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J.iflf-1 

PART-1 

·ct'llf<mq; ~ 
PERSONAL DATA 

(~fuc:J 31~ / 4>4iff~) GIB ~ ~) 
[f o be tilled by the official reported upon) 

1 . 3 \ ltfcITTtT <Pl ~Pl 

Name of Officer 

2. ~ QJI cmmr (~/lfl-g/q~) 
Date of Birth (DD/MM/YYYY) ......... / ....... ../. .......... . 

3. ~ ~ ,r ~ ~ ctT cmrur 

(~ it) 
(in words) ...... ... ................... . 

Date of continuous appointment Date .. .... ...................... Grade .......... ....... . . 

in the present grade 

4. cfc'tlrR ~ ~ ~ tR ~ c6t omB 
Present post and date of appointment 

thereto 

5 ~ '({ cf>Tll 'ff 3l:r1 ~ qJ"l 3fqfil ~¢1 
~f!!fUT 3TI~). ~ '3cffi ~ -;t >lftrefUT 
fciurtm~fcfcRUT~I 
Period of absence from duty (on training 

Post .. .... .... ...... .... ........ Date ..... ... .... .. : ... .. . 

leave etc.) during the year, if he/she has under 
gone training, specify. 
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11T1T-2 
PART-2 

('1-n J~ mxr 1m ~. ~ ftinc! mcft ""'1) ~ ) 
(To be filled In by the Officer reported upon) 

(<prm !.lfclfi't:di cfi1 ffi "fl~~ cfi1 t11R ~ 1TF» ~) 
(Please read carefully the instructions before filling the entries) 

1. ~ TTl:! cFTm <ITT~~ 
Brief description of duties 

2. qJn:f cfi vn- ~/'3~~~il/$ {qRull'-1/l'.ITTT <TI 3A ~ "ti) 3WR ~ c6 ~ f.lt1fRa ~ 
'ITT. m 3ffl ~ PtttrRa fcm? ~ m ~ cITT-m ~ 3llo-~ ~ ~ cfi 3TI'tTR tR ffl 

3fix ~ e1~ <'51 ~ ~ ~ '34&1~ ~ ('3~1t:xa1 ~ ~ 3ffi m cfi ~ ~ cw.f 
muRT) I 
Please specify targets/objectives/goals (in quantitative or other terms) of work you set for 
yourself or that were set for you. eight to ten items of work in the order of priority and your 
achievement against each target. (Example: Annual Action Plan for your Division) 

zq~/eq~~<l/~ "34&\~ill 

Targets /Objectives/Goals Ach levem ents 

i 
I 

\ 

I 
I 
l 
J 

I 



J _ (·>1) •Jl'l'-lr rr¼ 2 1.1 <fctlC! 'I~ e1~;--o~ / u:iin <tJl 1JINI ii xb~ ,t,li'.11:ff-cfil ·'{{rl'l tt ~~ 
.~~ I ~ 0k~i <$1 mt~ it cp'nf <nm ZITT 'ITT ffi <fc'ln! I 

A) Please state briefly, the shortfalls with referE:nce to the targets/object1ves/goals referred 
to in item 2. Please specify .constraints. if any, in achieving the targets. 

l <l) clfq·in \3rl 1,zj cp[ 'Bl ~@ cp'i ftRlt Cfll'P'l 3j ~cfi ~~ m t 3fR ~"ill 31q·,1 wr~ ' 
cpJ'4'J~~I 

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

4. <pCf[ff ~ Fl> cMT 1r<fcRfi ~ qtf ctfl 3fq('f 'fi'qfuf ~ ~ f<rcRufi ~ ~ 3l~tq 
~ qtf "ff '3'dxclol qet cp-'7 31 ~ qcp vfllT ~ ~ ~ ~ I ~ ~ m f.rcRufi vfllT <RA 
mtcTRmT~I 
Please stdte whether the annuc1I return on immovable prope1ty tor the preceding calt:ndar 
year wai:. filed within the prescribed date i.e. 31st January of the year following the calendar 
year, if riot. the date of filing the return should be given. 

~f<.fi: .. . .. . .. .. .. .. . . .. 

Date: .. ......... .... ..... ... . .. 
~ 31fucnm <$' ~ fumc$T ~ ftim vlT W "B' 

Signature of the offi~r reported upon 
' ' ,/ - - -

···~ ·-~------- --···-··---··· - ~-----



1'.Jf'T-3 
PART-3 

$q; ~. ~fvr ~ wftffi ~ GRT ~ ~ t ~ 1-10 * 4il'A tR ~ ~ . ..rF1 1 ~ q,l'J ~ 
rlllT 10 ~ W'fi c!i)" ~!I 

Numerical grading is lo be awarded by reporting and reviewing authority which should be on a scale of 1-10, wh~rn 
1 rPf P.r,; to the lowest grade and 1 O to the highest. 

~ ~ ~ ~ lltra ~ cm n11-1tt44> 'Ill ~ 
(Please read caretuny the guidelines before filllng the entries) 

(3') 'ilITTf-~ ,t;J ~ ~ n ~ ~ '40% lrr1ft) 
(A) Asse~sment of work output (welghtage to this Section would be 40% 

~~ ~~ ~ ~ 

~ 8 Pffl!'tfng ~:iwr-5 1ffl ~ 2) ~ 3ITTlm 

~rity Reviewing Authority lnltlt1I of Reviewing 
(Refer Para 2 of Part-5) Authority 

i) 1{4~ll)f:;m CfiPf ;fwf ci; 3fl't:ITT' 

~~~~q;nf~~ 
Accompllshm1~nt of planned work!worlc 
allotted as per subjects allotted 

iij ffl-~ ~ ~ 
Quality of output 

iii) fcrrc~ mrmn 
Analytical ability 

iv) 344q1Glc'lifi <fiPf /~ 111!' 
34Uc(ll~ll"i. ffl ~ ~ 
Accomplishment of exceptional work/ 
unforeseen tasks performed 

q;rq_~ ~ 'Wm ~ 
Overall Grading on 'Worlc Output' ' 

(if) <4r.Ri'ld f<lfl•@31l" "ifiT 'l.t"lliils-t ~ ffiJ 1'ft fflufiw 30% Wfi) 
(B) Assessment of pel"!!onal attrfbutae (welghtage to this Section would be 30"/,) 

~ ~ ~ ~~ ;.~-;--~: 1'T'T-5 lliT fm 2) ~ 3rTfflR ;~; Reviewing Authorlty Initial of Reviewing 
-· (Refer Para 2 of Part-5) Authority · 

i) ~murct~;~ 
Attitude to work -----

ii) fvP~ <PT~ 
Sense of responsibility . 

Ill) 3lj~lltfl ml~ 
Maintenance of discipline 

iv) ~~~ 
Communication skills 

v) ~TT 
Leadership qualities 

V1) ~ ~ 'llT<AT 1l cfiTlf ffl ~ ~ 
Capacity to work in learn spirit 

vii) ~--:mftufi ifjf ~ m clft ~ 
Capacity to adhere to time-schedule 

viii) Jie1~11~if\ ffi 
Inter-personal relations 

ix) WflJ Wct 1:!cf ~ 
Overall bearing and personality 

f mfcl'ct1Ja ~ ~ ~ ~ 
all Grading on 'Personal Attributes' ' 

-- -

i 

I 
1 
I 

I 
! 
I 

I 
I 
I 



Ctt) v-~1~fi'T41· ,;1~d"J 411" ·~r-t>-i (!fd ~ <tJ1 a~ntt :io"/o ·gf~fi) · '\ 
1(;) Aoi.llsamant of functional competency (wotightage of this Sactlon would be, JO%) 

~~ ~~ ~~ 
Revi~9·-~ . ~f'lfTlT-5 i:f;T -tm 2} * 3fmffl 
Au!~.~j~.,!t ,; . Reviewing Authority Initial of Reviewing 

J ' .. • ~, .. (Refer Para 2 of Part-5) Authority 

i) f.:nr:f / f<lf.:rim / <I>TU ~ mrmn cii ITT l'i ' 
cr~ ~ ~ ~m U<WT cm v!RclITT'r 
Knowledge of Rules/ Regulations/ 
Procedures in the area of function 
and ability to apply them correctly 

ii) ~ <TTvRT ~ cm ef1lcfl 

Strategic planning ability 

iii) f.rum~clftelllill 
Decision making ability 

iv) WRnt erimr . 

Coordination ability 

v) ~ <li'l ~ ~ fcrq;fi@ m "'" eT1ffiT 
Ability to motivate and develop subordinates 

viJ ~ ~rfc@ 

Initiative 

·1iq;111l~<t> m tN -wm 1lfu7T 
Overall Grading on 'functional Competency' 

iwT-4 
PART-4 

-,ffflfRl 

GENERAL 

I. C; i"Jfil ;j; ~il<.f ~~ (vft5T ·,n Bf'r_ tn°) 

2. 

Relatlons with the public (wherever applicable) 

(vAffi <lft ~ qq; tr!f<t ~ ~ ~ cf; lln'r ~i$ ,mf'fGIPrcif 'R ip<f<lf fculofr ~ I) 
(Please comment on the Officer's accessibility to the public and responsiveness to their needs) 

gf~lefl'T 

Training 

('Ff<IT 3!ll'Tr.t,-rn Q)"I wnfcnn iz-ct <l> r4 t:flfoT it :;n~ Jfl~q; -WITT 3ITT <1r.i. cf>--A <-1>1 ·,_tic ~ ~~ci; g~1.:r11r <ITT fuq,1~1 

<RI) 
(Please give recoinmenctations for training with a view to future imprnvmg the effectiveness and capabilities of 

the officer) 
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r 
I 

3. ~VJ <tt ~ 
S late of health 

'1 . ~ 
Integrity 

(cplfl'.ll 3~ °$1 ~ ~ ~ i'fi1) 
(Please comments on the integrity of the officer) 

s. m:m .:itt, m ~. 3RITTTR"T dQ('!~lif. ~ ~ ~ ~ · CfTJl cfi m'lt ~ <fi e'h ~ 
:ir~~ m ~ :f1l ~ ft"Q)t ~ ~ ~ fflT ~ ~ 100 ~ ~ 
Pen Picture by Reporting Officer ~n about 100 words) on the overall qualities of the officer Including area of 
strengths and lesser strength, extraordinary ar.hievemP.nts, siqnificant milures and attitude towards weaker 
sections . 

i; . ftrrrt cfj 'TPT-3 <fi ~ 3l'. ~ fl!lT ~ if <ft ~ ~ ct; awm ~ wrn ~ nftrr 1 

Overall numerical grading on the basis ofweightage given in Section A, 8 and C in P;,irt-3 of thA RPnrJrt 

71'fR: 

pt~r.e: . 

~: 

[ hfe: 

7 

~ ~ am 3~ ,t ~ 
<::ign;.itrire of the RPor:Jrting Olftcer 

'W{ f!11li JfeRf Tf : 
Name in Block LP. HP.rt;: ..... ..... ... ... .... ... .... .... .. ..... . 

Tf,;-'ffll : 

Design ation: ........ ... ... ...... ..... .... ........... .. . . 

ft11li nfJ 3~ : 

01.rrinq the pP.rirJd of Report : 



•Wf-5 - -tl'l14itl 01lt1<fJT{l <Pl ~rh'j.tcfulfl 
PART- 5 - REMARKS OF THE REVIEWING Ot-=FICt:R 

1. +Ht~lf '111$11W ·ct 3f'ffllc'f tl<H c/>lc'f 

Length of service under the R1:1viewing Ottict1r 

l . qi.JI ;;11q l11 1f-j ;in~ ~fTT-4 ll AtQJtGo cfJl1f om fcftir-l' 1_1ur( <S ~.jq it ftllTi ~ cf@ aim~ imf fcli·1:1 1[\( 11.~r-r,-1 
CS "d5l'ffi 67 <lllT 3/fq JfhT<t>~ ctn JffflEfl~ ~/lfir~ ~ cf; ~ l't ftllTi ~ ctlB ~ 
u'HI f$i:: lfq ~ ~ W1ffi t? ~ : 1fl1T-3(31)(iv) otIT 1WT-4(5) I 
(i1R 3Wl ttci)e ~ <I@ 3!1ircf>r~ J:ITTl ITT Tfl cf; ~ ~ ~ ~ fi&l@ ";fITT g t'll 'FfllT 3f1'AT ~fq,1 

~ ~ 'l ~ ~ ~M ff ~ om ~ W<l~ ifi ffllf.l Jlml!N <l>t I) 
Do you agree with the assessment made by the reporting officer with respect to lhe work output and lhe various 
attributes in Part-3 & Part-47 Do you agree wilh Iha assessment of reporting oificer in respect of extraordinruy 
achievements/significant failures of the officer reported upon? {Ret 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.) 

·.;t 
Yes 

~ 
No 

3. J1htilf(I 5Fl ~1 (ttj1q Ti f'Fll ~tlcii <PTIUT .r111l!, <flTf ·<f>Tif t+H a~ 6 R-8 Jffq <fG<'f'if1.ll vla'{>'if <lltHl -g) 
In case of disagreement, please specify the reasons, is there anything you wish. to modify or add? 

4. ~IJl!;f[ J!IE:rcnm ¢1 retriufi I q,-.rvfR qlrf cfi m'o JrmW cfiT ~<t>lUT, ~ W@TJ!T JITT cf>llm erirur-m cfi "flrn \fff<fi 

wru 1_riit ~ ~uj) ~ (WflllT 100 lr<GT ll) I 

Pen Picture by Reviewing Officer. Please comment (in about 100 words) on the 01 arall qualities of the otlicar 
including area of strengths and lesser strength and his attitude towards weakar s1:icl}ons. 



,, " 

5. ~rrt cj; 'llT'T-3 <fi ~-3l. m;-11 nm $ -~ it ~ ~ ~ <f\; 3fTm'( ~ wru ~ ~ 1 

Overa ll numerical grading on the basis of weightage given in Section-A, Section-B and Sectlon-C in Par,-3 of 
the Report. 

~: 

Plc1ce: 

~ : 

Onie: . 

9 

n-4Ti:n 3~ ~ ITTffil!R 

Signature of the Reviewing Officer 

',Tl{ mTli 3!ITT1 it : 
Mame in Block l etters: .. ..... ..... ........... ... ... .. ... ..... . 

CfG'lTll : 

Designation : 

~~~it: 
During the period of RP-port: .... , ....... .. .. .... ... ...... .. .. 



.. 
1NSTRUCl'ION:i 

,11~q; cn r4-R!fm;-;, ~!''4W--f RcTI-c! ~q; ~ ~ l. ,r~ 3lftfcf,Til q; <1>T<l-t:MTc8 <1>1 'i~ <ti-H J/1, 
TITifi cnRm ~ :1rrir <li1 ~~ <fi ~ 'W~ ~ sN<:ffl ~ t I 3ITf <l"6 ~~ ~ Rcni fc;mft 
;:;n ,El t fti:ire fcv.:A <ffi'1 ~ :3ITT Wll!!lT ~ cfil ~ 'flTiltTA1 <fi 'fftl?l ~ l'./i1lt q,'f 'R"'TI' ~ I The 
Annual Performance Appraisal Report is an important document, it provides the basic and vital inputs for 
assessing the performance of an officer ~nd 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 fillint,1 
out the form with a high sense of responsibility. 

2 ~~<ITR ~cfil1'.l6~ ~~~~~~<ITT~ q,"f'fl t, fi "qg3flR 
~ ~ cfil ~ m; I 1lE ~ ~ ~ <rri;-fi ~~ ";J"~ t ~ ~ ~i/>FHl~<ti~ i1 ~ ~ 
~ ;ir~ JITT wnm ~ cm. xrn ~ - ftmilft ~ ft:ra'I vir-ft t. ti; <PT1f-~. 31~ :mm 
WITT ~ cJi1 ~ :,nAt ~ ii ~ -n ffl>~ -;,tl ~ ~ I Reporting OfficerB 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 t1hould not shy 
away from reporting shortcomings in performance, attitudes or overall personality of the c,fficer reported 
upon. 

J . 1l trct ~cf-en 3ITT' tpiP<f ·ffim ™ '1-J.fi vfAt 'ilJWll 1 ~citi <t>1 ~ ~ q-q 3le.rcil ~ ~ <l 1lt ~ 
cf; <ITT if ~ 3ll$m~ <t>l 3ITTfAT <l 1IBT ~ ~ I The items should be filled with due care and attention 
and arter devoting adequate time. Any attempt lo fill the report in a casual or superficial manner will be easily 
discernible lo the higher authorities. 

1. ~ ~ qUf-;mifiP ~ it 1G"m vfll:! . . c/i<IB '3~ ~<ITT vf1,T 311Wc!i -ltWT ~ vIT1I ~ I iJC@tl ct>T<lmT '1m 

~ iJrn{ ~ 3fQfem c«~ ~Jfm t I ~ ~ lRW cfil Ull-i'{4cfi 'g;rr ~ ~ m; ~ ~ ffl ~ 
3l~ cfi ~ cm· ~ a'1T ~ ~ I ~ ~ -me:IRO'I 1lTlfT if>T 1nlT1T f.\rl:lT ~ I Every answer shall be 
given in a narrative form except where numerical grading is to be awarded. The space provided ln~lcates 
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. 

S. ~ ~<l1"6!T ~. "'1~q,'f ~ ~ ~~t. qtf cj;~ 1l 1ft qtf if W~ w.r~ 
B!Ri mq.rr1 ll1G' cm{~ ~4kr4'H ~ct;~ 'fm ~ ~ t. m ~ aW" ti;~ 'fm ~ ~ 
cfi ~ (!1f ~ vrrqt)- I <PT1f /cWl -zyff, ~ 311!1<f>lf~l(f fflT ~ ~ ~ w.r ~ ~ ~ ~ I The 

Reporting (!)fficer shall, in the beginning of the year, assign targets to each of the officerB will report to whom 

he/she Is required to report upon for completion during the year. In the case of an officer taklng 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 otflcera concerned. 

"· ~ m-~ ~ <P't ti; 3@ . if f.\rl:lT vJ@T t 31n 'li8' 1'fR<f mrm ~ if>T 1«f> '<f>ITTi ~ tr<Pm 
t 3Tcf. ~ ~ crra ~ cm ~ ~ q-q <ITT-4-~ if>T ~ crr-tT '<Tr~ ~ ~ ~ 
$ llJUT?f ~ w-ir~IC"l<fi <fiGlf \JcJR ~ I Although performance appraisal Is a year-end f:lxerclse, In order that 
it may be a tool for human resource development; the Reporting Officer should at regular Intervals review 
lhe performance and lake necessary corrective steps by way of advice etc. 

r ~ 'i,('(licfi•lih'nf <ITT m; rn m mm fcl; cfo ~ ~ ~ <fffi ~ m <PT1f-~. 3ITTRUT, 
~ 3ITT ~ ~ '1ft ~ <'IT~ mR ~ ~ I It should be the endeavour of each appraiser 
to present the truest possible picture of the appralsee In regard to his/her performance, conduct, beh_F.r,1lour 
and potential. 

1:1 . <16 ~. ~q,"'f ~ vff.1 ™ 31~ <fi <ITTif..f.'rslr0 ct m -rt ~4~d'41'1 ~ oq; ift ~ m '11ITT t 
Assessment should be confined to the appralsee's performance during the period of report only. 

~- l'.16 ~ clft ~ t ~ 1 3le.rcrr 2 "'~ f!R1T '1ft ~ cfil. (~ ~ m ~ ~ 3lWfl -wrn n <fi ~) 
0rn~ cm ~ s~ tf1*t ~ ~ ~ f.\rl:lT urrq 1 ~ wm- 9 ~ 10 cfi n <ITT. ~ ~ fcmtt m ti; 
~ if 31tftr'cxl <rn'fllT vf11:! I 1-2 -3ITT 9-10 cfi ~ ~ 1-fTlfffi it~. 3lcr. ~ ~ ~ ~ 3ll<Ul.l<f>dl 

t 1 ~ 'Ira~ ~ ct; mtT ii ~ ~ <ITR -3ITT -wfim m ~ ~ cm 3ltA' 1'1li"4°1rdi'1 4i4ilrRt.if, 
TI WRf <R<fi ilt ~ <ITT -UITT ~ ~ I It is expected that any grading of 1 or 2 (against wor1< output 
or attributes or overall grade) would be adequately justified ln1the pen-picture by way of specific failures and 
similar1y, 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. 

l u q;:rc;i <r-,R /<[Gr,:;ii~ '$ ~ 3(IITTR ~ ct,\ 1f11r"!{ <t>,, ·,1; >fl!1vR 'ff. f;iyfe1Ftrn 11~ 4' fci,m f$m "111;7JT: 

For purpose or calculating average scores for em panelmenUprornotion, the fo llowing gr;,des will ba 

cons idered 

10 



,, ,, 

~ -cf'I ~ 3ITT .)~ itfttir 1JTW<6 ftm ~ f<fi'ITT fa,m ulFlT t 
AP ~Rs graded Grading Score to be considered 

8 3n 10 "$ <ITTl ~ 
Betvreen 8 and 10 Outstanding 

6 3---rR 8 ~ ,tfq ~3ltUT 
Between 6 and 8 Very Good 

4 3iR 6 cF .fi'q 3ft:UT 

Between 4 and 6 Go.ad 

4°B~ -
Below 4 -

Jzaru11/ NOTE 

~ ~ ffl1ml ~ m 11 f.lyfl'lfttct ~ cfiT tJRR cff-lT ~ : 

The following procedure should be followed In filling up the Item relating to Integrity: 

(i) ~ ~ ~ ~ ru ~ ~ !. m ~ m 'if ifc1flTI ""~1 

If the officer's integrity Is beyond doubt, ii may be so st~ted. 

<i~ ~ <mi oo t m llG <ITT mt=fi ~ ·. ~ ~ ~ P11-J1:fti1{ ~ Cpl ~ : 

9 

7 

5 

0 

If there Is any doubt of suspicion, the item should be left blank and action taken a& under: 

(T>) lfif> 3!WT ~ .~ ·.<:uf 'PT ~ 3ITT 'if1G' ~ ~ ~ ~ I ~ ~ -qqi . m'a l'J11:Rm ITT)i cfi ~ 
ffi ~ ~ <ITT 1ft' iruI ;ft "Gll"q', uf) ~ °fjf.lftmr rITTTrT ~ ~ cfiITTTt ~ ~ ~ ! I vfm 
~ <fn ~ cf>r.IT m ~ ~ ·<fil ~ <fivfT ~ ~ !. ~ ~ ~ ~ q;1 ~ 
~ f.'runi ~ ·;t; ~ ·~ i/i <linf <fiT ~ ii 'Q"llM l'f!nl'.rftf err mm.~ c$ ~ <fiU 
11ft wrr. ~ 1ft' ~ m1 , 

(n) 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 Repo,·ting i)fficer should stale either that he has not watched the offlce(s work for sufficient Ume to 
form a definite judgment or that he has heard nothing against the officer, as th~se may be. 

(«r) ~' ~ ~ ti q~ 01Pl't<IM mlf ~ m' ~ fl 'ITT 3T~ 'lft ~lfQr"!t'()I ~ 'fl t:'ft ·'fll~ ~ 
~ ~ ~ ~ fti:ni if rfR' <ft ~ 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 enby made accordin¢y in the Confidential Report. 

(11) ~ oo <PT s~ m umn t. m ~ our ,ft ~ ~ f?.<TT ~ rTT~ .,m mm :i1~ <fi'l ~ 
<ITT~ ~I 

(r:) If the doubts or suspicions are confirmed, the fact should also be recorded and duly communicated to 

the officer concerned. 

/r,J ~ 3Tjc@l mcmf * qR 011sit<lM, ~ ~ :nIT met s m 1 fl ~ qt?:c mm t . m ;,rP.nmfl m J1T<RUT 

<fi1 ~ 3finfT /fi <:'tm ~ vfAT ~ 3ITT ~ 'fR w~ (T<r) 0lh ('T) 'R 'l''Hf.'lf<! C m,r;f 'lil "1T'fi 
~I 

(rt) If as a result of the follow-up action, the doubts or suspicions are neither cleared nor confinni~d the 
officer's conduct should be w.'ltched fnr " furth"!r periorl ;ind therer1fhcr ;iction t;ikl'!n as indicr1ted r1t lb) 

::ind (r:) above. 

1 I 
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01rW<t> 11f"61l ~ --m~ ~tITTarR ~ ~ttl ~ 
Guidelines regarding tilling up of APAR with numerical grading 

li) i:_r~~ITT * ~ ~ ~ ~ ~1-1q_cfcf; om~~ ~ ~ 1R vrR 'i:Ti~ 1 
The columns in the APAR should be filled In with due care and attention and after devoting 1dequatt, 

time. 

1iij $ w~n cm vnm t Fcr> 1 3f~ 2 <P1 fcRfi ~ itw-r Cf)., (~ Tf1Z ~ <lT 11l~11:!m3lt <lT ~ 
~ * ~) ~3TI cpl -~~~~~~ fu;m ~I~~ WPTI g 3l2nll 
10 rt -¢s cpf ~ 7TIZ ~~ cpfl:jf ~~if~~~ I 1-2 3fl!.lcTT 9-10 ~ :i@ ~ 
1WR11 it~ vrnM' I 3lc'f: '3rfcITT ~ ~ '1JR .~ ~ t I~~~~<$~ 
i't ~ ~ ~ 3m 'Wflm !.llf?lcti1Rm cm 3rCA Ptti::i 011~ ~ wfr cti4tuR in <$ ~ 
~'cfix~ctrvlT-fi~I 

~ iii) 

It is expected that any grading of 1 or 2 (against work output or attributes or overall grad~,) would be 
adequately justified in the pen picture by way of specific failures and similarty, any grade of 9 or 1 O would 
be Justified with respect to specific accomplishments. Grades of 1-2 or 9-10 are expecte;j to be rare 
occurrences and hence the need to justify them. In awarding a numerical grade the reporting and 
reviewing authorities should rate the officer against a larger population of his/her peers that may be 
currently Wllrking under them. 

~3ITT cB° 8 ~ 10 cB° ~ cBJ iJwT cpl '~" lfRT uITTP1T c'RlT 'fL-c:flcfi~UI / ~ ~ f~1! 
~~~7TURT~c5~9~~~, . 
APARs graded between 8 and 10 will be rated as "Outstanding• and will be given a score of 9 for tt,e 
purpose of calculating average scores for empanelmenUpromotion. 

(iv) ~~~ 6 nm a cfi '#fq ctr uwr ·~ 3ftm'' lWfT uITTP1T om ~«ci; ~ 1 3lcP RT! ~, 
APARs graded between 6 and 8 will be rate:d as "Very Good" and will be given a s~;re of 7. 

tv) ~3ITT ~ · 4 elm 6 cf> '#fq ctr~ "3fc0f' lfRT uITTP1T elm~~ 5 :C\lcp ~ ull\f'l I 

APARs graded between 4 and 6 will be rated as "Good" and given a score of 5. 

(vi) ~3fR "$1' 4 ~ q5Tf '$T ~ ·~· 1lAT vmrTI I 
APARs graded below 4 will be given a score of ·zero·. 

~-PA cpif ~ ~3lR ~ ~ ~ -M ~W'1T '$ ~~ it ~ I 
Guid~lines regarding the colour scheme to be used by different grades of IGNOU while filling up their APAR to,m 

qJBf 
Yellow 

~ 
Blue 

~ 
Pink 

~ 
White 

Cream 

~ 

Green 

~ 
Grey 

~~ 
Joint Registrar 

Btf-qj &l ti Rl q 
.:, , 

Dy. Registrar 

t1!514cfi ~~ 
Asstt. Registrar 

31:fITlT 31ffllcpf~/~ 'ff"'@T<p 

Section Officer/Sr. Assistant 

~ fl614cf> ~ ~ /"ffiWrcf> 
Jr. Asstt.-cum-TypisUAssistant 

3lln!Bfclcf> /frrvfi t16lllcf> ~-~ ~~r<fl ~rnrwn 
Stenographer/PA-II/Sr. PA 

a cfi~')ct,') m 
Technical Cadres 
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