I US9I SII0T Ud Eld U9IRie]
U. T. Administration of Daman & Diu

3¢t ersfiree w1 arftfes wrifersarcor acaiavor frard
ANNUAL PERFORMANCE APPRAISAL REPORT OF HINDI TYPIST

ifereprdt @t aimer
Name of the Officer :-

Fistrerel/ [dsimer /Rl
Ministry/Department/Office of

Jronfter aud/smfer aor ufedga
Report for the year/period ending

Jaftee® =il
PERSONAL DATA
HIe1-1 31
PART-1 A
(Frairo1 b Heifdrer TromAforD 3reITaT LRI 813 Sifol < fera)
(To be filled by Administrative Section concerned of the Department)

1 3iferepidt @1 aigr/Name of the Officer :-
7 Slod @bl dardla (f&a1/aus/ad) (orsct 31)

Date of Birth (DD/MM/YYYY) :- ikt liewonds)
3. arfarrer Sivft 3 conAR forgfes & ardta - fstics droft

Date of continuous appointment to the Pate: e bt Grade

Present grade

4. aciaarel ug e 33 U3 fergfen bt et - g f&stics
Present post and Date of appointment thereto POSt =ioinnciann, Date
54 e UGl sepRIfrd sufe/serRifia stersufer 3 s 8?2

Whether the official belong to Scheduled Cast/Scheduled

50

Tribe?

e[f(



6. o 31 oorl 3 sfopuferfcr 1 s (wel, ufdrgior sufe; ) Afe; 3o siftrdl of oI uforgror fern & at
33! [avur &/Period of absence from duty (on leave, training etc.) during the year. If he has
undergone training , specify :

HPI-19
PART-1 B

1 uferieat ittt @i ol vd ugetd
Name and Designation of the Reporting Officer

2. gaifdeiiaol 3t @t ol vd ugote
Name and Designation of the Reviewing Officer

Sl



N
13T-2
PART-2
m@iﬂﬁ/SELF APPRAISAL
121 siferp1$t oot uftricor férear strelr 3 33 FIRT 1% Sirel 3 1w
To be filled by the officer reported upon
(epurm uferfRe=ii @i s1zot 3 usdl rorc Il I erol A UG ci)
(Please read carefully the instructions before filling the entries)

. § syfeell o1 AfBICA R0 d ... A i, O GG AMUD gRI R 518 wRIT @1

A9l (it @ 2ier 100 ofsel A U1 &l Silell arfde))|
Brief description of duties and resume of the work done by you during the period from

crvsrrssresemsrrsrsssnesnnnes L0 rnvsnssnnnsennssneenenens (THE resume to be furnished should be limited to 100
words)
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&/f/

f&tias 3[eioll &ol arel 3iffrprl b FIcng
B o e e Signature of the officer reported
upon

54



clte

e1-3
PART-3
(uferdcer siféreprdl ZRr a_;?maﬁ / ASSESSMENT BY THE REPORTING OFFICER)

uferdest uifrerdt Bl Ui fRgaansil & fere dwncas a3 o fGrerzor fas=n sien & sit 1-10 &
tiarol Uz gloll aifu, Sisi 1 Aa3 o 315 DI a2ll 10 Icadd IS &l Iccld DIAT 3l

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.

(oo ufafte=di @ s13ol A use fEonfsrcon i exrel 3 ug ci)
(Please read carefully the guidelines before filling the entries)

(31) ‘ORI forourGer’ I ACAIDT (S HIST DI HIZ 40% BIa1I)
(A) Assessment of ‘Work Output’ (weightage to this Section would be 40%)

uferdget wiferen3t Yetfdetiasel mftrordt gt 2Aeiifea Yoifdeilaet
SIR1 AxercHe AifSe1 | 1S (1l wica 2. 2 31 JAgaa oid] urférenrdl &
Numerical Grading &l, ) JMEET2
by Reporting Revised Grades by Reviewing Initial of
Authority Authority (if does not agree Reviewing
with column no.2) Authority
(i) | gd Prifm orl & ufdguiay/fw &
3MTENZ U2 3nafee e srem wrell
Accomplishment of planned
work/work allotted as per subjects
allotted.

(ii) | ori &l somEe

Quality of work

(iii) | epvr 3 udlorr (sifr va grgem, Sit oft
1oL &) |

Proficiency in typing (speed &
accuracy, wherever applicable)

(iv) | forerifya ot va andt anfe &
TG 5131 IRt 3 etoren
Proficiency in  work, namely
maintenance of prescribed registers
and charts etc.

‘forefa @RIl uz g ez 3if3ar /
Overall grading on ‘Work Output’.

(@) ‘cafraara fidhaansiY’ @i aciasor (321 19T T 3112 30% BoT)
(A) Assessment of ‘Personal Attributes’ (weightage to this Section would be 30%)
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uferdegol mitest grr goifdeiidsol MftpR! SRl gatfdciiapel urferep3t
TR aifSer Joilfer ors (wf wicor 2. 2 3 & 3MMETER

Numerical Grading by & ofél al, dl) Initial of Reviewing

Reporting Authority | Revised Grades by Reviewing Authority

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

(i)

ol 1 aifirgfeet
Attitude to wok

(i)

Rrederl or al

Sense of responsibility

(iii)

3IG19IAGI W 368U
Maintenance of Discipline

(iv)

— -
Communication skills

&el O 18l I Dol Bl Sl

Ability to work in team
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A
uferdcel uffmrR! g gaﬁ?ﬁaﬁr et gt Yoifdetierol miefeprdt
SR AlfEer Jolferd ais (af @fetor 31, 2 A & 3EreR
Numerical Grading by g odl g, dl) Initial of Reviewing |
Reporting Authority Revised Grades by Reviewing Authority

Authority (if does not agree

(vi) | sm-3fion 31 om oucer &t

STHIT
Ability to meet deadline.

with column no.2)

TRTUR IABI Adel

Inter-personal relations

(vii)

‘crfererora fardigam’ uz ger
ez aAfaT /
Overall grading on ‘Personal
Attributes’.

(1) ‘UePRITeaHT FAGMAAT DT HcRATD6! (53 HIST DI M2 30% BIo1)

(C) Assessment of ‘Functional Competency’ (weightage to this Section would be 30%)

UfeRige! MitEprR! gRI
HIREHAD Sl
Numerical Grading
by Reporting
Authority

yaifdeilpol mftrprdt gra

JH9Nfer 315 (Afe Dictat

3. 2 3 &I ol al, )
Revised Grades by

does not agree with
column no.2)

Reviewing Authority (if

Yoifdcilaol
Wit & rErse
Initial of [
Reviewing
Authority

(i) | form/faform/orRt vd deaar & &1 9
uffpene ud Joreh &t urilel bl Siotadt
Knowledge of  Rules/Regulations/
Procedures in the area of function and
|| ability to apply them correctly. ? [l s gy T e Y
(i) | HHcae g1
Co-ordination ability
(iii) | uaer orfrex
Initiative

(iv)

DRIE U2 Il Dol i ULV (Sial Iuctser
al)

Proficiency in working on computer
(wherever available)

‘URIcHT LA U Dot e Afdar

Overall Grading on ‘Functional Competency’

5



Rouoft : arer af3er forerifye s & srepura 3 uerer Rpw a1w kD Jyaw a1ul I it Arel b
o1 Uz amenfya sem

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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MFT-4
PART-4

e[

HTATGRT
GENERAL

Slerdr 3 JAdel (Srat sft ueiiser)/ Relations with the public (wherever applicable) :
(Stoten &t araew@Is @1 3raalRca vd it dw aifiee uz puen féwuft &/ Please comment on
the Officer’s accessibility to the public and responsiveness to their needs.)

ufdreror / Training :

(purn arftrepr3t &t wenfdar ed eortgmEasil 3 sz aift Jur sz gfy e 6t zfte 3 33 ufdgmn & fore
f3rmifyer @3/ Please give recommendations for training with a view to further improving the
effectiveness and capabilities of the Officer.)

Farxeey @bl fFerfer / State of Health :

Idcaforst / Integrity :
(epu=n siferesrd @t Frerforst uz ol &/ Please comment on the integrity of the officer)

uferdgel 3ifeeEt grI siffrordt & e gl & aerr awdls (cemer 100 grset 31), Bl et 8
od @ AR 851, ARV Juclfeern, Aecayul 3wl vd gdd el & ufer aiftafea eufder 81/ Pen
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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P 8

uferdcet O 91101-3 B WS 3, 4, AUl A 3 [T 918 A1 D MER U2 Pel RBielip2 Ax=AcAd AfSer/Overall

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

Femel/Place...................

e/ Date..................

60

uferdcor Siferprt b a3ign
Signature of the Reporting Officer

Bl AW 318131 A
Name in Blok Letters

f3uié bt arafer 3t ugomst
Designation (during the period of Report)



HIo1-5
PART-5

-6-

goifefeiiesar siftrest®l &Y anrifts /REMARKS OF THE REVIEWING OFFICER

gaifdeiiepot siftresrst & areftor &t arf Jar &1 srafer
Length of service under the Reviewing Officer :

TRIT 30U 61191-3 T $7101-4 B foroler wrt aen faftroor spvil & ieier 3t uferdiat aiférsrt @RI fibe a1@ Jcenasol 3
g & ? e 3a 3iftesdt B srimemzer sucifRerl/facaqul sriwerasl P et I fow s1e gcriaser A
gt 3 ? (oot : smer-3(31) (iv) crem smer-4(5). (Afe smu uffiicer siffiert grI e erw ol & fasedt
FHARMHD Aol A AsA oidl 3, Al PRI el JeAiDol 53 XS D fEw a1 et 3 & den i @l
SIEABR B2)|

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
section and initial your entries)

3RtEH Elot &l Reifer 3 purn $3d DRI aare, aen o1$ ¥l ard 2 B 31U P agerol Al Siisoll alad 37
In case of disagreement, please specify the reasons. Is there anything you wish to modify or add ?

AefRr Sifet/stefaferd stotsifer B aiftentdt & @t forurgst feeiiavor 3 ufeidget aifermrst w1 saar/ The
attitude of the Reporting Officer in assessing the performance of SC/ST officer.

3iferesdt gt et axdizl puen el 2 (eenet 100 el #) RReEl aiftrerst &bt Jurea
fadreal & et 811 vd wsar Aaredt &1 vd Iab geer aolt & ufer afdrgfea onfarer 2
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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C“// i

6. uffidcol & #P1-3 & XS 3, @ adAl A A [T om HRIY D MUR W Pl [DACID JATACHD
aeffeszur/Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-3
of the Report.

Yoifdetioorl 3ifeiprl & sFers
Signature of the Reviewing Officer

T PIACE 1 ircinsiniis Sl AW 318131 3
Name in Blok Letters

e <6t arafdl & &iaror ugoma
Designation (During the period of Report)
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(i)

(ii)

(iii)

FArcAD ANfI1 b ATer vUie3R 8ol Adeh fSonforger
Guidelines regarding filing up of APAR with numerical grading

vitesir & wicwet fAféraa Jnaerst 3i? enegde dqer vt AR S gU 1ol aifael
The columns in the APAR should be filled in with due care and attention and
after devoting adequate time.

<18 3men & st 2 b 1 srerar 2 & vt AfFar (ol el & fduani =n gt Brems?
3if3e1) & uftrper @1 fafdree sRMwerAI & a1l 3 deta Rt 3 it wu A siiferce Ger
Siroen 3R sl urR 9 sterar 10 & el I & e 9 fAfdree Iucfeerl & Jider i
Siifereer f&em Smeem o5 1-2 3sferar 9-10 fRer &l &, 3T Jorapr siifer=r v Sirer 6t
aiftrprdt @1 Guiiforerizvr Io1a areflor @l e 9 aciariol wRIvA PRIl B getorr i
@Ial izl

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.

wdiesiR @I 8 3 10 P dia o1 3ifSer “Irgpee”’ fernr Smeen den Jchiaur/mootfer & fere
3T31 Ui bl s1uTell d3al o fere urtdid 9 feem Siree |

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
empanelment/promotion.

(iv)  edivsie @I 6 den 8 3 Ble1 & dia w1 AfSer “aga sresr” forn Seen den urdi® 7 o
Slreor|
APARs graded between 6 and short of 8 will be rated as “Very Good” and will
be given a score of 7.
(v) vdiesne @1 4 den 6 A Vel & dia @1 AfSer “sres1” forRr suwen den ki 5 R
Sea|
APARs grated between 4 and short of 6 will be rated as “Good” and given a
score of 5.

(vi)

wdiusiR @ 4 3 d 3AfFa1 “orer” fern e
63
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APARs graded below 4 will be given a score of “Zero”.

% ok %k ok ok ok K
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