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Annual Performance Appraisal Report for

Officials of the Central Ground Water Board
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Ministry of Water Resources/ Central Ground Water Board

993/ FORM

SF/ [ eearst/aarE /A RIeR/awrsardr

Daftry/Binder/Peon/Chowkidar/Safaiwala

..................................... orieeeeeiereeessese e, 0] TS Y/ 37GTY FT RO

Report for the year / PEriod E@NAING.........coi ittt ettt st se et s st sea b easebe s et asetesaesereasaaesnen
qufede saiT
PERSONAL DATA

AT - 1

PART- 1

(FHATTT/ TN/ HRATT & HTT FATETAh HTHET SaRT #RT SAV)
(To be filled by the Administrative Section concerned of the Ministry / Department/ Office)

1. HIIRY HT oITH -

NAME Of OFfICIAl oottt et steetesee st e e s et et et et arnanesteste st an
2. oA F dRE@ (fe=1/ATg/av) (reet #)
Date of Birth (DD/MM/YYYY) ... Y S S (IN WOFS)..oerveeireeieeeeeer e

Designation Of POSt NEI .......ouoeieie et st st s e b r e r e ans

4. wa:ﬁamaa?ﬂﬁ?raﬁ/aaaﬁaw%?

Whether the Officer belongs to Scheduled Caste/ Scheduled Tribe?

5. gaHe #5 H AR @gFT H alg feetren Aofy

Date of continuous appointment Date............ Grade...........

to the present grade

6. AT TUY IFEURN FUAT TUHATeol g ?
Whether permanent/ temporary officiating.

7. Raé & 3@ & et fret faner sregammelt & s fomar § qar
& U # fordel fhdsl @7 a% & foRam € |

Sections is which served during the year under
report and period of served in each .

8. dY & NIl el 9fRueTor 3nfe g & FRT YT @
Jpateafa & safer

Period of absence from duty on leave,

training, etc. during the year.



HET - 2 EG-Fodiehed
PART - 2 SELF APPRAISAL

39 IRFRT garr o1 Se, SrEdr Raie fodr St §)
(To be filled in by the Officer reported upon)

(FoT HfAfSear T § Tgel IR H AT ¥ UG o)

(Please read carefully the instructions before filing the entries)

1. fou v Rt w1 @feea f9aer

Brief description of duties

7 S oo ds & ay / 3af & eI 39 ¢anT fhT T HrAf 1 digied AR-
ga(fear S arerr g 100 usel & 3Hfdh 16T gler =1fge)
Brief resume of the work done by you during the year/ period from................. Lo JORUORR

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

TYTA/ Place:
fetTesh / Date: R fSEdr Ruie oy JEr §, & g&aieR

Signature of the officer reported upon

HIET - 3 ROE fo@s are 3fUsRY gaRT Hedree
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PART - 3 Assessment by the Reporting Officer

(Foar wfafSear st & qa faen-fAdel # eaegds qd)

(Please read carefully the guidelines before filling the entries.)

HRSRT SaRT Ycde T[0T / fAAVar & v ifees Afser & s @R Sifd 1-10 T & JA= W
BT IR e 1 & arcgy Aeaad a3 ¥ 3R 10 &7 Jrcdd 3wadd 38 I g

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.

() S fAvdIe T Hedihe (36 WS & olig 40 % giaf)

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

R forger FHET G
arel ATASRRY 3fSRY 3T T
¥ Mg = | Intitial of
. Reviewing
Egades. by (afe wdar 2 Authority
porting
authority a '“E I
oTel &)
Revised
Grades by
Reviewing
Authority (if
doesn’t agree
with col. 2)
1 2 3 4

i) TrSieTreey ®RY Jrdfed  fawat & IER
Hrafed T & Q@ HLEAT

Accomplishment of planned work/ work allotted
as per subjects allotted

ii) S I OTET
Quality of work

iii) €T F FAUTAT (MY 3R TRRIGEET)

Profieiency in typing (speed and accuracy)

iv) T & gdoran, Aed: FURa et 3k
et ScaTfe H @A

Proficiency in work, namely maintencance of
prescribed registers and charts etc.

‘g fAsulee W gHT AT (Fd (19

iv) /4)

Overall Grading on * Work Output’(Total (i to iv)
/4)




(@) dgiFcsh o1 / fAATAT o1 HoAlehal (3 TS &I ol 30 % M)

(B) Assessment of personal attributes (Weightage to this Section would be 30 %)

Rarc forger arer | @#aT AfeRT HHET HTHRT
IO DU GIRY CanT HAMAT I35 | &l 3MEIER
fear arar I (qﬁ\- EH 2 Intitial of
Grades by . ReV|ew.|ng
Reporting authority -\:eg\?sirdiidi)s b Authority
y

Reviewing Authority

(if doesn’t agree with

col. 2)

1 2 3 4
) @ & g AfFwT
Attitude to work

i)  3ccieIdcd & HGAT

Sense of responsibility

iii) )3-1?;[?11??[ §eTU 3Gl
Maintenance of Discipline

iv)  E9YUT Sierer

Communication skills

v) faeeiocAs Iegar
Analytical ability

vi) OF & F1F T T Qegar

Ability to work in team

vii) FAT HHAT T Greled el Sl
qragdr

Ability to meet deadline

vill) iaddafFcs geer

Inter personal Relations

ERICRED aor / a3t &r
gaET AT (i to viii) /8)

Overall Grading on ‘Personal
Attributes’(Total (i to viii) /8)




(3T) HIRATCHS &THAT HT Hedishel (3H T T #X 30 % g1am)

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

ROIE formet arer | waitet 3rferery aHET TRy
HUHN ganl CaRT WAM™T I35 | AT HEIRR

SN (uﬁﬁﬁ 2F Intitial of
; . Reviewing
Grades by HgHAd ﬂ?f %) Authority

Reporting authority Revised Grades by

Reviewing Authority
(if doesn’t agree with
col.2)

1 2 3 4

i) FTHEPIST & &7 7 Al
fafaaal geufaat & ae 3k
Seo el clish § ] A
Jragdr

Knowledge of Rules/Regulations/
procedures in the area of function
and ability to apply them correctly.
i) TH-aT Fr eIl
Coordination ability
iii) ) et
initiative
iv) FFY W H e T
ECINGI
Proficiency in working on computer
“STATCHD GHA T ol THI
AT (itoiv) /4)
Overall Grading on ‘Functional
Competency ’(Total (i to iv) /4)

fecqul: Faer A, fuiRa & 78 AENE & I A, Hhdel & Tcdeh Hefg & HACIAR & FT
) 3meTRd gef|

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




AT / GENERAL

- 4
PART - 4

1.

SIeTcT ¥ HY& (ST8T Hel o] an)
Relations with the public ( Wherever applicable)

(agmaam@rmﬁﬂﬁqg“u Fr AeTar 3R 3FART TSI B Ufd SeaRer¥cd 9T
feoooly &)

(Please comment on the officer’s accessibility to the public and responsiveness to their needs.)

SRIGTOT (AT HTUHRT H HRIRXAT IR FEAGTAAT & GUR o g #fasy & efve @ gfamor
Fr RAwrfer &)

Training (Please give recommendation for training with a view to future improving the effectiveness and
capabilities of the Officer.)

rareey §r Efa
State of Health

TeATeTsaT (Foam HRHRY T Hcgferssr 9T feoqolr #Y)

Intergrity (Please comment on the intergrity of the officer)

STAMY 3N HAAT &THAI3N, 3METEROUT 3Uelfeudl, Hgcaqul faweransi 3N wAR ot & 9fd
HAGT & &7 dAfgd RSP & FHET UT W R fo@er ared AT garr erse fo (crmerr
100 ereai #)

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.

RO & AO1-3 F @S &, @ dW T & & I8 Rog & YR W 10 & A | AT 3ifhes

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

Report.
RarE for@er arer 3IRFRT & gEdeR
Signature of the Reporting Officer
T ATH |Th 3ERT A:
Palace....cooeeveveieeie e Name in Block Letters:......coveivevvenrenerenennen
YeATH:
DeSIgNAtION:....cviie ettt e
featren: are & 3af:
D) During the period of report.......c.ccceeevvvieneneene




HATIT- 5

PART- 5
1. Yelidellhel TEHRY &I HegiFaan
REMARKS OF THE REVIEWING OFFICER

FHET HUH & FANT ar Flel

Length of Service, under the Reviewing Officer

2. &1 39 FE Fsure AR HEr-3 qur wer4 A Rfdes o/ RfAwant & d&@r A R
o= arer HAFA garr e 910 Feaid & @eAd &1 (IS 39 oi/fadAwansit & forer ofr
RS Hedichal ¥ HEAd =gl & of HU9A 38 TS # 39s v QU a0 &7 & 39ar
Hedishe Gol Y YT H9=h gfaffedl o 3uar meger |

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 assessment of attributes please record your
assessment in this column provided for you in that section and initial your entries)

gl oTer
Yes No
3. WA gl 1 FUTY & HUAT g6 HROT 9V, T HI$ WA o1 § 5 A9 $& deolar a1

ST agd gl

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

4. HIBSST FUFN & A Fvued &1 Aedied & A RAE fowa are s &
EECIG]

c

The attitude of the Reporting Officer in assessing the performance of SC/ST Officer.

5. GHIET HRSRY GaRT Asq T (SETeYer 100 el H) FUAT &AM 3N HAR &AM & &1
3R FASR Feit & giad AT Ffea SR & o goit W feoqo Y|
8




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.

6. RUIC & H91-3 & @US &, @ 3R 7T FH & 8 Wollg & YR W FHI Hifher ATSar

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

Ferem 3fFRT & gEaAER

Signature of the Reviewing Officer

AT ATH |Th HERT A:
Palace....coeiceveierie e Name in Block Letters:......oveivevrnrenerennenenes
YcodTH
DeSIgNATION: .ccceiieieeieeee et
Coicy Rae & e
Date oo e



3TeTeM / INSTRUCTIONS

aife fsuIes FedieeT RUIC U FAgcaqul Geaas ¢, I8 AN & d forsargst
A Hediehed el & fav AN 30+ SN & 30T Tl & T SR 3Teisy
AT gl 3d: ag IR Fadhr RO fodr a7 @ § 3R RO @ o= are
ITAFRY I T FFATRY & 1T 39 BT I R HT S’y et gl

The annual Performance Appraisal Report is an important document it provides the basic and
vital 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.

RaE fomar arer 3fUslt a7 I8 Agqy e amfev 6 S8 3eary sy &t
g e 8, aifh a8 9=l aedfds WHEY &I Ugdle Heh| Ig Uh I god
arelr ufshar 81 g, sfod v Reracas ufhar &1 RaE s g 3ifsr, 339
P, T RO O Sl §, & w1 Fvued, AR 3rar I8 ogiaded
Fr HfAAT 379 NN F @ § Ipra 87 Har afge]

Reporting Officers should realize that the objective is to develop an officer so that he/she
realize 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.

T A TR e ¥ AR gHTT AT S AU ST Aifgu] RO i enieAs dk
IR 7T F9 d ¥ W I &1 s o I 3= 3IRERAT Fr Tosed: gar oo

SITTTT|

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.

Jeh 3K dUIAlcHs &9 H f&ar JT| Fad 38 B oIl G&IcHS HIfC & Sileir
21 33U HIErAT IRT TATT 3R T 3T olars gfar &1 ersel 3R gl «r
EIAYdh AT ST AR Ig IR RAS A ared AP & e H T ST A
eRiTe| gEuse 3R AIIROT HI9T &1 F49T fham SiTe|

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

Rate foger arel ifUery, 38 ey o Rue fodr Sl & #t a¥ & & #
ay & Q FRT Se arer Fe || i g AR R af & faw 747 ug
THTST &, F 39 RE & 8T AdT UG THA! & THAT dF fhw 0| d / d98F
o, Tl FRAFRINAT garT TS & ¥ S AR FaAsy S anfee
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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 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.

I fAsuresT Hodihel a¥ #A AT gl drell 3918 ¢ 3R TE T Ig A
IO AFT FT T FRE §F Johdl g, 3d: RAE fo@s arer 30l & Fafag
IR W fASATET T Hediohed AT RT IR Tellg SIS & ATETH § FURICHS
heH 3ol dIeT|

Although Performance Appraisal is a year-end exercise, in order that it may be a tool for human
resource development; the Report Officer should at regular intervals review the performance
and take necessary corrective steps by way of advice etc.

Gl Hedishelohd! 1 Ig FAMH BTl AMeV o a8 HedicheT fhU S arel 31Uy
& HY fAsules, 3RO, ¥agR AR THLd i off JUrHN aredideh dER T
|

It should be Endeavour of each appraiser to present the truest possible picture of the appraise
in regard to his/her performance during the period of report only.

qg Hedished, Hedishel T T atd FWFER & HRAASUET & IR A R
3afer g & AT gar arfgul

Assessment should be confined to the appraisee’s performance, conduct behavior and
potential.

g 3FlE T S § R 1 qur 2 i g o wife @, (FRT aw s et aqor
37UaT THT VT & fov) /AT AT & #Aegm § IRT e F gt T
T sgr Sv) sEH yHER 9 FAT 1 F IS F, fFv v [AY FRT F e FH
AT g ar STl 1-2 & A3 O AFCGT A g, 3 3dH fRcT gae &
JELTHAT &l T I3 BT ar & ey A R formar arer 3R Fefter s arer
HOER A I FAANRIL, S 3FF IJAANT FT F @ 8, P Th g7 J&AT &
dofel 7 e S Tifge

It is expected that any grading of 1&2 (against work output or attribute or overall grade) would
be adequately justified in the pen picture by way of special failures and similarly any grade of
9&10 would be justified with respect to special accomplishment. Grades 1-2 or 9-10 are
expected to be rare occurrence and hence the need to justify them. In awarding a numerical

grade the reporting and reviewing. Authorities should rate the officer against a large
population of his/her peers that may be currently working under them.

Y7ol JelleY / Uelealad & fav 3gde wIcdishl dhr 0T e & JAeld 8§, Reafaf@a 38 ©W
o forar Sreem|

For Purpose of calculating average scores for empanelment/promotion, the following grades will be
considered.

11



Td T AR I Fife gredies o W faar fear smerm &
APARs graded Grading Score to be considered
8 3R 10 & 3chse 9
Beetween 8 & 10 Outstanding
6 3R 8 & T a5 3o 7
Beetween 6 & 8 Very Good
43R 6 & = 3T 5
Beetween 4&6 Good
4 - 0
Below 4
feoqufY / Note

IS T Teld A A I & RAeIfai@d 9fhdr &l 9refed ST I1e:-

The following procedure should be followed in filling up the item relating to integrity:-

. afe 3Rt $r Fcafaser g & W §, 08 §d™r Sw|
If the officer’s integrity is beyond doubt, it may be so stated.
i. I P UG & A F @l B AT ST HR AFARER FRaS fr S

If there is any doubt of suspicions, the item should be left blank and action taken as
under:-

(@)Teh 3HeleT o feoquly gof & S 3R a1 & #Rars H | fecqolr dr
TH gfd MU ROIE & Ty 3nTer aRssad AfRERT & 8 a9 & Jw,
St Ig GRART M o 3elacl HRars e & Sl &1 ST67 Feafarsar Hi
YATOIS &l a1 ed eeuoh & fafleqy em @wa o8 § R
Il 75 ga W F geose vy aa & fae el & a3 @
ST # UdICT §AT g1 AT AT 3EA AP & TGl H& For oIel, i
i et &l

A separate secret note should be recorded and followed up. A copy of the note
should also be sent together with the Confidential Report to the next superior
officer who will ensure that the follow up action is taken expeditiously. Where it is
not possible either to certify the integrity or to record the secret note, the Reporting
Officer should state either that he has not watched the officer’s work for sufficient
time to form a definite judgment or that he has heard nothing against the officer, as
the case may be.

(@ Il 3ach wNaS & IRUTAEIEY HEE &Y & S o, R &
FAfsal JAUIT &Y &ol T1fgT 3R deefar Teh widfse aiveiy R &
FT & AU

12




If, as a result of the follow-up action the doubts or suspicions are cleared, the
officer’s integrity should be certified and an entry made accordingly in the
Confidential Report.

(Mafy T B e @ I ¥, a2 N PReqy = RT I @R M
558, TR HRABR F TGRT F & ST

T a

If the doubts or suspicions are confirmed, the fact should also be recorded and duty
communicated to the officer concerned.

(@) gt Fas & IRomAETET, F@eE @¥ Ad e & AR T & 3
gffe A &, SR ¥ smeRer # Erh sy & SR dwr ST AR
IR 39 T (@) 3R (1) W gUIREse HRas i et @)

If as a result of the follow up action, the doubts or suspicions are neither cleared nor
confirmed the officer’s conduct should be watched for a further period and
thereafter action taken as indicated at B) and C) above.

(I8 HATIT T HRATT A9 H. 51/4/84F41. (%) 21.06.1965)
(Ministry of Home Affairs O.M. No. 51/484-Estt. (a) dated 21.06.1965)
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