No. 20/10/2010-CS.II
Government of India
Ministry of Personnel, Public Grievances and Pensions
(Department of Personnel & Training)

Lok Nayak Bhawan, Khan Market
New Delhi, 16" April 2010

OFFICE MEMORANDUM

Subject:  Maintenance and preparation of Annual Performance Appraisal Report of
CSCS ofticials.

The undersigned is directed to invite attention of all the
Ministries/Departments/Cadre - Authorities of CSCS to this Department's OM  No.
21011/1/2005-Estt(A) (Pt.-II) dt. 23 July. 2009 on the subject referred to above and to
say that these guidclines will also be applicable to all CSCS officials from the reporting
vear 2009-10 onwards.

In the light of instructions in the above OM and on the basis of APAR format
used for TAS and All India Services officers, the existing format of APAR for CSCS
officials has been revised. The revised format with guidelines is circulated herewith for
the information of all cadre authorities where CSCS officials are working. All nodal
officers identified in the cadres may kindly have adequate number of blank APARs
printed and forwarded to the concerned CSCS officers in accordance with the time
schedule laid down for completion of APARs. The revised/new format is applicable trom
the reporting year 2009-10 onwards.

All Ministries/Departments are requested to bring the above to the notice of all
the offices/officers of CSCS working under them for strict implementation / compliance.

This issues with the approval of Secretary (P).

Under Secretary to the Government of India
Tel: 24623157

Enel: 9 pages

All Ministries/Departments of Government of India
JS(Estt/Admn)
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Ministry/Department of ...
U/ Form
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Hedina

Annual Performance Appraisal Report of Upper Division Clerk and Lower Division Clerk of the
Central Secretariat Clerical Services

................................................................................................... &Y AT qu/37a7 &y e
Report for the year/period ..o
Fafber azg
Personal Data
HET -1
Part-1

(FATI/ AR/ B GEa TIE S STTHTIT gIRT T ST §)
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

Whether the officer belongs to Scheduled Caste / Scheduled Tribe? ....................

S | adar U # Faq Hghe A adw featem D) - S

Date of continuous appointment inthe | Date .................... Grade.......ccccrrir .
present grade

6. | a9 & gk gedl, wiery st %
PR 5T § IquieAia & waf

Period of absence from duty on
leave, training, etc. during the year




HTI-2 - ¥ Hggiche
Part- 2 — SELF APPRAISAL

(38 311Uy gR o1y ST, Faradhy RuYé g oy )
(To be filled in by the Officer reported upon)
(o afafEr s & uee egeit B warmgde ug o

(Please read carefully the instructions before filling the entries)

1. ac(dadr & dfdad faager

Brief description of duties

20, S m%ﬁfaaﬁ*mmmmmaﬁmmmqaﬁ
(fe Sy aTeT /- I 100 sl & #aw 7 &)
Brief resume of the work done by you during the year/period from ..................... to

(The resume to be furnished should be limited to 100 words)

HYTT / Place :-
fedi / Date -

R, Sraehr R ford seh &, @ aearer

Signature of the officer reported upon




AT 3 - RO forgey arer 3Rl gRT Aeioner
Part 3 - ASSESSMENT BY THE REPORTING OFFICER

(puar wfafedt oRa & gee Rem-fadel o waregde gz o)

(Please read carefully the guidelines before filling the entries)

1L R YcAd u/RaRwar & faw sifhe I & s arfv s fs 1 @ 10 @ & YA oY = Irfew faraat
1 97 A AT 35 @ H#R 10 B aqed soaaA s AL |
Numerical grading is to be awarded for each of the attributes by the reporting authority which should be gon a
scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.
() T FAYUTE FT Hpaih (36 @3 BT ATiE 40% 2
(A) Assessment of work output (weightage to this Section would be 40%)
Rt e arer | wolen sford gry Wiy | wobe |
HRyRr gRT e 19 (o womey 2 @ wema 8| aRe
T A ) HTIETY
Grades by Revised Grades by Initial of
Reporting authority Reviewing Authority (if Reviewing
doesn’t agree with col.2) Authority
1 2 3 4
i) AT PrTafe fwat ¥ sgEn sehy
HR P GRT FRAT
i) Accomplishment of planned work/work
aliotted as per subjects allotted
iy R Y U
iy Quality of work
iiiy o & wEoraT (nfa 3R aRygam
i} Proficiency in typing (speed and accuracy)
iv) @R 3 uEere, S feiRa dered sk
et gt @ e
iv)  Proficiency in work, namely maintenance of

prescribed registers and charts etc.

T fryuEa W 'Ry Afgr (@ {1 F iv)i4
Overall Grading on "Work Qutput’ (Total [i to iv] /4)




(@) dafehes TOT/RAATAT 7 Fe@ieT (30 WS H T 30% )]

(B} Assessment of personal attributes (weightage to this section would be 30%)

R e arer | wolem 3Rt gy wenfRra LSt
HRPRIERIR | V5 (afe qeeger 2 & wea HIFT o
I i e ¥) AR
Grades by Revised Grades by Initial of
Reporting authority Reviewing Authority (if Reviewing
. doesn’t agree with col.2) Authority
1 2 4
) P Fufy g
i) Attitude to work
i) SAAEAaE & sraar
i) Sense of responsibility
i} FIRMEH FATT TG
i) Maintenance of discipline
iv)  HUWOT e
iv) Communication skills
v)  RREwoTaHAE ST
v)  Analytical ability
vi) O A B A B e
vi) _ Ability to work in team
vil)  HIFT-HIAT BT U T Y Argar
vii)  Ability to meet deadline
vill)  IAdTThe T9y
viii) Inter personal relations
Aiehen Aot/ RT3t Y ger afEer
Overall Grading on 'Perscnal Attributes’
Total i to viii] /8)
(1) SPIATEHD &1 1 Healehel (SH T2 T aNE 30% 2
(C) Assessment of functional competency (weightage to this section would be 30%)
Ao foraey arer | wafver 3 grr s FaTET
FRFd R | dm @R w2 | aRwd e
M A a4 ) HTTER
Grades by Revised Grades by Initial of
Reporting Reviewing Authority (if Reviewing
authority doesn't agree with col.2) Authority
1 2 3 4

i) @H-TA F A A iR uefagt o
A 3N 3 B F8F F AL B Fergar
i) Knowledge of Rules/Regulations/ Procedures

in the area of function and ability to apply
them correctly

i) WHATEY & I

iy Coordination abiity

i)  Oger
i) Initiative

V) AT W P T F wefrorar

iv)  Proficiency in working on computer

‘mm'wmm(ﬁ[imv]m

Overall Grading on ‘Functional Competency’
L(Total i to iv] /4)

m:mm,ﬁ%ﬁﬁﬁmﬁwﬁw*u@mw%mm%w“mmﬁf

e of each group of indicators in proportion to

Note: The overall grading will be based on addition of the mean valu
weightage assigned,




TIATAT / GENERAL

HIT-4

Part - 4

1. ST & WY §US (6T B AN 8 (FUA T #1 HUPRT a6 uga Fr DerEar AR s et 3 uly
ST W feqautr &)

Relations with the public (wherever applicable)
{please comment on the officer's accessibility to the public and responsiveness to their needs)

2. ufegor (mﬂﬁmﬁﬁm&ﬁmﬁm#wmmmﬁﬁﬁwﬁmﬁmﬁw&)

Training (Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer)

3. wargyw & iy
State of Health

4. wafaver (puar 3w F Feafavs ) Rugo 5t

Integrity (Please comment on the integrity of the officer)

5. BTHAINT HN Forax SHant, 3Earor systet, Fecayo! fweranait aun waeit auif & ufy 3l & a7 aita
HADRY & Faray qort ) R foraey arer 3t grr 2reg R (arorsmT 100 et 3

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer including area of
strengths and lesser strength, extraordinary achievements, significant failures and attitude towards weaker
sections.

6. RO & oo & we &, @ 3R 7 3 & 7 TUNE B YR W THT 370 TS

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

RurE fore= arer 31t 1 ggamr
Signature of the Reporting Officer
QAT / Place: ............................. ATHFE IR A
feier /Date ... Name in Block letters: .............................
Designation: ................................ .

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




HIT — 5 FHTET HRABHY gRT 3 g
Part - 5 REMARKS OF THE REVIEWING OFFICER

1. HHET JFEr & ged T

Length of service under the Reviewing Officer

2. & 3w fAvuea 3k a3 T2 51914 3 fafdegeT oifdvanst & dey F R oy arsr 3Ry g s

T ST & FeHAd & ? (Fe ; 397 3 3R 51T 4 (5)) (@ 3 o/t & T off 31TRYer s ¥ FEHT
aﬁ%Fﬁmﬁgﬁmﬁmmmwﬁmmﬁﬁaﬂ?mmﬁmmmmﬁ)
Do you agree with the assessment made by the reporting officer with respect to the work output and the various
attributes in Part-3 and Part-4? (Ref: Part 3 & Part 4 (5)) (In case you do not agree with any of the numerical
assessments of attributes please record your assessment in the column provided for you in that section and initial
your entries).

3. yweaAla & FRufd & SRt aard | g Oa o & Fovee T e e A e aed ¥ 2

In case of disagreement, please specify the reasans. |s there anything you wish to modify or add?

4. AL HRGH & B FAqUIEs o1 Feren e 3 Roie fRwa arer sfwery £ sifdgh
The attitude of the Reporting Officer in assessing the performance of SC/ST officer

5. wafem TRy g ereE R | (G 100 Qe 3 ) Fuar eHaTat #R FHA eI & 87 3R A avit & ufy
Hihght aiRa 3RF & Faw 7o @ Rauefr w7 |

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 section.

6. NUE & #nr-3 3 Te @, Te-w 3R we-a1 & &) 918 arehE & YR R TAT i AT

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

the Report.
BT HRIBTY T THAE
Signature of the Reviewing Officer
HATA / PIaCe: ..o AR AT HERTF
feamm/Date ..o Name in Block letters: ............................
EATH L
Designation: ...
fue Hryafadsghm: .




10.

10.

Her

INSTRUCTIONS

WMWWWWWRWM$W-MWWW$WWW
mﬁmﬁaﬁﬁa@aﬁﬁf‘maﬁa{ﬂ?mwm%Imzaga{%m%wﬁrﬁcné%@m@%,ﬁmé
WWWWWWMW@W$WURW$TW&WWWI

The Annual Performance Appraisal Report is an important document, it provides the basic and vital inputs for
assessing the performance of an officer and for his/her further advancement in his/her career. The officer reported
upon, the Reporting Officer and the Reviewing Officer should, therefore, undertake the duty of filling out the form
with a high sense of responsibility,
Wmﬁmmmwwmmﬁﬁmﬁwmwmmﬁaﬁa@mm
AL i T T | Te 0 IR G areh ufear 74 &, afte v ReTeHs uhear ¥ | Rt forga amr Ml sk
FERT STy Y, 36 STy, e R Rt st &, & et v, 32V verar Waver e 6 et el
Rt & fergr & g A8 e arfew

Reporting Officers should realize that the objective is to develop an officer so that he/she realizes his/her true
potential. It is not meant to be a fault finding process but a developmental one. The Reporting Officer and the

Reviewing Officer should not shy away from reporting shortcomings in performance, attitudes or overall personality of
the officer reported upon,

AT TS e § AR v gorm da ol eh i | fraté @1 3nenfesTes dit W 3rar sod alt § 5Y o & A o
T 3= Rt © TeE; uar 99 S |

The items should be filled with due care and attention and after devoting adequate time. Any attempt to fill the report
in a casual or superficial manner will be easily discernible to the higher authorities.

e Flien S S e W ¥ R R ey a1 3R 3 st e R @ & R & R Rra 21 o
aF HI-iv & #E 2 A 57 aRid TS go HEVEER | W g8/ FHYRe B R foresy oy 3y & owdrr e &
ufgz et |

If the Reviewing Officer is satisfied that the Reporting Officer had made the report without due care and attention

he/she shall record a remark to that effect in item 2 of Part V. The Government shall enter the remarks in the APAR of
the Reporting Officer,

WelE S OATHAS &0 & R S | mmmmmmammmwmmmﬁ
HUTETS wang T § | Q@mmﬁﬁmﬁmwmmwmmmwmmmaﬂmdﬂﬁ
zelffe | gaIYE 3R TreReT HTT A e Rea s |

Every answer shall be given in a narrative form except where numerical grading is to be awarded. The space provided

indicates the desired length of the answer. Words and phrases should be chosen carefully and should accurately
reflect the intention of the officer recording the answer., Unambi guous and simple language may be used.

wmﬁmm,mmmmﬁwmmg,mr&mﬁﬁaﬁqtmmmawm|uﬁ«:
aﬁéaﬁwwﬁ@maﬁﬁﬁwamuamm%,a’rwméﬁﬂ&wamuamﬂaﬁé?mmﬁsvmﬁ|
mmwm,wmmmmmﬁmmmmm|

The Reporting Officer shall, in the beginning of the yeat, assign targets to each of the officers will report to whom he is
required to report upon for completion during the year. In the case of an officer taking up a new post in the course of
the reporting year, such targets/goals shall be set at the time of assumption of the new change. The tasks/ targets set
should clearly be known and understood by the both the officers concerned.

mﬁﬁwmﬁmaﬁﬁmmmm&m%mwﬁﬁwmmﬁmwwmmm%,31?:

Wmﬁmmmﬁﬁmmwﬁmmwmﬂmmmmgmr%$mwﬁm
FEH 35T TR |

Although performance appraisal is a year-end exercise, in crder that it may be a tool for human rescurce development;
the Reporting Officer should at regular intervals review the performance and take necessary corrective steps by way of
advice ctc.

quﬁmﬁwwmﬁmmﬁaﬁswmﬁmﬁmaﬁmﬁaﬁﬂﬁm,m,mm
T2 B ot TS AT SEIR e A |

It should be the endeavour of each appraiser to present the truest possible picture of the appraisee in regard to his/her
performance, conduct, behaviour and potential.

wm,mmmmm*m&mﬁmmmammm|

Assessment should be confined to the appraisec’s performance during the period of report only

T @ {d & O ug 3G AH-AT @ wwd E | Rl 3t 92 & T @ G FHT-FH W 9ew qwar | ESiGtivilen)
W*mm#mmmmﬁwwwﬂmtﬁmm f
Some post of the same rank may be more exacting than others. The degree of stress and strains in any post may also
vary from time to time, These facts should be borne in mind during appraisal and should be commented upon
appropriately.

8




11.
1.

Hifere AT & Arer TrwINT et R el Renfadar

Guidelines regarding filling up of APAR with numerical grading

i) mﬁmmmmméﬁmmamﬁmmmmmmm |
The columns in the APAR should be filled with due care and attention and after devating adequate time.

(i) e 37pfE 61 SR & 76 1 3R 2 1 A o A1 o, (Rew 1w ok 3r2re aor 3reren T = 6 YT RN TR 5
HIYIH 3§ TN el A waqd ¥ & 3T sean A0 | 590 THR 9 qar 10 & 3 77, o0 arw fa9w st & gau
# 3T TR A | 12 & 392 WK 9410 F I3 AN A & 2, Fe: 3w MRTT g i smavasar &
mmmm¢mﬁmmﬁmmaﬁmmmmwmmmmmm
T §, B v T HEGAT Y Forelr F Ay el =i |
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 stmilarly, 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 rare occurrences and hence the need

to justify them. In awarding a numerical grade the reporting the reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them.

Giiy 8 3t 10¢mmwmﬁmmmwﬁmwwmmmmmmm
aﬁmﬁaaﬁ%gaﬂnamzﬁrmmﬁaﬁﬁmﬁsmﬁmml

APARs graded between 8 and 10 will be rated as ‘outstanding” and will be given a score of ¢ for the purpose of
calculating average scores for empanelment/ promotion.

(iv) 6#mmaﬁmmmmﬁmmmmﬁ%ﬁ'a§ﬂm'mammﬁh?mﬂ?%m
ST |
APARs graded between 6 and short of 8 will be rated as ‘very good” and will be given a score of 7,

) 4#mmﬁﬁmmmmﬁmmmmmﬁ'mwmmaﬂHWMM [
APARs graded between 4 and 6 short of 6 will be rated as “‘good” and given a score of 5.

(vi) 48 FH A Al arfifes ard vt s RO ot epra woR R s

APARs graded below 4 will be given a score of zero.

feogolt 4 NOTE
mﬁm?mﬁamﬂmﬁﬁmﬁﬁauﬁmaﬁrwmm:-

The following procedure should be followed in filling up the item relating to integrity:-

{i
]
(i)
(ii)

(e,

-

(a)

{)

{b)

(m
(c)

=)

{d)

afe TG 7 Tt GiE & oY &, 0 gewEr A |
If the officer’s integrity is beyond doubt, it may be so stated,

e B FEE &, BE Qe o5 R S IR Ra=gE wiars i

If there is any doubt of suspicion, the item should be left blank and action taken as under:

e 31T I et oot 1 S 3 ar B wriars B s | feogeh F v uly s Ror 3 e s aREa 3R
ﬁmmam‘mwmﬂm%mmmaﬁrm% | STE HEATABI Y GO et a1 I fecaoft
et @t wiora et &, Relé 10l o Gfe Y 5 gere Bt ot & fire s & o o 2 3 adg wsra
T AT A1 3 BT F T o ge A, Sl oft Rewfy 2y |

A separate secret note should be recorded and followed up. A capy of the note should also be sent together with the
Confidential Report to the next supetior officer who will ensure that the follow-up action is taken expeditiously.
Where it is not possible either to certify the integrity or to record the secret note, the Reporting Officer should state
either that he has not watched the officer’s work for sufficient time to form a definite judgment or that he has heard
nothing against the officer, as the case may be,

=Ty RO # o1 & s |

If, as a result of the follow-up action the doubts or suspicions are cleared, the officer’s integrity should be certified and
an enlry made accordingly in the Confidential Report.

T W A e & s &, e e oft Fofta ot e s o 3t 538, wefta s o sy w8 s |

If the doubts or suspicions are confirmed, the fact should also be recarded and duty communicated to the officer
concerned,

aﬁwﬁmﬁuﬂm,ﬁa@qyﬂﬁﬁﬁ%maﬁmg@mtaﬁmﬁ%maﬁmﬁrmﬁ?}?
amaammammmmm@mmm(mwammaﬁrmm;

If as a result of the follow up action, the doubts or suspicions are neither cleared nor confirmed the officer’s conduct
should be watched for a further period and thereafter action taken as indicated at b) and (c) above.

(TP FTY B BIATTT AT H. 51/4/84-T1.(F) Al 21.6.1965)
{Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1 965).




