
mr ~~I <;;HUTl!<i & Q"~IRIOI

U. T. Administration of Daman & Diu

~ CJsfQ~<: <PI crrfffip (Pldfo:tl)lIl~oJ cHC'~li<DoJftriTt'"

ANNUAL PERFORMANCE APPRAISAL REPORT OF HINDI TYPIST

3rfUcr.>Rtem omr

Name of the Officer :-

~/fcrs:rrar/CI'5IClicRI
Ministry/Department/Office of

~crd/3rqfuem~
Report for the year/period ending

"...,. odR

PERSONAL DATA

3IIdI-l 3I

PART-l A

(FcrlHfJI m~ n~~ 3~lHfJI J;RT m- \lII<ff m fu1!)

(To be filled by Administrative Section concerned of the Department)

1. 3rfUcr.>Rtem omr/Name of the Officer :-

2.

3.

01ad1cBt nrfurr (~/dffi2/crd)
Date of Birth (DD/MM/YYYY)

<TItmor <3luft or ('[CJ]I('(R fWJ:fID cBt nrfurr :-'"

Date of continuous appointment to the

Present grade

((J~or)

...../. ../. (In words)

fuoIicp <3luft

Date . Grade

4. <TItmor llC.rom ~ lIT ~ cBt nrfurr :- llC.r

Present post and Date of appointment thereto

~
Post Date

5. ClCII llC.ruRt 3~ \JI:Ifc'r/ 3~ \J!oNIIfc'r ~ 3rm g?
Whether the official belong to

50

Scheduled Cast/Scheduled Tribe?



6. <J1f;ffm~3~ c15t 3mfu ~, ~Imur 3~ w) eft 3CITf 3rftIcr:nit 5t cP){ ~Imur tmrr 3 m
~ fcrcRur ~/Period of absence from duty (on leave, training etc.) during the year. If he has

undergone training, specify:

3IldI-l ('f

PART-l B

1. ~ 3rftIcr:nit Q'iI 0IIJf ~ QC;O]IdI

Name and Designation of the Reporting Officer

2. ~otidci'1<P01 3rftIcr:nit Q'iI 0IIJf ~ QC;O]IdI

Name and Designation of the Reviewing Officer
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-2-

3ITilI-2

PART-2

-l-<1d:1C<.1i<Poi/SELF APPRAISAL
<"

~ 3Iftm>rtt em ~Rta<iot ffrnrr \JIIOIJ% ~ (J'nT m-15IfoI m FcN

To be filled by the officer reported upon

(cpmrr ~Rt~q) em smff -n mm- 3«¥tlIT em tmar R- mp cl)
(Please read carefully the instructions before filling the entries)

1. ~ CI5I~ fmRur Q<l it iT>c:Rror arrrfci5 &:RT fcbq dIQ' <PRil CI5I

~~r (<PRil CI5I~~r 100 ~~;It W ffi 6IIOII ~)I

Brief description of duties and resume of the work done by you during the period from
.............................. to (The resume to be furnished should be limited to 100

words)
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~
Place: .

53



fuaricp

Date :- .

upon

54

~ ~ ~ 3JftIcf>Rt w- QRIJeR
Signature of the officer reported

c//t!



-- -- --- -- ..---.--- -- - --- - ---- - --- . -- - ----. -- - --- - ---- - -.--- ---. ------

-3-

3J1'JI-3

PART-3

(!.IRtd.<;ot 3rtmPrtt ~ d1.C'<Ii<pot / ASSESSMENT BY THE REPORTING OFFICER)

!.Ifrld<;ot mfWpRt ~ ~ Fcr~'tt'lITI3rrm fuQ -l1<P<1lCdl<P ii~ <PI Pon:rnur fimrr ~ % i:illl-l0 m
itJ:mjt m IDarr mfID!, \iIlrt1 mrn- cp;JIii5 <PIoW 10m m <PI ~ qmn %1

Numerical grading is to be awarded for each of the attributes by reporting authority which
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.

(cpmrr MR!f6c<ll em- 3mT H ~ ~QII:foItQrr em- WIOI H II<!> N)
(Please read carefully the guidelines before filling the entries)

(Jr) '<I>Rf 1Ot<>LII<;ot"em ,,!C'<Iicpot (~3fFJT em 3fR 40% IDarr)
(A) Assessment of 'Work Output' (weightage to this Section would be 40%)

~mftrctsRt~0U3c1lcpo1 mftrctsRt~ RQitltm~0U3ctJCPo1

~<i~ldiCP~

ill6 (<ft ~ R. 2 ~ :m.;;JICf 0RftmftrctsRt~

Numerical Grading

m,m)3ffi'TeR

by Reporting
Revised Grades by ReviewingInitial of

Authority
Authority (if does not agreeReviewing

with column no.2)
Authority

(i)
~ ~ m cf5t till~lCll/~ ~

3UOU IR 3rrmITr f<1xrr <>RII mlAccomplishment

ofplanned
work/work allotted as per subjectsallotted.(ii)

mcf5t~
Quality of work(Hi)

~ Jt :ucll:umr(dIFrr QCi ~~, ;ill aft
C'IFllm) IProficiency

intyping(speed&

accuracy, wherever applicable)(iv)

Foruffur~QCiura3J:Jft"~
"!<Q..!<n1Q dRt ctm:i1 Jt:ucll:umrl Proficiency

inwork,namely

maintenance of prescribed registersand charts etc.'Por.mr<PRif' lIT wcr ~ ~ /Overall grading on 'Work Output'.

(tI) 'oqRtOdlO PcrQ)-QcuJiY em cIM'<Iicpot (~ 3J1'JI em am 30% m<m)

(A) Assessment of 'Personal Attributes' (weightage to this Section would be 30%)
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t?'/1

~ mftrcr>Rt $:RI~aliad1CDo1mftrcr>Rt $:RILI alia d1CD01mftrcr>Rt'"~~\cI:ICD~ <I~llfun~ (me wtEror <I. 2 :R<lJ 3ImllR

Numerical Grading by

~ouftm,m)Initial of Reviewing
Reporting Authority

Revised Grades by ReviewingAuthority

Authority (if does not agree with column no.2)(i)

mcBt 3lfirqffficAttitude to wok
(ii)

Md-Jlca..!l em mu
Sense of responsibility(iii)

3~~IRioI em 3~!JfUI
Maintenance of Discipline(iv)

<ImIur~
Communication skills(v)

c;crw- m~ cvm ~ cBt arnm

Ability to work in team
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-4-

~~&;RI~ai.lc1cilcPoi ~ &;RI~ai.lc1cilcPoi ~

<1<lXUrdicP ~

:R~i'i:fucr ~ (~Cl5tc1or:R. 2 E?l53IlUeR

Numerical Grading by

<IQ(Jl(1 0Rft m, ril)Initial of Reviewing

Reporting Authority

Revised Grades by ReviewingAuthority

Authority (if does not agree with column no.2)(vi)

mm -~ J't CI5IJI f6Tucfol: <fit

&mmAbility to meet deadline.(vii)

(f.R(R ooRtC1<'lCl :R~n

Inter-personal relations'oaRt<1dlCl fu~ffim3ir IR ~~~/Overall grading on 'PersonalAttributes' .

(:H) \ICPlqlccficP :H~ CPT".lCqicPoi (m SITJJCPT am 30% ID<m")

(e) Assessment of 'Functional Competency' (weightage to this Section would be 30%)

~~&:RI~ai.lc1c1icPoi ~ &;RI~ai.lc1cil cPoi
<1<lXUrdicP ~

:R~itfun ~ (~Cl5tc1or~?l53IlUeR

Numerical Grading

:R. 2 E <IQ(Jl(1 0Rft m, ril)Initial of

by Reporting

Revised Grades byReviewing

Authority

Reviewing Authority (ifAuthority

does not agree with column no.2)(i)

fWm/~/CDRf 1ZCi cit<RIm ?l5 aBr J't

~ 1ZCi~ <Rft wlldI <fit vUoicPlllKnowledge

ofRules/Regulations/

Procedures in the area of function andability to apply them correctly.(ii)

mIOCf<'I &mm

Co-ordination ability(iii)

mm ~rfCITr

Initiative(iv)
~ w CI5IJI~ J't mfium:r (6I3i: 31IT10U

ill)Proficiency in working on computer(wherever available)'!I<Plqlc.t1<P:H~ IR ~ ~ ~Overall Grading on 'Functional Competency'
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ftmuft: mm ~ PoJuiftn ilIR it> 3fOI{ffi'f;if :m:ror ~ dJ1! !Iffi<p mI<P mit it> 30ml cmor it>~ ~ ~
~ m3umfur Qt.ml

Note: The overall grading will be based on addition of the mean value of each group of
indicators in

proportion to weightage assigned.
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-5-

3IfdI-4

PART-4

:mJJTiRT

GENERAL

1. \31oITII~ ~u (\JI6i 3ft ~)/ Relations with the public (wherever applicable) :

(\31oITIIcBt 3lIQ~R[Cpm3rr CDI dCTI..!"rRlrq 1lCi:3IfUcpRt 7IQ5 3rfffr<mr 1:R cpm:rr fm:ruft ~ / Piease co m men ton

,the Officer's accessibility to the public and responsiveness to their needs.)

2. ~IeIUI / Training:

(cpm:rr 3IfUcpRt cBt ll3IIfim:r 1lCi:mamnI3rr M 3IR 3rfucp ~UR 3IR ~ ~ cBt c& R ~ ~IeIUI w- fill!

fEmrf~w <:ffJ./ Please give recommendations for training with a view to further improving the

iffeet;ve,e" aod cop,b;l;l;e, of Ihe OmeN.)

3. ~<'TcBtfurl7r / State of Health:

1- _
4. -l:lrcldilX:>l/ Integrity:

( 3IfUcpRt cBt -l:lrcldilX:>l1:R fm:ruft ~/ Please comment on the integrity of the officer)

5. ~ 3IfUcpRt &ill 3IfUcpRt cBt mrm fcr®fi'lI3U cBt <Pffif rR<iR (C1c1IllIdI100 'ilroc;T M), ~ ~~<f af5r

1lCi:Cf)3{ ~~<f af5r, 3RIJURUI 3Uill'lIWli, ~ 3Rl1lR'l:m3rr 1lCi:c;<kr Cf<lifw- nfu 3rfii'rc!:fc?r'ilnftcr it/ Penu,,,,, '<'g' '" C

Picture by Reporting Officer (in about 100 wards) on the overall qualities of the officer including

area of strengths and lesser strength, extraordinary achievements, significant failures and
attitude towards weaker sections.
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6. ~ <l> 3IIdI-3 <l> <rffi 3r, ~, om ~ j'j: fm dIQ lfIRi:~I <l> 3ITUR l:R TC'l ~ <i-liXlil<H<P ~/Overall

ooffiecica Igcading on the basi, of Wr,ghtage gi,en inlSedi on A, B, and C in Part -3 of the Report

~ 31ftIcpRt <l> <'RillaR

Signature of the Reporting Officer

c>'{)

~/Place .

~/ Date .

0lJ."JI<r:I1I>3raR! j'j:

Name in Blok Letters

furrt un 3ICIfuj'j: ~

Designation (during the period of Report)
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3IIdT-S

PART-5

•.. a.-rl __ 3~ <6t 3~ /REMARKS OF THE REVIEWING OFFICER

1. ~atfdc1lcpol 3rfuc!5Rt ~ 3ItfioT cl5t ~ Wrr cl5t 3!C1fu

Leogth of 'r;ce uode, the Re,;ew;og Off;cee•

2. CRII 3IfQ anor-3 q anor-4 ~ ~ cwf ([W ~ ~ ~ ~tI <fi:~ 3rfuc!5Rt &:RI f<'pq <lTQdt,C'qjCPoi it
"RQWI ~? CRII 3IfQ 3rfuc!5Rt cl5t 3RIItIRUI 3IllifGtRiJ/~ 3Rf[l)ffiTI3IT ~ ~tI <fi:f<'pq <lTQdt,C'qjCPoi it
~ ~? (~9f: anor-3(3I) (iv) ([W anor-4(S). (~3IfQ ~ 3rfuc!5Rt &:RI ~ <lTQ~ m- f<"p<fi

-l!<!Xlicu[CP dt,cvqjCPoi it "RQWI offit ~, m WCRII 3[l:lO!JdiC'qjCPoi ~ :<rffi m- tm <lTQm8I <fi:~ ([W RtEidiloll1J cp)
3m::reR~)1

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?

(Ref: Part-3(A) (iv) and Pant-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

Tt;oo ,"d ;o;t;a' you, eo";e,)

3. 3R0<fIif m6t cl5t fWFcr <fi:WCRII ~ CVRUI&W, CRII ~ ~ mn ~ m 3IfQ g>N ~ c.rr~ ~~?
In case of disagreement, please specify the reasons. Is there anything you wish to modify or add?

4. 3~ 0IJ:frl/3~ ~ ~ 3rfuc!5Rt ~ cwf ~ dt,cvqjCPoi<fi:~ 3rfuc!5Rt em O<IQQR/ The

rWtUde of the Repoct;ogOff;cee'0 assess;og the pedo,m,"ce of SC/ST off;cee.

5. ~atfdc1lCPoi 3rfuc!5Rt &:RI <Pffil ?'R<lR1 WCRII ~dilc1luol ~ (~8IOI 100 9~ <fi:)~ 3rfuc!5Rt cl5t RdR([

fumm3IT cl5t ~mRcf WI -eci CP<lI~ecf WI -eci 3<Icl5t ¥cr ~ ~ IDIT 3~ 9rrfJrcr ~n
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.
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6. ~ m- llIIiJI-3 m- ~ 3r, &, ITW J[ <ff ~ ore- 8IRi~r m- 3ITUR (R ~ p;~ <f<OOlr<l:\cp

qalIcp..!ul/Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-3
of the Report.

~ ot1Q ciJ. cpO! 3rftrc!s"Rt m- O<iTIeR

Signature of the Reviewing Officer

<WOr/Place : .

~/Date : .

omr ~ 3raR! <ff

Name in Blok Letters

fui1t d5t 3rcrfu m-Wror m;omr

Designation (During the period of Report)
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(i)

(ii)

(ii i)

(iv)

-7-

~ m-<Uti ~31R ~ ~clt ft~~~I
Guidelines regarding filing up of APAR with numerical grading

~3IR U5~ fcJ:ffIcm<IICImoft 3IR tcuotLldcv oW WIfm ~ tIT ~ llROII~I~ ~
The columns in the APAR should be filled in with due care and attention and

after devoting adequate time.

?:ill 3rr~II cl§t \Jillft ~ Fcv 13r~ 2 ill fUult ~ (~cv:m?ll Fcr~3IT?ll ~ fJlC1lCV-l

~) U5 Wrt<RC1Cl'5t~~ 31-lllPC1<1l3ITill ~ <ft <PCI<II fWr <ft WIfm ~ ~ 3~ ~
\5ITQarr 3IR ~ !ICPR 9 3r~ 10 ~ fUult ~ ~ ~u <ft ~~ ~mIT ~ ~u <ft

3~ ~ \5ITQarr1 ~ 1-2 3r~ 9-10 f<Rcr mm ~,3IIT: 3OfCl5I 3TIfffixr Pc;-Q ~ cl.5t

\JR<im ~I ~cv ~ u:caor cvm ~ lli?tCic;ot Qci Ll0tf3c1lcvot u:rfUcvIDctl Cl'5tfUult
~ -:>

3~ cpr ~uRur 3i5liP 3rtftor mft mcx:rr <ft <TItmoJ CIJRRcr -li6dtldlctl cl§t c=raorr <ft
-:>

Cf5T<JlI~1

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, any grade of 9 or 10 would be justified with respect to
specific accomplishments. Grades of 1-2 or 9-10 are expected to be rate
occurrences and hence the need to justify them. In awarding a numerical grade

the reporting and reviewing authorities should rate the office against a larger
population of his/her peers that may be currently working under them.

~3IR cpr 8 ~ 10 ~ & cpr ~ 11~11 ~ \5ITQarr oW -lid}CV-lUl/Waotfc1 ill ~c ~
3IRm ill L<1lcv cl§t<mJIOII ~ U5 ~ ill L<1lcv 9 f%<rr\5ITQarr I

APARs graded between 8 to 10 will be rated as "Outstanding" and will be given

a score of 9 for the purpose of calculating average scores for
em panelm ent/ promotio n.

~3IR cpr 6 oW 8 ~ mer ~ & cpr ~ "~ amM' ~ \5ITQarr oW illL<1lCV7 ~
\5ITQarr1

APARs graded between 6 and short of 8 will be rated as "Very Good" and will
be given a score of 7.

(v) ~3IR cpr 4 oW 6 ~ mer ~ & cpr ~ "aIWII1 ~ \5ITQarr oW illL<1lCV5 f%<rr

\5ITQarr1

APARs grated between 4 and short of 6 will be rated as "Good" and given a
score of 5.

(vi)
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APARs graded below 4 will be given a score of "Zero".

********
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