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BT (Fraresiof)

93 SRR &I BIRIBR] ATBRT

" S e R e
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g.  “TE-3" Aile AU “HRIYeIHIT  IEdies” [ uaEEa
ANTE3Id a1 A “URRTE-§” 78 Seedl 3ed.

g,  “Me-g" g “Te-%” A ARBRI g HHAR] AT MY fgdles G0
e ol Q. 9.99.2099 3 A8 dosedn TR AT J=Ifosdd dgdigar
fesfugre Irda.

4. Fex 3mad fAofy He RS Q/ATHTT www.maharashtra.gov.in dl FhARABIAR
SUHE HRUYT ATAT Y T AU Hichelih 09902029§939§200 3T TR BT
3 ol feshie s wameri Amwefifhd $o7 Hrevard Ad oTR.

HERTSET TSI T SSIMTAR d G,

Digitally signed by Mukesh Khullar
DN: c=IN, o=Government Of Maharashtra, ou=GAD,

M k h Kh I I postalCode=400032, st=Maharashtra,

u eS u a r 2.5.4.20=6481e097db98eaae8b0580130544ebced12d1
340cea24fcd0132235fb0c544a8, cn=Mukesh Khullar
Date: 2017.02.02 16:29:15 +05'30"
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9. 713767, HERTSS. faeam=rayT I Aferd
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om0 w0
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I Aol = TR fmT, AT IUBheIR-9399/9.35.246/aRT, f3. 02.03.2090 Aigad
TRRdTe-31

TC “31” Ao 2AMHHIY ARIBRN JieArard] HRIYIHI A8dIh

Performance Appraisal report for Group -A Government Officers

HeIHTI ST DA - BIEs Gl o
(Appraisal report for the period from to )

1T 9 ( Section -9)

JRRATYAT I WRTIITAT HIfR < (To be filled in by Establishment section)

. Jfde BRIGIT=T TS IR A1

(Name of the officer reported upon)

. d (Cadre)

. ST feHi® (Date of Birth)

. eI Ug (Present Post)

. qegTed] yerer fgdar fadie (Date of

appointment to present post)

. RIS fAYT1/ ST (Administrative

Department / office)

. fded eI g g doTh AfTHRY AT Ui (Details of Reporting and Reviewing officers)

ATd (Name) YT (Designation) EARIEIE] (Period)

) gfoded  IrfdRT
(Reporting officer)

T qiaed ane

(Reviewing officer)

EERIALIE
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. Tfde= BToled IolT {10 RAN AU I T Ui (Details of leave and absence due to other reasons
during period under report) -

EARIEID] (Period) UDhX (Type) Remarks (ﬁ?’l)

D) X7 ( Leave)

@) AR BRU ([Gz1e B0 S D,
fTRa Tt IRgRT /BRIR. (Other
reasons (specify) such as

absconding, unauthorized absence,
etc.)

™

9. Ui Hrord gdodr uiRTeromar Juzfis (Details of training undergone during period under report)

o (Period) TR (Institute) I (Subject)
%.| UG (from) 9T (to) netiute Holee
q.
2.
3.

¢ R A= egArHTe Anfle guidd gfades / gAfdaied siferl wuH | fefdden
IR J/HegHA Jgdliesal quiles (Details of Confidential/Assessment  Reports not Written/

Reviewed, as Reporting/ Reviewing officer, by officer under report upto previous assessment year)

N HRY/ HHARY T A1 T
HTATAT (Period) EINCCRASICIOICE| o
3.h. (from) H (to) R ting/Review) g9 (Name and Designation of
g q; rom) - qéﬁi O eportin eview
porting officer/employee)
9.
Q.
3.
]. ATy ayT=dm . 39 WY IR a1 ATSHT fqavoras defid
TRIAT=ITdhs AR dodrdal f&d (Date of filing Assets and Liability
statement of previous year to concerned authority.)
&Ti® (Date) -
fS®IT (Place):- IRRATYAT/ BT JMfYHRY Il ATd, YSATH g et

Name, Designation and signature of Establishment /processing officer

PRI LR
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I - Q ( Section-2)

IR 8T (Self-Appraisal Report)

(ST ATIE G YRR IDT Blge T MBI/ HHART il ARTGITI] ATfEd)
(To be filled in by officer/ employee reported upon and reviewed)

9. gRUT hoyodl UgTdo hNT] a’q_fél—ddﬂ-lo)vql CARIERIISERIN| i?ICNUI (Brief description of tasks
required to be performed while holding the post) (40 3Tsq)

2. aIf¥e/ ufrderea dTaTafmRar B fAare amfr SRIRTE! (Work plan and output during the
year or period reported upon) :-

< (Deliverables) Tgel gl hesed eI
AP, | HRIGAT BT (Task oIl (Initials) HeI-qY (Actual Achievement)
(Sr. to be performed) (Mid Year)
No.)
q.
2.
3.

3. TYRTT / R BIATIRT IR TS ST $-4 HEATIT I SSRGS Afere quie (List 4-5 important
and noteworthy works done during the period) (A00 2T&qTd)

8. O JEIC YUl 8IS, ITh o ATeld, THIT AT TS (Difficulties faced in not achieving certain
targets)

TS ¢ Ut 9
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4. HIATHAT AT AUITHRIT ¥ 3MAZID dTed 3T URIET0md &3 (Mention areas of required training

which you feel necessary for higher efficiency)

T HITHTATIIEATST (for near future in service period)

o

SHBTS I AaAThTSTa TS (for long term service period)

&. STIUT UG MMTBRI TS el BT BRI/ HHATITHRIT AT
HTITIISTT TR Hes M8 BTA? - 81 / AATET (Have you prepared Annual Work
Plan for officers /employees for whom you are reporting officer ? :- Yes / No)

9. rfres qut=ar f. 39 AT IRIRT a1 ATSHAT fAaR o= Feferd Ifra=ares
ATER $S 3N B ? B/ AT!, TER Pod AN f&HTd) (Whether Assets and
Liability statement of previous year, submitted to concerned authority? - Yes /

No, Date of submission, if submitted)

ST (Place)

fadi® (Date) TG |al, A1d T ggqH

Signature, Name and Designation of officer

T ¢ Ul ¢
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HMT 3 (Section 3)
yfcrae i fosgTadmen egHId- rgdies
Performance Appraisal Report prepared by reporting officer

9. WY R HEY TH& BRUAT AT} e TAH AR JETATRN SATYU) HH AT BII? THIN,
Ay RIcIe3Td AfYTT TTdd. (Whether you agree with self-assessment recorded in part two? If not,

then state factual position)

2. IS SIS IR Urecsedl Hewdqul d SHEIT BHNAGHIT ATes WS AU SITdd. (Offer

your remarks on important and noteworthy works mentioned in self-assessment report)

3. yfoafed IfERY/GHaRT I AT BTHAT Fadid ST Tl Nez= ofg arfeurs
AV Rrdgsid AV Trd. (Has the officer/employee reported upon met with significant failures in

respect of his work ? If yes, please furnish factual details)

. T SIfBI=IT BTRILHAT AT fATATHRIAT JTa3TD RIS AT TRV 83T A8 Hd SETd B ?

(Do you agree with the skill up-gradation needs as identified by the officer ? )

y. BN/ HHART AT HTIYT, HTIGHAT T AT YUIRTEY AEdd . (Gradation on
works completed, efficiency and personal attributes by officers/ employees) {‘1—‘10 I1 FIfed N Teh+
éﬂ?ﬂﬂ?ﬂﬁ} {Grade should be 1 - 10}

FSRIALEIR
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31) HRIYIAT ( Work completion) (4777 so % )weightage 40 %)

(Accomplishment of exceptional work
/unforeseen tasks performed)

EISEES SIELIES eRICZIE
. Reporting (Review ey
Sr.No. Points . . _
Officer Officer) (Signature of
Review Officer)
9 | IRTIAR T S wrafe)
@?ﬂ (Accomplishment of planned
work)
R | Il HMETE GOl (Quality of
Output)
3 | POl I/ dRreay BH

BRI AT TCSHT TR OTH
( Average gradation on Work
completion)

q) AT UTARTCY (Personal attributes) (4777 30 % )(wejghtage 30 %)

EIRCES! ERIEICS! ERIERICE
RS RS R =
SrNo. torms Repértlng (Rel\new | ECIEE
Officer Officer) (Signature of
Review Officer)
9 AL ISICREIEAR! (Attitude to
work)
3 SRl SITofid (Sense of
responsibility)
3 HIAYRT i g FfeAed (Overall
bearing and Personality)
8 HTgf<eh ¥Jer (Emotional stability)
4 JdTE BT (Communication Skills)
& | eI 8 anTfoT aERie YD
YU HS3 (Moral Courage and
willingness to take professional stand)
9 W (Leadership qualities)

73 ¢ U@t 90
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foia preTaied B8 HRUITH eTadT

(Capacity to work in time limit)

AIfRI® UIARTCY I TeHTd
GRTERT UTich=T ( Average gradation

on Personal Attributes)

P) BT (Efficiency) (H7¥7% 30 % )(weightage 30 %)

A.h.
Sr.No.

I

(items)

PINCES!
AR
Reporting

Officer

ERIERICE
SIEEaN]
(Review
Officer)

ERIESIEE
BT
RELEN
(Signature of
Review Officer)

Haferd erre, v 9 yafed
FHRIvg, ATfac d=rET S Hdfera
AT AT Tg<l! I S
(Knowledge of relevant Acts/

Rules/procedures/IT Skill and
awareness of local norms in the

relevant area)

P IzTeaqul AT &9 (Strategic
planning ability)

g ORI O BTH BRI &
(Decision making ability)

SUBHRNST (Initiative)

JMUSTT BN HGE JUMT SN
MDY AR FH A0
&HdT (Ability to co-ordinate with other
government agencies in relation to
work.)

ETATNITS T3 HHATITT YN <07 SO
T fama-Td! &9aT (Ability to
motivate and develop

subordinates/work in a team)

HTIGAAT AT TCHID TRIART [UTeh

( Average gradation on Work
efficiency)

It ¢ UHT 99
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Y. HEfAT HHATITT Galc! g AREE e WA AW ST (FTHed AT AT

SIESEICIEREIRSHERY THa cb%lqﬁlcl) (Offer your remarks on character and integrity (if remarks are

negative, then mention instances)

&. STEBRY/BHHART I ThaxId egATI (SR ST 900 3763) (Overall Assessment of

officer/employee (Maximum 100 words)

Y oN o o o o . o o\ oC - o
YTHEY T d DT oy =T, SO A o7 feragi [, HIg AT d AN T TN TSI h [
T FHTI2T 3TATE]. (Include Strengths and lesser strengths and his attitude towards disabled persons,

women and Backward classes)

0. @Ffi ﬁ'ﬂﬂ%ﬂw EARERICIERRRIRARElN (?mﬁ?r HH %) (Recommendations relating to domain

assignment(At least 4))

¢ . UdaRId Ul (Overall Gradation)

ST (Place)
&I (Date ) gfide G |8l 719 9 yg=H

Signature, Name & Designation of Reporting Officer

T3 ¢ Ut AR
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HIT -¥-31 (Section 4-A)
STegTfrarRY/ fauri SIPES| I JIHTY (Assessment by Collector/Divisional Commissioner)

9. 3ffErpT=T =7a -
R.USAM -

3. fqumr -

8. edich BIATat -

. Hego! fa9rT afor fSeel WRTeRle e 3 #efles Td=uid, ARl ISl / BIIHH
SHGISiHEe BraTd eada -
* (ITSETIEBTY] SITTOT [QHT1 SITgaT d11ds SFSTTavly qIdervy FH=ry (a1 GiTd=vrird] gye

LR \ ¢ . PPN
D3] TIGTT, BIYPHH JI3]] Y19/¢ )
4. Assessment of revenue division and district level Group “A” officers in relation to the

implementation of schemes/programs of Government

&. UehaId T (Overall Gradation) -

{a-90 I1 FITQA I SUATT AT }

fSHIUT (Place) -
&1 (Date) - RregTirary/ i smged i w8t a 71

Signature & Name of Collector/Divisional Commissioner

Tt ¢ YT 93
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AT ¥-9 (Section 4-B)

gﬁﬁ?ﬁﬂv_ﬂ (Review)

gﬂﬁ@ldﬁ ST HT=AT AV (Remarks of Reviewing Officer)

9. YT Ffcrde SAfABTI=IT, Hefere sfferepr=areat SRIYT, BRI, ddfdie JorafRrey Jri«em
4T 3 7elles jE;iD&H HETT oy odT Hed TR A8Hd BT HII? (Do you agree with assessment
of Reporting Officer on work done, efficiency, personal attributes in part 3 of concerned officer?)

| 21 (Yes) | 1ET (No) |

. HgH AT U, JURTS g BRI eTdid (In case of difference of opinion details and reasons for the

same may be given)

3. SffABTAT YehaxId IHTY (ST SR 900 37eq ) (Overall Assessment of officer (Maximum
100 words)

T (Include Strengths and lesser strengths and his attitude towards disabled persons, women and
Backward classes)

g. TC I WG SN, AR ASE / BRIGH  AHSISauHds  Hrard
TR/ iR sy I dove) JeaHTud [I=RId HvdTd 31T} (Considered assessment of

Group “A” officers in relation to the implementation of schemes/programs of Government by

collector/Divisional Commissioner)

| ?I?I(Yes) ‘ T8I (No) ‘ W;[‘I'I%‘T(NotApplicable)

4. g'cﬁ?fi ﬁi@cﬁﬂ?ﬂ'ﬁ CAREPICI CRRRIARE] (Eb_’:ﬁ?f BT 8)(Recommendations relating to domain

assignment(At least 4))
9.

3.

®. YdhaId Ui (Overall Gradation) -
{a-90 T FYTG Ul AT AT, }

%_cb‘IUT(PIace) -
f&=Ti® (Date) - I @ Id MBI W1, 1 g 981
Signature, Name & Designation of Reviewing Officer
MY JEATSTT BTAThd Ud FHeT FASTH!, MUY SIS BAThd Ud A ferd R/ BHR) il ST
rofaedr™ 95 &. -
feip -
TR MR/ HHaRt I A1 9 =it T HERROT SRR AT Td, TSTH T ey

T3 ¢ UHT 98
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3 Ao, =T SRR T, shies : HIUHaIR-9399/9.55.24(6/3RT, T, 02.03.209 Higa™
“qRf3re-9~

R1SY TS I ARG HRIYeIHIIT 3EaTe (3 ZUITaIe! Faareor a1

9. WXAT9AT1

9.9 IF IS JHRAET GRFeIHIT JEdls 8 Heward] SwINasl 3178,
PRIYIHA BTG a0 ATHIT YIes [IHTAATS! 54 MMOT Hewaqul
Aifedl IUGY BN, IS FRd MBI, afcrde SR 7T gAfde e
SIS AT TR SR HRIeIHTI JTgars fofaor sazad are.

9.3 PRIYSIHAI IJEdTes (320 B Phaw JedaTa Uihar )L el &l g
freror I Frae HRvATSt SUgad e FBUE I 9TR STST UTelel,
gicrde AfABI=ATT Bl 7T GeTd oed! uIfest Bl, SRIqeIHI Agdieral Yo
Se2] BT BT IR DRI 3T IRIH SIvho- =T GARGT &I
A SA B, HRIeIHU 3f8ars 81 Afermdiss aqug e
SMUTUITATST TGA o ARG fAmRia wxvara Aregd o, donfy,  ufias
AR 3MOT gAMSIeT PP RT Il I BAETse  JARTHI
BRI AJEdTS) (ST el HHANRIAL S, arugMeles fdhar Yhasid

RIS ST SRI I BRI UM 318,

9.3 HRIIATI JEATAT] Hd IHHLTS ATS & 3713 Hlooiydd ARl a
ATATST YR I DISTdl. HIRIFSIHIT AgdleMeles Afedl 8 Febrasiiqo g

(al ON L (N C C
NI Ug - HIUYTT ATeUTH SERSSIEIRESAREERIRS g d.

9.8 BRIFIHIT 3TEaTc) 81 quied] 2t Yol HRIGITH! HishdT 3_7cdt ¥l AT Heiferd
Mferp=ITT erdid M 9 emazad O URIU SuarSt a9 AHd AT
IHAARTST TET 9TIR HRAT 14T, T e ARG Il SIAo e
DT BB STl HUATATST M7 AHR 3fazqeh T LR
HROYTATS! TYHRTT SRIIH BISTIEaR Yodel Harg Aol azdd M.

Q. HIMT-9

.9 T URRIEMS A & TR SR/ BRITGITT AEhRl JAfH=i]
WRIGITE 3178 . RIYIHATIATE Bl Tae] FYvf ufcrda ay Foroid 9 TS o 39 4rd
fhdT guidiics Brel AlR=grT ({9 AfGITve Af¥d) Y b, Sieal lkrdad
BTG BT YU JYHRTIT S BT Al YSIBYHT TG BRIET; I&T.3009-300¢ .
Sieg] gfdaTdT Bl 81 Ueb quiUel Bl 3RYcs degl Ufided & Sedrd g
Hueard fadid THa HR1dd, Ia1. f3.90 R, 009 T 39 ATH, J00¢,

T3 ¢ Uat 9y
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PR

3

.Y

3. UIT- R

3.9

3R

33

3.8

T BRIRG TS IT TS Il 7107 &RUT hde3 g (UG- 3T Brafer)
3T T eI AN/, Qr/fad Ug 9RO 67 3fe a1 [&id Ta B0l
3P 3T,

AR BT F1d AT ISR THS BRI ITd. I HRIGeIHII
BT A T T ATTBTITAT T BIVMST TSR BRIGIATAT A8 o AHOISS.

RS, ARIET0T S SR HRUMeS IREOREAd] BIAELT SHIe AT AR TS
RBIIHE] TG DRI ATG3TD ATS. A BT ecTcses TIRIET0T, HTHH
ooy wRegrl  dR ot wmv/fawn el 94
UG/ BHA=I ANl 99T BRIeHT JfEdieTd
g/ qAfd@ I des 3fe fhar H Il Al AT XA
HRUGT Il

TR MERU STgdTes 9o+ QUIIT eI Faud /el deied 3for
SIS JraTEaad] Ffera Frfact TaamenRogor qoo Uel HH sTeaHed AT B
ATfEH ﬂ%?i‘q' CRICIH (Bullet Form)

Hd STHTATT ATTHT HYuT guiciies TR i S [GaRora= (Work Plan)
gfdded IIfe=I=aT e TUR BRId. T faRouamey gfades quRm™e

o

HRIIITT BT (FRAIRNTT JIATHAT BHGISTE) AHI3T 6. & gd
PHRIATE! qYr=T AT (S, 9 STHaR]) G HRIET AT SR S 1. 30 Uie
Rd ifed HId. R ufided IffeR! sesear Ml ufided

AR FSHA Dheses bIY [TaRUTIH ITIRTd. qYFT AT AHT bosedl Bl

[AaRUTI=AT gy HEITaE ] F0To] A av/3ATde e AlGIHed YAldaId BR1d.
JIBIBATOR Y [GaRUI=ed HIe! 9 es AU T a8 4. 39 3aciar

=id g fJexorg sifaq a.

ST fIaRUIS TAR eI, JeIHIT HRIGITT Aeferd Al (S
HEIHTI BRUAT U< 3TR) TG 1 BIg 3Tl TATM, TebT UG Hdch IS | YehTUaT
31ferdp BRI faeRora=T srrazaaddr ATe!. e =i auihefies dridre mfor
BHHAMYSG AEHN AT BRI [FaROTIATT I JeIHIT HRUITd ITd, HegTaelt

JEAT THRUMAR DM YoIdu-, Ufgedn HEmeles arde 3 Lower
Performance Profile fa=IRTd €01 31930 3MTE.

FEfd Srfre=ai=l, Ufdded I geade TR $oe drl f[aavugs
TSI ARSI e/ redn saaiere 3ol J=dTd SauarTd! dex

dXId. Cbl?j‘i(*w-llq"l S EEIIOR qYT ‘{ijIan'l HAEHd b3 JMUT AT

Tt ¢ YT 9§,
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3.4

3.5

3.9
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8. HI-3
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8.3

8.8

8.4
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0.3 WRi® (Weightage) 1T ARSI (Mean)
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Yh<H (Disclosure) -
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Government Resolution, General Administration Department, No.: CFR-1211/C.R. 257/XIll,

dated 02.02.2017
“Annexure-B”

General Guidelines for writing Performance Appraisal Reports of State Government Officers

1 Introduction

11

1.2

1.3

14

The Performance Appraisal Report is an important document. It provides the basic and
vital inputs for further development of an officer. The officer reported upon, the
Reporting Authority and Reviewing Authority should therefore, undertake the duty of
filling up the form with a high sense of responsibility.

Performance appraisal should be used as a tool for career planning and training,
rather than a mere judgmental exercise. Reporting Authorities 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 faultfinding process but a developmental tool. The Reporting
Authority and the Reviewing Authority should not shy away from reporting
shortcomings in performance, attitudes or overall personality of the officer reported
upon.

The columns 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.

Although the actual documentation of performance appraisal is a year-end exercise, in
order that it may be a tool for human resource development, career planning and
training, rather than a mere judgmental exercise, the Reporting Authority and the
officer reported upon should meet during the course of the year at regular intervals
to review the performance and to take necessary corrective steps.

2. Section-l

2.1

2.2

2.3

2.4

This Section should be filled up by the processing officer in the Administrative
Deptt./office. Period of report could either be the entire reporting year, namely, from

15t of April to 315t March or a part of the year (exceeding 3 months). In case the period
of report is a full year, it should be indicated accordingly; for example, 2007-2008. In
case the period of report is less than the entire year, specific start and end dates should

be indicated, for example, 10th September 2007 - 315t March 2008.

Information on the present grade (pay-scale) as well as present post (actual designation
and organization) and the date from which he/she has been on his/her present post
needs to be mentioned.

In the table relating to reporting and reviewing authorities the name and designation
of the reporting and reviewing authorities should be mentioned so that the officer
reported upon is clear about whom he/she is required to send the report.

The period of absence from duty, on leave, training, or for other reasons, should also
be mentioned in this section in the table provided for the purpose. Details of the
training attended, date of filing of property returns and whether the officer reported
upon has reported/reviewed and the annual performance report of all his/her
subordinate officers for the previous year should be mentioned in the table for the
purpose.

755 ¢ Y1 33
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3. Section-ll

3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

The officer reported upon is first required to give brief description of his/her duties and
responsibilities, which would normally not exceed about 100 words. Ideally, this should
be in bullet form.

All officers are required to develop a work plan for the year and agree upon the same
with the reporting officer. The work plan should incorporate the relative annual work
rhythm and budgetary cycle. This exercise is to be carried out at the beginning of the

year and finalized by 30th April, positively. In case of a change of the reporting officer
during the year, the work plan agreed with the previous reporting officer would continue
to apply. The work plan agreed upon at the beginning of the year has to be reviewed
again during the month of September/October as a mid-year exercise and finalized

by 315t October. Based on this review the work plan may undergo some changes
from that originally prepared.

After the work plan is prepared, it is possible that the officer reported upon is
transferred out. There need not be more than one work plan for one post each year.
The period spent by the officer during the year and his contribution could be
considered for evaluating his performance against the work plan. In the case of mid-
term transfers, continuity and assessment of work and the lower performance profile
in the first quarter should be taken into consideration.

The work plans, duly signed by the officer reported upon and the reporting authority
has to be submitted to the reviewing authority for his/her perusal and custody. The
performance appraisal form provides for an assessment of the accomplishments vis-a-
vis the work plan agreed at the commencement of the year and reviewed mid- year.
The officer reported upon is required to fill up the table provided for the purpose in
Section-II.

It is not necessary that the work plan should be entirely quantitative in nature. While
for field level posts, the work plan would consist essentially of quantifiable targets, for
Mantralaya level posts it would consist of policy objectives to be achieved etc.

Section Il also provides an opportunity for the officer to reflect upon his/her
performance during the year and indicate one item which he/she thought was a
significant contributions made by him/her during the year. It is always possible for any
officer to make significant contribution even in activities otherwise regarded as
routine in nature. Examples of such contribution may be the successful organization of
a major event like the Kumbh Mela or successful conclusion of an activity that has
been going on for a long time, or even successful dealing of an emergency (e.g. major
earth quake/flood) would certainly be an exceptional contribution.

The officer reported upon is required to indicate specific areas in which he/she feels
the need to upgrade skills and attend training programs. He/she should also mention
the specific steps that he/she has taken or proposes to take to upgrade his/her skills in
the identified area.

There is an increased emphasis on competency building in the new performance
appraisal and career progression system. There would be a premium on competency
and skill up-gradation. Hence, all officers are advised, through a note in Section I, to
keep the cadre controlling authority informed, at least once in five years, of all
educational and training programs attended, including the details of marks/grades
secured in such programs, details of professional papers published. These would be
taken into account in the future career progression.
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3.9

This Section also requires the officer reported upon to record certain certificates
about submission of property returns and setting up of annual work plan for whom
he/she would be the reporting authority.

4, Section-lll

4.1

4.2

4.3

4.4

4.5

Section lll requires the reporting authority to comment on Section Il as filled out by the
officer reported upon, and specifically state whether he/she agrees with the responses
relating to the accomplishments. In case of disagreement the reporting authority should
highlight the specific portions with which he/she is unable to agree and the reasons for
such disagreement.

This Section then requires the reporting authority to comment on the skill up-gradation
needs as identified by the officer.

Thereafter, this Section requires the reporting authority to record a numerical grade in
respect of the work completion of the officer reported upon both in respect of the
planned work as well as the unforeseen tasks. A numerical grade is also required in
respect of the “quality” of the output. In doing so, the reporting authority should take
into account the costs incurred (whether the officer reported upon has been cost
conscious), the time taken and whether the laid down rules/procedures have been
adhered to in accomplishing the tasks.

The reporting authority is also required to record a numerical grade in respect of
work completion, personal attributes and efficiency.

Section Il requires the reporting authority to comment on the integrity of the officer
reported upon. In recording remarks with regard to integrity, he/she need not limit
him/herself only to matters relating to financial integrity but could also take into
account the moral and intellectual integrity of the officer reported upon. The
following procedure should be followed in filling up the column relating to integrity:

(2) If the Officer’s integrity is beyond doubt, it may be stated.

(2) If there is any doubt or suspicion, the column should be left blank and
action taken as under:

a) A separate secret note should be recorded and followed up. A copy
of the note should also be sent together with the Performance
Appraisal 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/she had not watched
the officer’s work for sufficient time to form a definite judgment or
that he/she has heard nothing against the officer, as the case may be.

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 Performance Appraisal Report.

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

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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4.6

4.7

4.8

The reporting authority is also required to record a descriptive pen-picture on the
overall qualities of the officer reported upon and his/her performance including his
attitude towards disabled persons, women and backward classes. This need not exceed
about 100 words and should try to cover overall qualities of the officer including
areas of strengths and lesser strengths. The pen-picture is also meant to be a
qualitative supplement to the quantitative assessments made earlier part of this
section.

Reporting authority is then required to make recommendations relating to domain
assignment. The examples of domains is at para 10.

Finally, the reporting authority is required to record an overall grade. This should also
be done on a scale of 1-10, with 1 referring to the lowest grade and 10 to the highest.

5. Section IV-A

5.1 This Section is to be filled by collector/ divisional commissioner, wherever applicable.

The overall gradation recorded by collector/divisional commissioner should be
taken into consideration by the review authority while recording his/her
assessment in the report.

6. Section IV-B

6.1 This Section is to be filled up by the reviewing authority. He/she is required to indicate if

he/she agrees with the assessments made by the reporting officer. In case of
disagreement, he/she may record his/her own assessment against the work output or
any of the attributes in the column specifically provided for the purpose. In case
of agreement, he/she need not fill in the column meant for him/her in the
attributes/work output tables. Finally, the reviewing authority is required to record an
overall grade in the scale of 1-10.

7. Numerical Grades

7.1

7.2

7.3

At several places, numerical grades are to be awarded by reporting and review
authorities. These should be on a scale of 1-10, where 1 refers to the lowest grade
and 10 to the highest. 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 of 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 and reviewing authorities should rate the officer against a larger population
of his/her peers that may be currently working under them or would have worked
under them in the past.

Overall Gradation of 1 and 2 would be treated as “C”, Overall Gradation of 3 to 5 would
be treated as “B”, Overall Gradation of 6 to 8 would be treated as “A” and Overall
Gradation of 9 and 10 would be treated as “A+”.

Weightage & Mean

Weights have been assigned to work output, personal attributes and efficiency. The
overall grade will be based on the addition of the mean value of each group of
indicators in proportion to weightage assigned. The formulae for the calculation of
“Overall Gradation” will be as follows —

7 ¢ U
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(Avg. Grad. on Work Completion * 4) + (Avg. Grad. on Personal Attributes * 3) + (Avg. Grad.

8.1

8.2.

on Efficiency * 3)

10

Disclosure

There should be more openness in the system of appraisal. The annual PAR, including
the overall grade and integrity, should be communicated to the officer reported upon
after it has been finalized.

Representation

The officer reported upon may have the option to give his representation against the
below benchmark gradation recorded in the PAR. Such representation may be
restricted to the specific factual observations contained in the Performance Appraisal
Report leading to the assessment of the officer in terms of attributes, competency,
output and overall gradation. If representation is submitted, the comments of
concerned Reporting and Reviewing Authority, if are in service, needs to be sought
by processing officer. The views of the Reporting and/or Reviewing Authority would
be put forth before competent authority. The competent authority shall give clear
findings on the representation and take a final decision on the assessment,
including the overall grading in regard to the parameters affected thereby. The
decision along with details in case an entry is upgraded or down-graded with, reasons
for same may be recorded in the PAR dossier and the same communicated to the
officer reported upon. The decision of the competent authority shall be final.

Schedule for completion of PARs

9.1

The following schedule should be strictly followed: -

Reporting Year — Financial Year

Activity Cut-off Date

Blank PAR form to be given to the officer reported upon by |In the last week gc)f March
the Processing officer of Administrative Deptt or | Monthupto 15% April
office, specifying the reporting officer and reviewing

authority
Self-appraisal 15t April
Appraisal by reporting authority 30th April
Appraisal by reviewing authority 15th May
Disclosure to the officer reported upon 30th June

9.2 The Cadre Controlling Authority will prepare a list of PARs not received and follow up

9.3

9.4

with the Reporting and Review Authorities.

If a PAR relating to a financial year is not recorded by the 315t of December of the year
in which the financial year ended, no remarks shall be recorded thereafter. The Officer
will be assessed based on the overall record and self-assessment of the year
concerned, if he had given his self-assessment in time and the Reporting Authority
and Reviewing Authority have not completed the PAR according to the time schedule
given in para 9.1.

The officer reported upon shall, while forwarding his self-appraisal to the Reporting
Authority, endorse a copy of the self-appraisal, to the cadre controlling
authority/processing officer and keep a record of the same as evidence that he had
submitted the same in time.
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9.5

9.6

9.7

10.

The Reporting Authority shall record his comments in the PAR of the officer
reported upon within the stipulated time and send it to the Reviewing Authority along

with a copy thereof to the cadre controlling authority/processing officer.

In case the Reporting Authority fails to submit the PAR to the Reviewing Authority within
the stipulated period under intimation to the cadre controlling authority/processing
officer, the processing officer shall send a copy of self-appraisal directly to the
Reviewing Authority and authorize him to initiate the PAR. The processing officer shall
also keep a note of the failure of the Reporting Authority to submit the PAR of his
subordinate in time for an appropriate entry in the PAR of such Reporting Authority.

The processing officer shall evolve a suitable mechanism to ensure that the remarks
of the Reporting, the Reviewing authorities are recorded without fail by the dates
given in the schedule below Para 9.1.

Domain Assignment

10.1 Reporting and Review Authority is required to mention recommendations relating to
domain assignment for the officer reported upon. Following are some of the examples of

1)

1)

domains —

Revenue and Forest Department

5)

Revenue

Forest

i) Wildlife

i) Forest Conservation
Relief and Rehabilitation
Acquisition

Land Records

Registration

Establishment / Service
Budget

Policy

Legal

Coordination

Finance Department

1)
2)
3)

Taxation
Enforcement
Appeals

%k %k %k k

Tt ¢ UHT K¢



