfe F Jeo@ HT ol
S T HT AR 40 Tfaerd geml

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 | gediaror wfwry (smar gedtaTor
./ Items P Ca] IV& Rr-2 & deet &) | il &
SI. Reporting Reviewing Authority ATeITaN
No. Authority (Refer Para 2 of Initial of
Part-1V) Reviewing

Authority

(i) ASAEg FET F HUGH/3TE T
RV & @R JaRa ww
Accomplishment of planned
work/work allotted as per subject
allotted

(ii) fohv 91T R & T
Quality of output

(iii) fIeRYUTIcHS ANTTaT
Analytical ability

(iv) AYRYT T & AUGA/3AIERT
Frat &1 fasaresT

Accomplishment  of  exceptional
work/unforeseen tasks performed

‘P IUGHEAT W FAT FfE
farafRor

Overall Grading on ‘Work Output’




3. safFaard fdvant #1 gediwa

Assessment of personal attributes
HEATcHs Fife @ fAeiRor Reiféar qor gedieror wiftrsrl garT f&har S g, st 1-10 (Th &
gq) & YA WX gl WIRT, SRl 1 Gad &F FIfe dUT 10 3Tadd e H 3@ Tl Bl
S HTET HT ARIT 30 gfaerd aeml
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.

F. Ag Reaiféar gardietor wiftrsY (emmer qadtaror
w./ Items grftrerY V& &2 Faget &) | wls &
SI. Reporting Reviewing Authority AR
No. Authority (Refer Para 2 of Initial of
Part-1V) Reviewing
Authority

(i) F & gfa giehior
Attitude to work

(ii) Scaelfdcd & ary

Sense of responsibility

(iii) JTRMHA T TTelsl
Maintenance of discipline

(v) | ST eTHATG

Communication skills

() | Aqea s g

Leadership Qualities

(vi) TEART AT HGAT T FI aRA HT
&THAT
Capacity to work in team spirit

(vii) | GHT WROM HT IFEOT A A
&THAT

Capacity to adhere to time-
schedule

(vii) | RER JITFdH T

Inter-personal relations

(ix) AT GgAdedr Ta safFdea

Overall bearing and personality

‘et Redvani’ W @#@T F:ife 1
farerior

Overall Grading on ‘Personal
Attributes’




of 1-10 (One - Ten), where 1
Weightage to this Section would be 30

FATCHE WETHAT FT Hedihe

Assessment of functional competency
HEgIcAs® Hife 1 frefRor Raiféar qur gerderor st ganT fhar S g1 S 1-10 (U &
) & YA W BT AT, SEl 1 §aH &F FHife g 10 3=add7 Fife 1 Ieo@ FIAT B
$H HTT &1 HRIT 30 wfdera ghm
Numerical grading is to be assigned by Reporting and Reviewing Authorities on a scale

percent.

refers to the lowest and 10 to the highest grade.

#.
g/
Sl.

No.

AG
Items

Raiféar
ifasr
Reporting
Authority

erdiaTor TR
(T IV & -2 &
weat #)
Reviewing
Authority (Refer
Para 2 of Part-IV)

gerdtaTor
et &
ATEITER
Initial of
Reviewing
Authority

faAlfafaad/ed @ degar &
& & 9fshard ud 38+ e 9T
AT SATeABIY

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

OTAIfAs it $r &Tdar
Strategic planning ability

foofa @ &r a7Aar

Decision making ability

HH-aT hI &TAAT
Co-ordination ability

Y T FRNT FAARAT HY
RT3 3T e =
&1 &THr

Ability to motivate and develop
subordinates

ggd Aufed

Initiative

‘FHRCH® WHAAT W AT Ffe
fauiRor

Overall Grading on ‘Functional
Competency’




5 @) IqufRa sfoaagRa Saefaa/aas § FAGR et F gfa efewor
(FRT IR SRR FATRlFERAR awt B EEEst & AR F s
THaeT 3R 399 Auea & AT 306 sTonifFd @ feoaoh &)
(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)

@ * yeqgfaa afadt ke segRa Seenfaat & Rew e ogeem A
garaefierd

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

Castes and/or Scheduled Tribes.

(@)  gRad Sifadl AR g Seeniaat & gfd gfseentor

(a) Attitude towards Scheduled Castes and Scheduled Tribes.

(@ AT F9T & Ui dageeierdr

(b) Sensitivity to social justice.

(@)  3TSAT H Uk T 3FHT AHA FA AT IR SifdAt AR g
Seraiaat & fov = gafRad e g caRd 3R germdr #Rars wa @
ragdn|

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

and ensure justice to Scheduled Castes and Scheduled Tribes.
@ e Sifadt AR g Seetadl # faee o det gsmaeiierd|
(d) Effectiveness in bringing about the development of Scheduled Castes
and Scheduled Tribes.

6. TUgER U9 THTGT/Attitude & Potential:
(FR R & B AT v HReR e ¥ v Pt wet d @
¥ fredl e & A 2T FY U PeArad 3uEd d stew # 1,2,3 Rt
)|
(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 s@adaT/Receipt Audit

(i) arfofSaes a@madat/Commercial Audit

(iii) Tarad e e@mIEI/Autonomous Bodies Audit
(iv) f@AToT FT Sr@radra/Works Audit

" (e SRR SR/ SRR S % R Ud qRET & WeadeR wR ATy AT & A # R
& ToIT dae Ster ey RSN & A 7 Hicd AR 761 8 df 39 Hlod & foIT VAT FT S Fehel §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



(v)

3T J@aeI/Other Audit

(vi) STTFAITT 9T 3R STy gate/Personal Administration and Office

Management

(vii) @@ &r/Account Function

(viii) §heRT HA/Entilement Function

(ix) 9TA&OT/Training

(x)

(xi)

faFe#, 3. Us A, HFcgelieor/Systems, O&M Computerisation
NS e & (FUAT TIST H)/Any other fields (please specify)

9f&1oT/Training:
T AR T FHTAAT Ud HrA &THATT H AR T8 gur 3R gig = & efee
a 39+ uferor & fow RAwRer &1/ Please give recommendations for training

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

AsT AWHR/ AT @ FWFRI/ARSs FAsdw @ 3felr & v sfaied
Rrvam

Additional Atributes for DA/DAO/Sr.DAO

qgTeRer & 9fd efSewlvr/Attitude towards environement

(T) Fuar 3ifse fhU o arel Heroal &A1Y 3¢ HY 3N 3T0 Fe AT IIed el
&1 &THAT WX feoquft &Y

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

ability to elicit co-operation from them.

(@) FHT AFRIT eEt & waw F REREt & Farer & @B s fenor w
feeaoft &3

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

11



9. Tareeg $r Fufa/State of health:
10.  @cgfasar/Integrity:
(T 37geRiT & e & a1$ fevuolt H.12 2W)/(Please see note 12 under the
instructions)
1. Ruiféer MRy qart s’y & G o7 5@ Degdr aur A J9gar ard &,
3HTYROT 39Tk, Agcaqol I3 dur & FASR Jf & i efeeanior anfer §
T RIF0T (S9T3eT 100 2rser )|
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 ufddest & amer-lll & 8 2, 3 JUr 4 # U 10 AR & MUR W AT GE&AcHS
Ife TRt
Overall numerical grading on the basis of weightage given in Para 2, 3 and 4
in Part-lll of the Report.
IAHIRE AR F AT ROEr 30FN F geann
Signature of the Reporting Officer with official stamp
B2 11 I FATH TUSE &I Foooooieeeeee e
o F= Tl Y— Name in Block Letter.......oooiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeee
AT RAE Fr 30 & GRIT TeadT oo
[ DF=] (T Designation during the period of report.............c.c.......

12




HE-IVIPART-IV

qeraTor it A Recafrai
REMARKS OF THE REVIEWING OFFICER

1. QeRIeToT TR o 3refieT dar Fr rafe

Length of service under the Reviewing Officer

2. Fa1 319 H9T-Ill H F fasures dor Affes Adwanst & deu # Raféer afgert anr
fhU 90 Hediera @ HeAd &1 IR 39 fARAVATET F ot FeareHs HAediwd @ HgAd
el & o HeEr- |1l & 39k fAU QU 90 TqH F 39 Hedihd H AATAET FX qur
39etr gfafte 9x 3R Hi
Do you agree with the assessment made by the Reporting Officer with respect to

the work output and the various attributes in Part-lll? 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.

g, # weAd § 61, # HgAd FAgT gl A HUAT FHedihad ATl H ot
Yes, | agree. T Bl
No, | do not agree. | have recorded my
assessment in Part lll

(F9AT S o] 7 8 38 Fe &)
(Please strike out whichever is not applicable)
3. Ao HT Ul & H9A1 [&4av0r Td HROT Tedd A
In case of difference of opinion, please give details and reasons for the same.

13



4. Raiféer Afoerr earT fre st ey ¥ feoquf &, Ife +ig g arl
Comments, if any, on the Pen Picture written by the Reporting Officer.
5. gfddest & M-Il & W7 2, 3 U 4 # QU 0 HARIY & IR W AT HE&ACHS Hife
fagRoT|
Overall numerical grading on the basis of weightage given in Para 2, 3 and 4 in
Part - lll of the Report.
geaTor S & gFAnN
Signature of the Reviewing Officer
£ 21 : ATH SrafeRt &
Place......cccovee.. Name in Block Letters
101 R ) - AU
Date

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

14



@QI’/INSTRUCTIONS
aif¥e fAsures Hedise ROIE Ueh Hecaqul GEATEAST ¢l SHA HAA & Hd Asures &
Hodihel el & [T 3R 38 Shael A (FRI) A I AW qGleelld & [T Hersqd
3R Agcaqul g gl g1 3 fOw Al f R fadr S g Rafésr it
geetor 3R SR A T TSR B FH B H RS & Hoed H I
JcaReldcd T G ¥ FT AR

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 fASdes & Hediehed HT 3YANT Ald HAEA ThE & a0 T @ee & §&9 H
T feT| Rféer HRARGT A TE HqHa FAT AT o HAT 327 IR 1
e e &, aife a8 3ael aedfas atAdar S qut §IUT GAST T SHET 322 A
foeprelel 1 gfshar o gl fasra &eel &1 ufshar g1 Raiféar qar gederor sifteny &
aifgr fF TF 3R & RO fordr o1 @ & 39 F e, W& 3Er g T
feFdca H HAAT FT Ieol@ I H TR 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.

Fal @ 3R FeuE vd eue ¥ qdTd @AY PR AT ST arfeel afy RO
IAEYET ¥ I WA d ¥ R & 998 har Jar g JF S9d1 3og TIfeRriar ar
3T & 9T ofeT Saa|

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.

3ccR JUIATCHS ®9 H feIT ST 3Ty T T TATH & 3Rk Jifdd oas &l
Tl Teldl g1 Asal AT IR T QAU & Il Slr AigT 3R 3ofeh TAT § Ieck
forger arer w7 aredfas AV qUisqur gehe glar @Ifgu| HUAT FEASC AT
IS ATNT T FIET Y| FYAT AT oo &d AT “Seapse”, g 3T, 3T,
A" IR AT F FH” SR TgIASAAT sl HT GAT T R

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

15



“Outstanding”, “Very Good“, “Good“, “Average” or “Below Average“ while giving
your comments.

Raiféer 3R av¥ & 3R &, o FaaRar fr Rae o aeh §, 398 & 9 &
qollg ¥ URACTcHS/AETGS aed FuiRa e s @sues &1 fgearhd, 59
Forar i R foredr S & aur Reiféer sl & @ wgad e glen A
Jeg/edy N a¥ & yrer F & RuiRa fFe arin afe 15 3ifRerr Raféer av #
AT g & HIHR THTATT & af TF a8 A0 FAAR TgUT W & qay fAuiRa feo
ST

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.

arAr & aefad eRAT ® oedr HI TISC FAAPRT JAT AT gl AfeT| &
R R T & TIET IR 47T TAT 37 AT STt F AT H @S §U AGAR
wrafAhar Fga S TR Y, SE el & RO O SE § 39F S F
TEET A1 87 & fow [afdse g

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.

T $F fASUIee #T Fodichel a¥ & 3Hd H fhar Sar § W 39 o1 & & #
@ & g A qad & e &1 e @l 86, s Ssaed & g & e
Raiféer sy aur G FHralr & R fodr S § 3 av & ghua fafaa
HATST R AT el AT T [FAT GURIcHS HeH 301 AT

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.

Hodishel A aTe Ycdesh SR F T6 YceT glol a@iiev & fow safed & &rt &
HAedihel fHaT S @1 &, 38F HF fASUIes, 3TTRUI, SYGgR AT &TACT &1 JAT THG
TE-aer 0T weqa faRar 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| cafed & F1 &1 FAedishel AT ST W@ &, 36A Hodichad RO $r 3rafer 7 38
fosurest a € @fAd g =gl
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10.

11.

12.

(ii)

(%)

(a)

@)

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

Th & (& & T Ug q@ll &I Jolell H AHfE qEarey g Fohd g1 e vh & 9g W
gard 3R 9 o FHAT-HAT I H-37el9T 8 Hehcl §| Hedidhed A 3o Al A A H
IGAT TIRT 3R 3 W gUifRa feoqoft &r S anfewl

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 =afda 1 Fegihe fhar S 8, 38 fAffieet ot &1 S ggep3it W Hediehe
R ST §, 98 9AF FlaH F A difhd fFar R B Hew v @ g w3k
U & 3T FHI Yge3il T SR Hlel Aeu]

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.

gafassr & Fafd Hicd A WA & fov Heafaf@a s &1 grea fhar S
AR

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

I FAART T TS F Py TGE oAel §, dl AT 3ead har AT

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

Ifg FS AFT IT g & A, A H Wil I3 AT S AiiRr AR e FRaS e
U

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

T el e feoqult fo@e) 3efadi ®Rars 1 Se @fgr] g8 feoqolt & wh i
arfa g R, afgd e aRss ¥R # A1 & S wiRTl S I8 gAfRad wer &
Jefadi Hrdargr Ay Hr SU| S AT H HAIfASer H TANUIT AT AT MY
fecault g5t e derg o g gl Raifder sl & Ul & 38R I8 3eol@ &L
aifer fF a1 O 38 FAIRT F FF FBT FAT T F60 GG g, oad e a8 ARaa
E HAH H b AT 30 HAAN & fa&g W o1 7L Gohr 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.

IS 3re7acdt FIar$ & Borka®y g AT AHT T @ S § o FHU H geafrsar
YHTOIT T ST =1fge 3R anfa g R, & degar vfafse v s @ifgel

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.
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13.

(i)

(iii)

Iie HE AT AT 1 giSe g1 Sl & ar I 27 off g foham o =iiee 3R efta
HOFRT F1 sw Rfted guar & s aRe)

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

g 3reTacll FRATS & Foka®T HE AT AT o o gT arar af AN o & 3ofehr e gielr
g ar IRERr & 3R W 3R 3R0F 36 aF FeRET @ S arfer 3k 3EE §1g
3R (@) 3R (31) H IdT T JAF T FRES A ST ARTI

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.

TEIIcHAS Hife AUROT & @Y THUIR. SR T Tafaa fenfader :

Guidelines regarding filling up APAR with numerical grading:

Raiféar qar gerderor gl gart waal S RAE fodr Sl &, & &>y &
IoTdcd 3afFdeh AV TUT FrflcAs &7 ldr 8] TEAcAs AT el Hir el g
1-10 & S W gl @Ry, ST 1 & 99 FA e & dar 10 3Tgdd FHfe &M
3o 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.

Tg e A AT g F PSS W 1 W 2 (@ Fsued I [{RAvant T gHa fife &
fow) FiIfc Ui & T FAakr & [Aftrse Awadr & Aread § Fad @707 J§ g3ieq
& ¥ MRca/erer ifed fRar smuem gar sl geR 9 ar 10 Fife & v off f[ftse
&1 3facT off Tose &9 & 3ifha fRar Smoem| #ife 1 & 10 d2r 9 & 10 fver 3mf@a
I & 37l 3ot 3T fhT S A ROfEr aur gederor 3ifter garr dearcas
Yeld ad THAT 3T FHBET IFdAl T TEIAT o AT H 3T 37T 7 & @
&, & 9fa Faarlr i Aoft 1 @eiRor wxer @ikl

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.

arf AR #T 8 & 10 & HALF 7 Ffe AURUT 3cFee AT ST FAT FeoT/Talewia
8 AT UTeclish T 0T FA & foIw yredish 9 e 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.
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(iv)

(v)

A AR F1 6 F 8 & HeT 1 FIfE AURT g ST AT SACIT F2AT Ui 7

SITEaT |

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

score of 7.

afA AR &1 4 ¥ 6 F ALY F A FUROT 3T AW ST FUr yrediw 5 fE@r

SITEaT|

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

afa AR &1 4 & HA AR AuROT A rediw Y fe@r Sreen|

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

R U9 3

Weightage and Mean:

HRILT &1 A ScUIeshdl dAiFcsh 0N AT HdicHs FatAd R @R faar amr g

AT FIfe H IMUR 1-10 T 0T W IMRAT @M ST 40 gfard 7 3cdgaar

Hedichad & AT AT A% & 30 9 #RIT AFASh U qUT FrAflcAs FavaAdr &

Hediched & faU 7r Srwem| g#ar Hife @URoT gds g & HRIT & AHad |

PeffRa ¥, 3 qea & S5 W amenRa gl

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.

(T8 FAATSTT T HEATT AT T&AT 51/4/64-TAAT () f=ties 23.07.2009 T2r
HIHS TG GIASTOT fFemeT 1 A, 21011/2005 TAT () (A9 1) AR 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. Il) dated 23.07.2009)
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