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PART - 1

(To be filled by the Administrative Section concerned ot.the.Mi_r_l_istrleepartmenUOfﬁce)
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Name of Ofﬁcer '
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Date of Birth (DDMMIYYYY)  coccideedn (1) WOTGS) o

Date of continuous appointment Bstes .o Lananie Crage . e
to the present grade ;
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Present post and date of appointment Basl e fiate i
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Seriod of absence from duty (on traifing
isave etc. ) during the year. If he has under
gone training specify.
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1-iease read carefully tha instructicns before fiiling the entries;
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Brisf description of duties
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Please specify targetsiobjemwes!goals (in quantative or othérigrms) of work you set ‘ot yourseif or that

were set for you, eight to ten items of work in the order of pricrity and your achievemeant againsi each
targets.

{Exampie Annual Action Plan for your Division)
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Targets/Objectives/Goals Achievements
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(h) Please state briefly, the shortfalis with reference to the targets/objectives/goals referred ic in item
2. Piease specify constraints, if any. in achieving the largets.

i ssrasned

|
|
|
|
J

(@) e 7Rl B A Sed B T B! e SueRuT W dRe s dmerr et T seRE ek
(B} Please also indicate items in which there have been significantly higher achievements and your
Contribution thereto. e oo :
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Diaase state whether the annual return on imovable property forthe preceding calenderyearwas filed

within the prescribed date i.e. 31st January of the year following the calender year. if not, the date of
filing the return should be given.

Fite o e Signature of officer reporied upon
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Numerical grading is to be awarded by reporting and reviewing authority which should be cn a scale of

1-10, where 1 refers to the lowesti grade and 10 to ihe highest.
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Please read carefully ihe guidelines before filling the entries)

(37) TR FrsIiET BT edies (36 W @ 4R 40% )
(A) Assessment of work outpui (weigntage to this Section would be 40%)

Tigas= WisrErl
Reporting
Authority

RGeS TEaE

(Ees R-5 & T 2

Reviewing Authority
(Refer Para Z of Part-5}

& R
initial of Reviewing
Authority

{i) a1 ®d/Translation work
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{a)Knowledge & Comprehension ¢f Hindi and
English language and ability to transiating for
language to the other. -

HEETE B TIAS0 PG GHE TEH OHSD AR B
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{b} Capability of effecting qualitative
improvement in the process of vetting of
translation doing the transiators working
under him.
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(1 TR qu o AR & o dow @ e
HHH, T e AR ST 9 draa !

{c} Ability in preparation of speeches, articiss etc.
for Minister & Senior Officers.

(i) TSTHTST S &1 PIa-aa /
implementation of the Official Language Policy.

{5} THYOIN P TS A D AT A

{2} General awareness of the official ilanguage
policy of the government.

(@) Wl Tem i D & vdn & dag ¥ Wikl
T VNS A & SRFUET O SUR ST o
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i{b} Ability shown in watching and ensuring ihe
Ermpiemeniation of the statutory and sdminisirative
requirement regarding the use of Hindi in Ofiicial |
WOrK. :
H
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{c} Preparation and production of help and
refzrence materiallliferature for facilitating the usy
ot Hindi/ literature for faciiitating the use of Hindi

ir Noting and Drafting.
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(& Promptness and acouracy in preparation of
agenda papers eic for the mesings

Reporting apest 3ee5 W A | & smae :

Authority Reviewing Authornty L initial of R:v'\ewmgf;

iRefer Para 2 of Pari-3) i Authority

e ran: ¥ : ! : _;
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#feetings and Conferences !
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ig; Capability for organising the meetings of ! i

Commitiess, such as Official Language :

imp e'ﬂen\ahon Committee, Hindi Salahkar
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{c} Foliow up ezion on the decisions/recommendations)
of 2 Commitize.
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Accomplimplisnment of exceptional work/
unioreseen tasks performec.
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Guality of outpui i
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Accomplishment of p‘anned workiwork zsliott d i
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Overall gradmg on work cutput. 5
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(B) Assessment of personal attnbutes {weighiage 1o this Section wouid be 30%) %
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Reporting w75 W 3 2 & awe b

Authority Reviewing Authority { Initial of Reviewing

(Refer Para 20

{ 2arl-5)

Authority

SRR E AU
Analytical abllity
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stitude 1o work
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Sense of responsibility

G SIS @ STt
iaaintenance of Discipline

Oommunication skills
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Reviewing Authority
(Refzr Para 2 ¢f Part-5)
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Leadership qualities

(i) W@ & e R EE oY G SEa
Capacity to work in team spirit

S

(vith) W RN W AT B3 Bl &
Capacity to adhere to time-scnedule

(ix) TR e GaY
inter-personal reiations

(x) T BiE U4 dfeoee
Overail bearing and personality -

Cverall Grading on 'Personal Attributes’
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{C) Assessment of personai attnbutas {(weightage to this Section wouid be 30%

Reporting
Authority
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Reviewing Authority

(Refer Para 2 of Part-5)
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Knowledge of Rules/Regutations/Procedures
in the area of function and zbility to a2pply them
correctly.

iy N a5 G D 5
Strategic planning ability
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Decisicn making ability

{iv) BT F9a
Coordination ability
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Abillity to motivate and develop subordinates !

.

(viy 9z TR
Initiative

YTiois WHAdl IR e THeneR Ul
Overal Grading on ‘Functional
Competency’
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PART-4 GENERAL

1. wE S WY SRR (S A SIS
2 aiations with the public {(wherever applicable) -
g B ST PSSR 9 e 7% =T ox e e €
[Ziease comment on the Officer’s accessioility ic the pubiic and rssponiveness o theilr neecs |
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2- wiEeo
Trainin 2 : _
(g :ﬁgﬂﬁﬁwﬁ?ﬂ@' = sl & IR AfeRs GO SR g oo B gie R vwe uftisw % R ferwRE WY
‘Please give recommendations for training with a view o fuither improving the efiecliveness and capabilities of the office}

3- e o Rafd
State of health

4- T
integri
(g y o g WY e 2)

(Plezss comment on the integrity of the officer)
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PrgRa vt &
en Picture by Reporting Officer {in about 105 words) on the overall queiities o_f the officer ir_mcludirz’g

rea of strengths and lesser strength, extraordinary achievments, 'sighificant failures (ref: 3(A) & 3(B) of
art-2; and attiiude towards weaker seciions. '

& ofvien B A3 B EE ¥, @ qe T 3 R T ARG S SRR G PR WA Tl
Overail numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.

Signature of the Reporting. Officer
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& RANG A SR e et During the period Of RePOM ..o o e
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& 2 tAARKS OF THE REVIEWING OFFICER *

{ ength of service under the Reviewing Officer
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Do you agree with the assessment made by the reporting officer with respect to the work output and the various
attributes in Part-3 & Part-4 2 Do you agree with the assessment of reporting officer in respect of extraordinary
achievements!sign'rﬁcant failures of the officer teported upon 2 (Ref: Part-3(A) (iv) and Part-4 (5) (In case you go
not agree with any of the numerical assessments of attributes please record your assessment on the column
provided for you in thiat section and initial your eniries)

3- EEAa _ﬁﬁﬁmﬁ'@mmwm.?mﬁéﬁ-mﬂ%%ﬁ%.ngammmm@% ?
in case of disagreement, please specify the reasons. Is there anything you wish to modify or add 7
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Den picture by Reviewing Officer. Please comment (in about 100 words) on e overall qualities of the
~fficer including area of strenghts and iesser strength and his aititude towards weaker sections.
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Oversli numerical grading on the basis of weightage given in Section A, B and C in Pari-3 of the Repoit.

Trfiee e © TR
Signature of the Reviewing Officer
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Guidelines reqgarding filing up of APAR with numerical crading
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The columns inthe APAR should be filied in with due care and attention and after devoting
sdequate time.

@ TE RN Pl & 16 1 I 2 & fd giteRe (Brfe o a1 fsisanall @ o Femey 2R @
TR o R sapeel & = A e for 3 waie wa N S R e SN ¥ VR 9
oar 10 @ 0 Mﬁmaﬁf&ﬁr@mﬁmﬁ%ﬁwﬁ::ﬁﬁmﬁmml A 1—2 el O U
foxer B & A S @ﬁ%mﬁvaﬁ—ﬁwgim&dhmﬁm%g—%&ﬁmgﬁm |
TR @ 0 IR O SulHERe 16 AT | i ¥ odAE ¥ wERe SEdifal B ger |
H e | = _
tt is expected that any grading of 1 or 2 (against work output or atiributes 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 justified with respect to specific accomplishments. Grades of 1-2 or 9-10 a2re expected to
be rate occurences and hence the need to justify them. in awarding a numerical grade the reporting
and reviewing authorities should rate the officer against a larger population of nis/her peers that
may be currently working under them.

iy TSR B 8 F 110 B drE B TR T R T aEl SEERE SR S fae S W =
o SR @ (R Ui 9 & Wi | -
APARS graded between 8 and 10 will be rated as s«Outstanding” and will be given a scere of 6 for the
purpose of calculating average scores for empanelment/promotion.

) COTEAR B 6 T 8 | e & dra 1 TR “agq BT for Se e s 7 & S|
APARSs graded between 4 and 6 and short of & will be rated as “Very Good” and will be given a score
of 7

o TARARSH 4 A4l 6 3 Brer & G o R “aresr? TR e ST WKiE S o S
£PARs graded between 6 short of 6 will be rated as “Good” and given a score of 5

i) TAGEHR &1 4 ¥ wF afivevor e fovan S|
APARs graded below 4 will be given a score of “Zero™.
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Guidelines regarding the colour scheme to bs used by different grades of CCS while filling up their
APAR iorm

(1 S - ' fEge ()
Yellow Director (Official language)
(2) = - VY S ()
Biue Joint Director (Official language}
(3) TS - =TS (s4r)
Pink Deputy Director (Official language)
4) THE - e T ) agaes/aRe R Jgaes IR werne Fv® (XA
White Junior Hindi Translator/Senior Hindi Translator/Assistant Director

(Official language)
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