No.A-42011/104/2010-Ad.II
Government of India
Ministry of Corporate Affairs
| 5™ Floor, “A” Wing, Shastri Bhavan,
New Delhi, the G’W)May, 2011

OFFICE MEMORANDUM

Subject: Forwarding of proforma Annual Performance Assessment Reports
(APAR) proforma for officers of Stenographer Grades in the filed offices
of the Ministry of Corporate Affairs — Reg.

The undersigned is directed refer to this Ministry’s OM No. A-
12011/104/2010-Ad.1I dated 11.2.2011 forwarding therewith proforma of Annual
Performance Assessment Reports (APAR) for all Group “B” and “C” posts in the
Ministry from 2009-10 onwards.

2. The proforma in respect of officers of Stenogrépher Grades has been revised

in accordance with the DoPT’s instructions and is encloseg -l-ylerewit for use in

future. "

3.  Itisrequested that the same may be circulated to all officers of Stenographer

Grades. Those officers who have completed their APAR forms in the format

circulated with OM dated 11.2.2011 need not write it again. The officers who write

their APARs after the date of issue of this OM, will write their APARsin enclosed

proforma jb
A |)rj \)

(R.K.Pandey
Under Secretary to the Govt. of India

Ph.: 23383507
To

All RDs.

Copy to : E-gov. for placing on website. (7rutsclrwons )



Annual Performance Appraisal Report for officers of the
Stenographer Grades in the field offices of
the Ministry of Corporate Affairs

Name of Officer

Report for the year/perio‘d ending



Ministry/Department of ...

997 /Form
.................................................................. H AT gl arey as/3a® fr A
Report for the year/period ending ...............ccoii i

- &afrw aw

Personal Data
AT | )
Part - 1

(W/W@W%amﬁlammﬁmwm T JT)
(To be filled by the Administrative Section of the concerned Ministry/Department/Office)

Designation of post held ... ...

4| adwer 3 & PR o & @ | R

Date of continuous appointment in the Date ............... Grade ...............
present grade

5 | 3@ 3wl & A AR ugam e | sfterd & A, ok o, e d@eg @
Ty e e & ETWT‘W g Name of Officer& Date from which attached

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

6. | a¥ & R ot uReror sanfe W @A
F FROT S A JeIrRARy A1 rafy

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

b



H-2 — €G- dicha
Part 2 - SELF APPRAISAL

(38 He grr oy ae, farmdhr Reave ot Sei §)
(To be filled in by the Officer reported upon)

(Faan wiafEal st @ ugel 3SR A eaegds 9g )

(Please read carefully the instructions before filling the entries)

1. e A e, A AY/ET & SN TR G fFU arC St w AT g9 .
(Gﬁmaﬁ 100 arﬂ’f?ﬁlﬂﬂﬁag‘lmaﬁm
Brief resume of the work done by you during the year/period from ............. tO e

{The resume to be fumished should be limited to 100 words)

2.  Fuar 3 v gl S Hgcaqol seaar Ivateal W gt iR 39 How Far deeE I8

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

3. FudEn Sl B A F AT I gRr KT v gTt 7 w3 IR 3R Snon, af f18 a,
F WT H Ty
Please state, briefly, the shortfalls in your input and reasors therefore, if any.

4. Fum o & ¥ ydaedt Hdvsy @ f e wAaky AN aftE faerh Faa ade

Y FAvsT ¥ & g & 31 IA9a) OF gfEa w & 75 W 7y 78, o Rl af@a
A 1 afda & v |

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.

I / Place .

=i / Date : 30 HF & srani Sadr e Bdr swh g
' Signature of the officer reported upon




T 3 - Heahel
Part 3 - APPRAISAL

1. F A forasy aren 30 amer-2 #F U aiv Rawor & wgAa g2 afg a8, ar smweafa
forg e a& § 3R 38F 1 FROT §?

Does the Reporting Officer agree with the statement made in part 2 ? If not, the extent of
disagreement and reasons thereof.

2, R forwer arer Her gRT e InRRITer $r wiftada S F1 eiRer fear smean

FfEF 1-10 Y W A WRT @t 1 & A Resaw Fife & 31 10 &1 aeed 3=aasq aif
agl

Numerical grading is to be awarded for each of the attribute by the reporting authority which
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.

(Fuar gfafdar sRa & qd Rl # caregds 13)
(Please read carefully the guidelines before filling the entries)

(&) U a0 I T AR (FH WUS A oile 40 FiRIa §19)
(A) Assessment of work output (weightage to this Section would be 40%)

HIfe / Grading

iy @R @ IuTEea
Quality of work

i)y =ugEide ST H TR
Level of professional skill

iy I 3R WA HFA HR FEEIAT R B A F Aea@eiagar
Trust worthiness in handling secret and top secret matters and papers

iv) RFETEw sl & @EE @R doat, aRireR safe F forw weTE
BTG SRl T

Maintenance of engagement diary and timely submission of necessary
papers for meetings, interviews, etc.

P T FR” T AT R [ T iv] /4)
Overall Grading on ‘Work Output’ [i to iv] /4)




(E)WWWW(WW@TW3OH%QTHM)

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

HIfe / Grading

) FF ufa xR
Attitude to work

iy gfeHACr, Iegwar

Intelligence, keenness

iy IRMAA FAC TG
Maintenance of discipline

iv) fSFderrsra

Sense of responsibility

v)  EEoT HiveT

Communication skills

vi) & ® B e §r geaar

Ability to work in team

vii)  FHI-TIHAT AT 9Tl B hl A1TTar
Ability to meet deadline

viii) gy & faafaaar 3R a7 qredy

Regularity and Punctuality in attendance

“afener o B wHT R (i A viii] /8)

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

(1) TS BT T FedideT (36 @3 A a¥ohs 30 wforra &9h)
(C) Assessment of functional competency (weightage to this section would be 30%)

Hfe / Grading

i) YTl et gurdr 3T gar

Proficiency and accuracy in Stenographic work

i) i dafee gEae
Inter-personal relations

iy HATAT AEEAr

Coordination ability

iv) TR FFT, TES HIX TN R AT R 3R R F Al e A
EIAgN - FRIAAT :
Effective liaison, Initiative and tact in dealing with telephone calls & visitor

“HIAcAS SRIT BT IHT A [i Tiv] 14)
Overall Grading on ‘Functional Competency’ [i to iv] /4)

feoqult: waar AR & 7 AT F I H, FEH S IAF WF F WA 5T H I W a3mfa
il

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




AT | GENERAL

HET-4
Part 4

1.

SR A W (ST HE ] B

Relations with the public (wherever applicable)
(WmﬁMW@mmmmﬁ$ﬁmmﬁﬂmeﬁ)
(please comment on the officer’s accessibility to the public and responsiveness to their needs) *

aRMeTeT (Fu A A o dEEicaRET IR AEET B G F AR wiRerr fr e #Y)

Training (Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer)

e & fuYy
State of Health

Feaaer (ARl f e o foquh @@l)
Integrity (Please comment on the integrity of the officer)

Rt frms ay HRET GRT W F gee R IR FA TN, ITERYT YRR, FEcayet #t AR FweR
@it ¥ of @Y wRa 3@% Ty Il & wrEeew A aRT @ A (FTeE 100 T #H)

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.

/

RAEF W3 F@us &, @ AN T F & 718 aolg & 3IUR | 10 & AR W A7 gifeahg @R
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-lll of the Report.

R st arer 3fsd & geanR
Signature of the Reporting Officer

T/ PlaCe : v, HE 3T F AT ¢ e

Name in Block letters: ......................oo.

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

Designation: ...

RA® /Date : oo, _ OE AR ¢ e

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




e / INSTRUCTIONS

affe RAsuea Aedida RAUE T Aeeaqo! GFads §, 98 WA & Fd-fsaes 1 Jediwa aa &
AT 3R 3EF FREW T I H Q@AY F A FAgA(T AFEN Iqerey AT § | A 7 HF
ey R fagh o1 @ & 3k Rié fo o o 3R & 99 Sl & w1y 39 o6 & s &
ol forened anfee |

The Annual Performance Appraisal Report is an important document, it provides the basic and vital inputs for
assessing the performance of an officer and for his/her further advancement in his/her career. The officer

reported upon, the Reporting Officer should, therefore, undertake the duty of filling out the form with a high
sense of responsibility. .

RE Pr@et ey #RF # qg AEHH FE Ao K s ey #RFE0 & Rew wen R, s @
I TafaE WA F TEUW W& | T U IR go A wien ad1 g, afew ve Remmens afen #
R forwa ard IFD A, 30 3fEd, Sod Rl B o6l 3, & &1 Bsaes, 3R g g9a
eafthed A1 FAGT A9h RO & e § ¥9a a@l 60 TRT Reporting Officers 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 fault
finding process but a developmental one. The Reporting  Officer should not shy away from reporting
shortcomings in performance, attitudes or overall personality of the officer reported upon.

¥ 7 AT G § AR T GEY AT A ol aifRe | RAE @ areRersd al wodRar 39l dR A
Y I & w1 ot gt 3Tu FUHREl #1 FIed: 9ar 99 ST |

The items 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.

TRAF 30 qvieeRE ¥9 A Rar v | Fad 3 O JE GEcHE Bfe & IR @ 1 39wy Fwar
T FUE SO A IR g e @ ) wedl WK geddl @ eregdd I e 3R aE S R e
o HfEE F R B G @ aife | gear 3R wmuRer T @ e B S |

Every answer shall be given in a narrative form except where numerical gradings is to be awarded. The space
provided indicates the desired length of the answer. Words and phrases should be choseri carefully and should

accurately reflect the intention of the officer recording the answer. Unambiguous and simple language may be
used.

e s ar 3w, 39 el Sad o e ot 8, & ot & g7 F af F @ B ae e
awmﬁm:uﬁaﬂémmﬁaaﬁavﬁvmwm%.a?wm#awqu
FETSS & GAT a9 TFT AN | s/ o, SEfta el g w9 vy @ e 3R @ae o
rfe |

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers to whom he is
required to report upon for completion during the year. In the case of an officer taking up a new post in the
course of the reporting year, such targets/goals shall be set at the time of assumption of the new change. The
tasks/ targets set should clearly be known and understood by the both the officers concerned.

Fafr Rewgs Aeiwa af 3 ww @9 aren R § 3R T & aF Awe deve ReEw @ @ S RE
T FhaT ¢, Ha: R Paw ad 3fed & fafde smaie W Feaes & geaiea s e sk
TG 3N F ACAA ¥ YURIcA® HeH 3o TV |

Although performance appraisal is a year-end exercise, in order that it may be a tool for human resource

development; the Reporting Officer should at regular intervals review the performance and take necessary
corrective steps by way of advice etc.

TE AeaiEEal # Tg A g aRv % a7 qediea B I e 3e & s, smo,
TR R wAEd i 3 TR aRafed aER TRE A

It should be the endeavour of each appraiser to present the truest possible picture of the appraisee in regard to
his/her performance, conduct, behaviour and potential.

A FqedHA, HAFA T TR a AN § sRifasoeg & ey & Rdds el aw & @ e
afew |

Assessment should be confined to the appraisee’s performance during the period of report only

g el & Sl F R L awre oA o AR @, (v av 1 srvar aor swar gRa 3 & R
fady AT F AT ¥ T 3FeA F TWF T A R g v | S vEFR 9 qur0 F AT =,
v T AN FRf & W6y F MR W v | 12 F A3 IR 910 F Iz A AAS X @R, 3
3 3R @ f1 RIS & | wRad 9 R Im § dEev F Rl Qe g dk s ==

7




