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(To be filled by the Administrative Section concerned of the Ministry/Department/Office)
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Please specify targets/objectivesigoats (in quantative or other iérms) of work you set foryourseif or that

were set for you, sight to ten items of work in the order of priprity and your achievement against each
targets.

{Exampie Annual Action Plan for your Division)
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{A) Piease state briefly, the shortfalls with reference to the targets/objectives/goais referred tc in item
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2. Piease specify constraints, if any. in achieving the targets.
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(B} Please also indicate items in which there have been sagmﬁcanily higher acmevements and your
Contribution thereto. -
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Please state whether the annual return on imovable preperty for the preceding calender year was filed

within the prescribed date i.e. 31st January of the year foliowing the calender year. if not, the date of
filing the return should be given.
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Numerical grading is to be awarded by reporting and reviewing authority which should be ¢ a scale of
1-10, where 1 refers to the lowest grade and 10 to the highest.

Please read carefully the guidelines before filling the entries)
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(A) Assessment of work output (weightage to this Section woilld be 40%)
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{a)Knowledge & Comprehension of Hindi and
English language and ability to transiating for
language to the other.
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{b} Capability of effecting qualitative
improvement in the process of vetting of

translation doing the translators working
under him. : :
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{c) Ability in preparation of speaches, articies etc.
for Minister & Senior Officers.
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implementation of the Official Language Policy.
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{z) General awareness of the official language
policy of the government.
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{0} Ability shown in watching and ensuring the
tmpiementation of the statutory and adminisirative
recuirement regarding the use of Hindi in Official |
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(<} Preparation and production of heip and
ireference materialfliterature for facilitating the uss
o7 Hindi/ literature for facilitating the use of Hindi
iin Noting and Drafting.
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Leadership quaiities
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Capacity to work in team spirit
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{Sigase comment on the Officer's accessioility (o the pubiic and r=sponiveness io their needs |
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Pen Picture by Reporting Officer {in about 100 words} on ihe overall quaiities of the officer including
_area of strengths and lesser strength, extraordinary achievments, ‘significant failures (ref: 3(A) & 3{B) of
 Part-2) and attitude towards weaker sections. =
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Overail numerical grading on the pasis of weightage given in Section A, Band C in Part-3 of the Report.
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Do you agree with the assessment made by the reporting officer with respect to the work output and the various
aitributes in Part-3 & Part-4 ? Do you agree with the assessment of reporting officer in respect of exiraordinary
achievemenis/significant failures of the officer reported upon ? (Ref: Part-3(A) (v) and Part-4 (5} {in case you ¢o
not agree with any of the numerical assessments of atiributes please record your assessment on the column
provided for you in that section and initial your entries) :
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in case of disagreement, please specify the reasons. {s there anything you wish to modify or add
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Pen picture by Reviewing Officer. Please comment (in about 100 words) on the overall qualities of the
officer including area of strenghts and lesser strength and his attitude towards weaker sections.
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