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i
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lf, t ,rruemDers oI
-t-\ 'tljrhar Secretariat Service

qrq, qq:TH apn qfiqor rqiqr,
Name, Designation & Gradation No.-
cfrifi oT q{'
Report for the year:
ersB:

PefiOd (rvhere applicable):



a-6 d frg 6rd 13qio-{ qfrn{r

Performance Appraisal Report for the period from ....................... to

l.(D. ffif,o qriolt (qqD-d fflTFTZo.rqfdq Ersr r{r qrq)
Personal Details: (To be filed by Concem DepartmenVoffice)

l. qFI, rR;ilrT trql qft+il m-cr6:
Name, Designation & Gradation No.-

2. off or ur{o$o o
Employee ID:

3. wq frfu:
Date of Birth: (DDA,IM/yyyy)

4. iqr qErE-drQ srgov o/3rgocrotrTo d 3rd.fd oni il
Whether the officer belongs to SC/ST ?:

5. If'lEF of ftfu,
Date of appointment in cadre:

6. f+qrqlo-rqtdq sT qrq:
Name of tbe Department/office:(presently posted)

7. Tdqq leqFr g rrE€rFFr o1 ftfu,
Date from which posted in the present departrnenyoflice

8. gS, cfurTsr oilR E{a * otXcfurd rdi o13rdfu_
Period of absence from duty on leave,
training etc, during the year:

Part II- Self Appraisal (ro ue fitted by the officiat reported upon)

l. Briefdescriptionofduties

Brief description of the work
done by you during the
yearlperiod bringing out any
special achievements.

Part III- Assessment by Reporting Oflicer

I Period for which the officer
reported has served under
the reporting officer (months)



Does the Reporting Officer
agree with the Statement made
in Part-II ? Ifnot, the extent of
disagreement and reasons therefore

Stafus of Health
(Please tick appropriate box)

If classified "Poor',, please
comment on the reasons for
your assessment

Training ifany given to the
employee during the period

General Intelligence and
keeruress to leam

Knowledge of Office procedures

Knowledge of Rules, Regulations
and instructions in general and with
particular reference to the work
allotted to him

Quality of work

Ability to apply the relevant Rules
and Regulations correctly

Capacrty for examining cases
thoroughly

Quality of Noting and Drafting

Satisfactory

Below Average Average Good V. Good(2) (4) (6) (8)

5.

Note:

Exc
( l0)

'l

EE[]
EEE
ft Efl

r
E
E

E
[]

E

E
E
[]

E
E
[]

9.

(D

(ii)

rt Er
fr rt fl

*' Guidelines for rating: ({si6-r d frC ft{lt ft{rr)

1. si6 i0 (B-q€F aerr tnr s0% t 100% of crfu |

Marks l0 (Excellent): Achieves g0% to 100% ofthe obiectives.
2. sio s (qgd 3i-6rF des 61 70%d 80% qff vtful

Marks 8 (Very good): Achieves 7U/o to g0o/o of the obiectives.
3. ir6 6 (q6rF FTe{ or 60% d 70% ol crfr |

Marks 6 (Good): Achieves 60% to 70% ofthe objectives.
a. ero a (Sraf ft{r 61 40% t oo% si crfr t

Marks 4 (Average): Achieves 40Zo to 60% ofthe objectives.
s. oro z (oitwo d fi-df aev or co% d oq sfi eTfu;

Marks 2 (Below Average): Achieves less than 40% ofthe objectives.

(iiD n Etl



Lqa

Bdow Avcre, gc Avcraga
(2) r (4)

Good v. Good
(6) (8)

Exc
(10)

(iv)

10.

lt.

t2.

13.

t4.

15.

Promptness in disposal ofwork

Amenability to discipline

Punctuality in attendance

Relations with fellow emplovecsrl
Public Relations
(whcrevcr applicable)

Office Etiquettes

General Conduct

Integrity (please see instructions
in Annexure)

Has the officer bcen reprimandd
for indifferent work or for other
causes during the period under
report? If so, please give brief
particulars.

Has the olficcr done any
outstanding or notable work
meriting commendation?
Briefly mention thern.

(a) Average score of Sl. No.
6 to l5)

@) Grading on the basis of averqge score

Effectivcness in the developmenl and protection

(D Attitude towards SCs and STs

(ii) Sensitivity ro social justice

Signanre of

Name in

16.

t7.

18.

t9.

Place:

Date: period ofreport):

L:li fI fl f fl
L], ff EEE

rt ff rrl

t--1: E fl fl EErl rl Ert nrt EftE

[t, E f] fl tl

C.astes and/or Schedulcd

Designation (



l.

Part IV- Remarks by Reviewing Olficer

Length of service under Reviewing Officer:

Do you agree with the assessment ofthe official
given by the Reporting Officer? (ln case of
disagreement, please specift the reason)
Is there anything you wish to modifr or add?

General remarks about the work of the Official
including on the grading by the reporting officer.

Has the Official any special characteristics
and./or any abilities which would iustifu his/
her selection for special assignmint or out of
tum Dromotion?

General remarks about the work of the official
including on the grading by the Reviewing Offrcer.

J.

4.

Place:

Date:

Signature of Reviewing Officer:

Name in Block Letters:

Designation (during period of report):

Part V- Remarks/Comments by Accepting Officer

l-

Place:

Date:

Note:- Where an adverse entry is made, whether it relates

defect, it should be communicated; but while doing so,

Signature of Accepting Officer:

Name in Block Letters:

Designation (during period of report):

to a remediable or an irremediable

the substance of the entire reoort
including what has been said in praise of the officer reported upon should be communicated.
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