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Annual Performance Appraisal Report of Sr. Personal Assistant, Personal Assistant Grade-II and 

Stenographer of IGNOU 

................................................................................................................. "cf>l"~~/~~~ 
Report for the year/period ending ....... ........ ... .. .... .... ... .... .... ...................................................... . 

1lflf-1 
Part-1 

1. 

2. 

3. 

4. 

5. 

6. 

~ ll f<ra cf> ~ 
Personal Data 

(~ ~/cf>4illf1 G1xT ~ ~) 
(To be filled by the official reported upon) 

~ "cf>T .:rr, .. .. ......... ... ............ .................................................................................................. 
Name of the officer ......................................... ........ ............................ .. .. .... ...................... 

~-~ (ITT I~ ;crt) ..................... ./ ........ ....... ............ ./ ............ ..... (~ #) 
··· ·· ····· ······ ········ ······ ······················· ·········· ······ 
Date of birth (DD/MM/YYYY) ....... .......... ./. ........................ .. ./ ............... (in words) 
... ... ..... ... ............ ... .... .. .. .. ..... .... ..... ......... .. ... .. 

mfur ~ .......................... ......... ....... ...... ..... ............ ................ ... ...... : .. ................ ............................. 
Designation of post held .......................... ...... ................................................................... 

~ ~ # X1ClC'[ f1gfcfu ~ Tim& ~ ~ 
Date of continuous appointment in the Date ....... .................. Grade .............. .. ..... 
present grade 

\JX1 ~ "cf>T .:rr, 3trx ~ "cf>T .:rr, 3trx TIRI&, ~ 
~ ~ m21' ~ ~ ~ ~ ~ 
~ ~ ~ 
Name of Officer with designation with Name of Officer and Date from 
whom attached during the period under which attached 
report 

~ ~ ~ ~. ~/BUT ~ ~ 
"cf>ROT ~ ~ ~~ ~ ~ 
Period of absence from duty on leave, 
training, etc. during the year 
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1lflf-2-~-1l~~ 
Part- 2 - SELF APPRAISAL 

('3x1 ~&RT~ \JfllZ, ftixicb"I m)i fuw ~ t) 
(To be filled in by the Officer reported upon) 

(~ ~fcl~~l 1ITT ~ ~ ~ cfJT ~Hllcfcfi ~ ~) 
(Please read carefully the instructions before filling the entries) 

1. .. ........................... ~ ........ ... ... ............... cfcp ~ ~/3l'clftr ~ ~ 3TI% &RT~~ 'cfiT4 
q51 ~ fctcRuT (~ '1fA cfTill fctcRuT 100 ~ ~ ~ rf "ITT) 
Brief resume oft he work done by you during the year/period from to .... .. .. .. .................. to 
....... ....... ................. .. ...... .. (The resume to be furnished should be limited to 100 words) 

2. ~ ~ ~ itt ~. ~ l-lt('c1cr0r '3'tiilc'1-< ~ w m 3fR ~ m cf<:fT lll'IGl1 

x'ITTI 

Please also indicate items in which there have been significantly higher achievements and 
your confribution thereto. 

3. ~ cBTm cp1 m ~ ~ 3TI% &m ~~~if~ 3fR ~ cf5RUT, ~ ~ m, 
'P1 x=fa)'q if ~ I 
Please state, briefly, the shortfalls in you input and reasons therefore, if any. 

4. ~ ~ ~ cf<:fT ~ ~ ~ ctt ~ ~ ~tli ~ fclqxU~ ~ 'ffiOO 3lzjq 
~ ~ ~ ~ ctt 31 ~ cfcp GiRslci cfR ch~~ I~~' 'ITT fclcix 0~ GIRslci c!ITT 
ctt 'ffiOO ch \Jf1lZ I 
Please state whether the annual return on immoveable property for the preceding calendar 
year was filed within the prescribed date i.e. 31st January of the year following the calendar 
year. If not the date of filing the return should be given . 

• x~/Place: 

~/Date: 

'3x1 ~ ~ 6fmaR ftixicb~ ITTli ~ \JfRT t 
Signature of the officer reported upon 
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1lf1T-3 - 'f..trll i cf> '1 

Part-3 - APPRAISAL 

1. cfllT ~ ~ cTfffi ~ 'BPT-2 ~ ~ ~ fclcRUT ~ ~ ~? ~ .,gt, CTT 3H-rn~fa FcITT, ~ 
(fen ~ 3lTx ~ cfllT cpRUf %? 
Does the Reporting Officer agree with the statement made in Part-2 ? If not, the extent of 
disagreement and reasons thereof. 

2. ~ ~ ~ ~ IDxT ~ TT/fc1~t1a1 c#t ~ ~ cnT ~ fc!x:rr ~ "Ciff fcp 

1-10 tr,'R -ctx ~ ~, ~ 1 cnT ~ f.-P.•·rn~ ~ ~ 3llx 10 cnT ~ '3dlci~ ~ ~ t I 
Numerical grading is to be awarded for each of the attribute 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. 

i) 

ii) 

l iii) 
iv) 

v) 

(~ \.lR1~<li ~ ~ ~ ~ cp1 uw1cr4cf> ~) 
(Please read carefully the guidelines before filling the entries) 

(q>) ~ lfq q>nf (pf 'f..C'4i<1>.:i <~ m <Jft ~ 40¾ wft) 
(A) Assessment of work output (weightage to this Section would be 40%) 

"!f~ll /Grading 

m c#t 101c1rn1 
Quality of work 

ell I cl xi I fll cf> ~ cflT ffiX 

Level of professional skill 

~ ~ q ~ ~ 1~ •,TBill ~ cf> ll I \Jj I a'i "Clx ffl ffi B Pc)!;/ cl x-l '"11 <la I 

Trust worthiness in handling secret and top secret matters and papers 

"cf>TU cll{f1dl ~ cflT './{51-/½:llcl ~ ~' xfla-m=cf>R ~ cfl ~ 
3llcl!;/<lcf> cf>lll\J1ld ~ ~ 

Maintenance of engagement diary and timely submission of 
necessary papers for meetings, inteNiews, etc. 

"~ ~ ffl" ctr ~ "cf>1ft" (i ~ iv] I 4) 

Overall Grading on 'Work Output' (Total [i to iv] I 4) 



/ 

(~) cl~ ~urr <ITT 11,~ (~ m ~ ~ 30% Nlfi) 
(8) Assessment of personal attributes (weightage to this Section would be 30%) 

~lf / Grading 

i) cnm~qft,~ 
Attitude to work 

ii) ~fc&l-hi I, '3ctj,cf>ci I 
Intelligence, keenness 

iii) 3lj~llfl'i ~ m.:rr 
Maintenance of discipline 

iv) f~p:s'j~I~ cnT mtf 
Sense of responsibility 

v) ~~ 
Communication skills 

vi) ~ ll cnm ~ c!f1- £l1n1a1 

Ability to work in team 

vii) x,i=m-~ cnT -q-rc;,., ~ c!f1- ll1 nm 1 

Ability to meet deadline 

viii) ~ ll f-1 ll f?l ci ci I 3J'R x,i:m c!f1-~ 
Regularity and Punctuality in attendance 

,,~ ll Fck1 cfj TTI" crf1" ~ ~ < [i ~ viii] 18) -

Overall Grading on 'Personal Attributes' (Total [i to viii] /8) 

(lf) "gcf>ltifc"lcf> °Gmll <ITT 11,~ (~ m ~ ~ 30% 6P"ft) 
(C) Assessment of functional competency (weightage to this Section would be 30%) 

i~lf / Grading 

i) cnm ll GIITTTI ~ ~ 
Proficiency and accuracy in work 

ii) 3lcf: ~ lj Fck1 cfj ~~ 
Inter-personal relations 

iii) ' fll-j.=tjlj lll 4llcil 

Coordination ability 

iv) ™lclcf>1.fl ~. ~ 3tR ec11lh1.-J ~ ffl ~ 3tR ~ ~ ffl 

~ l'.j" ~-cg~lc1cil 

Effective liaison, initiative and tact in dealing with telephone 
calls & visitor 

"\.lcf>lll~i;{icf> °GIITTTI" c!f1-~ ~ ( [i ~ iv] /4) 

Overall Grading on 'Functional Competency' (Total [i to iv] /4) 

~ : x,1,1J ~' f1mfur c!f1-~ ~ ~ 3Tj1mf ll ficBcicbl ~ ~ ~ ~ .,ur 1,R ct~ 
~ ~ mlfil 

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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ttl'llrll / GENERAL 
'Jfflf-4 
Part-4 

1. ~ cri w~ ~ ("16i cmft BrI m) 
Relations with the public (wherever applicable) 
(~ "Rm ctr~ "('[q) ~ 3iR ~ 31~1cl=N~¢~a=13ll <Ti ffl ~ '3flxc;l~fcl tR ~ ~) 

(Please comment on the officer's accessibility to the public and responsiveness to their needs) 

2. ~a,ur (~ ~ ctr wnfc@T 3iR ffl ~ 1'i 3iR ~ ~ 3iR ')_f%" ~ ctr ~ ~ ~ ~ ctr 
R:Jq,1R!a!I cITT') 
Training (Please give recommendations for training with a view to future improving the effectiveness and 
capabilities of the officer) 

-I.____----
3. ~ ctr ft{/.ffi'f 

State of Health 

4. flfl!Pi tell (~ ctr flfl!Pf tcll tR ~ cITT') 
Integrity (Please comment on the integrity of the officer) 

s. ~3ll 3fR ~ ~3ll. mmmur ~. ~ ~3ll ~ ~ qlTI * m ~ * ffiJ ~ 
~ * ~ :rrr t1x ftq)i ~ ~ ~ &m ~ (Wfll1T 1 oo ~ B) 
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 . m'!t <Ti 'lTilT-3 1'i m en. ~. 31'ix -r 1'i tr ~ ~ * 3lTtm t1x ~ 3lffcpcp ~ 
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-Ill of the Report. 

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

~ I Date: ....... .. .. .. .. .... .. .. .. ....... .. 

6 

';f]ll x,f(p 31'effi 1'i : 

ftq)i ~ ~ ~ <Ti ITT'filaR 

Signature of the Reporting Officer 

Name in Block Letters: ........ ............ .. ........... ...... .... ..... .. 
tJ'G',r, : 

Designation: ..................... .. ........ ..... .. .... .. ...................... . 
ftq)i ctr~ 
During the Period of Report: ... .. ... .... ............................ .. 



1fPT-5 - ~lITT 31~<t>I~ qft- 3fRJ,f<ffim 
Part- 5 - REMARKS OF THE REVIEWING OFFICER 

1. WllaIT ~ cfi 3Rflffi -&cir cl5TB 
Length of service under the Reviewing Officer 

2. ~ 3lTll mrr-3 3ftx mrr-4 ~ P!&11~a <ITT<f ~~TIT ci, ~ ~ ~ ~ <IIB' ~ GRT ~ ~ ~ 
~ Wl@ i? ~ 3lTll ~ qft ~ ~/~ ~3IT cf'; ~ ~ ~ ~ clIB' ~ 
GRT ~ ~ ~ ~ Wlffi i? (~ : 'lfllT-3(31)(iv) ~ 'lfllT-4(5) I 

(<lft 3lTll ~ ~ clIB' ~ GRT ~ TIT ci, ~ *iM1c'<icfi ~ ~ Wl@ ~ t m ~ 3ftAT ~ 
~ m ~ ~ ~ ffi ~ t ~ ~ ~ cf'; mlR 3ITT'.i!ITT <ITT') I 
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 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) . 

if 
Yes I 

.~ 
No 

3. ~ ffi <lft ft~~~~ 'cfiRUT ~. ~ ~ ~ ~ t ftrn 3lTll ~ m ~ 't116'cf i? 
In case of disagreement, please specify the reasons, is there anything you wish to modify or add? 

4. · WllaIT ~ clft ~ I clflfvITT q1JT cfi 'll'fi!r ~ ~ ~ clft all@T3lT 3ftx "$l,cR aFl'aT3IT cfi .~ \ffi'cfi 
~ TIT ~ ~ ~ (WJ'liTT 100 w«:1 ff') 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. 
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5. ~ * 1WT-3 * ~~. ~-if \'fl!.lT ~-~ -q <ft" ~ ~ * 3ITcITT' 'CR W'rn" 3lifcpcp ~ I 
Overall numerical grading on the basis of weightage given in Section-A, Section-8 and Section-C in Part 3 of 
the Report. 

~ : 

Place: ... ............ ............................. .. 

~ : 

Date : ...... ........................................ . 
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.,r, ~ 311ITTT -q : 

~an~*~a,x 
Signature of the Reviewing Officer 

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

~ : 

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

~ qfr ~ -q : 
During the period of Report: ...... ......................... . 



3f:!~VT 
INSTRUCTIONS 

1. cfffl r.ITT<t-~ ~ fttITi ~ ~ ~ t, <ffi ~ cf; r.ITT<t-~ <ITT~ ffi 3ITT 
~ mft<:R Ti 3TJ1T clft ~ cfi ~ ~ \ill.-J¢1fl ~ qRqR[T t; I 3Rf: cf5 ~ ~ ~ ~ 
vff ffl t ftcni ~ cfTR ~ 3ITT "fllfran ~ <ITT ~ ~ cfi ~ ~ -q:;ri:f <ITT ~ ~ 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. 

2, ~ ~ cfTR ~ <ITT <ffi ~ ~ ~ fcn ~ ~ ~ <ITT fcrcf;rn ~ t, mfcn cf5 ffl 
cll{{'Jfc!q, ~<ITT~~ I <IB ~ * ~ q@T >ffinm '1tf t ~ ~ fc!q,l'f11cii¢ >ffinm t; I ~ ~ 
cfTR ~ 3fR "fllfran ~ <ITT, ~ ~. ~ -~ ~ ~ t cfi ffl-~. ~ 3l2.Tc!T 

wr.:r ~ clft ~ 3r:r,:fi ftcni Tf ~ ~ ~ '1tf ~ ~ 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. 

3. <l ~ 1:4H'!_4cf5 3ITT 'Cl<IT1<l ~ ™ 1'RT ~~I ftcni <ITT aJlq,f+i.lq, ~ tR 3l2.Tc!T ~~~'IR vfR 
cfi <TR Tf ~ ~ Rm cITT 3TffiAT ~ -cmr ~ ~ 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. 

4. ~ ~ cJ 0 f.-Jlcii¢ xiitf Tf ~ ~-~ ~ ~ IJfITT 3Tifcpcp ~ <ft ~ m 1 ~ m 7n:IT 
xQlR ~ clft ~ ~ ~ t; I 00 3ITT ~ <ITT ~ ~ ~ 3ITT <IB ~ ~ ffl cfTR 
~ cfi ~ <ITT x-161" cPr ~ ~ I ~ 3ITT 'fll'tfTxUT ~ <ITT >fmTT fcnm ~ 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 simp!e language may be used. 

5 . ~ ~ mc;IT ~-~ ~ <ITT~ ftcni ~ ~ t ctif cfi ~ Tf tr ctif Tf ~ ~ vfR cfTR 
"R~ 'ftrqrrr I <1ft ~ ~ ~ ctif cfi ~ rf<IT -qq ~ t ill·~ ffi'6 cfi <1'~ rf<IT -qq ~ 
cf; w=m WT ~ ~ I ffl / 'R~ ~ -~ ~ am ~ xiitf ~ vfR 3ITT ~ vfR ~ I 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. 

6. 

7. 

8 . 

-m:Tfq ffl-~ ~ q,f cf; 3IB Tf fcnm vfffil t; 3ITT <IB llRq ~ fcrcf;rn <ITT ~ q5Rcfj ~ 'ffqifil 

t, 3@: ftcni ~ qffi ~ <ITT frr<ffem 3RRIB tR ffl-~ <ITT~~~ 3ITT "'<'l'Rl5 ~ 
ct .:rJ't.7:!11" ~ ~ ~ i3oR ~ 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 take necessary corrective steps by way of advice etc. 

~ '1,("lljq,.-Jq,'df <ITT <IB J;[<ITT'f 51',T ~ fcp cf5 ~ ~ vfR qffi ~ cf; ffl-~. ~
cZTcf6R 3fR ~ clft ~ ~ cllx-afc!q, ~~~I ltshouldbetheendeavourofeachappraiser 
to present the truest possible picture of the appraisee in regard to his/her performance, conduct, behaviour 
and potential. 

<IB ~. ~ ~ vfR cfTR ~ cfi ffl-~ cfi <TR Ti ~ ~ OCP tr xfliTrcf 5l'1T ~ I 
Assessment should be confined to the appraisee's performance during the period of report only. 

9. <15 ~ clft ~ t f<n 1 3l2.Tc!T 2 clft ~ ~ ~ <ITT, (~ ~ ffl 3l2.Tc!T ~ 3l2.Tc!T wr.:T ~ cf; ~) 
~ <ITT cWcl ~ ~ xiitf ~ fmr fcnm ~ I ~ ~ 9 3l2.Tc!T 10 cfi ~ <ITT, ~ ~ fcrffi <l?T<IT cfi 
~q Ti ~ oITTTm ~ I 1-2 3ITT 9-10 cfi ~ ~ ~ Ti 511T, 3Rf: ~ ~ <@"A clft a!lcl:t<1¢c11 
t 1 3lifcpcp ~ ~ vfR cfi ~ Tf ftcni ~ cfTR 3fR "fllfran m cfTR ~ <ITT m ~ ¢4il1Rll'i. 
~ ~ qixcfi tr ~ <ITT ~ ~ ~ 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. 

10. ~ oRR/~ cf;~~~ clft 1TURT ffl cfi ~ ~. f.'lyfc:tftic1 l}zj tR fcrtm" fcnm vf['q1IT: 

For purpose or calculating average scores for empanelment/promotion, the following grades will be 



~ -cft" ~ 3ITT lJ~ ~ 1JTW<Pftm1:R~fcl;muJRTt 
APARs graded Grading Score to be considered 

8~10cf>~ ~ 
Between 8 and 1 O Outstanding 

6~8cf>~ ~3RUT 
Between 6 and 8 Very Good 

4~6cf>~ 3RUT 

Between 4 and 6 Good 

4~~ -

Below4 -

~/NOTE 

tkll Pl lrj I ~ ~ 1fG ~ 1'i Pl""'I fM{5Jci ~ q)T trrwl' <w,T ~ : 

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

(i) ~ ~ ~ tifllf.:11,cJI fil ~ l:R t ID~ 'ffi 1T <fITT<IT ~I 

If the officer's integrity is beyond doubt, it may be so stated. 

(ii) ~ ~ fil t m 1fG q;T ~ ~ ~ ~ 3l'rx Pl""'lljtllx ~ ct! ~ : 

9 

7 

5 

0 

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

(cfi) ~ 3lWT ~ ~ ~ ~ ~ 3l'rx <ITT." ~ ~ ~ ~ I ~ ~ ~ Wcl ~ ~ cfi ~ 
3Prn ~ ~ q;1 1ft 1ful cfr ~. \ill ~ -<.1Plfhm ~ fctl ~ ~ ~ ~ ~ ~ I 'Gf6T 
tifllPllrjl q;T wmu@ <w,T <IT ~ ~ q;T ~ <w,T ~ ~ ~. ~ ~ ~ ~ ~ ~ 
~ ~ ~ cfi ~ ~ cfi cfiT<f cn't ~ l'i 1:!'llN'f z-r,7.T ~mm~~ m furcffii cg't:9 
w~.~1fl"R~m1 

(a) A separate secret note should be recorded and followed up. A copy of the note she>uld 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. 

(~) ~. ~ ~ cfi qR 011l-H-clM fil ~ "ITT ~ t m ~ ~ tifllPllrjl wmu@ cfix ~ ~ 3l'rx 
cfqtfR ~ ~ ~ ~ B cfix cfr ~I 

(b) 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. 

(·T) ~ m ~ ~ m ~ t m ~~ 1ft ~ cfix ~ "1"FlT ~ atR~ ~ q;T ~ 
cfix ~ ~I 

(c) If the doubts or suspicions are confirmed, the fact should also be recorded and duly communicated to 
the officer concerned. 

(tr) ~ ~ ~ cfi qR 011six-clM, fil ~ W ITTct -g 3l'rx -;:er tt ~ ~ iffifr t m ~ cfi ~ 
q;T ~ 3fcnU cfi c;RR ~ "1"FlT ~ 3l'rx ~ <ITT." ~ (~) 3l'rx (1f) 1:j"{ <l"~ ~ ~ vrr;fr 

~I 

(d) 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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