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Tt/ forvm srater
Ministry/Department/Office Of ... ...

Annual Performance Appraisal Report for Officers of the Central Secretariat Official Language Service

I a/ 3rafey o1 ufcrde
Report for the year/period €NAiNg.........oiiriii e e e

Fafeher <R

PERSONAL DATA
HIT -1
PART-1

(ST 9T/ TR b T TTRAfeh SITHIT GRT R ST o fofq)
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

1. BN BT A

NAME Of OffiC . ettt e e e e e e

2. O & ang (feamTe/aY) (2T&aT H)

Date of Birth (DD/MM/YYYY)......... looeiiit, lovoiiiinn. (Inwords).........coevviennn...
3. g Al § oRAR Fgfeh bl R fe=TTep oy

Date of continuous appointment to the Date .................. Grade.............

present grade

4.  IHM IS TUTIH W FYfeh T TR ug fe=Tiep
Present post and date of appointment Post................ Date.........
thereto

5. I 5 b 3 SR T SFafer (3fereprer, Tirerr Jfe wR)
IS e SRR ¥ Ufrequr form &, ot SAahT faavor <

Period of absence from duty during the year (on leave, training etc.).
If the officer has undergone training, specify.
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HIT - 2
PART-2

5T SIRIBRT BT Ui foaT ST &. SAP FRT TR 91 & folg
To be filled in by the Officer reported upon

(P ST b R W UEel Srgeell BT €T W UG o)

(Please read carefully the instructions before filling the entries)

1. {0 T ST B Afe fdavur / Brief description of duties performed

2. PR b Sl AT/ST/EAT (ARVIF/AMET AT 3T HY N) U T 379+ fory FreafRa fanr &) ar 3y forw
fFaiRa fp ™ 8, I HRIf it 31 F T 9 WTAfFdar & SR UR §91U 3R &R &g F =T
U IV (SSTERT & folT:- 3 T & forq a1 HRf o)

Please specify targets/objectives/goals (in quantitative or other terms) of work you set for

yourself or that were set for you, eight to ten items of work in the order of priority and your
achievement against each target. (For example: Annual Action Plan for your Division)

A /I eI/ SucAfeedt
Targets/Objectives/Goals Achievements
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3. (1) PUATHE-2 H I Y ALTN/I2eN/EIAT DT WTH H B 8T BT DT H&Y 7 Ieoikg x| Al AT i
TTE & IS ATeTd TET 81 AT ST Ieoikd vl
(A) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in
item-2. Please specify constraints, if any, in achieving the targets.

() PUAT IT FaT BT HY Iooid P [T BHIThT Afefeh IuAfeErT 8T 81 ITH U I Bl Hf Seorg
|

(B) Please also indicate items in which there have been significantly higher achievements.
Specify your contribution thereto.

4. PUYT Iooid R & T Gdarcil heiex a¥ i 3reret HURT ATiiep fIerul Fefiva TRIg 3feifd Helex a¥
3 JARAAT aY BT 31 SIRT AP Gor BT & 73 off AfS T2, AT fIeR0T Iof R bl TRIG & ST
Please state whether the annual return on immovable property for the preceding calendar year
was filed within the prescribed date i.e. 31% January of the year following the calendar year. If
not, the date of filing the return should be given.

fa=ien RTEIT & aTet TTBTY & ERATeR

(DF: | 1 - Signature of officer reported upon
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YT - 3/ PART-3
1. e SufieRur BT MR gfdded o gAfdelied WeRT gRT fRAr ST & S 1410 & 9HE W
BT TR, STET 1 ey & Soft BT oIt 10 STeIcT A0ft BT Seekd FRaT &1 / Numerical grading is to be awarded by

reporting and reviewing authority which should be on a scale of 1-10, where 1 refers to the lowest and 10 to
the highest grade.

HoT HfAfR Y W= uger feen-Frden @y e § ug )
(Please read carefully the guidelines before filling the entries)
(37) PRI-FTSUTE T TS (3 T BT AT (ITST) 40% BIM)
(A) Assessment of work output (Weightage to this Section would be 40%)

aiEeT | qAfdee sieRT | qAfdre
TR | (@hurs@I L) | iRt %

Reporting Reviewing TGN
Authority Authority Initial of
(Refer: Para 2 of Part-5) I
Reviewing
Authority

(i) 3aTE B/ Translation work

(@) e T SHIST JToTell T FHST U S eI Wb |INT & S A1 § A
PR T AT / Knowledge and Comprehension of Hindi and English
languages and ability to translate from one language to another

(@) I e HRf B aTe SFfaTe SIRIHIRET GRT vy U SFaTe T gRerT
IR T I TOMTHD JER &I &ar / Capability of affecting qualitative
improvement in the process of vetting of translation done by Translation
Officers working under him/her..

(M = T als ifeTRaT & forg da@t & forg Ty, oy 3nfE IR a=ey
&6 Agar / Ability to prepare speeches, articles etc. for meetings for Minister
and Senior Officers.

(ii) RToTTNT Y BT BRI /

Implementation of the Official Language Policy.

() TRBR BT AT T Y AT STHBRT / General awareness of he official
language policy of the Government.

(@) TGN BB 5 (ZS) I TRINT P Faer H [qifferes T gerife amanan &
PRI R M &1 T S YA P P IRIaT / Ability shown in
watching and ensuring the implementation of statutory and administrative
requirements regarding use of Hindi in Official work.

(M fReouolt T HteT oigT A &Sl b WA H HERET 8 HERd T HeH
arfiafEcT IR e & g / Preparation and production of help and
reference material/literature for facilitating the use of Hindi in Noting and
Drafting.

(iii) Yoh AT THT / Meetings and Conferences

() IoTTT BRI Ay, & oeer afify e affRT fr do@
SR ey T &ar / Capability to organise the meetings of Committees,
such as Official Language Implementation Committee, Hindi Salahkar Samiti

etc.
(@) Jod F foly PRIGH & PRWI JIR FRA § FSIHT AR qeo=aT /
Promptness and accuracy in preparation of agenda papers for the meetings.
(M) ST & o/ W eract eRars
Follow up action on the decisions /recommendations of the Committee.
(iv) STUETETCHe Y et aRguTaT /A TR sToreaTiT i
Accomplishment of exceptional work /unforeseen task performed.
(v) B fFreaTEeT <Y Ture /
Quality of output
(vi) smEfe fwa & SR FrIfia @riemEfea s 6 aRgufar /
Accomplishment of planned work/work allotted as per subjects
allotted.

-t oR et Svfievor

Overall grading on work output
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(&) SRR LT ST JediaT (37 AT BT AR (dS9T) 30% B
(B) Assessment of personal attributes (Weightage to this Section would be 30%)

PINECE Al ITRT | el SR RT
YRR | (Fe: 9FT-5 &7 U7 2) &P IMETER
Reporting Reviewing Authority | Initial of Reviewing
Authority (Refer: Para 2 of Part-5) Authority

(i) frvomTeH® arTar
Analytical ability
[ EEIEIR TN
Attitude to work
(iiiy PR BTy
Sense of responsibility
(iv)  STIRATHT BT IFRE0T
Maintenance of Discipline

(v)  ASISOT &Y
Communication skills
(vi) e T

Leadership qualities

(vii) & &Y 9TAT ¥ PRF R FT 8T Capacity to
work in team spirit

(vii) THT WROT @ AU PR B &Er
Capacity to adhere to time-schedule

(ix) URUR IR AaY
Inter-personal relations

(x) w9 Bfy va safehea
Overall bearing and personality

TR freTearai R Pt Srvfienvor /

Overall Grading on Personal Attributes

() TIPTATCHD FEFHT bl eI (3 AT bl WL (I3T) 30% BIM)

(C) Assessment of Functional Competency (Weightage to this Section would be 30%)
BINCES Gifdetier SR | YrfaietichT HTTeepRT

TTRIGRY (Fed: 15 BT T 2) & LR
Reporting Reviewing Authority | |nitial of Reviewing
Authority (Refer: Para 2 of Part-5) Authority

(i) @& & a3 ¥ FreRtrEmterfin &
TAEHRY 3R IE FE ST F TAT F AW B
argar | Knowledge of Rules/ Regulations/
Procedures in the area of function and ability to
apply them correctly

(i) fEg T emar
Strategic planning ability

(iiiy T = Fr eprar
Decision making ability

(iv) H-9I &HT
Coordination ability

(v) oTFRer &1 WRT #RT Ud 3IRT qg™ dt &raT /
Ability to motivate and develop subordinates

(vi) Uzt
Initiative

TepTITcHe WA UR et S0TIehRur

Overall Grading on Functional Competency
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HT-4
PART- 4
AHT
GENERAL
1. SIFdT & QT YFNERT (Glﬁ'*ﬁ g @') / Relations with the public (wherever applicable)
(PUAT ST & foTT SFTBRY T UL Ua ITehT STATDBATAT IR TIDRT T Hferfeharr uR fewquft <)

(Please comment on the Officer's accessibility to the public and responsiveness to their needs.)

2. ufr&ToT/ Training
(@ SRR B TR T prtemaret ¥ ok s quR @y B gft & 9wy TR ¥ R
RS WX / Please give recommendations for training with a view to further improving the
effectiveness and capabilities of the officer)

3. ey &t RRfd / State of health

4. IS/ Integrity
(PUAT JAfFBRT DT TSI W fewuufl <) / (Please comment on the integrity of the officer)

5. YfaeT IR gRT ARGRT 6 Tod fIATaren Hf SURRGT (T 100 et 7), fIas S Heief uef, o
I U8, STATHRY SUATCHT, Fecayu] SRABATY [Fed: TF-2 BT 3 (37) T 3 (3)] W FH9IR af & ufer
3gfRT emfeT 8T / Pen Picture by Reporting Officer on the overall qualities of the officer (in about 100
words) including area of strengths and lesser strength, extraordinary achievements, significant failures
(refer: 3 (A) & 3 (B) of Part-2) and attitude towards weaker sections
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6. RIS & 9T-3 & TS (3), 3R TS () 7 AT TY ARILT (IS b TR WR T HEATHD S0fepR0T]

Overall numerical grading on the basis of weightage given in Section A and Section B in Part-3 of the

Report.
gfcaeT I RY & varer
Signature of the Reporting Officer
U AT ATh &R H:
Place..........cocoviiiennin Name in Block Letters.............ccoooiiiiiiiiinnn.
U™
Designation:........c.coooiiiiii e,
ICHIGEH
Date.....coooviiiiiiit. gfcrdes & srafer :
During the period of Report.............cccoeieinnin.
HIT-5
PART-5
1. gt TR Y srygfeh / Remarks of the Reviewing Officer:
gAfdetien JAfRrpRT < Sfchfc FaTeplet \ Length of service under the Reviewing Officer
2. T3 AF-3 T4 F T S Forr fafdr= quit & Saer 7 ufraesT iRt gRT o6 ¢ Jearie &
TEH 87 FAT AT SATYDRT BT SRR IUA G /FEqYUT SRIBEATAT b HG N febdl T Feiep &
T 87 [[ed: 9RT-3 (31) (iv) TAT 9FT 4(5)] (I 3T Ufide PR gRT b T oIt & fobedt
AEATCHD eI A e Tal & ol PUIT YT ediehT 987 TS o [ TRy T H & o faee e !
JTI&R E!ﬁl) / 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? Do you agree with the assessment of
reporting officer in respect of extraordinary achievements/significant failures of the officer
reported upon? (Refer: Part-3(A)(iv) and Part-4(5) (In case you do not agree with any of the
numerical assessments of attributes, please record your assessment on the column provided for
you in that section and initial you entries.)
‘ gi/Yes ‘ Tal/No |
3. e B T Rerfct H P 3 BRI, AT Bl VAT a1l & FORY 31T I&aTT AT SIkeT I8 82

In case of disagreement, please specify the reasons. Is there anything you wish to modify or
add?
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gt AfRRPRT SRT feTRad faeRun Hudm SAfepRY B Fur Qe KA Idd qael yar, 34
eT U8t U IR i o UicT IR Qmfifet 81, WR fewuf} (@RTHT 100 2real ) @1 / Pen picture by
Reviewing Officer. Please comment (in about 100 words) on the overall qualities of the officer
including area of strengths and lesser strength and his attitude towards weaker sections.

5. URIEET & ANT-3 & TS-37 3R Te-a H AT T AR (IST) P ITHR IR PeT HEATHD S0HehRUT]
Overall numerical grading on the basis of weightage given in Section A and Section B in Part-3
of the Report.

T ST % EwTER
Signature of the Reviewing Officer
T AT 3TERT H:
Name in Block Letters..............oooiini.
U™

gfcrded & 3rafer ;
During the period of Report...................oo..l.

*kkkk
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VL.

HEITCHE SUTIARUT & WY QIIGTR WX Wae feem-ferder
Guidelines regarding filing up of APAR with numerical grading

TUICRTR o ¥ TRae AT iR &1 gaep oI Uafe Gy ool g4 HRe <1fev

The columns in the APAR should be filled in with due care and attention and after devoting adequate time.

T8 STUETT BT ST & fob 1 37eraT 2 & Tt Syoftesvur (i Ry T fRewaran ar et SiufienRur & HicidpeT) T wuwam
fafre SRABAIRN BT et fhaT SVl 3R g TR 9 31T 10 & fadt 2ioft & Gaer ¥ fAIfdre Iuaifeery @y gorfar
MY 1-2 AT 9-10 T AUNRUT Gl EIT & 3T TP 3N &1 v by S bl Smaregrepar 81 Hfcde v
Qe TiepTRET GRT G A0l Jar @Rl gy it aiftrep Rt a1 it fraRor S weaifiia, S I
3TET ST AT AT H BRI 81 Gebel €, BT JerT H HRAT ATV

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, and grade of 9 or 10 would be justified 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
officer against a larger population of his/her peers that may be currently working under them.

TUTTSTR T 8 TIT 10 & ST T AUNHRUT “SePpe” foRAT ST FoAT G T=0/SI1T b T 3TRAeT HTHID T TUFT =
fore wmeren 9 fam 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.

THIV3TR T 6 TAT 8 A HH & ST BT AUNDRT “aget IresT fordm ST T HTHidh 7 T ST |
APARs graded between 4 and 6 and short of 8 will be rated as “VERY God” and will be given a score of 7.

THUSTR T 4 TAT 6 T DHH P &1 BT AVBRUT “3BT” o7 ST T=AT UTHieh 5 T ST |

APARSs grade between 6 short of 6 will be rated as “Good” and given a score of 5.

THITR T 4 J P BT A0NHRU “Qr fordT SITQT |

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

Fer AfaTer ISTTST Wt et & Rre-Rrr AR ZRT ThamR v wRa 9T T AiorET & Wey 7 feen-frden
Guidelines regarding the colour scheme to be used by different grades of CSOLS while filling up their APAR form.

(1)

(2)

()

(4)

qrer - s

Yellow Director

e - W freers

Blue Joint Director

TeTdt - Su-freers

Pink Deputy Director

[hE - WERIS e G4 afks/efTs srare sftert

White Assistant Director and Senior/Junior Translation Officer

Fkkkk
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