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.6'' Form of Annual Ferforlinance Appnaisal

Accou nta nt/Assista nt/Cashier/t

e
Ministry/DePartment/Office Of :

Report for the Year/Period ending:

3.

4.

Partl:Fersonal Data

(To be filted by the Administrotive Section concerned of the Minis

1. Name of Officer

2. Date of Birth

Designation of the Post held

Whether the officer belongs

Schedule Caste/Schedule Tribe

5. Present Grade

Date of aPPointment to the

present grade

Nilme of officers with designa[ions

with whom emPloYed during tlre

year and the Period served with

each

,8. PeriocJ of absence from duty 'ol-t

lelave, training etc' during the year

6.

7.

Report
r



.u;
$

1.

2.

4.

Place :

Date :

Part ll : Self APPraisal
(To be filled by the O't'ficer reported upon)

Brief resume of the work done by the during

1o.........,.....(The resume to be furnished should be li

please state whether the annual return on immovable p

calendar year was filed within the prescribed datr: i.e.

following the calendar year. lf not, the datt: of filing the retu

year/period
to 100 words)

from

Please also indicate items in which

and your contribution thereto'

therre have been sign higher achievements

3. Please state, briefly, the shortfalls in your input and reasons , if any.

rperty for the Preceding
1't January, of the Year

should be given.

(Signat.rure of e officer r*:ported uPonr)



a
:-lll : To b fill

Does the Reporting Officer agree with the statement mad

to disagreement and reasons thereof'

Pa

in Part ll? lf no, the extent
1.

2. Assessment of work outPut

Numerical grading is to be assigned by Reporting and

of 1-10 (One-Ten), where 1 refers to the lowest

Weightage to this Section would be 40 percent'

ing Authorities on

10 to the highest

a scale
grade.

Ability to aPPIY the relevant

Rules and Regulations correctlY

Capacity for examining cases

thoroughlY

Quality of Noting and Draftinlg

Promptness in DisPosal of work

overall Grading on 'Work

Reporting
AuthoritY

Reviewing
AuthoritY

lnitial of
Reviewing
AuthoritY

5r.

no

Items

i)

ii)

iii)

iv)

v)



lnitial of
Reviewing

Grading
Reporting

nttitude to w9$

Mri^t.na,r.e of disciPline

sunt. of i.sponsibili

Abitity t" meet deadline

RQrlarftY *d PunctualitY in

attendance

oveilii ct.ding on'Personal

Attributes titg-Yll

Knowledge of

Rules/Relulations/Pr:ocedu res in the

areas of function and ability to apply

them correctlY.

E;ffi| 'rt.ll',gence and keenness to

Iirdrtd "f 
maintenance of registers

and other documents assigned to

him/her and PromPtness inclosing

and submission of registers and

(Jr"*ll Gt ding oo'Functional

) Assessrnent of functional competency (weightage to this

Assessment of functi onal competency

Numerical grading is to be assigned by Reporti:i::i

of 1-10 (One-Ten), where L refers to the lowest and 10 to

Wiigf'ttrg" to this Section would be 30 percent'

l,iote: [he over;lll gradirrgwill be based on adtlition of the mean v

i rclictors in proportion to weightage assigned

would be ao%l

ng Authorities on a scale

e highest grade'
4.

lue of r:ach grouP of
l'qry



/
D

L.

their

4.

Pi ace:

ffi"'ft #'ffi :. ; ;;; 
"'it 

u a * ow a rd s w e a k e r s e ct i o n s'

Overall numerical
lll of the RePort'

grading on the ba:;is rrf weightage given Section 2, 3 and 4 in Part-

Narne in Block letters:"""""'

Design;rtioll;." """ " "" '

Part -lV: Gefreral

Relations with the public (wherever applicable)

(please comment on the officer's accessibility to the public

needs)

State of Health

lntegrity (Please comment on the integrity of the officer)

Pen Picture by Reporting Officer ( in about 100 words) on

officer including t;;;; strengtlrs '",tt 1:':,::"t"t::::* 
-

lities of the
ievements,

I ate:
During tlre Period of ILePo

re of the RePorting Officer

5.



r : RemA ks of the Reviewin

Length of servlce under the Reviewing officer

Do you agree with the assessment made by the Reporting O

wo rk o utp ut a n d t n "'" 
til u t 

:tlt] 1:::,i :t^i:l::' L': :: T# :

I'1.

2.

cer with resPect to the

o not agree with anY of

nt in the column

["J : H'J'::,ilH ;;'i' " 
i'i' 

" ! : ::: :'"':',?"r 
e c o r d v o u r

providecl for you in Part lll and initial your entries'

ln case of differentt of ory'o:'' p!5-give details and r

Comments, if any, on the Pen Picture tvritten by the Report g Officer.

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

of the RePort'

Sign a re of the Reviewing Officer

Name in Block Letter:;"""'

Designation during tl're period o Reprcrt" "

for the same'

3.

4.

5.

Piace

Ll,lte

d
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3.

4.

Erfrr tsrqrca {={1,h? rwt rlr xrrq-s.?iFara.s t. qr yltrfl.tr 

'*'.giI: 
;h] HF{i6a *.i 11.. :,,'

3q-fi ,fift-q'T f yrn fir *- ; * *ftTt *ou't' **'o tnr-armlH I 3?I:' aE #Drrrtr F}{r'ft R'nl 1i:"'1-::''1 -

16r t 3it{ Fdt ffi *a *'i lr*-tl *r '* e'+"*t;;';; 1||,1^y,1 
trrnrortl [iarff arfiv t

rhe Annuar p",rom,"nce Appraisar R.epor:.:: T,Xl%'jfj*:m:; '"..P":il::,::Jii.T:;,.:i:l': :,

tlti:r;::,[11;ff:';ffiffi;l,ilo1i#:1,1il:lii:i;;;, 
il",orn,r,u du,y of fi,i^1"r , i

;;;;;;n " 
ilgh serucor resPorrsibilirY'

R\i* rfrE-i sr-.} ,*r**fft T;I dr6 ,,.fit*, q.,r-'{r qr|t(, lo g-su.r *,., ,,frartr al ft.rnl qii:r;rr t, rnfiI. :til :..i,;l

mmiaq *r4{ *t **- * 
' 
*r } 1A-1t*;nfi''s#' *g t' te-' a ttmr-orom qftilr t I R'tlrl li;r":':i

urt irffi *, * 35rrn{r, f,}+r6r W nO # ;;-'; ;*rr, }rf,s5'T 3rTdr w{1I aqfh- ''i\ :ii";irri

mml,mJ..,trXi,ffi.Gt:,rr:- is to deveropan orfycclso ihatrre/srre reariz-e's r tsir"r

rrue potential. rt is noi'nr;;;;; ""it."n'i"l'';;:;;!::-:-:1::::i;,';:IJJ:";-l'\'i'll::,l ';'
&:.5:t;;;il no"rty '*;; i;""'t reporting st'rortcor:'rir'1s in pcrtorrnancc'

of the officer rePorted uPon'

}rr*rrqfilfitqra*3ipu-01trfiffq.tr6{rrffai.frrllrfr('hsiri6;groftwal-r.rr:rrmrq8a'tril,lii';il;i

f^"**xl,fr"ffiffi1,fl.XT;nfl,ffi,1,n9 ^11",,0"1x1i,;l 
aaeeuate tinre' Anv a'"to.r'r ti'

fi, the report i,., o .orr.l*J. superficial n'rarxler J,l'i:';;iil;itt"i"tL'rt t" tr''" )iigh*r attthontie:;

nr|.6 J-,rr aotarifiqi sq jt lrrn SlKr I Ai{fl ri'dtqr cn:f rrqrcT{ dia'fi ;rifi 6\ I :ltrqzrr 6{drrrt rTlr irl '':

rm f* y,]fi-ra *** n,tn-t , **:ik q-+ftrt;H;; T"'i* rffr 116 ro-t ft-+'rl s"r't tr-ii lili'r:';'1,i;

-,e ; na * t 1l- I g*qs 3it-( *'*.,T 
T.X,,H.*in,ericar gradings is ro be ,awa"':l':. l:,.

ilg ;rffi;il[::#Ifl ff''l:I*|J'! k :;j:lJt#;fi ill Lf:i* il1lff i|:;' ll ; 
" .'

ana sjrou*l acc.rrotery?tiJ,,i-r"'iru"riiI. "r,rr. "ii.,,,,.corrtirig 
thc'nns"o'' unamb;g'uous a.i(l ;i:'|\i):"

Ianguage ruaY be used'

s. fotrt f,irq.'} urd rrfe.mrfi,.J{I $m.u'Ttl t}grFr ftq}t i?d, arfr t, +\ E{-,h Td n a.i fi.[t f-{,( in.\ rj|'.i 1..:.::

rilazn r qft qii ye# ftqdtft* a{ ''}'- fiq aql qr( fl'n{nrfil B al q+r irrilit otq aBTI rrq {I$ii-in"i 't' i"'

irq l6q srcil t +T*/ilrq d"fr' {iiifq-d ylMl-d'(RI lru t"I +} ar'} :tk nagt ar* erBq I

Ihe lleportirlg orrnu, shall, in the beginning of the yoar, assign tarSeis to each of the officers to )v:|,,jlli 1,.'

isrequirecr,"*0"i1i".'i",.."".'prri,"l.',,itu.,giit','ltu' 
r,.rr'totuieoIarroffice'takirrgrtpan(i!\ 

i:]"i'rr'

the course o( the reporting year, ,r.f, o,gtOig;ti' snatl bt,trT^,I thc tinrt: oi ass,rnpti.rl or 't:'rr i1\"

change. tn" nrxu)Hr-gJolri.n",,ra ,,""r,y i"'al''"'"' '"a 
un<leistoocl by tht: both thc .fficcrs 

'\:i''1 
(r' ir''r

o.zrqBf}*rrcaxrltT.saa.4/rrrrmr.6;}m.m,.x<re.t:lnz16fuq6ai."rqlrgttraiimrg{;I\r.Fi[)Tii,i::]l,i'rl
t, :ra: R{r.t rr{{qi dr& yfi)mrfi s,} rr*m.r ffi ';; fi** ,} 'X**" 

q-'rar Erftq lit{ IIi{rt 'i ":'i: '

m,;,,f,;,m;ffi"#Slr'o,y^".n -.,.,d exer:isc, in 
"i11i:1.:j 

it,rrav be'a toor ror 
'titniitt '"rr;":t:'|(r{'1

cievetopmenr; tt.,u iiuportirig,Oiflcll^sfroulal;il;;i;*nt' 'o'it* 
tlre pcrfornrancr'' irncl take iIr:ir 'sirr?'

;;t;[t" stePs bY waY of advice etc'

z.qaitrfi.=qiln;rfidi6I:16\mrsffiarl6vF+a6rrain-af{iq'srt'{rJ3lf(r61tl-hamdfla"qea'3llrlii;ti:r:!r
:ilr grrri {* ltr qqr$ffi qHi{ftrc; aefir q-€tJil tFt t 

,..-.,t rrr,qsibla uicture of ihc

It should be thc endeavour o[ each opp.rnjr., to Prcsent ihe.tnlest possib)e Picture of lhe a1'1r;;r':"-" t"

regard to r"'zuu' p"Ii";;;; tot'du&' bth'viou;;rnd pott:rttial'

s. 116 TI*n+'a, rri;z{iqi'T fhq gri dli} :rlq'r'rt} i; +rrl1}"ttda '}; a\ * t+r\-e'rrJn' rnFr a'ir iil rflfA.'r 6;r 'r'l' I

Assc.ssn.re,tshorrlci bc conJinecl to lho appraisee's ir,:rl.orrrrarrce during the Pt:riorl oF r0Pol[ ()nly

9. T6 rr.lita d;t;;rr.1I t.f6 r flql 2 ifi m}5 $r a,11? in, ([it;,'.t flI tn.t 3;{ili flrjT ]rlTdI .:-i:rGJ *s i; fi}u) 1.'1.'l',' l.:.1 ,

;-;ntzrfllttrkr:n'{tcrdfit1ql6s9*:ilfaaraiirirdlvt{dlqTnr"t*n'ofia)g''r;t'f+q!-r\.'llrli"r'r
.tini;:irfit.it'{a-dnqtaNtr-ii;l)l:ikg-tolFdgfa{il,rl;r;lijt?,t.},rl:s;r+t]l]ii;q.....1..
]il?lrqiFdl6.rlri1&q{iIa)gf}v-,it;}i;litiu,iftq,rtllatrAar.trihrrinra;l*on}yfQmfiin\}lq.,lij].;':.
;tr :nrir .rtrl;, nnf il{ lil B, '5\ azs aff titsrfi tlir cldar ;t :t;Yit ;r'rfi tnfdq t

)d

'-..:-i.-



10.

It js expecteci that an1, graciing of 1 &.2 (agerinst rvork output cr attribute ot overalI grade ) rvottltl b'

adequately jusbfied in tf',e fun"pi.ture by wiy of special failurcs aI\d sjr)iilirfly any Srade o[ 9,Er '10 rvr;rr]"1

be justified rvith respect io special aciornlilishrncnls. G.radt:s of 1-2 or 9-1t),4rg,,e-xp9st9{ !9 l-'t'r'tr.''

occurrences and hence t6e neecl to jtrslify thenr. Lr arvarcling a rrt,lnrerical grade tJre reportirrl',:rrrrl

revielvilg authoritieS sf'1orfa rate the olficer agailst a large population of his/her peels that Irtal' t;':

currently n'orking under them,

t.;ror s-,n;\1qtr\;a'ta fi Rv dts'a-a qnliqit {il avrar anr} fr' qq}3-4 t, A;E-{ftfu6 tgt rr lilqn Ffi-4r slrqzri 
'

For purpose of calculating avcrage scores f,)r empanclntent/pronrotion, the follorving grades r"ili I'l

considcred

Pwofr 7 11615

qilfrEr r1 daf0a r( 6t erci # Bziaftfu* qflfiqr sn qrdl' {irfi rnfils r

The follorving procedure should be followed in filling up the item relating to integrity:-

qft i{fu"+-rt fi rrrqftsT nt6 t ct t, W a-irmr y'rc' 
I

If the officer's integrity is beyond doubt, it may be so stated'

qft q+$ rir t, a-c 6) iEr&' $tg ftqT sI\'3ft( fltFara{E mffi 6t uiv :

If there is any dorrbt of suspicipn, the item should be left blank and action taken as underl

IIqi 3rcr4 TF raEcvft <$ sr uTn, 3lk <r( fi qirhrs 6I 3rrq I faqvfi' fi qr5- cfi rMq [s8 ii rntl

:rnt Eftra-n srfrf-5ri) s\ &fr &ffi fi sn, ;ir .I-6IFnrd 6trrl h- qa-iff arrffi sns S'I Errd fi I ir6i

rrrqf*.qr" ?ril q-nrFrd ?FraT r{r Tr ftqrIfl s} far* 6Tm rirru ;rfr t, mt }rnElfi s-6 qf?a +t i+;

{ws ffiq {,r} h far ydt'h -+ni a] ie-;\ n qqifl sm ;r{t tr ?Tr 5{ri rfDmrfl h frrnm i,;ir

gaT;rfl, t{ft sft ftr]ft d r

,i r*po.o,o secret note should be recorded and follorved up' A copy of the.note shoutd also ht: srnt

tog.ino. wit5 t5e Co^fidential Report to thc ncxt superioi olficer rvho will ensure that the lollo"v'

up action is taken expcdiliously. whoru it is not poriit tu either to certify the irrtegrity or (o rccor(1

,fi.1".r., ,.,ot., tt't. {Lporting Offi.., should state eitlrer that he ltas not watchcd the officr:r's rlork

;;; ;;ili;; u,r',u t,i.ff r. a-definite ir"rdgmcnt or tl.rat he has heard nothing against the o{ficer' iis

the casc may bc.. l-
zrfe, :rgo-dt ffi|ar$ ;tf qftqra5q.$q v{r qf 6) ;nt fi, :rMr fi n-iqfismmfia fl{ tfr 'rlt\v :'tr

a-qTTR !-d; c'ftfu ,ilIchq ft-irt f m-r dr arv t

If, Is a result of the follow-up action the cloubts or suspicions are.cleared, tho officer's ir\h)gritY

sltoukl be certified and an entry made accordingly in the ConJidential Report' 
\

ufi ir-lr 61 5lu d ar& t, rna sfr rilfilq"r q,r f?,1r ari qG1 l|lr E{4, {iifu-d :rfQffi a} rqfra rrir

ifrfiIut
If ttre doubts or suspicions are confirured, t}e fact should also be recorded and duty conlnrunjcatetl

to lhe officer concertred.

ufa. srga-ff rFrt-dr* .t qlto]pn<'oq, ritr q< +{i dt t :ttr ;r fi 116r :{fu 6ir& t' $ffi h lrrn"r 'ril

314-61 jffi fi alrrr ilrsr qrn rffiv rh{ rfl-s a-K :vfa; iw; lllt (7T) .R mrFrffE' miar* d:'t ;n;fi attrvt

If as a result of tjte follorv up action, t.he doubts or suspicions are neither cleare d nor con[irl)ro(l ili''

o.(ficer's conduct.shoulri lre rvatched Ior a furthcr period ancl tjrereafter aclion laken a's ir<lir:irtt:c ;rt

b) and (c) above.

(16 TiTtrq EFT mlrfrcrq fiiva {t,51/4/s4-rvt,(s') R#* z''e'"es}

(A4rnisiry ol Llotte Alt'airs O.\4' I'lo'51/4/84'Estt (a) dated 21'6'1tt65)

(ii)

(afi)

(u)

(?r)

(q)

s

{

fl

Between 8 a,nd 10

6 rik B +' d'E'

Between 6 and B

4rk6*drq
Belween 4 and 6



PROFORMA

CERTIFICATE

Certified that a copy of my APAR for the period 2}2l-22Have been provided to me in
terms of DoPT's o.M. No. 2rotuuzoO5-Estt (A) dared 14 05 zoo; and o.M, No.
2l0ll/ll2al0-Estt(A) dated 13.o4.2oro. I have nothing to reprqsent.

Signflture

Namb

Designation

Min./Deptt.

Dated.

With stamp


