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s JHtas

Assistant Superintendent
IRE T UEED
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Junior Passport Assistant
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AfABRY BT A/ Name of OffiCer .ovvvverrviieeeriiiriienrnnreree e

RS @1 9§ / araf¥ @1 wfdde/Report for the year/ period ending .........cccvvevvneiiueenn,
g graarE srafaa @1 9/ Name of Regional Passport Office.........ccivnivnienieecenennenn




U9H/ Form
ST GUIE e G Afigd, aRS UNUE Yerw, SHE UMUK $eRd, R adRd & fav afie

HrRifIIET Lcin| R/ Annual Performance Appraisal Report of Assistant Superintendent, Senior Passport
Assistant, Junior Passport Assistant, Hindi Translator of the Central Passport Organisation.

RarS a1 9/ 3rafer o7 UfAAGH/ Report for the YEArPEriOU. ........ov.eevevereeeeeeeeeeeeesseeeeee e e
w1/ Part — 1

&afere &1/ Personal Data
(wftde saf aift@rt gRT w1 WY/ To be filled by the Officer Reported Upon)

1| Sf0eret &7 A/ Name of the OFICET ...vvv.vvreveeeoeeoeeoeeoeoeoeeeeoeeoeeesooo

2 | o= fafer (f=1/=8 /a/ Date of birth (DD/MM/YYYY) ....... o, o,
........................................................................................................... (ers=t ¥/ in words)

3 | afd gg=m™/ Designation of POSt NEld ............vv..oroeeeeeeoeeeereerseserereeeen

4 | T RS SR S/ SR ST ¥ H9Y @aT €2 / Whether the Officer belongs to Scheduled
Caste/Scheduled Tribe? ......cccooiviiiiiiiinne.

> | adae doft § wR frgfs B a’i@/ Date of | R/ 8t/ Grade w..oovovveereren.
continuous appointment in the present grade Date ..............

6 | ac g den 9§ W g 6 akE/ Present post | e/ TG/ POSE oo
& date of appointment Date ...occoo......
thereto

7| fRaré Y arafey F ert F suiefy (afdd

JgereT /ufdiemr anf) / Absence from duty during
the period of Report (earned leaveftraining etc.)

8 | (&) deifores averar/ Educational Qualifications

(@) f&=t § araar/ Qualification in Hindi

(1) AR qrratt &1 & AR AR o 'R/

Knowledge of Indian languages
and level of competence.

(&) @ 3ifedRt BeR B T9E ITAM PR Tl

8?7/ Can the officer make effective use of
computer?

(%) wfarm & foiy ameiffa urcams /el e
Hfga seggd iRk I fauria wian/ Approved

course of ftraining/ study including refresher
Course and departmental examination passed

9 | uiRarfe dewdl @1 w01/ Details of family g2/ Relationship ......oovvvvvvenne..
members G/ Age .o,




9T/ Part — 2 ¥@ia/ SELF APPRAISAL

(R it o1 afvas forar ST & ¥t & RT W_7 STY/ To be filled in by the Officer Reported Upon)
(Fwar vl @1 o ¥ vga argiel B eAFIES ug A/ Please read carefully the instructions before
filling the entries)

1. SYfea @ Hfam fdaRu1/ Brief description of duties

2,99 B ERM ..o, F e, P 3G GRT 6Y U Bl @7 W AR/ Brief resume of the work done by
you during the year/period from............... 0,
(e S+ &t |R ®aer 100 o @@ AT 89 AT/ The resume to be furnished should be limited to 100

words)

3. PUAT T X [ a7 Qi dhoter af i araer GufR arifes Rravolt PrefRe ardia srerfa $ofer ¥ & aaeadt 9§ @)
31 SIeRt @@ gt et & TS oft | afe FET A faeror ot Fem Y ag € 9w/ Please state whether the annual return

on immovable 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.

(Weras artfterd & <t srgare® @R 9T 9T/ To be filled up by Assistant Superintendent & Hindi

Translator)

T/ Place: -
f&1% / Date: -
uftides Pt et & &wier/ Signature of the officer Reported upon
AT/ NGME & oo

TS/ DeSignation : .......cccoovevvvvriveieirrrnn,




AT/ Part 3 — HiAAST AP TRT Aeqid=/ ASSESSMENT BY THE REPORTING OFFICER

(Puan wfifeal @ R & user el @ eqgde ug &/ Please read carefully the guidelines before filling the
entries)

1. W AT a1 FrafRor sfdes qem grFRe wider g R S & S 1-10 % 3R w BT AR, oE 1 qe

9 IS &1 qAT 10 ST IS BT Ieg el &/ Numerical grading is to be awarded for each of the attributes 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

() /A) PrIfSaTEs B TEaia (T4 9HT BT 9R 40% BNT)
- SRR ST 31 | el SR a1 R T el s &
Rz @ 38/ Grade | (3R dfth 2 & wewa T &)/ JTEneR/ Initial of

by Reporting Revised Grades by Reviewing | Reviewing Authority
Authority Authority
(if doesn’t agree with col.2)
1 2 3 4

(i) wWhafoa & $i aRqufen /fawg &
AMYR R IEfeT PR (Fuan = far T
e ad)*/ Accomplishment of planned
work/work allotted as per subjects
allotted(Please see note below)*

(i) BrRifrsarET &t oraT/ Quality of work
output

(i) <P & yeform (TR} wd )/
Proficiency in typing (speed and
accuracy)

(iv) FrafRa forexl & aret anft & waftg
@l ¥ 2&rr/ Proficiency in work, namely
maintenance of prescribed registers and
charts etc.

‘frfa sral’ R got fremas M/
Overall Grading on ‘Work Output’
(Total {i to iv} /4)

* AT SR/ Normal Output : T€E/ Benchmark (100% )

3@/ Score qIIfd® @i/ Actual output
0 40% ¥ 9/ Below 40%
0 40% - 54%
0 55% - 69%
5 70% — 84%
7 85% - 99%
9 100%




(@)/(8) =afrra frdwaraif @t T

(weightage to this section would be 30%)

(¥9 91T ®1 9R 30% BNT)/ Assessment of personal attributes

ofee mitwr W | qfieteT et arr fRar gt feemr
far mm ¥s/ Grade | ¥ (7R s 2 & wemg 7 &)/ | & ameneR/ Initial of
by Reporting | Revised Grades by Reviewing reviewing authority
Authority Authority
(if doesn’t agree with col.2}
1 2 3 4
(i) #1 & a1f¥gfR/ Attitude to work

(i) FPR™ @ @u/ Sense

responsibility

of

(iil) ST BT SFReT/ Maintenance of
discipline

(iv) o7 &/9amE/ Communication skills

(v) &7 e & sk dafe Haer/ Team
|_Spirit & inter personal relations

(vi) T R P oyt o/ Ability to

meet deadline

iR Rdwansl R per Pramaw M
{4 (i ¥ vi)/6}/ Overall Grading on

‘Personal Attributes®
L {Total (i to vi)/6}

(M /(c) frareTa dvaar #1 geaieT (36 9 @1 9% 30% &4

(weightage to this section would be 30%)

/ Assessment of functional competency

—

afdeT wfes g

& mn ¥e/ Grades
by Reporting
Autharity

(if doesn’t agree with col. 2)

gAfdetieT mider grr R mar
I8 (IR dfF 2 ¥ wewa 7 &)/

Revised Grades by Reviewing
Authority

gAfdaliaT  mferert
& IMEER/ Initial

of Reviewing
Authority

1

3

4

(1)t /srfafeml /e 5 &5 § uigei
IR 575 vam B it v/ Knowledge of

Rules/ Regulations/ Procedures in the
area of function and ability to apply them
correctly

(ii) ¥ dvaat/ Coordination ability

(iii) ugat o &1 &=/ Initiative

(v) +9R ® a1 & § v/

Proficiency in working on computer

forarens araar w ot Premaw AT

{3 (i ¥ iv)/4}/ overall Grading on
‘Functional Competency’ ( Total [i to
iv]/a)




_ AT/ General
91T/ Part - 4
1. ST @ ey (78t off wasw) / Relations with the public (wherever applicable)
(SFFaT T sArrearesrail &1 SaveTier od sfeat A R Fuam fRuqvlt €/ Please comment on the officer’s

accessibility to the public and responsive to their needs)

2. IfA&T/ Training (PUaT SFABT FY woifier va wrfermanas 7 IR aifte Gem o 9 e 6 ot & s ufdte &
fory fawiRer #¥/ Please give recommendation for training with a view to improving the effectiveness and
capabilities of the officer)

3. Wy & R/ State of Health

4. AT/ Integrity (o ferRt &t Teafis w fRuh a3 g TE HE § W B A 59 off i R o war &/

Please comment on the integrity of the officer). If the officer's integrity is beyond doubt, it may be so stated)

51nﬁéﬁa@aﬂﬁ§ma¢®mﬁﬁwaﬁﬁ?(w 100 #rsaf &), fOoRe MRt @1 wrredf &7 vd a9 g A,
STHTHRY! Iueifsdall, Hecaqul srvheraral (T umT 2 & 3 (®) v 3 (W) v géfet T & ufdy sy enfiver 21)/ 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. UfAET & 5T — 3 & WS &, @ 3R T F Ry 0 YR F MUR R Pl e et A&/ Overall numerical
grading on the basis of weightage given in Section A, B and C in part- Il of the Report (1€ : ool e AT
fAmaR wm#a@w%wﬁﬁmwm%smwmaﬁ/ Note: The overall grading

will be based on addition of the mean value of each group of indicators in proportion to weightage

assigned)

ATT/Part — 5 gAfdclia e $ angfh/ REMARKS OF THE REVIEWING OFFICER

nfiaeT %@t & &=1eR/ Signature of Reporting Officer
| 31&RT & A1/ Name in Block letters.........ovvvvvveveeennn.,
fRaYé # araf¥y ¥ g/ Designation During the period of Report

1. Qg AfEert & el &Y 1 Jar i srafdy/ Length of service under the Reviewing Officer

2. TG A — 39 T — 4 & PRI o Torr Rffer 7o 3 sy F widde et gt g 1y geaieT & Teud & 2
TN ST DT BT SR Serfeda} /Fgcaqel sraweraral & ey ¥ fy 10 geaiee & Tead & 2 (s : w3
T AT 4 (5)) (@ S R sfRwRt gRT Ry o o % e ST Teaied § e a8 ar T YT

TS $6 TS & Ry M0 w § < qe Rigear 3) snanar #¥)/ 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? (Ref:
Part 3 & 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

&l /No

3.@%@#@@%&@@5@%%@,W@Qﬁ%ﬁﬁsﬂqqqmmmmsm 9ied &/ In case of

disagreement, please specify the reason. Is there anything you wish to modify or add?




4.%%/%@%%@%%mméﬁmﬁuﬁéﬁmwﬁm/ The attitude of

the Reporting Officer in assessing the performance of SC/ST officer

5.a?ﬁmwaﬁmﬁwa®mﬁwa?ﬁ?(mwmo Seat ), ﬂﬂﬁaﬁﬁaﬂﬁwweﬁ%wmwwﬁ
TR Iyerfedr HEaqO! SrIeTat (Fed 9 2 7 3 (#) g 3 (@})Wgﬁamﬁ%ﬁaﬁqﬁmﬁaa}/ Pen

Picturg 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 section

L

6. HfdSH & 9FT — 3 & we 3 @sﬂ?wﬁﬁquw?ﬁwwWﬁwﬁwﬁﬁv/ Overall numerical
grading on the basis of weightage given in Section — A, Section- B and Section- C in Part - 3 of the Report

(e /Note : gﬁﬁmﬁﬁmﬁﬁww%a@m#ﬁww%ﬁaﬁﬁmwm%mwm
ET‘ﬁ/ The overall grading will be based on addition of the mean value of each group of indicators in
proportion to weightage assigned)

FAfaate sfter & searar/ Signature of the Reviewing Officer
WD S&E X T/ Name in Block letters ...
ROE $Y srafey § US4/ Designation During the period of report......................




3@/ Annexure — |

HEATST® T H arer fiva v Gee Rerfrea/ Guidelines regarding filing up of APAR with numerical
Grading

Words and phrases should be chosen carefully and should accurately reflect the intention of the officer recording
the answer, Unambiguous and simple language may be used

5. Ul arferert @y T & oY § R fﬁlﬂzﬁrﬁu}éﬂmﬁwﬁ%‘%ﬁqaﬁwﬁ@ﬁwmﬁma&am
ﬁ%rfwawémm%qiuféﬁgafﬁzﬁr&ﬁ%ﬁ%%mwmmmwﬁﬁ@a&ﬁ/ﬁmmﬁaﬁmww

T&U B T IR T I8¢/ 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
charge. The tasks/targets set should clearly be known and understood by the both the officers concerned.

MUNICA® heq Io= T1fey/ 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.

7. u@m@ﬁmﬁwwm@mm@vﬁaaﬁ%&ﬁ, frest eaie frar o <a7 & & BRI FISuTEH, TR, eaeR
Ud |red & WeY F qRafs g qed UG BT ST/ 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

8.Wq@ﬁmﬁmmaﬁa@mﬁmﬁﬂéfﬁmﬁﬁmmwmwﬁ?ﬂﬁﬁmmﬁwAssessment

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




attributes or overall Grade) would be adequately justified in the Pen picture by way of specific failures and
similarly, any Grade of 9 & 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.

10. W/W%@@WW@W%@SH@%@%%@WWWW/ For purpose of

calculating average scores for empanelment/promotion, the following grades will be considered : -

VAL 38/ APARS graded T/ Grading f&=mref wrHid/ score to be
considered
8.00 and above SP¥/ Outstanding 9
6.00 and above but below 8 98d 3781/ Very Good J 7 —I
4.00 and above but below 6.00 38T/ Good 5 1
Below 4.00 Average 0 J
M Note

(i) afe sferard &t Teafisr v W B A 5 ST Ry ST Fepar 2/ If the officer's integrity is beyond doubt, it may

be so stated.

(ii)ﬁmwmmﬁﬁ%ﬁwm%mwwmﬁwﬁﬁamﬁWﬂ@w If there is any

doubt of suspicion, the item should be left blank and action taken as under:

(m)/(a)wqaﬁﬁﬁaﬂﬁeaﬁ%mmm@mﬁ?aﬁzﬁwmJ%Eﬁrwuﬁﬁmﬁ%wamﬁwa@m
aﬁﬁﬁsﬁmﬁaﬂ%ﬁaﬁ%ﬁﬁ@aaﬁﬁﬁmﬁﬁwﬁmﬁ?ﬂwmﬁw@%mﬁa@mﬁzﬁrﬂmﬁmaﬁwﬁm

the 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

(M) (c) T, TP IT TE gE & o & A awaﬁﬁmwarf%wﬂ?ﬁﬁ%eﬁaﬂﬂﬁ*ﬁmwmﬁ/ If the

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

(a)(d) afe, ﬁﬁW%Wa@m%WW%ﬁﬁ%%ﬁ%WmW%Waﬁ
mwwm%qaﬂ?mwwﬁ?ﬁ(@)Gﬂ?(ﬁ)ffaf@?aaﬂ'éfa'r‘a"[ﬁm:ﬁm%wrfasaresultofthefollowup

action, the doubts or Suspicions are neither cleared nor confirmed the officer's conduct should be watched for a
period and thereafter action taken as indicated at b) and ¢) above




S [ Annexure ~1)
vt —&/slip A _
W™/ Ministry /fvm/ Deptt.
(R st o1 gfrdes ferar s & ot % gwy ST/ To be filled by the Officer Reported upon)

B/ o e e TR/ DeSIgNation v TIUaIR 795 & apr-|) @Y
f % 39T Tfivane oy afe /ad/ after completing part-Il of the APAR Form for the periodiyear ................... ¥ AT ufdes
SfePTEY, oft / sfmrch B/ to the Reporting Officer, namely,
Shri!MS.......,.....,..,.....,..,,,....,.....,...,,..W/Designation ............................................... % /on date e BT
ST B GH1/ G €/ have submitted my APAR form
E¥ER/ Signature ...
TH/Name ...........
O/ Designation ....eevveeeeeeeecc
A/ Telephone ...........
R /Date ..o

wff —&/slip B

FrgEEa ¥ TRdeT e % w9 H froufoat oo e ot/ sferet /gt The undersigned, after recording comments as Reporting

........................ U/ Designation e, P UHORIR @Y 3G /a9/ for the
period/year ... % fAQ FIded S @Y fRim/ to the Reviewing Officer on date ... &
3T IR & 2/ has forwarded,
BXAIER/Signature ........oo..ovovreo
a4/ Name
U</ Designation
XY /Telephone
&% / Date
(adff — 71/s1ip )

AT [ Ministry R/ Dept,
(TifeeeT st gRr =y S/ To be filled by the Reviewing Officer)
APAR of #ft/sferclt /3gsft/ shrims o UG / Designation ... & TdivaR ag/ for the period/year

e B T TGS ST ) Ry IR sruewerd % TfdeieT & vard 39 w1 9RT B o <& 8/ duly recorded by the

Reporting Officer and reviewed by the undersigned is forwarded herewith,

EXTER/ Signature ...
A/ Name
ST/ Designation ..o
TS/ Telephone ...ovvveee.eeero
&% / Date
Wt 718 / cadre Cell-i
St sr7RT/ CPV Division




TR & wfe /gt #t Gaifeg widear /

Revised system of Reporting!Revigwing of APAR

—

B/t | A R afRide foar AR arftrant/ Reporting e arftrert/ Reviewing Officer
No. SIT X&T 8/ Officer Reported Officer
Upon
1. TNIIE e (ST gragE W Wit (f.ow.dt.) & geg IR wieg () /e
e sk Suw FR)/ UTAIE SAfBIY/ Joint Secretary (v.drexft.ft.4.) / Additional Secretary
Passport Officer (DPO and (PSP) & CPO (CPV)ISS(AD&CPV)
above)
2. INAIE R (ST g 9%/ Director g AT (fwad.) & g g
e & o9 wR & wft PR/ Joint Secretary(PSP) & CPO
Frafers ¥@) / Passport
Officer (all Heads of office
below the rank of DPOQ)
3. 99 ITHIE SBN/ Deputy | grrre af@Y/ Passport Officer g W (foad.) & 5oy g
Passport Officer B/ Joint Secretary(PSP) & CPO
4, WERS NS St/ e SIfRBRY /Passport Officer Wg® witg (dfowd.) & 5w areod
Assistant Passport Officer ABRY/ Joint Secretary (PSP) & CPO
5. aRs siefters /sr. HER® UNAIE 3R /37 yregd TrHOE
Superintendent AP/ Assistant Passport Ffe@ (Frafeaareaa)  /Passport
Officer/Deputy Passport Officer Officer (Head of Office)
6. s1efter® / Superintendent WEI® qraie e /99 qrage T St (srafeareasr) /
B/ Assistant Passport Passport Officer (Head of Office)
Officer/Deputy Passport Officer
7. Wes e, s gryg)E stfhters /aRs srehars /weras TR SR (wraferareaa) / Passpo
WES , B8 UNOE WE®, | qreae B /37 g Officer (Head of Office)
&=t srarE®/ Assistant B/ Suptd./ Sr. Supdt.
Superintendent, SPA, JPA, IAssistant Passport Officer/
Hindi Translator Deputy Passport Officer
8. gD (A siftert o7 | s PR/ Passport Officer THYE arfereTd (Fraferareqsr) /
KT ¥eT%) / Passport Officer (Head of Office)
Stenographer
(Personal staff of PO)
9. AT WES / Office sthers /3Rt srefers /weme TrerE S (wrafermens) [/
Assistant IrE @Rt /9T grand Passport Officer (Head of Office)

3Bt/ Suptd. ISr. Supdt./

Assistant Passport Officer/Deputy
Passport Officer




