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TaTeral fervmn srater
Ministry/Department/Office Of ...

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

AT v/ 3Tafey T ufcrda
Report for the year/period €NdiNg....... ..o

afthed <R

PERSONAL DATA
HIT - 1
PART-1

(FATTI/frATT/ebTa erd & Faiferd HeTaf=eh SITHIT GRT “R ST o foly)
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

1. EBRY BT AT

NaAME OFf OffiCET. .. ..o e e e

2. S & RN (RAATRa) GESED

Date of Birth (DD/MM/YYYY)......... [iciin.. [iviiiinn. (Inwords)......ccccevveininnnn..
3. o Al A SR Figfh bl aRE fe=TTen Lot

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

present grade

4. I IS ToAT 9 R Fgfeh B AR ug feien
Present post and date of appointment Post................ Date.........
thereto

5. Y H PRI UL T 3afer (3rereprer, TiRIer 37 uR)
i Ik STfRrepRT =¥ wfereror foram &, O Sehr faavur <

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

RRT TRIBRY BT T folaT STHT 8. S9d §RT WX S & folu
To be filled in by the Officer reported upon

(PuaT ufafEat @Y WRe ¥ uget el B €I W UG o)

(Please read carefully the instructions before filling the entries)

1. T T St o1 g fdaRur / Brief description of duties performed

2. PR &b S A&T/SET/EAT (ARVIH/AMET AT 3T HY H) 3 T 319+ foru fefRa fsdr & ar emaes forw
FrafRa fod T &, ST B $F 3716 F &7 9 WrRIFHSHAT & MR W J9Y 3R &b &g A 37T
SUGIfee STV (SSTERUT & foT:- 3MYes TR & forw a1 HwRT Aiomm)

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)

AT/ SycTfeeray
Targets/Objectives/Goals Achievements
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3. (37) PUATHE-2 H qAIY Y ALT/Se3N/EAAT T TIH H &I 8T Dol BT H&T H Ieoig x| AT T&T i
YTEr ¥ 1S STETY I&T Bl ol DT Soeieg Py
(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 I FaT BT | Ieoikg BN [T PIhT 31T Iuetfegdr 8T 81 ITH U IR Bl | Ieeikd
Gl

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

4. PUIT ool N fob T Gdercl! heiex Iy Dl 3reret Juixy arfiep faavolt FafRa TRiIg sreife befer af
¥ TR I DT 31 SR T ot BT &f g off IfS T8, T GaRor S5t v Y ARG < Sl
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.

fReries RTT < aTet JRIBRY b TR

Date: ....cocvvviiiiiiennn, Signature of officer reported upon
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HTT - 3 / PART-3

A AulieRer B e gfcded qen AfdelieT MR gRT fRar ST 8 S 1410 & U W
BT ATfRY, STET 1 Fay F HUft &7 T=AT 10 Soaad Avft T SeeoRd PRl 81 / 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

1.

the highest grade.

FUAT AT BT WA W Uger fEem-Frdent 1 e 9 ug o)

(Please read carefully the guidelines before filling the entries)

(37) BTI-FTSUTET T He T (S T BT HRIL (ISST) 40% BIM)

(A) Assessment of work output (Weightage to this Section would be 40%)

afaeT | qAfdaied MeRT | At
TR | @ s | e
Reporting Reviewing STETEN
Authority Authority Initial of
(Refer: Para 2 of Part-5) Reviewing
Authority

(i) 3/are H1 / Translation work

(@) Tt oI SIS AT 6T Tl W& S T T 1T I IR 19T H A
IR P T / Knowledge and Comprehension of Hindi and English
languages and ability to translate from one language to another

(@) S 3T B R aTer TS AIBIRAT GRT T T SFare &7 e
PRI AT IAH TUITcHD JER &I ST / Capability of affecting qualitative
improvement in the process of vetting of translation done by Translation
Officers working under him/her..

(M = Tor aRs SRt & oy ot & forg fRrTor, oRg 3fe TRIR ey
& I / Ability to prepare speeches, articles etc. for meetings for Minister
and Senior Officers.

(i) RTST™TST ST BT BT /

Implementation of the Official Language Policy.

(P) GNPR T ISTTT T Y AHFT BRI / General awareness of he official
language policy of the Government.

() TR BB H &S B YA P 9 F Fifdferes T e smeman &
PRI W A < T 9 AT PR Bl AT / Ability shown in
watching and ensuring the implementation of statutory and administrative
requirements regarding use of Hindi in Official work.

(M) fecqult TFor wleT oRa H fEST B HANT H eI & FERIP T HeH
IFENRTR GOIR B i I / Preparation and production of help and
reference material/literature for facilitating the use of Hindi in Noting and
Drafting.

(iii) 3% TAT T / Meetings and Conferences

(@) IS prafaaT affa, B Jamer  affa onfe afifrr & dea
RN PR T &FTeT / Capability to organise the meetings of Committees,
such as Official Language Implementation Committee, Hindi Salahkar Samiti
etc.

(@) IoBT & Y PRIGHT P AT IR FA H FCIHal 3R TR /
Promptness and accuracy in preparation of agenda papers for the meetings.

(m iy % Fofal/Ricriert o ergad Hrars

Follow up action on the decisions /recommendations of the Committee.

(iv) STUATETCHS T e TRquiar /e T e SR

Accomplishment of exceptional work /unforeseen task performed.

(v) BT fersare Y ToTerT /
Quality of output

(vi) smefeT fret & sAR fFrfa @rijsmafed srf 6t afRgofar /
Accomplishment of planned work/work allotted as per subjects
allotted.

SHRI-fesuTe UR el AUHROT

Overall grading on work output
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() TR FIRATATSH BT T (ST AT DT HIRI (dS9T) 30% BIM)

(B) Assessment of personal attributes (Weightage to this Section would be 30%)

gfcrdeT

ElECAN
Reporting
Authority

TeTeT SerenrY
(T 9IRT-5 BT URT 2)
Reviewing Authority
(Refer: Para 2 of Part-5)

ERIER I CE
& ITETER
Initial of Reviewing
Authority

(i)

fravueTs avaar
Analytical ability

(i)

1Y bt rfigha
Attitude to work

(iif)

T er B Ay

Sense of responsibility

(iv)

STRATHT T STIRETUT
Maintenance of Discipline

)

= :

Communication skills

(vi)

e T

Leadership qualities

(vii)

T Y YTAAT ¥ PRI B DY &HAT Capacity to
work in team spirit

(viii)

THT WROT @I SFUT @R Y &TT
Capacity to adhere to time-schedule

(ix)

Inter-personal relations

(x)

9 BT vg Afthea

Overall bearing and personality

B fererretrant ox et Srofievor /

Overall Grading on Personal Attributes

() TPTATCHD FEHT DT HeATh (34 T BT HRIT (dS5T) 30% B
(C) Assessment of Functional Competency (Weightage to this Section would be 30%)

EIREEE] GHfdetiehT ITEpNT | GrfdieTieh STferepeT
EIECAN] (Fe: W5 7 0T 2) & ITETER
Reporting | Reviewing Authority | |nitial of Reviewing
Authority (Refer: Para 2 of Part-5) Authority

(i)

o & &F § fraa faf ufearfafr &
TAEART 3R I FE T J T F aw H
argar | Knowledge of Rules/ Regulations/
Procedures in the area of function and ability to
apply them correctly

(i)

THerarg T Y g
Strategic planning ability

(iif)

frrofr o o1 e

Decision making ability

(iv)

HHIT &HT
Coordination ability

(v)

aref¥er Y IR B Ug M ga P &HaT /

Ability to motivate and develop subordinates

(vi)

ggct
Initiative

TPTATCHE HEFTAT UR Pt SUTepRoT

Overall Grading on Functional Competency
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I — 4
PART- 4
AT
GENERAL
1. SIFET % AT YTFTERY (STET ot SRS &) / Relations with the public (wherever applicable)
(YT ST b foT SATRPRY T ICTeETT Td ITehT STGLIDATHAT UR TTRIBIRT bl HfcTehaT TR fewauft <)

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

2. 1;I‘fQT?.-TUTITraining
(PUIT SAYBRT ST TIRaT v& wrf-eraren § ok o GuR FR gt ¥ SEF R & o
RS @ / Please give recommendations for training with a view to further improving the
effectiveness and capabilities of the officer)

3. ey 6 Reufeg / State of health

4. TSI/ Integrity
(PUAT HATRABRY bl AT R fewuult &) / (Please comment on the integrity of the officer)

5. Yfcaee ISR GRT ARIBRY B T fIATATIN Y HURKAT (SFIFT 100 ITeat 7), SRFT SHP el Uel, HH
T Ue, ST IUATHT, Feaqui RIS [FS: -2 &7 3 (37) T 3 ()] T FIR af o ufr
31T eIt 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. UHIST &b HF-3 P T (31), 3R T () H T T ARIET (FCTH) P MR W Pl AR TATHD SHufiepvr]

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

Report.
aftraeT SIfPRY & gEaTerR
Signature of the Reporting Officer
AT T AT &R H:
Place..........ccocoovieiin. Name in Block Letters...............coooiiiiiiine,
BEbIL
Designation:..........coooviiiiiiiiice e
fH 1P
Date........coooeeiiiiiinin. PISEESEIREICER
During the period of Report...........................
HT-5
PART-5
1. g*lﬁ?vﬁ'clﬁr JTRIBRY Y 31‘1-'{1,‘&-5/ Remarks of the Reviewing Officer:
grfdetieh 3ferpRT o 3Tl Aareblet \ Length of service under the Reviewing Officer
2. T3 9FT-3 G 9FT-4 & R DR T A= it &b Fagr H Hfcrde SRRt GRT fohd) ¢ FedriepT 4
EH 87 T 31T IAMRADBRI bl SFATLRVT I /AUl SBT3l B Haer H b T HediehT
TEHT 87 [[ed: |TT-3 (31) (iv) T 9FT 4(5)] (A 39 U iR &R foh T it & febedt
AETHD e & FeHd el & dl HudT 3T HeAldhT 59 Te & & -y T H & T e el &1
JTTER 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.)
gl/Yes Tal/No
3. TS B I AT H PUAT $HD PRUT I, FAT Dl VAT ST & ORT 3T ST AT SATSHT AT 872

In case of disagreement, please specify the reasons. Is there anything you wish to modify or
add?
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4. Al SAfUDRT GRT fTRae faaRun o SAfeepRY &t F=ur s, SR Sa weet uar, 34
el U&T Ud AR it & UfT 3IfHgRT enferet 81, W fewquft (T 100 ereal ) @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. JREET & AN-3 $ Te-37 3R Te-d 7 QY MY ARILT (IS) & MMER R Pl [HeAThR FEIHD
JufteRuT Overall numerical grading on the basis of weightage given in Section A and Section B
in Part-3 of the Report.

qAfdeIDT SRBRT & FETerR
Signature of the Reviewing Officer
T T T 3T&RI H:
Place..........cocooiiini Name in Block Letters................coooiiiiin.
RERIRT
Designation:...........uuueiiiiiiieiieiieeeeee e
feiep:
Date.....coovviiiiinls gfcrae ft srafer ;

During the period of Report...........................

*kkkk
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VL.

HEITCHD SUTIBROT & AT YUY ¥R Aae ferm-ferder
Guidelines regarding filing up of APAR with numerical grading

TUTUSTR & i TR |Terit 37 e &b ool YaTH FHY Sdf 8¢ A= a1fey

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

I8 STUEIT I ST & fob 1 7A@ 2 & bt SyufieRur (FRTTT PrRT AT RRINTTSAT AT P SuiaRuT & Tiftigpet) BT U H
fafTE SRAeTATaT T Ieeikd fhaT Y 3R goft HebR 9 3fer@r 10 & fohedt vt & Heyr o fARTE Suerfeery a1 garfam
S| 1-2 37M@T 9-10 BT AUNGRYT Ger BT & 3FcT: 39D AT BT qUi fPT SIH I Mmaearasar 81 g wd
STEfIT ST AT H IFH § PRI 81 Gl &, DI T H HRAT M1

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.

QUTURTIR 3T 8 TTAT 10 o STl T ST “IPE” forT ST TFRIT G IPRUVIIINT ob foTq SR HTHidh el TORT =T b
foTq UTeTeR 9 fegT ST

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.

THIU3TR BT 6 TAT 8 A BHH & ST BT AUNRT “aget 3rewT fordm ST et HTHid 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.

THTRTR T 4 TAT 6 F HH & 1T DT HURRT “ITEBT” foTT ST F=AT UTHID 5 AT ST |

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

TUIUSIR T 4 9 ¥ bl AUTHRUT “S[” feraT SITQ |

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

T ATRraTer ST et ert & ReT-ReT SRR gRT TR Tusy ¥R 09T 1T Ao & dae F fyem-frden
Guidelines regarding the colour scheme to be used by different grades of CSOLS while filling up their APAR form.

(1)

(2)

(3)

(4)

W - frerem

Yellow Director

et - Wi frers

Blue Joint Director

NEIET] - Su-feers

Pink Deputy Director

The - wEr® freere ga afks/ais srare siftrert

White Assistant Director and Senior/Junior Translation Officer

*kkkk
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