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PART-l - PERSONAL DATA
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Name of the Officer with designation

2 S=H AR
Date of Birth
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Date of appointment 1O the present
post together with the Pay Band and
present pay
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Period of absence from duty on leave,

training, etc. during the year of Report.
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PART-Il - SELF APPRAISAL
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a) Brief resume of the work done Dy the officer reported upon during the period
oW ... fie - s bringing out any special achievements during the period (to be
filled by the officer reported upon).(Note: The resume should not exceed 300 words)
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b.“Please specify targets/Objectives/goals (in quantitative or other term) 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 Divisions), particularly having regard to procurement planned
and actually made through GeM Portal for those Government servants who

handled procurement during the period under reference.
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Procurements made through GeM Portal (wherever applicable)

(i) FeR/ AT 3T G @i &g
| woAt F oameEfed Fo soie (o sifaerr o
RO A S §, 3AE A F SR o @)
I

(i) Total budget allocated for procurement
by the
/Division/Section in Rupees (as may be
applicable the case of
Reported Upon) .

Ministry/Department

in

the Officer |
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(i)Total through GeM |
portal made by him/her during the

procurement

period of report (in Rs.)
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(i) % of procurement through GeM
portal as the

against budget

indicated in the Target.
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(iii)
GeM portal and the reasons therefor.
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(iv) Steps taken for promotion of GeM
the

Procurement made outside

in Ministry/Department/Division

/Section.
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PART-lll - ASSESSMENT BY THE REPORTING OFFICER
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Does the Reporting Officer agree with
the statement made in Part-ll, if not,
the extent of disagreement and
reasons thereof
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State of Health (Please indicate
whether)

=) A TNRE FT F FolaE & N
a) The Officer is physically energetic
and
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b) Mentally alert
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ESecaweness in the development and
peotecsion of Scheduled Castes and /
or Scheduled Tribes
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a) Atitude towards Scheduled Castes
and / or Scheduled Tribes
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b) Sensitivity to Social Justice
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c)Ability to take quick and effective

action to prevent and quell atrocities
and ensure justice to Scheduled
Castes and / or Scheduled Tribes
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d) Effectiveness in bringing about the
development of Scheduled Castes and
| or Scheduled Tribes
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(To be filed in only in the case of
officers dealing with development and
protection of SCs and STs. Where
trle column is not applicable in the
case of any officer, it may be so
stated against the column)
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(a6 FHACT & FLATH. 51/4/62/ e, (0)
feaies 21.06.1965 # fafga @del &
AT H @1 J0)
(Instructions contained in Ministry of
Home Affairs O.M. No.51/4/62/Estts.(A)
dated 21.06.1965 be kept in mind)
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Assessment of the officer:

11. Before filling the table (A), (B), and (C) below, please refer to the guidelines in the
Annexure. The numerical grading is to be awarded by reporting and reviewing officer which
should be on scale of 1-10; where 1 refers to the lowest grade and 10 refers to the
highest grade. Numerical grading, wherever applicable, may be awarded having special
regard to the remarks recorded by the officer in the Self-Appraisal regarding utilization of
GeM portal for procurement and specifically for items ‘Accomplishment of planned
work/work allotted as per  subjects allotted’ under Assessment of Work Output and
‘Knowledge of Rule/Regulations /Procedures in the area of function and ability to apply

them correctly ‘under Assessment of Functional Competency.
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A- Assessment of work output (weightage to this Section would be 40%)
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i iv) Accomplishment of exceptional work
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B- Assessment of personal attributes (weight age to this Section would be 30%)
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Reporting
Authority
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Reviewing
Authority
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Initial of Reviewing
Authority
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i) Attitude to work
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iv) Communication skills
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vi) Capacity to work in team spirit
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vil) Capacity to work in time limit
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viil) Inter-personal relations
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Overall Grading on personal
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C- Assessment of functional competency (weight age to this Section would be 30%)
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| Reporting | Reviewing  Initial of Reviewing |
Authority Authority Authority |
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|i) Knowledge of Rules/ Regulations/

' Procedures in the area of function and
' ability to apply them correctly. = |
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ii) Strategic Planning ability |
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iii) Decision making ability
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APAR Grading between 8 and 10 will be rated as “Outstanding” and will be given a score af 9.
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APAR Grading between 6 and less than 8 will be rated as “Very Good™ will be given a score of "7
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APAR Grading between 4 and less than 6 will be rated as “Good™ will be given a score of “57.
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APAR Grading below 4 will be given a score ol 0,
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Pen Picture by the Reporting Officer: Please comment (in about 100 words) on the overall
qualities of the Officer including areas of strength and lesser strengths and his attitude
towards weaker sections. Wherever applicable. comments on step taken by the officer for
promotion of procurement on GeM during the period under report. percentage of
procurement on GeM and his/her attitude towards full implementation of GeM in the office

may also be recorded.”
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Overall numerical grading on the basis of weight age given in 11 (A), 11(B) and
11(C) above, on a scale of 1-10.
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Has the officer any special characteristics and / or any outstanding merits or
abilities which would justify his advancement and special selection for higher
appointments out of turn? If so, please mention these characteristics briefly and
indicate why you consider him fit for out of turn promotion.
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Signature of Reporting Officer
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PART-IV - REMARKS BY THE REVIEWING OFFICER
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Does the Reviewing Officer agree with the assessment made by the Reporting Officer with
respect to the work output and the various attributes? Does the Reviewing Officer agree
with the assessment of the Reporting Officer in respect of extraordinary achievement and /
or significant failures of the official reported upon? (if not in agreement with any of the
Aumerical assessments of attributes, please record your assessment in the column provided

for you in that Section and initial your entries)
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In case of disagreement, the reasons for the same may be given
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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. Wherever applicable, comments on step taken by the officer for
promotion of procurement' on GeM during the period under report, percentage of
procurement on GeM and his/her attitude towards full implementation of GeM in the office
may also be recorded.”
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Overall numerical grading on the basis of weight age given in 11(A), 11(B) and 11(C) in
part-lll of the repert on a scale of 1-10.
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Signature of Reviewing Officer
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