MOST IMMEDIATE

No. 22/12/2009-CS.I(CR)
Government of India
Ministry of Personnel, Public Grievances and Pensions
{Department of Personnel and T raining)

Lok Nayak Bhawan, Khan Mkt.
New Delhi, 3™ F ebruary, 2010

OFFICE MEMORANDUM

Subject:- Maintenance and preparation of Annual Performance Appraisal Report of CSS
Officers.

The undersigned is directed to invite the attention of all the
Ministries/Departments/Cadre ~ Authorities of CSS, to this Department’s O.M. No.
21011/1/2005-Estt(A) (Pt-II) dated 23™ July, 2009 on the subject referred to above and to say
that these guidelines will also be applicable to all CSS officers from the reporting vear 2009-10
onwards,

In the light of the instructions in the above O.M. and on the basis of APAR format used
for IAS and All India Services officers. the existing format of APAR for CSS officers has been
revised. For the sake of easier identification/processing of APARs in respect of CSS officials
the new APAR format may be printed in different colors for different grade of CSS officers i.c.
JS/SAG level and above/Director/DS/US/SO/Asstt as indicated in page 9 of the enclosed
format i.c. the guidelines ( sample colored papers enclosed). The revised format with guidelines
is circulated herewith for the information of all cadre authorities where CSS officers are
working. All nodal officers identified in the cadres may kindly have adequate number of blank
APARs printed and forwarded to the concerned CSS officers in accordance with the time
schedule laid down for completion of APARSs. The revised/new format is applicable from the
reporting year 2009-10 onwards.

All Ministries /Departments are requested to bring the above to the notice of all the
offices/officers of CSS working under them for strict implementation/compliance.

This issues with the approval of Secretary(P). o - %‘ “ v
= : 2 W -
= =l

(M.C. Luther)

Deputy Secretary to the Government of India
Tele: 24629411

e-mail: dscs1-dopt@nic.in

Encl:- 10 pages

All Ministries/Departments of Government of India
JS (Estt/Admn)

Copy to:- DS(CS-II) for taking necessary action i.r.o CSCS/CSSS
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Section Officer & Assistant

HFEPRY B A

Name of Officer:

...............................................................................................

T a¥/3raty & ufqaes
Report for the year/period ending:
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Form

Dol terarera & s SIEEN vd e & T aiie gead afRe|

Annual Performance Appraisal Report of Section Officer & Assistant of the Central Secretariat Service.

T q/31atér @ ufades

Report for the year/period ending

dafeas @ik
PERSONAL DATA
AT -1
PART-1
(FATEfaumER e & Tafte gemafes g gRT R 9 & )
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)
1. 3ERY & T

Name of Officer

2. 3 & AR (femerad) (zrt )

Date of Bith(DD/MM/YYYY) ... [ 8 JEa e, | (LNAWORHS) et = i S s e | S il
3. 9w S # TR fgfea & ara GGl Srofy

Date of continuous appointment BEIDN", | oo T A S . | Grade®hr. ..t Tk

to the present grade

4. IAHM U 901 38 R Fagfed & arra e e
Present post and date of appointment Postea S T i T Datep 2., . ik 8. 0
thereto

5.9 # P ¥ arqureafa & ety (e
yf¥reror anfe W) afz 37 FfEaR = gfeor
feron & &Y 3qa faavor 3

Period of absence from duty (on training
leave efc.) during the year. If he has under
gone training, specify.



a7 - 2 5 srftart & ufode forar 19 &, 39@ gRT R oH & foe
PART-2 To be filled in by the Officer reported upon

(Guan gfafied) @ 97 3 Uee FHEE B A | 1B )

{Please read carefully the instructions before filing the entries)

1.f6d T Frafar Tféra faazor

Brief description of duties

2 R B 3 TeaIERTE/edT A W s fere fraffe fod @, ar snud fore freffRa f&d m & 37 (@Remvmmr an s
oy #) Pt @ e-aw A TASA B FUR | &0 3R & 76l I gie ¥ I Iuere gare | (FTeRer @ fore s
yum & fere af¥e @ s
Please specify targets/objectivesigoals (in quantitative or other terms) 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 Division)

TAET/IETA/ T Juctteran
Targets/Objectives/Goals Achievements




3, (31) BUGT 7E 2 N §ETC M Aed /e e /et & g W I HAl & dav F I &) 3l dedi & mitg § $% aren
% & at 3 e

(A) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in item 2. Please
specify constraints, if any, in achieving the targets.

(&) T 39 7l B W IeorE R o o wfEes Juafeerar <@ & iR 39 s avres @ o S B

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

4, U IR IR F I QI detvsy af @ e Fufe aiffe faavoh freiRa ok et dove o J
ITRTA! 9 BT 31 TR a9 &of IR & T M| Afe FET A TIaR01 T RM FH AR & F

Please state whether the annual return on immovable property for the preceding calendar year was filed within the

prescribed date i.e. 31st January of the year following the calendar year. if not, the date of filing the return should
be given.

HOT & AT SUBRY B EFAER
Dated B ... . AR L B s

Signature of officer reported upon



{7 - 3
PART-3

TS qiifaRvT & FaRor gfades aor geidem siter fear s 2 3 1410 &t ® @ Tk, e 1 9a) B

Aol & TAT 10 Jeaan AV & IeeE TRar &

Numerical grading is to be awarded by reporting and reviewing authority which shouid be on a scale of 1-10, where 1

refers to the lowest grade and 10 to the highest.

(pwar 5l & < © vea feenfaden & eam @ wg &)
{Please read carefully the guidelines before filling the entries)
(e Freres & qrareT (39 9 &1 4R 40% grm)

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

Fidde MUERT gAtdend= MRl griaened SHaart
Reporting @t -5 & ¥]1 2) B A&
Authority Reviewing Authority |nitial of Reviewing

Refer Para 2 of Part-5)

Authority

i) YAt & i uiRyeiarfaea & #aR ) sndfea
Teva e ared

Accomplishment of planned work/work allotted as per
| subjects allotted

ii) Pr-Frares & @ie

Quality of output

i) arraar
bilit

Analytical
) ST T B TR T T S

Accomplishment of exceptional work/ unforeseen
tasks performed

e 311 W g fremex sAvfiavor
Overall Grading on ‘Work Qutput’

(q)afTa TaRrsarst &1 qraicH (39 W1 31 9K 30% &)

(B)Assessment of personal attributes (weightage to this S

ection would be 30%)

ATterHRY
Reporting
Authority

R s

st w5 &t ¥R 2)

Refer Para 2 of Part-5)

Reviewing Authority

QIERICER G
& AR

nitial of Reviewing
Authority

i) P @ Ffeghe
Attitude to work

iiy fomYert &1 g

Sense of responsibility

iil) FTIRAT BT FREOT
Maintenance of Discipline

iv) RO GTHATE

Communication skills

v) g o1

Leadership qualities

Vi) &1 B 91T § BT a’e B &HaT

Capacity to work in team spirit

vii) T IRON BT HRROT DA B e
Capacity to adhere to time-schedule

viii) TRER RiC B
_Inter-personal relations
ix) §HY BTG 0 At

Qverall bearing and personality

At faRivaIRiaR &a faemex svia<o

Overall Grading on ‘Personal Attributes’




(R)TPTaS VAT & e (39 WM 3 9R 30% &)

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

Para 2 of Part-5)

T Sear A e &
FAEIER

gty Fesf wmrs & 11 2)
Reporting Reviewing Initial of Reviewing
Authority Authority (Refer  |authority

i) Framffafma/add v avaa & a3 § gfeam @
TE FA B T

Knowledge of Rules/ Regulations/ Procedures in the
| area of function and ability to apply them correctly.
iy g drsr a5 @ e

e

_Strategic planning ability = | P e
i) ﬁ%% & erwar

Decision making ability

iv) 994 &l
Coordination ability

| Ability to motivate and develop subordinates
vi) UEd ofea
Initiative

YSTATHD HaTAAT U= B0 THETIBR HUNDROT

Overall Grading on ‘Functional Competency’

HIT - 4 HHT
PART-4 GENERAL

1. FHA & [Ty e (7 O gars)

Relations with the public {wherever applicable) '
(ST Y FITETHAHT B FeERaTd T AR @ S R g o &)
(Please comment on the Officer s accessibil'ty to the public and respensiveness to their needs.)

2. ufdrgor

Trainin
(maéﬁﬁnﬁﬁmﬁadmﬁﬁﬁwa%gmmqﬁmﬁqﬁmm sfdrem & fore Remfeet a%1)

Please give recommendations for training with a view to further impreving the effectiveness and capabilities of the Officer.)




3. W 3 fafa

State of health

4. gt
Integrity
(@ aftrerd A vt vz femoft 2)

(Please comment on the inteqgrity of the officer)

5. gfqdes R g PR  Tava At & SR (e 100 st #), TR amed & v T 87,
3renRoT Jqetendl, eyl FrAGerE (Hes: wm-2 B 33 v9 3(9)) vd gdr ant & ufa sifigfe wfie &
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 (ref: 3(A) & 3(B) of Pant-2) and
attitude towards weaker sections.

6. gfede & WIT-3 & WS I, d 7T F # T M0 WRTY & MR W et fHefrax Ga@aens aifaxon|

Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.

faes AR & gweR
~_ Signature of the Reporting Officer
H: ATH I &R H:
Place: .....ccccoieivervnnnrnnns Name in Block Letters: ...................cco..... o
YcHmE:
1 Bl Besignation: « Sl . Ta B Ll g LU
feia: gfcae @ arafer &:
Dates il .. il . e During the period of Report: ..........cccoceeiviiiiiiienne



HHr -5
PART-5

1. qffeltes Tt o Al

REMARKS OF THE REVIEWING OFFICER:

qAfdeiaA FSRY ¥ sr=arta Ae1 Fe

Length of service under the Reviewing Officer

2. T 319 W3 7 W4 ¥ Pt ad aen fafte ot & e # yfades sftert e/ f6d 2 qrates ¥ wewa 87 & A
FERY & IR IYEfErdAraget FHwaas & Faa ¥ f&R) 1 qeaies @ wEna €7 (S 9 (iv) T2 ama(s)
(@fe 3w gfade st g & ot & S5e T T € FeRa T8 & d U JUE Jediad $9 QS & fel T Wi A & qen femmear
@ IR aR)|
Do you agree with the assessment made by the reporting officer with respect to the work output and the various
attributes in Part-3 & Part-4? Do you agree with the assessment of reporting officer in respect of extraordinary

achievements/significant failures of the officer reported upon? (Ref: Part-3(A)(iv) and Part-4(5))
(In case you do not agree with any of the numerical assessments of attributes please record your assessment un the column provided for you in that
section and initial your entries).
o g
gl &l

Yes No
3.319ewd 8 @ Ferfa ¥ puan 3w TR aad, a1 318 0= a1 @ T 39 $B aee a1 e O €2

In case of disagreement, please specify the reasons. is there anything you wish to modify or add?

4. gAfdea R GRT B adT| FUAr WAETE B (@ 100 g #) TR sttt o awe fadransn & anred
&7 U3 o0 Tl 87 vd I gder ant & wha Ffgte mfia @)

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.




5. yfqde & -3 H WS-H, We-q 947 W3- ¥ faw 10 4RIy & FUR R of (e Aened s
Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part-3 of the

Report.

gAfdehas FEHR & BXER
Signature of the Reviewing Officer
I AT A% &R H:
Placestm it o oo il NE 0 e S T T s e R ey
UcAmE:
Besignation: - S S ln ek b T T e
fere: yfaes @ arafer #:
[DE{CR 1R AR S Soee During the period of Report: ...,



HRFATHD AUTERUT B 1Y TIEHR 9= dae feentiede

Guidelines regarding filing up of APAR with numerical grading

(i) BREAR ¥ e fiftaa waesh 3R s g waia wad dd g s el

The columns in the APAR should be filled in with due care and attention and after devoting adequate time.

(ii) T 3 & S # 5 1 3rar 2 & PR ataRor (Frfa @t a fadiansit a1 ge fremas Aoftaor & s @ fafere
a3 7l | o fira ¥ yata ww ¥ sitfae faan sem 3k =i yor 9 war 10 & 8 Aot & 3ieg § fafre
JoafErt ¥ wae ¥ Fitfiea faar Fmom A0 1-2 s o-10 fiRe &) @ sid: I st faw S & TR 21 wifes
ot e AR gU wiaaEd vd gRfdee witet B el sfted @ asifaiker s sea ad e & adae ¥
BRI qEafint @ g ¥ a1 aifeu
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.

(iii) TREHAR @ 8 A 10 & drd & giifaxor “Iape” forar smom qen gehexovsrafa ¥ fae st s # e & & foe
g 9 feam se

APARs graded between 8 and 10 will be rated as "Qutstanding” and will be given a score of 9 for the purpose of
calculating average scores for empanelment/promotion.

(iv) TSYeHR & 6 T2 8 I BT & dra T e “aga ey feran smem qan srais 7 fean swm)
APARs graded between 6 and short of 8 will be rated as "Very Good" and will be given a score of 7.

(v) CHESR 3 4 77 6 A BT & &g & aiteor “Frem o swem ao yrdis 5 faar |

APARs graded between 4 and & short of 6 will be rated as "Good" and given a score of 5.

(vi) TREAR & 4 F F¥ FArtaor g foran AT

APARs graded below 4 will be given a score of "Zero”.

¥ afiarea o fim-fim anf gy edeaR gud R a9 1 AisE & wa § feenfad
Guidelines regarding the colour scheme to be used by different grades of CSS while filling up their APAR form.

(= - q.37./35 Jemte 0T vd HAR
Green - JS/SAG Level & above

(2) drem - et
Yellow - Director

(3) Hrew - I wug
Blue - Deputy Secretary

(4) wemar - FaR At
Pink - Under Secretary

(5) Te - FEET FUBRY v TS
White - Section Officer & Assistant
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for
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. 9. /3 geEe 0N Ud FUR
JS/SAG Level & above

STUBR &1 717

Namelof OfiCen . cmammy 4 = SR e e e

FHIa qv/37/ary &1 giraed
Report for the year/period ending: ..........c.ccceeveiiiiiiiiiiiirerereerere e
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for
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BRI

Director

HUSR &1 A=

Name of Officer: ................. LA ) G e TR et e .

Faia ad/rafy & giaded
Report for the year/period ending: ...



ST Afarerd Jar & Al
& foe
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Annual Performance Appraisal Report
for

Officers of the Central Secretariat Service

39 Frad
Deputy Secretary

R 1 A

Name-of@Hicer 1T §ININSEEs 5= Nl IS =X ISl b= or S e e 5 e

it ad/srafy &1 ghdad
Repartfor the YEanpRiR@elmdifg: .t ed. i S A oo vnase Foob e St o8



dara afaarerd a1 & SUPiRal
o fore
i SrRIfee geaia Ufddar
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for
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R G
Under Secretary

FISRY FT 70

NameloH OffiCer: v bt L e e e L o e o

Tt qu/3rate & gidaed :
Report for the year/period ending: ............coooiiiiiiiiiiii



