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Please specify targets/objectivesigoals {n quantitative o other lerms) of work you sut for yourse!f o1 ihat were set
for you eight to ten items of work in the order of priority and your achievement against each largel. {(Example
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(A} Please state briefly the shortfalls with reference 1o the facgetsiobjechivesiyoais referred tu my item 2 Plaase
specify constraints, M any_in achieving the targets.
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{B) Please also indicale ilems in which there have been significantly higher achievements and your contribution
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Flease state whether the apnual return on immovable properly for the preceding calendar year was filed within the
prescribed date i e 318! January of Lhe year follawing the calendar year. If not, the date of filing the return should
_ be given.
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Numerical grading is to be awarded by reporting and reviewing authordy which should be on a scale of 3-10, where 1
refers to the lowes! grade and 10 to the highest
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(A)Assessment of work oulpul (weightage 1o this Seciion would be 40%)
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Accomplishment of plannad woridwork allotted as per
subjects allotted
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Quality of outpyl
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Accomphshment of exceplional work/ unforeseen
tasks performed
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Overall Grading on ‘Work Cutput’
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(B)Assessment of persanal atiribules {weighlage to this Section would be 30%)
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Attiturie to work
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Sense of responsibility
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Maintenance of Discipiine

iv) FYTOT &0
Communication skills
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Leadership qualities
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Capacity 1o work in team spirit
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Capacity 1o adhere to time -schedule
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Overail bearing and personality
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Overall Grading on ‘Pergonal Attributas’
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{C} Assessment of lunctional compstency (weightage to this Section wouid 0e J0%)
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Knowledge of Rules/ Regulations! Procedures in the
area of function and ability to apply them correctly,
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Steategic ptanning ability
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Decision making ability

iv) TR Ol
Coordination abilily
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Ability to motivate and develop suboprdinates
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imtiative
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Overall Gfadigg on 'Functional Competency’
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Relations with the public {wherever appticable) . _
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Pen Picture by Reporting Officer (in about 100 words) on the overalt qualitics of the officer including area of
strengihs and lesser strength, exraordinary achievements, significant failures {ref 3{A) & 3(B) of Paint-2j and
atiitude towards weaker seclions
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Qverall numerical grading on ihe basis of weightage given in Section A, B and C in Pant-3 of the Repor.
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REMARKS OF THE REVIEWING OFFICER
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Length of sarvice under the Reviawing Officer
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Do you agree wilh the assessment made by he reporting officer with raspect to the work output and the vanouy
aitribytes in Pan-3 & Part4? Do you agree with the assessment of reporting officer in respect of exraordwnary

achievementsfsignificary failures of the officer reported upon? (Ref: Pad-3ANiv) and Pan-4{5)l
(In cage you do nal agree Wik any of Ke namar Gl A3sessments of atvibudes please record your 3ssesiment un e 00 o Drowided for won: i that

sechon angd niligl yolr £nires)
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In case of disagreement, please specify the reasong. Is there anything you wish to inodify or add?
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Pan Picture by Reviewing Officer. Please commenl {in about 100 words) on the overall qualities of the officer
including area of strengths gnd lesser strength and his attitude lowards weaker sactions
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Guidgiines teqarding king up of APAR with numgérical grading
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The colurmns in the APAR should be filled w with due care and attention and after devoling adcg.ale kme
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Itis expected that any grading of 1 or 2 (against work output of atiributes of overall grade)} would be adequately
wstfied in the pen-piciure by way of specific failures and similady, any grade of 9 or 10 would be jusiified with
respect 10 spacific accomplishments. Grades of 1-2 or 8-10 are expecied to ba rare cccurences and hence the
nead fo justify them. (n awarding a numerical grade the reporting and reviewing authorities should rate the officer
against a Iarger population of his/her peers that may be currently working under them.

{iir) mﬁaﬂa A 10 & ra ¢ ailar 35pe forar Femr o gehasomafa & fre staw prate & mer 5@ & foe
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APARSs ‘graded between 8 and 10 wilt be rated az "Cutstanding™ and will be given a score of 9 for the purpose of
calculating average scores for ermpaneiment/promation,

(v) CRENR 3 6 o 8 & gy ¥ v o wfferor wga o R sman e s 7 fa s
APARs graded between & and shod of 8 wili be rated as "Very Geod” and will be given a score of 7

(v} UREAR & 4 qw 6 ¥ grer & & & wifwor s fvar e g yrais 5 f&en S
APARs graded batweer 4 and 6 ston of B wilf be rated as "Geod" and given a score of 5.

{vi) CHUIR & 4 ¥ T affaes yp o AT
APARS gradad below 4 will be given a acore of “Zero™.
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Guidelines regarding the colour scheme to be ysed by different grades of C$% while filing up (heir APAR form,

(1) & . A9 v ot i ot FR
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(2) fe : ftas
Yellow - Direclor

(3) Htew - 37 vy
Biue . Deputy Secrelary

ORI A3t whom
Pink . Under Secrelary

(S) e . F{vm wited vd wras
White . Sechion Officer & Assistant
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