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FORM OF ANNUAL PERFORMANCE ASSESSMENT R
SENIOR PRIVATE SECRETARY/ PRIVATE SECRETARY/ STENO GRADE ¥/ IT WORKING
IN THE OFFICE UNDER CENTRAL EXCISE BOARD OF EXCISE AND CUSTOMS

ST 3UE o 3eUE U i o faee & ST aRe sl wfdea) s afea /
srifafen Aol % e SR fsaes Fodre Rec

OO ROOOTRUTOUUUROOUUROONE - - 1= B3 T B 7 o A T I e
Report for the yearfperiod ending ...... ... oie i e

Teee T

Personal Data
AT~ |

Part-1

{Farera s & FEE e T S §RT IR Se)
{To be filied by the Administrative Section of the congerned Ministry/Depanment/Office)

2. | oo T RAAEAY odocd e (TR B cvveerrvssssermsssesnmeecseeseesenssessssisssennanies
Date af birth (DDIMMAYYY) ....do. oo (in words)

Designation oTpost held ..o e s

4 | gowe 93 F Pew Bgfe & el [ 1O T e

Date of continuous appointment in the Date ...t Grade ....coceeenne
present grade

5. | 3w el & AW IR ueene o | 3R @ &, 3R are, Bed s w
o Ao sanr & 2 weae £ 1 | Name of Officer Date from which aitached

Name of Officer with designation with
whom attached during the period —under
report

B. | % & dhvw e uReror gemf oT @A
& Fer O F ey #osely

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

i e ——
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Part 2 -~ SELF APPRAISAL

(39 3EER gRT awr e, fonhr R ol s )
(To he filled in by the Officer repo:_ted upon)

{F7ar YRREAT 6T & TE AT T EARYES 95 )

(Please read carefully the instructions befare filling the entries)

PR . SR T a7l & dRer e qRr fee e Frt W@ g
(@ g 100 =gl 9% WA g TRW

Brief resume of the work done by you during the year/iperiod from ............. t0
{The resume to be furnished shou!d be limited to 100 words)

2. I d A A, oot weea et SeaeR St WY gt 3l S s @ T @

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

L

3. 39 FEf A W & R0 39F g BT v et #F w3k s SR, afr B e
T HET T T
Please state, briefly, the sherifalls in your input and reasons therefore, if any.

4. FUU FAC B FAT qEE FAUS af $r ame weoRr daeh aides Reeh foe ate
3, FAVR 9§ F AT §F 31 Sl G iRd & & a5 fr | ARy =8, o R aftw
&G 61 TR & S |

Please slate whether the annual return on immoveable property for the preceding calendar year
was filed within the prescribed date l.e. 31* January of the year following the calendar year. If
not, the date of filing the retumn should be given.

= / Place :
f&etiF / Date: 30 AUH & reanw Bredr Rad B s
Signature of the officer reported upon

&
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Part 3 - APPRAISAL

1, Far Fe Rraer arer 3Rl smr-2 F Re aw Rewer ¥ weAad &7 afy 79, @ swaga
o W o ¥ 3 s = anor §7

Does the Reporting Officer agree with the stalement made in part 2 7 If not, the extent of
disagreement and reasons thereof.

2, memmmwmmﬁmmwﬁwmwn
S 1-10 SARY W A oifew foral 1 o areed fevsa® s O s 10 =7 aeed 3saad FI
AL

Numerical grading is to be awarded for each of the attribute by the reporting autherity which
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.

(o viaiEr awet & qF et o vamgds vy

(Please read carefully the guidelines before filling the entries)

() f&T 317 H 1 i (FW BUS & aweiE 40 wfee 29l
{A) Assessment of work output {weightage to this Section would be 40%}

e / Grading

) B I
Quality of work

i) SHawilE el w &

Level of professional skiil

iii) I IR AT AR AR FEER R R RS F Rreawsiaar
Trust worthiness in handling secret and top secret matters and papers

v) R s & v At o, arieer o & T s
TSI Sl el

Maintenance of engagement diary and timely submission of necessary
papers for meelings, interviews, etc.

TFT 9T FE B gHT AR W v 4
Overall Grading on "Work Output’ [i to iv] /4)




@) daRee oIt T Hediw (FH TS HY dENe 30 v gem)
{B)Assessment of personal aftributes (weightage to this section would be 30%)

X | Grading

) T & ofa 3R
Aftitude to work

i) FfeHeT, IegHar

Intelligence, keenness

iif) 3@1’1’-&? AT [q4AT
Maintenance of discipline

vy Torfedrsraer
Sense of responsibility
v)  wemMNe ke

Communication skills

vi) S AR S L FEaar
Ability to work in team

vil)  TAG-TAT T GTel Fet 1 Taar
Ability to meet deadline

viiiy IR #F M fAaar 3t o aedr

Regularity and Punctuality in attendance

*&aftnen Ioii” T wEr SR (i viii] /8)

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

(1) FrAcHT TR FT AT (38 TU3 H awang 30 s gem)

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

Hife / Grading

) Al SR ¥ gavr o R

Proficiency and accuracy in Stenographic work

iy  3ferdaRee geaey
inter-personal relations

iy —HAwTT SETar

Coordination ability

v} TIAERY W, 95 3N el O AT Fe 3R HRIQE W ard e
SHAER- TR
Effective liaison, Initiative and tact in dealing with telephone calls & visitor

"HRITCHS T T THT AL [ T iv) /4)
Overall Grading on ‘Functional Competency' [i to iv] /4)

fewoly: waar ®fe & 91 R F T #, gES F udF wp F g 77w F A5 w0 maia
At

Note: The overall grading will be based on addition of the mean value of each group of indicators in
proportion to weightage assigned.




AT | GENERAL

HET-4
Part 4

1.

Sietel A FOh {SET F ang

Relations with the public (wherever applicable)

(e S By Hilrly o wia AR TAr st & o sad anfmie o foaeh 5
{please comment on the officer's accessibility to the public and responsiveness {c their needs)

2. OFeToY (o At A e S wee E agn & wEAeT Wi i e w9
Training (Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer}
3. e dr R
State of Health
4. Tt (3 £ awafem | frogeh wY)
Integrity {Please comment on the integrity of the officer)
5. frt Rroet o AR g et & gpa aet s w VR, sReR SwiRel, FEeqet wRET iR st
it ¥ o ¢ afea sak wAw ot ¥ weew & 90T @ 3w (e 00 et @)
Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer including area of
strengths and lesser strength, extracrdinary achievements, significant failures and atlitude towards weaker
sections.
6. v & a3 d wum F, @ MR T H & aF awle & FUR R 10 F SR W TR SieThE SR
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-Il! of the Report.
R R aw 30wl & geanR
Signature of the Reporting Officer
VU PIECE ! vererrssrerensaes TIE G T T 1 e rneseemnees
Name in Block letters: ........c.c.oviiier e
UEATH © .oevivirssisserivtne s cnnerama s rasasnrnns
Designation: ........c.cooeicieei v
Rt/ Date : oo NOrE & 3afd . e
During the period of Report: .......cocooenneenee.

s
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HEA / INSTRUCTICNS

ain e Ao R v Ageaqt aems §, T Al & SR S gries w6
e 3t sud #Nw & I B WEAT & WO A Wl SR SEET § | aF HOeRY
Ty R Rl s 3@ & ok R R ot and el = ot Rneard & w oW wet A e
Rrrdart fomefr nfee

The Annual Performance Appraisal Report is an important document, it provides the basic and vital mputs for
assessing the performance of an officer and for his/her further advancement in his/her career. The officer
reported upon, the Reporting Officer should, therefore, undertake the duty of filling out the form with a high
sense of responsibility.

mmﬁmﬁMaﬁwmmmﬁ;mﬁWMWmmtmq
el ARl Wl #1 arae W | T v R et A ui ol 3, o v Remenes i d )
ReiE Tt o il 9, T aftwl, Rl Ao falt o 2, & ot oo, 30RR sar @ T
e 1 FAE 3ot RAE  frRee A ¥HT T T TRY Reporting Officers should realize that the
objective is to develop an officer so that he/she realizes his/her true potential. Tt is not meant to be a fault

finding process but a developmental one. The Reporting  Officer should not shy away from reporting
shortcomings in performance, attitudes or overall personality of the officer reported upon.

¥ A FHiRE e At i wr e sl S R 1 RS @Y afeew dit e e S0 ok @
A o R A TA Tew WY WY weE: gar 9 ST |

The items should be filled with due care and attention and after devoting adequate Hme, Any attempt to fill the
Teport in 2 casual or superficial manner will be easily discernible to the higher authorities.

T ST aviereAd 9 3% R S | e 3 eiees et ST AR & Sl @ | Sueey awarn
mmmﬂmmmgnﬁmmﬁmﬁ@mgﬁmm%mmm
aﬁmﬁm#mﬁaﬁﬁ#mﬁwrwmwmwmﬁmml

Every answer shall be given in a narrative form except where numerical gradings 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.

Rt Ras aer e, 57 siteil By Rt el ol &, & ot & 43 7 of F o R oy ey
T W | oy @ aRemd Rdeite oF ¥ Rv T o2 e § W 2w e 5 Y T4 92
TRk & W 97 fae one | FdjaeT o, @eite sl g FYe T € W ot aee o
LU

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers to whotn 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 assumpion of the new change. The
tasks/targets set should clearly be known and understood by the both the officers concerned,

wafy freaes gruiast o & T @ T aneE & O T T uE AT ORI RS W 6R e
T wH E, A RE oy ary sl A PR R W Freaen 9 Apdien ST mRe A
TE TN F ACIH F FURTAF TEH T WRE |

Although performance apptaisal 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.

Vel FEaibene W AE WA Qe AR B o i R omt o s & wrifreare, s,
AR MY T Y 3w IRERE TR W

It shouled 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.

TF AFAEA, FEia T TR A 3R & FEfeaes & o & Rueiler safr aw & d der
g |
Assessment should be confined to the appraisee’s performance during the period af report only

u:ma?rarm;ﬁnmzﬁaaﬁmaﬁfamr,(ﬁsvmaﬁmv;wmm&s%ﬁm
ﬁahm*m#mm#mm#mﬁwmm|s'mm9aar1oan)3m'r,
frr o R Fnf & W6 A R s g 1 12 % 9 AR 0.0 & &5 e el & oW, e
S ST T A s € | wifed iy B = & e F RO Rrad o v s ae
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10.

W N B I FHORE, T3S Ao w e @ § B s o wea B g & AR e
T |

Itis expected that any grading of 1 & 2 (against work output or atiribute or overall grade } would be adeguately
justified in the pen picture by way of special failures and similarly any grade of 9 & 10 would be justified with
Tespect lo special accomplishments. Grades of 1-2 or 9-10 are expected 1o be rate occurrences and hence the need
to justify them. In awarding a numerical grade the reporting and reviewing authorities should rate the officer
against a large population of his/her peers that may be currently working under them.

o gAw/mE & Riv staasr was! f o w6 & wiee 2, Bl 0 ur fem fea
SleaT ;

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

sl 10¥ S
Between 8 and 10 Culstanding
63T 8% drw [ I
Between 6 and 8 Very Good
4 3% 6 ¥ A kL)
Betweend and 6 Good
49 -
Below 4

Boof  NOTE

wrfEr ¥ H@eilT A 1 RA F DRRT aimr | aEe wer ai
The following procedute should be followed in filling up the item relating to inleptity:-

af HEER Hr woafar @iE F 0¥ ¢, O s A |
if the officer's integrity is beyond doubt, it may be so stated,

Tl o WiE &, wE W A 9% @ e ak

FeRm g A =

1€ there is any doubt of suspicion, the item should be left blank and action taken as under:

{¥)

T 3 I ool Zot B o iR ag A wberd & 9w | Rorod f o whY e ROR & e
ert afgan JOFD w M I & o, W 9 g ST B el sl o H oo &) o
A B GAOT e A qw Rl @ Wiy Fen @ww a4 § AR afed v qRe Wt R
T Ry F F B AiEh & w A G F wdw ww Al s aed & Rew g
AT A, Sl ofr RuRY 8y ) ..

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 actior 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 thathe has heard nothing against the officer, as the case may be.

(@ af, st wrterd & oRommeey H@iF g @ oW E afewh fr anfenaEe w0 ol s

()

TEEN v ARy weeda {ed F e & aw |

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

uﬁmﬂgﬁﬁmammﬁmwmmmm@.mmﬁTmﬁam
& m

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

mmmﬁmm,mqaaaatmagfmgﬁmam*mm
3R 3t & SR A s wfev ait sEh a S (@) AT () W AR etard B aRe

If a5 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.

(7@ ANAY W ST A W 51/4/84-FUL(F) RARF 21.6.1965)
(Ministry of Home Affairs Q.M. No.51/4/84-Estt. (a} dated 21-6-1965).
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