No.22/1/2016-CS-II(A)
Ministry of Personnel & Training
Department of Personnel & Training

3rd Floor, Lok Nayak Bhawan,
Khan Market, New Delhi-110003
Dated: the 18t July, 2016.

OFFICE MEMORANDUM

Subject: Modification in APAR Proforma of CSSS personnel -reg.

The undersigned is directed to say that the matter regarding
reporting/reviewing of APARs of CSSS officials has been reviewed in this Division.
This Division proposes to make some changes with respect to the channel of

reporting/reviewing of APARs as under:

(i) APARs of Private Secretaries/Personal Assistants/Stenographers
Grade ‘D’ be reported by the senior most CSSS officer in-charge of
the office where the officer reported upon is posted. The senior most
officer in respect of the  office of Secretary/Special
Secretary/equivalent rank  Officer/Additional Secretary and
equivalent rank officers would be PSO/Sr. PPS. The APARs reported
by the PSO/Sr. PPS would thereafter be reviewed by the concerned
Secretary/Special Secretary/Additional Secretary.

(ii) APARs of the Private Secretaries and Stenographers Grade ‘D’ posted
in the office of Joint Secretary and equivalent Officer be reported by
the PPS in-charge of the office. The APARs reported by the PPS would
thereafter be reviewed by the concerned Joint Secretary.

(iiij APARs of the PSO/Sr. PPS/PPS will be reported by the Officer with
whom they are posted. There will not be any Reviewing Authority in
their case.

(iv) In case of Private Secretaries/Personal Assistants/Stenographers
Grade ‘D’ posted with  Directors/Dy.  Secretaries/Under
Secretaries/Desk Officers, the APARs will continue to be
written /reported by the concerned Officer and there will not be any
Reviewing Authority in their case too. Part 5 of the APAR Proforma

will not, therefore, be applicable in their case.




-2-
2. In view of above, APAR form of the Private Secretaries/Personal
Assistants/Stenographers Grade ‘D’ of CSSS are proposed to be revised
accordingly. The draft proposed APAR form in respect of these officials is enclosed
herewith for information of all concerned. All stakeholders,
Ministries/Departments are requested to offer their comments/views, if any, in

this regard latest by 05tk August, 2016. Comments may also be sent at the email

o P

Encl.: As above. 1A
(Kameshwar Mishra)
Under Secretary to the Govt. of India
Telefax: 24623157

address kameshwar.mishra@nic.in.

To
All Ministries/Departments of the Government of India.

Copy to:
1. ADG (M&C), Press Information Bureau, DoP&T, North Block, New Delhi.

2. NIC, DoP&T with the request to place the above said O.M. along with its
enclosures on the website of this Department on the homepage for 15 days
(What’s New?).
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Ministry/Department of..............oooii
993 /Form
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Frifarsaes Heaiche Rare

Annual Performance Appraisal Report of Private Secretary, Personal Assistant and Steno Grade “D”
of the Central Secretariat Stenographer Services

.................................................................. I FATCT g arer au/3Efy fr Rag
Report for the year/period ending ............ccooviiiiiiiiii i
aafdaes azg
Personal Data
HTIT= |
Part -1

(FATera/faATETETeT & WA GRS $ET SarT SR S0)

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

L 5o cy i o | = POV P T U SN
Name of the officer

2. | o=w AR RAARAY oo oo, o ) N
Date of birth (DD/MM/YYYY) ..../.odeeocoee (INWOTAS) ooeiiiiiiiii e

3. | R UG BT TG cvvvoeoreeoeeeeeeeoeeesseseeeeeeeeesssnan SO —
Designation of post held ... ...

4. | goAE I3 F R g v al@ 111 N )£
Date of continuous appointment in the Date ... Grade ...
present grade

5. | 3@ ey & A 3R ueeE forad | R & A9, 3R ala, e deey ®

ey RuteTeisr 3afr & e aFaey § | | Name of Officer& Date from which attached

Name of Officer with designation with
whom attached during the period under
report

6. | a¥ & aieT gedr TR iy W T
& FROT 3T & Epafefa dr e

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




W2 — FI-HeIIRA
Part 2— SELF APPRAISAL

(30 IR egnrT oRT ST, fowdh Ra o st §)
(To be filled in by the Officer reported upon)

(mqﬁﬁcﬁmﬁ%ﬁm@aﬁﬁamq\éa%ﬁ)

(Please read carefully the instructions before filling the entries)

1. e A . TF T/3ETT & ERIST IS E@RT fRU AT FAT T GETCT g
(Hfﬂcaa?rloo a@"rarﬁzhﬁaaﬁmaﬁv
Brief resume of the work done by you during the year/period from ............. (o SO,

(The resume to be furnished should be limited to 100 words)

2. FUAT 3 A qRiid, ool AgcaqeT 3TacR Uil @ g1 AR 3o 3T AT AT T
Please also indicate items in which there have been significantly higher achievements and your
contribution thereto.

3. T AT F B & AT TS GART B AT e F FFET I 3R FRoT, A g
g, @ T & qa|

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

4.  FHI §AC R FA qdad Fwovst af 1 e wEafd E@eer aifdd foael ud ol
37T FAVST AY F A1 F 31 SiAa e af@e FX & a5 O | A g, o el e
FA @ ARG & S0 |

Please state whether the annual return on |mmoveable 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.

YUt / Place :
festier / Date : g AR & geaer foradr R o awer §

Signature of the officer reported upon




HTIT 3 - HedTheT
Part 3 - APPRAISAL

a1 Rare forgsr arer iRy a2 & Ry av faavor & wgeg §7 Iy =8, o srweatay

forE AT a& § 3R s5F Far sror §2

Does the Reporting Officer agree with the statement made in part 2 ? If not, the extent of

disagreement and reasons thereof.

2, Reie forgsy arer sifererrYy ganT gedeh aon/fadvar i qifeaha A @ ReRer frar s
SR 1-10 YA W) gl ATfRw forae 1 o areud Retas A ¥ 3R 10 F7 araud sTaaH
FEAY |
Numerical grading is to be awarded for each of the attribute by the reporting and reviewing
authority which should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the
highest. _

(Faar gfafSsdr s/ @ qd fem-fdalt @ careqdw 0d)
(Please read carefully the guidelines before filling the entries)
() FohT 0 T T HeAioheT (30 WU T el 40 wfaerd gt
(A) Assessment of work output (weightage to this Section would be 40%)
Reporting |  Reviewing Initials of
Authority Authority Reviewing
(Ref. para 2 of | Authority
Part 5)
) @ R o
Quality of work
iy  cTaEIRF I HT TX
Level of professional skill
iii) e AR AT A IR FEEE W H
e H eaasiar

Trust worthiness in handling secret and top secret

matters and papers

iv)

faferaisrer sy @1 tEREE 3R dowi, g

gearfe & forw 3maRaesh HeTeld Seqe AL
Maintenance of engagement diary and timely
submission of necessary papers for meetings,
interviews, etc.

‘T 3T FR” T TFEIT R [i T iv] /4)

Overall Grading on ‘Work Output’ [i to iv] /4)




@) dafFde ol &1 Hedihe (36 GUs HT ATsE 30 faRrd gem)

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

Reporting Reviewing Initials of
Authority Authority Reviewing
(Ref. para 2 of Authority

Part 5)

) I & ufa AR
Attitude to work

i) gefEHECa, 3cgHar

Intelligence, keenness

i) JTTRATHT Tl TGl
Maintenance of discipline

v)  foreTEeY F
Sense of responsibility
V)  TEIVOT HIRTT

Communication skills
vi) &l H B e T AT

Ability to work in team

vii)  TAG-THAT T TeleT F<et T A9TT
Ability to meet deadline

vii)  gTrorr F ferafadaar 3R o el

Regularity and Punctuality in attendance

“qufeFden Uit 1 FHI FKIC [ A viii] /8)

Overall Grading on ‘Personal Attributes’ [i to viii] /8)

(31) FRITcHS BIAT &M Hedidh (36 GUS &I clsiig 30 wiarra gref)

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

Reporting Reviewing Initials of
Authority Authority Reviewing
(Ref. para 2 of Authority
Part 5)
i) 3R T 3 geTelm 3R etrar
Proficiency and accuracy in Stenographic
work
iy 3iadafEas gedy
Inter-personal relations
iy AT FEIAT
Coordination ability
iv)  STaRRT HFUH, Ugel 3R ol I aTd
T AT MR A ST et 3 cITER-
pRTeIAT
Effective liaison, Initiative and tact in dealing
with telephone calls & visitor
FRATcHS GETAT ST AT Fife [i F iv] /4)
Overall Grading on ‘Functional Competency’ [i to
iv] /14)
fecaoft: Forer AT & 918 QT & AT F, AR F Todh T $ AT HeF & S5 W IR
grefr |

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




HAT / GENERAL

$TIT-4
Part 4

1.

ST @ 9 (STeT el o1 &)

Relations with the public (wherever applicable)

(FPIraT FeTel T HAFR T Tgd N ITH JaRARAB F 9fF ITH Jreharederar w Reaol #)
(please comment on the officer’s accessibility to the public and responsiveness to their needs)

yfRreTor (Fear ftedy fr e werdleaewar 3R T B g & AR URIeTor fr fRAwmRer #Y)

2.
Training (Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer)
3. wawey f Rufa
State of Health
4. wcafasar (3fEd fr acafaser w ool &)
Integrity (Please comment on the integrity of the officer)
5. Ru forma arr iRy earr sftwr & geg qoit 3 F7 apotl, IrmmuRor sTaeyal, Aecaqet A AR FER
aoit & wiar W& Wit 3@ wFar It & weaew 3 R @1 e (FsrT 100 eredt )
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. RUE & a3 A @os &, @ 3R 7 7 & ¢ &g & IR W 10 & $Ae W g7a FifegdhT i
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-ill of the Report.
Rare fawsr arer sifeer & geamni
Signature of the Reporting Officer
FAT/ Place :  oveeveveverciennas TTE IR F AT & e
Name in Block letters: .............................
UGoTTH & it eeee e ee e e e eeeennneens
Designation: ...........ccociii
feetieh /Date @ oveevveers RAE & 3@ e,

During the period of Report: ......................




PART 5 (To be in Hindi also)

1. REMARKS OF THE REVIEWING OFFICER

Length of service under the Reviewing Officer

2. Do you agree with the assessment made by the Reporting Officer with respect to the
work output and various attributes in Part 3 and Part 4? Do you agree with the assessment of
Reporting Officer in respect of extra-ordinary achievements / significant failures of the officer
reported upon? (Ref. Part 2 (2.) and Part 4 (5.)).

(In case you do not agree with any of the numerical assessments of attributes, please record

your assessment in the column provided for you in that section and initial your entries)

Yes ' No
3. In case of disagreement, please specify the reasons. Is there anything you wish to
modify or add?
|
4. 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. Overall numerical grading on the basis of weightage given in Sections A, B and C of
para 2 of Part 3.
Signature of the Reviewing Officer
Place: ........ccccovnnnn. Name in Block letters: .............cc.ccccvvvrevunne
Designation: ............cccccoveviveinninrveriencnneen
Date: .....ccoouenro... During the period of Report: ................c......
i
‘l,
|
|
!
8




