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Brief description of duties.
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Please specify targets/ objectives/ goals (i
set -for yourself or that were set for you,

n quantitative or other term) of work you :
eight to ten items 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
the period under reference.

servants who handled procurement during
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Total budget allocated for procurement by the
Ministry/Department /Division/Section in
Rupees (as may be applicable in the case of

the Officer Reported Upon) .
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i)Total procurement through GeM portal
made by him/her during the period of report
(in Rs.)
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iiY% of procurement through GeM portal as
against the budget indicated in the Target.
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iijProcurement made outside GeM portal
and the reasons therefor.
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iv)Steps taken for promotion of GeM in the

Ministry /Department /Division/Section.
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Please state briefly, the shortfalls with reference to the targets/ objectives/ goals
referred to in item no. 2. Please specify constraints, if any, in achieving targets.
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. Please also indicate items in which there have been significantly higher
achievements and your contribution thereto.
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Qualification acquired during the reporting period if any,
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(Assessment by the Reporting Officer)
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Numerical grading is to be awarded by reporting and reviewing officer which should be on
scale of 1-10: where | refers to the lowest grade and 10 refers to the highest . “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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1 Accomplishment  of planned
‘ work/ work allotted as per
subjects allotted.
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| Quality of output
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Analytical ability
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Accomplishment of exceptional
work/ * unforeseen tasks

performed

foeta & 9X Fa AofiwIor
Overall Grading on ‘Work
Output’
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(B ) Assessment of personal attributes (weightage to this Section would be 30%)
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Attitude to work
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Sense of Responsibility

(iii)

HAJAHS FAIC 3@ FT ATGAT
Maintenance of discipline
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Communication Skills
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Leadership Qualities
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Capacity to work in team spirit
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Capacity to adhere to time
schedule
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Inter personal relations
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Overall bearing and personality

—aﬁamﬁa’mmﬁwgm

(4]

|

Overall Grading on ‘Personal

Attributes’
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(C )Assessment of Functional Competency (weightage to

(39 9191 &1 Aged 30% wiaera aem)

this Section would be 30%)
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Knowledge of Rules/
Regulations / Procedures in the
area of function and ability to
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Strategic Planning ability
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Proficiency in Computer
Operations / Programming
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Aptitudes and skills in
maintenance of equipment
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Capacity in handling data and
documentation
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Decision making ability
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Coordination ability
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Ability to motivate and develop

subordinates
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Initiatives
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Overall Grading on ‘Functional
Competency’
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(Assessment by the Reporting Officer)
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Relations with the Public (wherever applicable) (Please comments on the Officer's
accessibility to the public and responsiveness to their needs).
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Training (please give recommendations for training with a view to further improving
the effectiveness and capabilities of the Officer)
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State of Health
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Integrity (Please comments on the integrity of the Officer)
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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 failure and 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.”
(@) rFraaear T gAEE & 9fd ddeahd

Sensitivity towards problems of grievance holders.
(@) 'RFat & FarRer & geEsRdar

Effectiveness in “ Redressal of grievance.”
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T e AofERor /Overall numerical grading on the basis of weightage given in
Section A, B and C in Part-lll of the Report.
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Signature of the Reporting Officer
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(Remarks of the Reviewing Officer)
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Length of service under the Reviewing Officer.
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Do you agree with the assessment made by the reporting officer with respect to the
work output and the various attributes in Part-3 and Part-4? Do you agree with the
assessment of reporting officer in respect of extraordinary achievements/ significant
failures of the officer reported upon? (in case you do not agree with any of the
numerical assessments of attributes please record your assessment on the column
provided for you in that section and initial your entries.

& /Yes FeT/No
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n case of disagreement, please specify the reasons. |Is there anything you wish to
moddy or add?
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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 weightage given in section 12&3 in
Part - 3(B) of the Report.
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