qRAY Y Seu IREG @ fIival ot afie
PRI Feuida e

Annual Performance Appraisal Report for

Officers of the Indian Council of Agricultural Research

ferolt wfea

Private Secretary

ks Tele

Personal Assistant

agferfis I — i

Steno Grade - I




HBITT, FGITT /T ..ot

|.C.A.R. Headquarters B I SEIULE v re vttt ettt et s it e ettt e b s e e e e e e e e re e ee e e e e v e,

U904 / Form

AR Y e aReg @ fofl e, Sfems Ter ok ameferlia IS - @
MG BRI Teaie fided

Annual Performance Appraisal Report of Private Secretary, Personal Assistant and Steno Grade ‘D’

of the Indian Council of Agricultural Research
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ERIGEICIR

PERSONAL DATA

HIT -1
Part - |

(Frarer / fawmr / draters @ Wfe weme ST §IRT ART )

(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

IR 10 1 —

NaME Of the OFfiCEI ... e e

2. | 5= ol (e /w8 /a).......... / i / o (ST ).
Date of Birth(DD/MM/YYYY).......... fo. ... [oiiii, (In words).........

C e 1 T ——
Designation of postheld.........cocvviiiiiiininnns P P PPV VPPV VYVUPVTTITTTIITIIIUUTE ..

4 | g ug W Waq Mgfed @ aka CR I L T
Date of continuous appointment in the Date.......oevvvviniinnnn. Grade............c.con...
present grade . _

5 |39 e @1 AW &R UM frwe | ARER F1 TH AR aR, e ddg ®
Ty ECIGICIG) oy & TN GEE ¥ Name of Officer & date from which attached
Name of Officer with designation with
whom attached during the period under
report

6. | af 3 <M ged, uleT st W @
@ BRY gYSI 4 IrquiReIfa @ arafer

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




q - 2 -
Part-2 SELF APPRAISAL
(39 AERT gRY w1 W, forerant Rure fordt wer @ )
(To be filled in by the Officer reported upon)
(SR 71 e ) T SR @ A 73 )

(Please read carefully the instructions before filling the entries)

L o L A % 99 /@ & IRM &Y U FrEt B AR g9
( wifére ger 100 W s < @ ARY)
Brief resume of the work done by you during the year/period from ..................... [ (o I
(The resume to be furnished should be limited to 100 words)

2 FYA A 7 U, R ARqel ek SURraT W& # 3R I AUt T ATeH <@ |
Please also indicate items in which there have been significantly higher achievements and your
contribution thereto.

3. U BRI B IR D oI D gRI By MYy A BRI AR ST PR, AR PR 2, BT WA H |

Please state, briefly, the shortfalls in your input and reasons therefore, if any.

4. wua Tan & @@ qEdad Felvey a @ IEe R wadl afie faavelt fFra an s Fevey 9 @
qC B 31 FAI P qIaet x &f 73 ff | AR TE, A1 ol IR A B AR < |

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

WU/ Placei-....coveoveeeeeeerareennnn,
feHI® /Dated:.......vooveeve.
99 AR & gwaer foraar Rurd fordt S 2

Signature of the officer reported upon
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Part-3 APPRIASAL

1. 7 R forem aren aifdrar -2 ¥ Ry v R & wewa 27 afe 78, @ srenfa fw
M1 7@ & SR 390 &1 R &7
Does the Reporting Officer agree with the statement made in part 2 ? If not, the extent of
disagreement and reasons thereof.

2. R fore arel RSN gRT Yeie v1/foRiwen ot Wikaar dife @1 fuiRvr fman smem

W B 1—10 @ TE ) B iRy e 1 @1 ared fream e | 3R 10 @1 ared
I PIfe W B |

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.

(@ wfiftedl w1 & qd fRen-fcel ot egds 3)

(Please read carefully the instructions before filling the entries)

(@) v U T @ e (59 @S @) aReie 40 wfowra )

(A) Assessment of work output (weightage to this Section would be 40%)

HIfe / Grading

P BT U

Quality of work

i)

TP DI BT WK

Level of professional skill

i)

T AR RAC Al IR SAETGE R S SR H fawawaar

Trust worthinessin handling secret and top secret matters and papers

fafrae SR 1 YEREE 3R 309, FRIR e @ ol Javs
ARSI H‘(g(‘l x|

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

oy e W G D (@ [i § iv)/4)

Overall Grading on '"Work Qutput' (Total [i to iv]/4)




(@) Jafddd Ui BT Tedied (30 @S o doig 30 Ffoerd &)

(B) Assessment of personal attributes (weightage to this Section would be 30%)

®Ife / Grading

LR R

Attitude to work

iy g, IgF

Intelligence, keenness

ii) SRR G X
Maintenance of Discipline
iv)  foTeEI @ 9

Sense of responsibility

V) TRV BHIYTe

CommunicationSkills

viy Gol A PTd XA DI e

Ability to work in team

viiy AU BT IO XA DY ARG

Ability to meet deadline

viiy  gIfora # fafiar iR T uee

Regularity and Punctuality in attendance

TP TN A e AR [| ¥ viii) /8

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

() PrATID TETT BT HoATHA (S W B AXoNE 30 Fferd &)

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

@ifc / Grading

L GEEEE RSO E R

Proficiency and accuracy in Stenographic work

iy  ofddafdds TRy
Inter-personalrelations
iii) WA Jrgd

Coordinationability

V)  WIEABR) TP, e AR fIBH W 91 FR AR AFTH W a0 B
% FAER—FHErer
Effective liaison, Initiative and tact in dealing with telephone calls & visitor

DRAS ST 3w ar ([i ¥ iv]/4)

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

ot T ot & T 9 B I H, YEH B IS WE $ AT [ B T8 W mRa anfh

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



WM/ GENERAL

T — 4
Part—4
1. U1 @ 6 WO (S HE A 8)

Relations with the public (wherever applicable)
(ST i SmavaEHA P Iaedd G dfrET @@ afrm w g e ¢ )

(Please comment on the Officer's accessibility to the public and responsivenessto their needs)

. R (e vt @ e ik ad e ¥ o ofs wR o 3 7 9 ofe @ o uRRm @ R R #t)

Training (Please give recommendations for training with a view to further improving the effectiveness and capabilities of the
officer.)

. ey o1 Rufy

State of Health

TG (v @ i weafer w Rl #)
Integrity (Please comment on the integrity of the officer)

RO o a9 SeN gN S9N 3 ge0 0 O 9 T, SR U, ARy o o

FHAR T @ R W9 e WD G MO0 B Wy A IRA BT ABE (e 100 7= )

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. RUICTUM-3D TS P, G A T H & T3 AROINE B IMR TR 10 $ YAM TR GAT GIRADIT PIfc

Overall numerical grading on the basis of weightage given in Section A, B and C in Part - 1l of the Report.

Ruié foram arel e & gwier

Signature of the Reporting Officer




(i)

e HUF F o FAERE, @ 3wy I W R E B oow af qow & g 7 AR wen
LU

It is expected that my gradingof 1 & 2 (against work output or attribute or overall grade ) would beadequately
justified in the pen pictureby way d special failuresand similarly any graded 9 & 10 voul d be justified with
respect | o special accomplishments. Gradesd 1-2or 9-10areexpected to be rareoccurrences and hence the need
to justify them. In awarding a numerical grade the reportingand reviewingauthorities should rate the officer
againstalargepopulaiond his/her peersthat may becurrently working under them.

10. o T/TEr & U dtaae et f TR aE F e 4 R 33t @ few S

AT
For purpose o caculating average scores for empanelment/promotion, the following grades will be
considered

i, CH TR S R arte, T W Rar fwr s &

7' Uil APARs graded Grading Seore to be considered

gR 10 d I 9

Between 8 and 10 Outstanding

63 8% dra T I 7

Between6and 8 Very Good

436 & & e 5

Between 4 and 6 GCood

43 A 0

Beow 4

e | wo0T Ao @ e F Peraf@e afvar @ e e g -
The following procedure should be followed in filling up the item relatingtointegrity-

afr ity Hr aoafer g & o @, 0 aFEr A |
If the officer's integrity isbeyond doubt, it may beso stated.

afr @ wiE ¥ 7E A @ o3 Rw o R

PR #rerd & s

If thereisany doubt of suspicion, the item should he |€ft blank and acti on taken as under:

(=)

(@)

@

s Yo T ool 75 f s MR @ H W & v | Togoh & v ey Aot 9 & o\
3T aREaR A @ o O & e, S ag qfARE W B seEdt FeE o f o @ S
FA@E F FAOT Few T g Rl # Mg aver v 7@ ¢ Rt sRed o ghe e
geaw Ay aa & Qe 3Red § &1 & @ F ofw e af o @ sE HREh & R
gaw g1, Seh o Reufd e

A separate secret note should be recorded and followed up. A copy d 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. Whereit isnot possible either to certify the integrity or to record the secret note, the Reporting

Officer should state either that he has not watched the officefs work for sufficient dme to form a definite
judgment or that he has heard nothing against the officer, as the case may be.

o, yeact witad ¥ ofommaer @ o 9§ el & aRemena w ah ol sk
mmmm&#ﬁwa A |

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

ﬂ%#ﬁgﬂgﬁ?‘rm&mﬁ%ﬁww%ummm@.maﬂﬁmﬂmﬁﬁm
& s |

If the dnubts or suspicions are confirmed, thefactshouldalso be recorded and duty commuricated to the officer
concerned.

TR yead! FReT & aRvmrey, §F o A6 € & IR A & 3Ah R greh &, ATUe F STRe #@
3Tl 3t & ZReT dar e wRv i 3Es wE 3w (@) iR (M) o anfRiEe sdad & e Tifpe
If asa resull of the follow up action, the doubts or suspicions are neither cleared nor confirmed the officar’s
conduct should bewatched for a further period and thereafter action taken asindicated atb) and (C) above.

(g TG W FRAGT TG H. 51/4/84-FU1(F) ReeA® 21.6.1965)
‘J(-gdiuishy of Home Affairs OM. No.51/4/84-Estl.(a) dated 21-6-1965).



2% / INSTRUCTIONS

aie Aeqes Hedida ROE ve #gcaqyt avms 7% HEl & SR w A w6 §
ﬁvﬁﬂ*ﬁﬂ?ﬂﬂﬂmtmwmmmﬁlm:wm
Sah Ra el or @ & AR R0 ol 9@ o 3OS & o el & 7 39 o @) s &
forwarly fawet arfde |

The Annua Performance Appraisal Report isan important document, it providesthe basic and vital inputsfor
assessing the performanced an officer and for his/her further advancement in his/her career. The officer

reported upon, the Reporting Officer should, therefore, undertake the duty d filling out the form with a high
sense d responsibility.

Rt Rrma oy et ) a5 Heww & aRe & HE ey AED @ REw = 8 A w
O areafds Fravd F g o | 37 vE R g anh wikar ot 3, afew v Remmens wie b
Rt frwe o 3h B, 30 #Ed, Gad Rad B/l T & § e fsuea, yReR e gEa
eufiiea &1 AT HoeA! Ao & s ¥ #99 A¢ 1 R Reporting Officers should redlize that the

objective is 1 develop an officer 90 that he/she redlizeslus/her true potential. It is not meant to be a fault

finding process but a developmental one. The Reporting  Officer should not shy away fiom reporting
shortcomingsin performance, attitudes or overal persondity of theofficer reported upon.

¥ 7 wafad tue ¥ AR wfiw T & s Sl afge | R @ wrsfRtes o amar ol k@
T I F Fs Nt g 3= HwREl Fr w9eT gar 9@ s |

The items should befilled with duecareand attentionand after devotingadequate time. Ary attempt to fill the
reportinacasua a superficial nanner will be eesily discernible to thehigher authorities.

TAE IW AERE 70 A R S | FEe 58 oiseR T weacEs At & S §Y | 39ney aardn
T we 3aT A anfie s e @ ) el 3R 9Eeet & s I S0 R A SR Red e
a e & TE ;T &7 A e ) grew S wuRer smer Fv g B s |

Every ansver shall be given ina narrativeform except where numerical gradings is to be awarded. The space
provided indicates thedesired | ength of theanswer. Wordsand phrasesshould b¢ chosen carefully and should

accurately reflect theintention o the officer recording theanswer. Unambiguousand simplelanguage may be
used.

it r@a arer 3, 30 FRED el RO @ o 8, & af & oF # af F Q¢ v o aw
w87 e | o #R awd Ndefts o & R aw o aevear L @ 59 aW® & ARg A1 92
TS & AT a9 U o | e/ e dEfte aftefat g e v @ e i aeer o

=T )

The Reporting Officer shall, in the beginning of the year, assign targets to each d the officers to whom he is
required to report upon for completion duri ng the year. In the case d an officer taking up anew post in the
coursed thereporting year, such targets/ goals shall be set at the ime of assumptionof thenew change. The
tasks/ targets set should dearly beknown and understood by the both the officersconcered.

ol s Aeaids af ¥ §AE fW aen aErw § AR O9F 6 ag Ama deve REm @ F aRE
T wHhar 8, F RO P @ aferdr  Pefde seaw ) Feaes o Aeaiea s afie sl
T SIS ¥ ATH & GURIHS FTH 3@ AR |

Although performance appraisal is a year-end exercise, in order that it may be a tool for human resource

development; the Reporting @fia@ should at regular intervals review the performance and take necessary
correctivestepsby way of adviceetc.

WAF FEaEEd § AF SO QA ol B aF geeiea B o gt HUE & srifaedre, e,
=g 3R WA 1 M qurEE araRE TER TR #Y

1t shnuld he the endeavour of each appraiser to present the truest possible picture of the appraisee in regard to
his/her performance, conduct, hehaviour and potential.

g Hedime, AeAHA U ITA o HUEN F FEfAeEa & an F Aot el aw & @ @

iR |
Assessment should be confined to the appraisee’s performanceduring the period ot report only

g sl A ol & B 1 awr 2 & A o AR @ (Beu v i srwar U ver wET AR & W)
oty widal & AreaA ¥ Ot s ¥ odig w9 @ AR sgEr Sv | S wER 9 awi10 F A3 @,
o oo Yy Frt & GEu F MR s o | 12 F A3 HR 910 & I3 e AAAET # g
e MR qanr @7 ImgEar ¢ | @itad ¥ R F F @@y F ol Qe e ik wier 5@



