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gtf?r /Form 

V'1 cfi "x-h31llcf;'' 3iR "~ xit:lllcb ~ ~" ct)' ~ m-frl&.IIG1 'i<illicb1 ~ 
Annual Performance Appraisal Report of "Assistant" and "Junior Asstt.-cum-Typist" of IGNOU 
.... ........................................... .. ................................ ................................ cpl" ~ q1f / ~ ct)' ~ 
Report for the year/period ending ..... ... ... .............. ..... .. .............................. ....... .. .. ........... ... .... . 

1ITlf-1 
Part-1 

1. 

2. 

3. 

4. 

5. 

6 

~ cpf .,-r=r 

~ ll fcffi cf> ~ 
PERSONAL DATA 

(~ ~/cf>l-h:11-fl ~ '+i~ ~) 
(To be filled by the official reported upon) 

Name of the officer ........ ..... ... ....... ... ........ .. .... ..... .... ... ..... ........ ... ........ .. ..... ... .......... ..... · ...... 

~-~ (ITT I~ I cl1f) . ......... ./ ........... ./ .............. (~ 'il') ........................................... 
............... ... .. .................. .... ... ........................ 
Date of birth (DD/MM/YYYY) ... ...... .1 .. ........ ./ ................. (in words) .. ...... .. ............................. 
.. ................ .... ...................................... ......... 

tJTft:f'ClG 
Designation of post held ........ ........... .. .................................................................. ........ .... 

cflTT ~ 31-J,xffea ~/3lj~<i isFN'llf?i cpf t? 
Whether the officer belongs to Scheduled Caste/ Scheduled Tribe? .. ........ .. ...... ... ... ... ... 

c@"T-ff,'f .;)~ it x-Rf<i" ~ ct)'~ ~ ~ 
Date of continuous appointment in the Date ... ... ....... ....... ... .. Grade .. ................ ... 
present grade 

q1f cf) ~ ~' 
~a,ur ~ cf) 

cnTxUT ~ xf ~{?mfct)' ~ 
Period of absence from duty on leave, 
training, etc. during the year 

· 2 



~-2 - "f<f-1!,~~ 
Part-2 - SELF APPRAISAL 

(\NT ~ &RT ~ ~' ~*1¢1 ~ ~ \JfT;:fi ~) 
(To be filled in by the Officer reported upon) 

(cp:rm !.l~~~"f ~ xl ~ ~ qjT uw1cr4¢ ~ ~) 
(Please read carefully the instructions before filling the entries) 

1. ~ cfiT ~ fctcRur 
Brief description of duties 

2. . ............................ xl ............................. Clcfi ~ crtf;~ ~ GRR 3lm &m ~ ~ 
cITT<l cfiT ~ ~ (~ 'GfA ~ ~ 100 ~ xl ~ -;, 'ITT) 
Brief resume of the work done by you during the year/period from to ............................ to 
..... ................. ........ ... ... ..... (The resume to be furnished should be limited to 100 words) 

~/Place: 

~ / Date: 

'3x, ~ ~ 'ITT-ITTITT ~x-1 cfi1 ~ ~ ~ ~ 
Signature of the officer reported upon 

' 3 



1WT-3 - ~ ~~:i ~ ~<t>lf1 ~ 'i~i<t>'1 
Part-3 - ASSESSMENT BY THE REPORTING OFFICER 

~ Qfcl~~, ~~~~<ITT~~ 'R) 
(Please read carefully the guidelines before filling the entries) 

1 ~~&ffi~-ipT/~cfi~ 3Tffincl,~cftvmfit, vllfct5 1 ~ 10 c,cpcfi~tR~~. 

~ 1 <ITT (lRCfl:[ ~ ~ 3fR 10 <ITT (lRCfl:[ ~ ~ ~ t1 
Numerical grading is to be awarded for each of the attributes by the reporting authority which should be on a scale 
of 1-10, where 1 refers to the lowest grade and 10 to the highest. 

(<5) cwf-f.'lNJlc;--t c5T 11.~ (~ m cfll ~ 40% IITift) 
(A) Assessment of work output (weightage to this Section would be 40%) 

ftq)i~ ~arr~ &RT ~arr~ 
qffi ~ &ffi fflm ~ (~ ~ cf> 3ffi'.TaR 

~Tfm~ 2~~~t) Initial of 

Grades by Revised Grades by Reviewing 
Reporting authority Reviewing Authority Authority 

(if doesn't agree 
with col. 2) 

1 2 3 4 

i) 41 vH I% CITT<l / 
fcrq-m cf>~~ 
CITT<t <ITT ~ ~ 
Accomplishment of 
planned work/work allotted 
as per subjects allotted 

ii) CITT<t qft ~ 
Quality of work 

iii) c'cnur"l1'wfru@r 
(Tffu 3ftx qR~c&cil) 
Proficiency in typing 
(speed and accuracy) 

iv) CITT<t "If wfrumr, 3f~ 

~ ~ 3ftx "t!TcT 
~ <ITT n~m.ill<1 
Proficiency in work, ' 

namely maintenance of 
prescribed registers and 
charts etc. 

ffl-~ TR~ lJ~<f 
(<R<.>T [i ~ iv] /4; 
Overall Grading on 'Work 
Output' (Total [i to iv] /4) 

4 



' ·t 

<~> ,h1Pcm<1> 'l!ur;rci:1),ildl '<l>T 'l~i<1>-1 <~ m ~ ~ 30% "ITTlft) 
(B) Assessment of personal attributes (weightage to this Section would be 30%) 

ITT)i~ x-rftarr ~ &RT x-rftarr ~ 
<lIB ~ &RT ~~(~~ cfiT 300/!R 

Rm1n:tr~ 2~~.,gtt) Initial of 
Grades by Revised Grades by Reviewing 

Reporting authority Reviewing Authority Authority 
(if doesn't agree 

with col.2) 

1 2 3 4 

i) ffl *~«rm 
Attitude to work 

ii) ~'ITT~ ctr '+ffclrfT 
Sense of responsibility 

iii) ~ cfiT 'CfR,R 

Maintenance of discipline 

iv) ~ ~ 
Communication skills 

v) fcl~~flDllfl-1¢ <l17mTI 
Analytical ability 

vi) ~ "rt ffl ffl ctr <W<lcIT 
Ability to work in team 

vii) ~-~ cfiT 'CfR,R ~ ctr <W<lcIT 
Ability to meet deadline 

viii) 3lcl<f~ ~ 
Inter personal relations 

~ TT / ~3ti ctr ~ ~ (~ [i ~ viii] /8) 
Overall Grading on 'Personal Attributes' 

I (Total [i to viii) /8) l 
(1T) 11<1>1llfcii<1> ~ '<l>T 'l~i<1>-1 <~ m ~ ~ 30% "ITTlft) 

(C) Assessment of functional competency (weightage to this Section would be 30%) 

ITTTi ~ x-rftarr ~ &RT x-rftarr ~ 
<lIB ~ &RT ~~(~~ * 300/!R 

Rm 1T<TI ~ 2 ~~.,gt t) Initial of 
Grades by Revised Grades by Reviewing 
Reporting Reviewing Authority Authority 
authority (if doesn't agree 

with col. 2) 

1 2 3 4 

i) ffl * er?! "rt f.mlrr / ~ / ~ cfiT ~ 
3fR % ~ ~ ~ ~ ffl ctr <W<lcIT 
Knowledge of Rules/Regulations/Procedures in 
the area of function and ability to apply them correctly 

ii) WRf[! ctr <IT1<mf 
Coordination ability 

iii) ~ 
... Initiative 

iv) ~ ~ ffl ffl "rt >f<flu@T 
Proficiency in working on computer 

" !.lc.Blllfflic.B a:rimr· ~ ~ ~ (~ [i ~ iv] /4) 
Overall Grading on'Functional Competency' (Total [i to iv]/4) ,· 

~ : ~ ~. f.mffm c/fr ~~*~"rt~*~~*~ lfR * <IT1T ~ :mmftf 611fi1 
Note: The overall grading will be based on addition of the mean value of each group of indicators in proportion 

to weightage assigned. 
5 



~ I Jt 141 / GENERAL 

1'.JTlf-4 
Part-4 

1. uRffi cfi ~ ~ ('Gffii ~~'ITT) (~-crm uRffi ctr~ cfq) ~ 3l'rx ~ ~ cfi 'll'R'f ~ xh'1-<Glfllcq 

tR ~ ~) 
Relations with the public (wherever applicable) (Please comment on the officer's accessibility to the public 
and responsiveness to their needs) 

2. >lftre-rur (~ ~ ctr wrrfc@T 3l'rx ffl ap,m B 3l'rx 3lm xjtlR 3l'rx ~ ffl ctr ~ ~ ~ >lftre-rur ctr 
fflq,1R~1 ~ 1) 
Training (Please give recommendations for training with a view to future improving the effectiveness arid 
capabilities of the officer) 

3. 'f<ITT~ ctr fwfu 
State of Health 

4. ~i:or (~ ~ ctr x-1 fllPl('dl tR ~ ~) 
Integrity (Please comment on the integrity of the officer) 

s. ap,m3TI' 3l'rx q)lfffi ap,m3TI', .~ ~ . ~ ~3TI' cw.rr ~ cf<IT * 'll'fu ~ 'if&::<t>'1°1 ~ 
~ * x,lflJ TIT tR ~ ~ ~ ~ &m ~ (~ 100 ~ ~) 

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. ~ * 'lWT-3 -rt m qi, ~ 3l'rx -r -rt <ft ~ ~ * 3TT'clR tR x,lflJ ~ ~ 
Overall ·numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report. 

~ / Place ........ ............ .. .. ....... . 

~ / Date: .. .. ... .. .. .. ............ ........ . 

6 

rfTl'f x,Tq, 3laffi -rt : 

~~cfIB~cfi~ 
Signature of the Reporting Officer 

Name in Block Letters: .. .... .. .. ........... ....... ........ ............ . . 

qc;,i]1, : 

Designation : .... ......... ..... .................. ........... ... ............... . 

~ ctr 3lcmt cfi ~ 
During the Period of Report: .... ........ .. ......... .. ...... .. .. .... .. 



1lf1T-5 ~lITT 31 ~ <t, I {I cfft ~f<ffizj 
Part-5 REMARKS OF THE REVIEWING OFFICER 

1. ~an ~ cfi ('l"ITTf ~ 

Length of service under the Reviewing Officer I 
2. cmr 3lTlt <ITT<t-~ 3l'R 1WT-3 ~ 1WT-4 ll ~ <JUTT/ ~3IT cfi ~ ll ftcni ~ c1rn ~ &RT 
~ ~ ~ ~ ~ t? (ffi : 1WT-3 3iR 1WT 4(5)) (<lfG 3lTlt <JUTT/~3IT cfi fcITT:ft" 1ft 3TITffl> ~ 
~ ~ ~ ~ al '3""ff 1WT ll 3lTltcfi ~ ~ ~ ~ ll 3NslT ~ ~ clR 3iR 3TCFft !.lfclffe4) ~ 3fQ-t 3lmaR 

<ITT) 
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. ~ ~ ft~ ll ~ cpR'Uf ~ I <mr <gt9 -qm t ~ 3lllt mITcFr ~ 3l~ ~ ~ t? 
In case of disagreement, please specify the reasons. Is there anything you wish to modify or add? 

4. 3l.ufl./3l.\if.\ifl. ~ cfi ffl-~ cliT ~ ~ ll ftcni ~<Im~~~ 
The attitude of the Reporting Officer in assessing the performance of SC/ST officer 

5. mmtan 3TmNT ~~I ~ q1IT cfi mcr ~ qi]" 1ffect>~ 0 1, ~ W@T3IT 3l'R qj1fffi efl@T3IT cfi ~ 
~ "Wn:r TfT ~ ~ ~ (~ 100 w«IT ll) I 
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. 

6. ftcni cfi 1WT-3 ll ~-cf>, ~-~. ~-7f ll <ft ~ ~ cfi 31mR ~ wnT 3ffiWcf> ~ I 
Overall numerical grading on the basis of weightage given in Section-A, Section-8 and Section-C in Part-3 of the 

Report 

-wftan 3TmNT cfi 6ffifa'R 
Signature of the Reviewing Officer 

~ / Place ............................... . ,w:r ~ 3laffi 1l : 
~ / Date: ................................. . Name in Block Letters: ................................................. . 

"Cfc;,'ffll : 

Designation: ................ ...... ........................................ ... . 

ftcni ~ ~ cfi ~ 
During the Period of Report: .......................... .............. . 



I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

1. 

2. 

3. 

4. 

3f:l~"ff 
INSTRUCTIONS 

~ ffl-~ ~ ftcni ~ ~ ~ t I ~ ~ rt ffl-~ <ITT ~ ffl 3ITT 
~ cl)WR "rt 3WT ct)-~ rt ~ ~ Gll-icf>irJ ~ ~ t I ;mr: erg~~ ftcni fffisft 
\ifT ffl t, ftcni ~ cTTB ~ 3ITT ~e,r ~ <ITT ~ ~ rt ~ ~ 1PT1l ~ ~ I 
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. 

ftcni ~ cTTB ~<ITT~~~~ fq; ~~~<ITT~~ t , mfcl, cffi" 3l1R 
<11«1Fc1cf> ~ <ITT ~ ~ 1 ~ ~ ~ ~ cf@! mmm -m1 t ~ ~ Fc1cf>1ti1i:'licf> mmm t I ftcni 
~ cTTB ~ 3fR ~en~ <ITT, '3""ti" ~ rt <ITT<t-~. ~ 3l~ wrn ~ ct)- c!#r<li 
3fCAT ftcni "rt ~ ~ ~ -mT ~ ~ -~ ftcni ~ \ifT ffl t I 

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. 

"11 lR ~ 3ITT ~ ~ ™ ~ ~~I ~ ~ ftcni 3llcf>ff+icf> ·~ 1'.R 3l~ B?tRT ~ ~ ~ 
\ifT ffl t ID ~ ~ <ITT ~ <ITT "rt 3lmR'r ~ l1'm m;r ~ I 

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,r ~ ~ <lTcf ~. t fq; ftcni ~ cTTB ~ ~ ~ ~ 3ITT tiiR * f.RT tr~ 
~ <ft t ID cffi" 1WT-5 cfi ~ 2 "rt~ <ITTRT ~ ~ ffl / ~I ~~~<ITT ftcni ~ cf@ 
~ ct 1'JN;fm ~ "rt ~ <ITT'1ft I 
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-5. The Government shall enter the 
remarks in the APAR of the Reporting Officer. 

5. ~ ~ qUf..Jii:'licf> ~ "ff ftm ~ - <ITT@'~~ '1f5i 3lifcncp ffi.l' <ft~ NI~~ <Tm 

~ ~ ct)-~ ~ ~ t I wzj 3ITT ~ <ITT l'.i11..Jq_cfcf> ~ ~ 3ITT <l5 ~ ~ ffl cf@ 
~ct~ <ITT~ ilf ~~I~ 3ITT "ti'1'tITTUT 1lTt;fT <ITT~ fq;-m ~I 

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. Unambiguous and simple 
language may be used. 

6. ~ ~ clTm ~ - '3""ti" ~ct)-~~~~ t_ qff rt~ "ff fr qff "ff~~~ cf@ 
"Rexr mqin1 ~ ~ ~ ~ qff rt~ -.:rm qc;-~ t m ~ ffi6 rt "Rexr ~ qc;-~ rt 
~ TI<T ~ ~I ffl/"Rexl" GFIT, ~ ~ GRT ~ ~ ~ ~ 3ITT ~ ~ •1 

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers will report to 
whom he/she 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. 

7 <mtq <ITT<t-~ ~ qrt rt 3tcr -rt fq;-m vnm t ~ fcl, ~ lj'Flq 'fflmR ~ <ITT ~ cfiRq) <R ~­
;mr: ftcni ~ cTTB ~ <ITT ~ 3RR@" 1'.N ffl-~ <ITT ~ ~ • 3ITT "f@l5 ~ 
rt1llur:1~~~'3oA~I 

Although performance appraisal is a year-end exercise, in order that it may be a tool for human resource 
development; the Reporting Officer should at regular intervals review the performance and t,.'<e necessary 
corrective steps by way of advice etc. 

8. ~ 1-),.&-Qlcf>..Jcf>-af <ITT~ wm=f ~. ~ cffi" ~~~cf@~ rt ffl-~. 3lfiROT, 
~ 3ITT m~ ct)- ~ ?:f~ cl I «1 fc1 cf> clffl ~ <ITT I 
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. 

9. ~~-~~~cf@~ rt ffl-~ cfi <ITT "ff~~ (fcp tr~~• 1 

Assessment should be confined to the appraisee's performance during the period of report only. 

10. ~tr~ ct~ qc;-~ Wl-x-rrur "ITT~ t I~ qc;- "rt (Fl]q <ITT~~-~ 1'.N <fG<1 "flcficIT t I~ 
~<ITT~ rt~~ "rt xW vfAT. 3ITT ~ 1'.R ~~~~ml~ ~I 

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. ~ ~ m ~ ~3ITT tWf ~ ~ ra~11P1,h1 
Guidelines regarding filling up of APAR with numerical grading 
i) ~ ffl-~ ~ ftq)t ~~cm~~ 3tR ~~~~~I 

The columns in the APAR should be filled with due care and attention and after devoting adequate time. 
ii) ~ ~ q\t vITTft t ~ 1 ar~ 2 q\t ~ 'lft-~ cm (~ ~ ffl ar~ ~ 31"~ x'1l,lJ "lts m 

~) ~ cm ~ ~ ~ ~ ~ fu;g ~ ~ I ~ WPR 9 3l~ 10 $ "lts <ITT, ~ ~ fctW'f 
cITTm $ ~ ~ ~ ~ ~ I 1-2 $ "lts 3fR 9-10 $ "lts ~ ~ ~ ITT, 3@": ~ ~ 
<mR q\r 31 l<F~llcbctl ! I ~ "lts ~ "GfA $ ~ ~ ftq)t ~ crrR 3tR "fllfra,r ffl ~ ~ cm 
3llR cf>4'r.11R<11· uJT ~ ~ <1il<f <ITT" ~ t q\t ~ ~ q\t ~ ~ ~ ~ ~ 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 similarly, any grade or 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. 

iii) s 3tR 10 m ~ "lts ~ ~ <lil<f-~ ~ ftq)t cm ·~· ll"RT ~ 3tR tRR ~ "fflf;rc;r 
~ "Gl"R/~ ~ 31'rn"ct" 00 q\r lfUAT ffl $ ~ ~ 9 00 ~ ~I 
APARs graded betwe'9n 8 and 10 will be rated as 'outstanding' and will be given a score of 9 for the 
purpose of calculating average scores for empanelmenUpromotion. 

iv) 6 ~ 3Tfucn 3tR 8 ~ "cf>l, "lts ~ ~ ffl-~ ~ ~ cm '<fsct" 3f'cm' ll"RT ~ 3tR 7 00 
~~I 
APARs graded between 6 and short of 8 will be rated as 'very good' and will be given a score of 7. 

v) 4 ~ 3Tfucn 3fR 6 ~ "cf>l, "lts ~ ~ ffl-~ ~ ~ cm '3fT.UT' lfFlT ~ 3fR 5 m 
~~I 
APARs graded between 4 and 6 short of 6 will be rated as 'good' and given a score of 5. 

vi) 4 ~ w-'f "lts cffBt cn#cb ffl-~ ~ IB!1i cm ·~· 00 ~ ~ I 
APARs graded below 4 will be given a score of 'zero'. 

~-~ qlJT aRT ~3ITT ~ ~ ~ ~ ~ ~ ~ 1l ~~IIPI~~, , 
Guidelines regarding the colour scheme to be used by different grades of IGNOU while filling up their APAR form 

tftc;rr 
Yellow 

.fu;rr 
Blue 

~ 
Pink 

~ 
White 

w"r, 
Cream 

~ 

Green 

~ 
Grey 

~~ 
Joint Registrar 

'31l-tC'lf1Ricl 
Dy. Registrar 

x-1614¢ tc1x-1Rlc1 
Asstt. Registrar 

~ ~/~ x-1614¢ 
Section Officer/Sr. Assistant 

~ *1614¢ ~ ~ / x-1614¢ 
Jr. Asstt.-cum-TypisUAssistant 

3ll~~fclq5 /~ fll314cb ~-I~ a4fctaq5 x-1614¢ 
Stenographer/PA-I I/Sr. PA 

a cb•·i"lc6'1 xtcrrf 
Technical Cadres 

9 
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~/NOTE 
fk11f.1ta1 ~ ~ lfG cpl"~ ir f.1s:.i~f{51a ~ q)T ~ (fR;,r ~: 

The following procedure should be followed in filling up the item relating to integrity:-
(i) ~ ~ ~ ~ fil ~ ~ t ID ~ <TR ll oraTm ~ I 

If the officer's integrity is beyond doubt, it may be so stated. 
(ii) ~ ~ m t m ~ lfG cpl" ~ ~ ~ ~ 3tR .... f.1~s:.i~1j~fl~1-< ~ ~ ~ : 

If there is any doubt of suspicion, the item should be left blank and action taken as under: 
(q;) ~ 3@7f ~ ~ zj ~ ~ 3tR oJR ~~~~I~~~~~~ cf; "ffm 

3f1IB <lfre ~ cpl" ~ ~ ~ . ult <IB ~f.,~0qa ~ fcn ~ ~ ~ ~ ~ I ~ flfllf.1ta1 
cpl" wmum (fR;,r m ~ ~ cpl" ~ (fR;,r ~ -nft t , ~ ~ m m <IB ~ ~ fcn ~ 
f.1um AA cfi ~ ~ cfi ffl cpl" ~ q)T ~ ~ -nft m m ~ ~ cfi ~ ~ ~ 
-nfl.~~~m1 

(a) 

( .. ,,.) ~ 

(b) 

(c) 

(d) 

A separate secret note should be recorded and followed up. A copy of the note should also be sent 
together with the Confidential Report to the next superior 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. 
~. ~ q)T~ cfi qR 011>1F1M ~~"ITT '7!"@ -g, ill ~ ~ flfllPitdl ~i:f cn". ~ ~ 3Tix 
~ ~ ~ ~ ftq)i ll q)". <ft ~I 
If, as a result of the follow-up action the doubts or suspicions are cleared, the officer's integrity should 
be certified and an entry made accordingly in the Confidential Report. 
~ ~ ~ ~ m '1l@T t m <IB ~ 1fi zj q)". ~ "GfAT ~ 3tR ~ ~ cpl" ~ f<nm 
"GfAT ~I 
If the doubts or suspicions are confirmed, the fact should also be recorded and communicated to the 
officer concerned. 
~ ~ ~ cfi qR011>1fGM, ~ ~ -nft met~ 3tR -;, 1ft ~ ~ NclT t, m ~ cfi 3fRRUT 
cpl" ~ ~ <fi GRR ~ "GTAT ~ 3tR ~ <ITG ~ (~) 3tR (<T) q-q ~ ~ ~ iifA'r 
~I 
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. 
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	Date_2: 
	Grade: Rs.
	Date Gradeq15T ct GRR I arur  ct cl5ROT  xf  cm  Period of absence from duty on leave training etc during the year: 
	Brief description of duties: 
	undefined: 
	planned workwork allotted: 
	4i 411iH 1 1 ffl  cfi3ITTfto ffl ITT gyT  Accomplishment of planned workwork allotted as per subjects allotted: 
	2ii cllmTTfcffll Quality of work: 
	3ii cllmTTfcffll Quality of work: 
	4ii cllmTTfcffll Quality of work: 
	2iii iiITTfiuT rrftr 3tR qRaa1 Proficiency in typing speed and accuracy: 
	3iii iiITTfiuT rrftr 3tR qRaa1 Proficiency in typing speed and accuracy: 
	4iii iiITTfiuT rrftr 3tR qRaa1 Proficiency in typing speed and accuracy: 
	3fR mtl: 
	4iv ffl ii ITTTTUT 31zjq 3fR mtl  qiT mll11 Proficiency in work namely maintenance of prescribed registers and charts etc: 
	2ffl  fl 4 I G cf1Cf i ff iv 4 Overall Grading on Work Output Total i to iv 4: 
	3ffl  fl 4 I G cf1Cf i ff iv 4 Overall Grading on Work Output Total i to iv 4: 
	4ffl  fl 4 I G cf1Cf i ff iv 4 Overall Grading on Work Output Total i to iv 4: 
	2i ffl ct efc rm Attitude to work: 
	3i ffl ct efc rm Attitude to work: 
	4i ffl ct efc rm Attitude to work: 
	2ii cITTRq Sense of responsibility: 
	3ii cITTRq Sense of responsibility: 
	4ii cITTRq Sense of responsibility: 
	2iii cpfqrcrf Maintenance of discipline: 
	3iii cpfqrcrf Maintenance of discipline: 
	4iii cpfqrcrf Maintenance of discipline: 
	iv   Communication skills: 
	4Row4: 
	v fcltj01if1cfi  Analytical ability: 
	4Row5: 
	vi ITTfmrmrr Ability to work in team: 
	4vi ITTfmrmrr Ability to work in team: 
	vii  ITT qrcr   mrmrr Ability to meet deadline: 
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