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WM(A)/DA/APAR/2022-23/14 76

Dated : 28/03 |23
To
All the DAs/DAOs Grade-1&II/Sr.DAOs

Subject: Writing of Annual Performance Appraisal Report (APAR) for the year 2022-23.

Since, the reporting year 2022-23 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 2023 and the Reporting
Officer is required to submit his report to the Reviewing Officer by 30 June 2023 for completion of review of
the same at the level of Reviewing Officer by 31 July 2023 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 2023 but the
reporting Officer fails to submit his report to the Reviewing Officer, by any reasons, beyond 30 June 2023
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 2023. 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 2022-23 to the reporting Officer (Executive Engineer concerned) by due date of 15 April 2023, 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 treasurics.
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-1I of the APAR.[2 oll-p PP

Copy of thesletter may also be handed over to XEN concerneddmmediately 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 —3C
Sr. Accounts OfficerWM (A)
N

ooy ! e



Copy forwarded to the Executive Engineer concerned

In case the Sr. Divisional Accounts Officer/Divisional Accounts Officer/Divisional Accountant fail
to submit his Self Approval by due date of 15 April 2023, 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
2023, 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 —III- Item No 3 of Part Item No 4 of part —III (Assessment of
(Assessment of work output) | III(Assessment of personal . function competency)
40% weightage attributes) 30% weightage '
30% weightage
Item No. Grading Item Grading assigned I[tem No. Grading assigned
assigned No.
(i) 8 (i) 8 (i) 8
(i1) 7 (i1) 7 (i1) 7
(iii) 9 (iii) 7 (iii) il
(iv) 8 (iv) 9 (iv) 9
(v) 3.20 (v) 5 (v) 5
(32+4)x40/100
(vi) 9 (vi) 9
(vii) 8 (vii) 2.25

(45+6)x30/100

(viii) 7
(ix) o/
(x) 2:23

(67+9)x30/100

Item No. 12 (Overall numerical grading).
Item No. 10 of Part —I&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) W

V.
Sr. Accounts Officer WM (A)

Yo
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fww: o 2022-23 ¥ v affs yasla #eaiea RAE (Tdeam) e

fes, R a¥ 2022-23 Sfog € &a gl dTel & a¥ & AT vhuaR # A7 ® o7 Hr gian
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R Fr 30 ST 2023 IF AR AR B G F F AT A RS wwGT HE @l 31 FaA
2023 g% T JRVE & T 9T ST AR S gl

Ifr RFEr 15 3t 2023 & d A a& 30 Fa-Fediee YEd HAT Afeher Raiféar
mﬁrﬂfr30m2023ﬂwmaﬁwﬁmmaﬁmmﬁmmﬁﬁmm%
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FREE F TR A 3R T S Raw o weler JRE B TR gedd HEml FH e, HHTET
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wﬁ%maﬁqﬁf@dﬁma;mm@r@‘raﬁ% SH TAA & UH GHUT 97 G 3are &
mmm#mmmmﬁ,wmmmmmmmmmﬁaﬁ
S F A9 HWER @ ST §, TRUHR UET & G RAE fRU S arer MR GanT F&@-Hedidhe 6
IS THUHR I F @M S|

Aosh F TARN e (venafed) @s-1 a?ﬁzgam$ﬂﬂ7.17.1 é?ﬁ%’%?,ﬁf?ﬁ%ﬂﬁ%%’ﬁ@a
mﬁmmmﬂammmmmmm/wmmmmﬁ

W@mﬁuﬁr@mmwﬁé&rémﬁmmm%ﬁsmaﬁ202223a?%trmzra
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%%%mmmmmﬁm’é%aﬁm%ﬁmwmmw -1 & dga AfYad 3ea@
fopar 1T &, St afRd Ol Rdee & ey F A% / S, SR A 99T, Arogude & dgd asdl
aﬁraﬂmﬁmaﬁrmmmgl THUR & HE-Il F HeA-20 & agd arer BSdee (Bdee
%mﬁm@%ﬁwﬂ@)wmﬁmm%l
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gt gt grafa Furees ifagar

Iy aiss Az a@r FVHER / HT A@r IARER A 1811 / FASAT @B 15 3o 2023 Hr
ﬁmamﬁmw&qmaﬁwqamﬁﬁmm%,ﬁwmﬁmm$
e TECaRT R & soid THUINR Bl 3T foham o @ehar § 3R v & amer -11 7 Raféar &r
aHW‘cﬁ%lwmaﬁﬁﬂémmwagzomﬁﬁmamammmﬁaﬁ%wm
(@) @ FS ST FEAT §1 A H W A THERT F AU ag eAT AT ST whar g s & T -
11 W gEARR S GHT RAfEr 3RS garT St w3 i f&afad s v gl

Ig e frar @ & B vhuam & deareas Afde Rafér sfteRat garr S @ @@ fr S @ g
T YBR, 3 TG F U 3T A A awr § arfes ReiE s arer sfteiat & aived & AT W)
A HT 7 gaem gl

Item No. 2 of the Part —III- Item No 3 of Part Item No 4 of part —I1I (Assessment of
(Assessment of work output) | III(Assessment of personal function competency)
40% weightage attributes) 30% weightage
30% weightage
Item No. Grading [tem Grading assigned Item No. Grading assigned
assigned No.
(1) 8 (1) 8 (i) 8
(i) 7 (i1) 7 (i1) 7
(iii) 9 (ii1) 7t (ii1) 7
(iv) 8 (iv) 9 (iv) 9
v) 3.20 v) 5 (v) 3
(32+4)x40/100
(vi) 9 (vi) 9
(vii) 8 (vii) 2:25

(45+6)%30/100

(viii) i
(ix) 7
(x) 223

(67+9)x30/100

S TE&AT 12 (FHT GEITCHS ATSIM)| 7.68 (3.20+2.23+2.25)
Hamm(wﬁwaﬁaﬂﬁmﬁmaﬁéeﬁﬁ@rﬂ?wm12ﬁaﬁmﬁwﬁﬁé€
@ﬁﬁmm/a@mmmmmwﬁﬂﬁﬁam :
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sf/Shri

YU AGTAEIHR (AW TF ghaRl) FHT HFHATAT, RN, TUSHG
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#eely AEER/ASAT Awr AfFERyaiss Az dar aftwEd F v
aifs fasarear e Rale
ANNUAL PERFORMANCE APPRAISAL REPORT FOR
DIVISIONAL ACCOUNTANT/DIVISIONAL ACCOUNTS OFFICER/SR. DIVISIONAL
ACCOUNTS OFFICER

(1 o= AR as Fr afer fr RaE
Report for the period from to
HTT-1/PART-I
safFdaa faavor

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

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

1. ISR & ATH
(TTSCT 378RT H)
Name of the Officer
(in capital letters)

2. FAIN YgA FHHEH
Employee 1.D.

3. YcarH
Designation

4. AT HHATRT I ST/ I
SAafa & H@efd g2
Whether the official belongs to

Scheduled Caste/Scheduled Tribe?

5. S At
Date of Birth




10.

cATEATAS UF dehelichl et Tfed
AeTOIF 3Eare

Educational qualifications including
Professional and Technical qualifications

Sedliot &7 ¢ Rl qlend g
Ta.3eh s, (e, afticas, Y,

qr. Uz <1, Tod oIEa{IET 3caife)
Departmental Examination passed

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

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

TAT UG dUT 38 fAgied dr A
Present Post and date of appointment
thereto

ay & e w1 § Iquiedfa (3raerer,
giretor 3nfe @) $r @i afe ag gfvegor
W T § dl 3eel@ FHIiT|

Period of absence from duty

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

If he has undergone training please Specify.




1ar-_1I/PART-II

q-Heaiha1/SELF_APPRAISAL
(S Fiard i Rové e ot & 39% ganT oy o & )
(To be filled by the Official Reported upon)
(IfafSedl & R F qF FAT 99T & 3T H YU a0 epgel A Aaued @ 98)

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

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

2(®) HF F AT TEI/BFRTAT AU &I 304 fov FURA R g ar e o
fAuiRa T & g 33 Fat i (ARoTE/ATET T T w9 H) NS A WrAfAGRAT
TR IR §A10 3R & T o8 HT TR I 3H9elT 3TcIfeud adv|

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/32T/AT £ GIGIE
Target/Objectives/Goals Achievements




3(3)
3(C)

3(9)
3(D)

I Y HSAT IWRR/ASAT oIl AftsHi/aiss Asela oar AfUsrr § ar suar
AT o av ogg qur el # FEidg, HiFdEag AR 3Ah Terg wiel, -
e & wREE, e Ae-gh qar 3w diSR3i, darde Td &I J47 3
ARt & d@e A A & IRAT & IR #H d@iared ¥ & Jd10|

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 HlcH 2 H I AV F&F/32AT H Wit # @ HAAT 1 G&9 A Fard| I
&I T OIS A HIS ST 3T W & A FUAT IHA ool A

Please state briefly the shortfalls with reference to the targets/objectives referred

to the column 2. Please specify constraints, if any, in achieving the targers.

FUAT 37 Hal H M SPT w87 w30 suaferar @ § 3 3987 39
arTere # ¢ 3o H

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

Frete 2 & 3feaf@a # dure & e A5 o Hgeaqot HfaRerd suafeui|

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

gfretor FRIGH faad T o)

Training programme attended.




4(3) dufed faavol ¢¥ Ay W S&T &= & 713§

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

S 3R i R @ et § 39F graar/Signature of the Officer reported upon

BRI 1 V] V| = T —
e ATH/DEeSIgNatioN. .. ceee e
ST/ DIVISION e

T3 L 271 DY | (- YRS




HTer-11l (Raféer s garr s o= & fAv)

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

1. AT FAC & @4 39 AT || F HREGA, TEdr RAE @ Sl 8, & gEnr fow
AT TIHCAh § HeA §? Fic el ol HodT aredideh 0T FEgd |

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. F4 frsureA @1 e
Assessment of work output

TEIIcHS Hife &1 faeuRor Raféer qur gadefor gt garr far sier g, s 1-10 (6 @
gH) & YH W g TR, SIEl 1 998 &F HIfe JUT 10 3TadH Fife F Jea@ AT gl
W AT T HIRTr 40 gfaera gwml

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

®. Ag Raiféar | gedaror sy (smr gedraTor
./ Items TS IV&F R-2 & west ) | gt &
SI. Reporting Reviewing Authority AHTEATER
No. Authority (Refer Para 2 of Initial of
Part-1V) Reviewing
Authority

(i) picCicr- U S0 S K I T
RV & IER JaRa
Accomplishment of planned
work/work allotted as per subject
allotted

(ii) fohT 91T HRT & T
Quality of output

(iii) faecivuTTcAs Aegar
Analytical ability

(iv) IURUT & & HUTGH/3T9Tard
Frt Hr A

Accomplishment  of  exceptional
work/unforeseen tasks performed

FE  IAGHAT W AT e
faefiRor
Overall Grading on ‘Work Output’




3. sgfFaara fadwanst F1 qearhe

Assessment of personal attributes
TEIIcAS Hife o1 FERor RAféer qur geadeior gitesry gary f&ar sier g, st 1-10 (6 @
gq) & YA W P WIfRT, Siel 1 o &F Hife aur 10 3TIaH Hife A Seo@ Tl Bl
W AT &1 HRTRr 30 wfaera gwml
Numerical grading is to be assigned by Reporting and Reviewing Authorities on a scale
of 1-10 (One - Ten), where 1 refers to the lowest and 10 to the highest grade.
Weightage to this Section would be 30 percent.

F. Y Reaitféar gadtetor sifersry (st qadaror
./ Items LB LA IV&F R-2 F west &) | ol &
SI. Reporting Reviewing Authority ATEITAR
No. Authority (Refer Para 2 of Initial of
Part-1V) Reviewing
Authority

0] F & gfa gieesor
Attitude to work

(ii) IcaeAed &1 &er

Sense of responsibility

(iii) JHAMHA T Telel
Maintenance of discipline

(iv) HUYUT &Y

Communication skills

(v) | Aced Hael aqor

Leadership Qualities

(vi) TEAT FI HAGAT T FT T T
&THT
Capacity to work in team spirit

(viiy | I GRON F IIROT FA R
&THT

Capacity to adhere to time-
schedule

(vii) | RER JgfFds d&yg

Inter-personal relations

(ix) | G#I wegAMerar vd e

Overall bearing and personality

‘Tt Rvar | g\T FfE
ferior

Overall Grading on ‘Personal
Attributes’




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

FHETCHS HETHAT HT Hediwe

Assessment of functional competency
TEIIcHS Hife 1 foeior Raiféar qar gerdieror wifterdl ganr fvar e g1 &t 1-10 (T &
gq) & YA W P WIfRT, Siel 1 o &F Hife aur 10 3TIaH Hife A Soo@ Tl Bl
W AT &1 HRTRr 30 wfaera gwml
Numerical grading is to be assigned by Reporting and Reviewing Authorities on a scale

refers to the lowest and 10 to the highest grade.

Weightage to this Section would be 30 percent.

*. AT Reaiféar gardtaror grferery gerrator

./ Items TRE | (T IV F &2 F | e F

Sl. Reporting e ) HTEATER

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

fgA/fRfFmAiad ta degar &
& # ufhard wa 3@e H@Er wAer
AT SATeARIT

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

TUTeHTcleh ATSTell ehl &THdT
Strategic planning ability

T o fr erHar

Decision making ability

HHA-GT T &AAT
Co-ordination ability

39 3l FRRG FAAIRAT @
IR A IR AR Ferd ==
T &THAT

Ability to motivate and develop
subordinates

(vi)

ggel fad

Initiative

‘FHRCH® WHAAT W TAT e
fauior

Overall Grading on ‘Functional
Competency’




5 (%) IuAE St SeemeRiees  sAeR aet & afy eewr
(FUAT IAGRAT SIS AT /HASAR FIiT hT FAEAI & TR H 3ol
FHsT 3R 398 e & AT 398 sTonrfed aww 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)

@ ¢ gl faat svar aepfRa Seenfadl ¥ e vd geem A
waTaefterdr|

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

Castes and/or Scheduled Tribes.

(@) 3T Sifadl AR g Seeniaat & gfd gfseshion

(a) Attitude towards Scheduled Castes and Scheduled Tribes.

@)  aEfee g & gfa dcaierdr

(b) Sensitivity to social justice.

(M) 3ESAT H Ukl T IHR YA A TUT IR Sfadr R g
St & fov =g gARad e g caRd AR g sias we #i
I ar|

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

(@) I SRl 3R s St & R o @t geraehed)

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

6. SY9gR U4 HHTGAT/Attitude & Potential:
(F9ar ISR & Fonfad faAwwar 3R HRIW Fwrw & fav Aefaf@d st & 4
& foheel oiet &=t 1 SMaTa Y| poar AeAfaf@d suged dier afeg & 1,2,3 RfEad
H)|

(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) wrftq er@madaT/Receipt Audit
(i) oS S@madia/Commercial Audit
(iii) Targd ST S@made/Autonomous Bodies Audit
(iv) f@AToT FT Sr@radre/Works Audit

* (G SRt IR R SR & R T T § §eaER A A e & A # sy
& foT e SET frdr A & A F FlaA dE] A8 @ A 39 A & v Tar FEr S FHr §)

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

10



(M

(v)

3T J@mareI/Other Audit

(vi) STTFAITT 9T 3R FATeT gaer=i/Personal Administration and Office

Management

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

(viii) §h&RT HR/Entilement Function

(ix) 9fA&T0T/Training

(x)

(xi)

e, 3. Us wH. FEegedlaur/Systems, O&M Computerisation
IS 3T &7 (FUAT TS H)/Any other fields (please specify)

98101/ Training:

Fr e B wRT v F amat iR sfew qur R gy w1 e
T 3T 9fetor & fow fAwRer &1/ Please give recommendations for training
with a view to further improving the effectiveness and capabilities of the officer.

Azl JdESR/ Ay d@T FAFR/alss Azdlw a@r IfsFl § Qv sfaRkea
faeryan

Additional Atributes for DA/DAO/Sr.DAO

gafever & 9fd efewlvr/Attitude towards environement

(T) HUAT HIST fhT ST aTel HITSaAl o HY 3o9eh HY 3HR 378 WA IIeed hlel
&1 &THAT 9X feoolt Y|

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

ability to elicit co-operation from them.

(@) U1 FiFderd gl & Ha # R$pradl & Faror & fav 39¢ fiehor «
feoqoft #Y)
(b) Please comment on his/her attitude towards redressal of grievances relating

to personal claims.

11



9. Fareey @ fyufa/State of health:
10.  ¥cafasal/Integrity:
(FUT 3eIeelt & oA & S feult €.12 ¢W)/(Please see note 12 under the
instructions)
1. Reiféer MRl garr MRl & d@a T SHd egdr aur $7 Jegdr are &,
IATUROT 39Tk, Agcaqul faherci3il TUT T HHGN 9l & Gid eieehior e §
T 0T (S9T37eT 100 ersari )|
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,  gfddess & HET-lIl & W7 2, 3 TUT 4 A U T HRA & IUR W AT TC&IHD
Fife fauRoT|
Overall numerical grading on the basis of weightage given in Para 2, 3 and 4
in Part-lll of the Report.
FAeRE A F Ty NfEr 3OFH F granw
Signature of the Reporting Officer with official stamp
£231 1 IR ATH TAST BT Hoooooieie e
Place.....cccoum. Name in BloCK Letter........ccccouivuuuiiiiiiiiiiiiiiiiiiiiiees
AT RAE & 3713 F SRT TGTH oo,
Date......eecrsrnns Designation during the period of report........cccccceevee.

12



HI-1IV/IPART-IV

gadieror faesdy fr fecafora
REMARKS OF THE REVIEWING OFFICER

1. YeRIEToT T & 3refeT Qar i afyr

Length of service under the Reviewing Officer

2. FAT 319 AET-IIl 7 FF fovaea aar [Affes FAvant & &g & Rafcr JARRr garr
foru v Heai @ weAd §1 I 3T AN F el deaTeHAE Hediwd @ H@eAd
el & o HE- Il 7 3ok AT RU v w66 A 39 Aok @ AfAfaf@d st aur
39etr gfafte 9 meareR #Y

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

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

&, & @eAd g el, # HgAd G gl HA oA Fogichal -l F g
Yes, | agree. fpar Bl
No, | do not agree. | have recorded my
assessment in Part Il

(FAT ST AW A & 3H Fe <)
(Please strike out whichever is not applicable)
3. Aade &1 FEufd & $oar f4aor vd HROT TEJT |

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

13



4. Raféar 3R garr e av foFor v feouoft &, afg #ig g an
Comments, if any, on the Pen Picture written by the Reporting Officer.
5. gfddeeT & ARl & WT 2, 3 TT 4 H f&T 3T HRIT & IR W AT TEATcHS HIfC
RO
Overall numerical grading on the basis of weightage given in Para 2, 3 and 4 in
Part - lll of the Report.
Yadieror FAFEH F gEanr
Signature of the Reviewing Officer
n=:31 - . A1 SraeRt &
Place........... . Name in Block Letters
TG 1 C R L= 1o 1= OSSR
Date

......................... Designation during the period of report
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3aA/INSTRUCTIONS
A fAsures Hediched RAE Uh Hcdqul e&drdst &1 SEA HAAN & wd @cares
Hodihel el & T 3R 38 Shaet A (FRA) H 37T 39T Gl & T Fersd
3R Fgcaqol o B ¥l 3 o wrEy & R fodr s g Reféer wite
TIET 3R EHR A dlel UARRT B SH BE A A & Hocd P 3T
3ccRalicd & Gl 8 el aifev|

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.

F TG & Hedih & 3UANT Ald Gares faew & v ve aeed & &9 7
AT Aige| Rulféar JfURET & g 3egea o Wifev & gHer 38 fRhRr &t
faehreg e &, oifh 9§ 319el aedideh &THAAT &I qUT ®AUT FHS Heh| SHeT 32T AV
foeprore T gfshar o gl faehra ter @ ufshar &1 RAIféar aar gedieror sfeesr
aifgr o6 o 3wl fr RO @ o1 & & 39 9 Avued, WY JFgar g@T
fFdca H AT FT oo S H TP o |

The Performance Appraisal should be used as a tool for human resource
development. Reporting officers should realize that the objective is to develop an

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

Ael F1 3T AUET U9 U ¥ UAtd HY R T Sier anfeul afe RaéE
IAEYTAT § I AN dR & R T 99| fhar SIrar § aF s@eT 3Tg WAl &
AT @ 9T ofeT SArea|

The items should be filled with due care and attention and after devoting adequate
time. Any attempt to fill the report in a Casual or superficial manner will be easily

discernible to higher authorities.

3cR qUTATcA® ®T & AT S| 3YTeY aRIT 0 TATT F 3cadk T difsd ods Hl
TaT eIl & Asel AT JrFArRll Y FraUlel § AT AT AeT AR 3Ah T F IR
forger arel Oy 1 areaiaeh HAYT qUIEIOT Yehe Bl TRl Huar FEIse dur
TS ST BT JAT HY| FIAT AT ReqfORAT G FAT “IFSC”, “qgd 3O, 30T,
‘AT AR IET F AT S TEIASAAT @l PTG T

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.

Raiféar Ao a¥ & 3R A, e FAamAt & RO odr I 8, 390 8 936 &
Horg ¥ aRATeAS/aEddE dad FuiRa #wm s A w1 qedied, o
FHA Rt R S & aur Rofer sfowd & @ wgEd s g aiRwl
e/ Raféer av & gisr & & uiRa foer arden afe a5 sfRerd Raféer af &
AT U & FIIAR THTATT § O W T8 A0 FIHR JgUT W & JaAg FuiRa fre
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.

aret & Tefaa Al & oeal i TUSe SRR JUT A glAT ARl et @t
fReRa X T7g &1 & Ta&T 3R &7 TU1 37 QY a1l F €A F @A g AGAR
wafAsar Aaa f1 e TiRe S, SE ey f RO ol e § 39 @
TTET I7 & & forw e e

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

eI & fosures #1 Hodichd a¥ & Hd & fhar Sar § W 58 a1d H LA H
W & 98 AT GOy & A & aree @l dh, F1F fAsued f gAeT & fou
Raiféer e aur oE Aol & RO fodr Sl 8, 30 av & el A
A R AT el QT FAUT AAAT GURTcHS hedl 3ol Mg T

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.

Hodihed el dTl Yl TSR H Ig W gl =il for fow safda & st &t
HAedissT fFaT ST T §, 396 H fAsures, 3MeRT, SUdgR dUT &THdT T TAT HHT
TE-wE T 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.

foa cafda & & &1 Aeaidat fFar o1 @1 8, 38 Hediwa RO i 3afy 7 385
fsares de & WfAd g =@ifgul
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10.

11.

12.

(ii)

(&)

(@)

()

(b)

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

& & I & FT UG q@d A Jolell A R HHAET g Fhd ¢l F wE & 9g W
garg AR HR 8 EAT-HAT T 3Hel@0-37elT &1 Hehcll §| Hodiched H Fof d2dl €A H
@ Aifgr 3R 37 ) gUifa fecgofr v S anfgu)

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

stress and strain in any post may also vary from time to time. These facts should
be borne in mind during appraisal and should be commented upon appropriately.
S =afFa &1 FegioneT fhar S 8, 3@k [&affieT ol &1 S gge3iit W Hediohe
fohar ST &, 98 Ycdeh HioH & o e fhar I m Bl Hed Awus A g WK
Uil & 3T T Yg3i T FHIEIARET FE 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.

gafaser ¥ TEfdd @i & R & for Peafaf@a s &1 g ar smer
Tifgu:

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

e FAA T IS H HIg g el &, dl AT oo fHar v

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

afg FS AFT AT TSE 81 1, AG FI Trell OIS AT AT ART AR il FIkars el
EuRy

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

T I7efer e feoqull fo@et 3efadt ®Rars & Seh wrige| s@ feeuol & uew gid
arfa g R, afgd et aRes JRAFRY HF AT & e wiRTl S I FRARTT O F
Jegadi Hrdargr fer #r SMU| ST A A Fadl@ver YA S I AT
fecqul g5t e "aa o g7 gl Ruifear ifteny 1 Rufd & 3HqaR IE Soo@ e
TRT & a1 O 38N HHAN &1 SR HHT AT T T8 @ §, owd F a7 WRed
e FAA FX qF AT 30 FAar & fawg O a1 767 Gl 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.

IfE 3refacht FRAE & GoFa®y HAg AT AHT g & Sk § adr HAA A Heafasar
YA T Sl =fge 3R arfa g R, & deqar gfafse i s =rfgey

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.

17



(ii)

(iii)

Iie HEE AT AT I Y g AT § o Tg a2 & gof fowar S =g 3R Heferd
HfOFd A sudr RAfga gaer & et il

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

ITE IHeJact HRATS & BolFa®q Hg AT AP o ol g gl & 3R o & Io7ehr gfse gralr
g ar SR & 3R W 3R 3% 3af g HeReE W@ aer arfge 3R 38§
39X (@) 3R (1) H AT 3T Tk F HRAS T ST AR

If as a result of the follow up action, the doubts or suspicions are neither cleared

nor confirmed, the officer's conduct should be watched for a further period and
thereafter action taken as indicated at (b) and (c) above.

TEIIcA® Hife AUROT & a1y TH TR, R & gefad fanfadar :

Guidelines regarding filling up APAR with numerical grading:

Raiféar qur gederor grRreiEl earr weaaly g Rae fody Sier 8, & & &
T AT fAATAIT TUT FrATcHS &THAT g HCAcHS AT Yeral & Sl § &
1-10 & YA W g6l TfRT, gl 1 & T FA FC & d2r 10 3Tadd e H
Joorg T Bl

Numerical grading are to be awarded by Reporting and Reviewing Authorities for

the quality of work output, personal attributes and functional competence of the
official reported upon. These should be on the scale of 1-10, where 1 refers to the
lowest grade and 10 to the highest grade.

Ig T A STy & R FS ot 1 I 2 (Y Fvuea I fRARQwant ar gHa fife F
form) Fife uRor & fow FaAanT i [Aftse Awadr & Aeadm § &ad @907 &7 93icd
¥ Mfac/aRor 3ifed fRar Sreem aur 49 9eR 9 Ir 10 Hife & fav s [fdse
1 e off Tuse §9 & 3fehd fhar Smoem| &ife 1 & 10 dar 9 @ 10 foRer 3mfaa
Bl ¥ I S MR BT o A RO o geerer st gaRT dene
Yelel d AT 3dch AHBET Aaadi I AT S AT H 38% 3l FF N W@
g, & gfa Feany fr So &1 FAURr Fear ool

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.

arfa AR 1 8 F 10 & AT 7 A AURUT 3pse AR ST TAT FAU/Telea el
¢ T gredieh Y 01T el & fAT gredien 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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anfA AR &1 6 @ 8 & ALy &1 HfE AUROT dgd ot AT SN FA grediw 7 7

S|

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

score of 7.

afa AR & 4 @ 6 F ALy F1 HfE FURT w1 A ST FUr gedw 5 e

S|

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

a AR, &1 4 § FA FE HUROT @ grodes e fGar Sream|

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

RIS T 3

Weightage and Mean:

HIIY T Y ScUIeehdl dgfFash Uil quT FrdicAs FefAdT W @URa far @ g

AT Fife & 3R 1-10 dF 0T ) 3maRa 1w 5T 40 gfaerd 7 3carganar

Hedichal & T U1 9cdeh 8 30 YiaRId HRT dgfFdsh IO TUT FATcHS HETHAT &

Aedishel & faU fear Smwem| @Har Hife RURoT 93a dog & #0T & IHeurd W

feifa & 3 qeg & S5 w 3maRa 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.

(6 HATTT T HRATET AT FEIT 51/4/64-FU19aT (%) Toetih 23.07.2009 T
FiAe va ufNeTor fFemeT & Ard. 21011/2005 4T (F) (H0T 1) = 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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