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T TRIAIE ESH

Central Passport Organisation

a1 srifrsues qegiaa Raie

Annual Performance Appraisal Report

ngfaft® IS ..o

STENOGRAPHER - Grade: .........

BN &1 A/ Name of the Officer ..

e o1 3/ 3rafy @1 wfdaga/ Report for the year/ period ending...........c.e....

&t yraé srafaa @1 7/ Name of Regional Passport Office ... .



Y93/ Form

gl 38 ..o ¥ faw arf§e srifues gegies RAE/ Annual Performance Appraisal Report of
Stenographer Grade: ...........

RO 7 7/ 21af® 1 ufddeT/ Report for the year/period ending... ..o

9T/ PART -1

Fgfra =1/ Personal data
(wfrdres Paf ARt GIRT 9_1 WTY) (To be filled in by the Officer Reported Upon)

ATfIRY @1 A/ . Name of the officer .................

= fafe (R=1/=18 /a¥/ Date of Birth (DD/MM/YYYY) .......... R [,
.................................... (ersci 3 In words)

i

adam &uft ¥ ermaR fFRgfe 6 aRia/

Date of continuous appointment to the present Grade i@/ Date 2oft/ Grade

RIS &Y arafer 3 Frf ¥ srguiefd (arfvid

arerepTer /wfRierr anfe) / Period of absence from
duty (on training, leave etc.) during the year

()/ (a) Sarftie awaar/ Educational

Qualifications

(=) /(b) f&= 5 Frarar/ Qualification in Hindi

() /(c) =eitg wroratt o1 S SR A

TR/ Knowledge of Indian languages and level
of competence.

(51)/(d) T AR HER T Tl SHIHT IR

HadT 82 / Can the Officer make effective use
of computer?

(T)/(e) ufltem & forg argeifia wregsn / gieat
UGy afdd arenge aiik Sl iy ader/

Approved course of training/study including
refresher course and departmental
examinations passed

qReTRe Hewdl & JH®R!/ Details of family

members




T — 2/ PART - 2 wReaia/ SELF APPRAISAL
(o arferesrt &1 i foram ST & ST & GRT ¥R7 9/ (To be filled in by the Officer Reported Upon)
(o w1 9 I el Rl @I LIS Ug o/ (Please read carefully the instructions before filling the

entries)

LG8 B SR o F/ from .o, % /to AP G T 1Y Frf o1 HiEw TR/ Brief resume of the work
done by you during the year/period
(R 9 @1en ¥R %ae 100 el a@ HifFd & F1feY/ The resume to be furnished should be limited to 100

words)

5 S ot SUaR AR T 97 iR S e e Saift/ Please also indicate items in which there have been
significantly higher achievements and your contribution thereto.

3. AT TGP FedFT 6 BT 0§95 RO T ISE N, A DS 81 A1/ Please state, briefly, the shortfalls in your

input and reasons therefore, if any.

4.Q¥Wmeﬁ?§aﬁﬁ3?mujﬂ?ﬁéﬁﬁaéfﬁrW#ﬁmﬁmﬁwﬂﬁaﬁaaﬁamﬁ&ﬁ@?aﬁﬁmﬁa&aﬁ
31 st o ot T & T oft | T et feRe gt e Y i € WY/ 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.

ufRdeT odf AIfdER & seaer/ Signature of the Officer Reported Upon
A/ Name & o e

UE/ DESIGNALION © ..eovveiirireicrenrs s




qrr — 3/ Part-3

Tegia/ APPRAISAL
(uf¥e 3If¥rPR GRT =T WY/ To be filled in by the Reporting Officer)

1. T wfAdes iR wF 2 § Ry T feRur & H&hd 8 ? af 781 a1, prRoN wfka gang b @t sRTEd &/ Does the

Reporting Officer agree with the statement made in part 27 If not, the extent of disagreement and reason
thereof.

>, TeETeT AT 7 RERe TR qerT GRS SR gRT T ST € S 1-10 & S W 85 A, et 1w

&7 I BT qeT 10 ITIT e BT I8E HeaT &/ 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.

(e wRftel @) R & el rgeell B earyde g o/ Please read carefully the guidelines before filing the

entries)

(®)/(A) Srdfrsae &1 Jeaied ($H 9T BT IR 40% 8FTT)/ Assessment of work output (weightage to this
Section would be 40%.

A&/ Grading

(i) ®RE & qurar/ Quality of work Output

(i) 99raR Pleret &1 TR/ Level of professional skill

(i) Mo @ Y Mg e @ S o e J
fag=fraar/ Trust worthiness in handling secret and top
secret matters and papers

(iv) 2Fe g1 gfRIeT BT SO 3R 331, AaTehRI Il

Teeft SEArdll @ Y R S @1/ Maintenance of
engagement diary and timely submission of necessary
papers for meetings, interviews, etc.

(v) ST % U wfdfshar/ Responsiveness to public

‘Rearers A’ R pa Frame A
{%e (i ¥ v)/5)}/ Overall Grading on ‘Work Output’
[ (i) to (v)/5]




(@)/ (B) <afFTa o BT Heaie (FH 9T BT 5 30% &)/ Assessment of personal attributes
(weightage to this Section be 30%)

AfET/ Grading

(i) @ % ufa 3T iR 39/ Attitude to work &

Appearance

(i) weT, PemrEr/ Intelligence, keenness

(i) STFmEA &1 37RE0T/ Maintenance of discipline

(iv) ScReTfaeq &t w931/ Sense of responsibility

(v) Esreror @/ Communication skills

(vi) &g H PP @t &1 I/ Ability to work in team

(vii) oifd= fafy & g &M o= o= &t A1/ Ability to meet

deadline

(viii) SufRel # foRoRar vd F=g &1 rsl/ Regularity and

Punctuality in attendance

fpTa O W ot frerras AT

(e (i ¥ viii)/8}/ Overall Grading on ‘Personal
Attributes’[ (i to viii)/8]

() / (C) FrafeA® I &1 Gedidd (9 9T &1 R 30% grm) / Assessment of functional competency
(weightage to this section would be 30%)

AT/ Grading

(i) snefafd o F weftorar Sk g&ar/ Proficiency and

accuracy in Stenographic work

(i) siqRdafne wae/ Interpersonal relations

(iii) TH=au= e/ Coordination ability

(iv) gardt Hud, Uee P &Y 4T AR SRATY R T ST A
gTaEid @7 aeler/ Effective liaison, Initiative and tact in

dealing with telephone calls and visitors

"prafe® argar’ W Fa e e

(@ (i ¥ iv)/4}/ Overall Grading on ‘Functional
Competency’[ (i to iv) /4]




YT/ General
AT -4 [ Part—4
1. HfA&T/ Training (HUaT ATAGRY 6 I T rigrara § 3R ffde gar 3R gfg ox= 6 R A Ia5 nidem

& foru RAwRY &%/ Please give recommendations for training with a view to further improving the effectiveness
and capabilities of the officer)

2. Tareey & fRUTA/ State of Health

3. GBI/ Integrity (o PR 61 Feafer W fevof &, afe, I8 §eE Y W 2 a1 28 off <féfa v o wear )/

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

4. TR STReR o1 SRt $ e o (R 100 geal ¥), e aftiend o7 ged & wE @ wwed &,
SR IR, Fecauyt sl (Fed ST 2 @1 3 (@) ¢d 3 (W) vd g it o Wi S gl enfiied &)/ 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.

5. TREH % T — 3 % W @, @ iR 7 Ry I AR & AR R Fol Fear G ST (A1 : Pt e afst

23 U AR & AU A & U Y F GAD! HI eI T S A1 W enRka &/ Overall numerical grading on the

basis of weightage given in Section A, B and C in Part- 3 of the Report. (Note: The overall grading will be based
on addition of the mean value of each group of indicators in proportion to weightage assigned.)

Afedes siffaT % swarar/ Signature of the Reporting Officer
T &Y F AT/ Name in Block Letters......cuovunirnrenenuns
RArE $Y s1afy F g™/ Designation During the period of the report .........cineeecsisinns

grfdeiia Aff@ & swaeR/ Signature of the Reviewing Officer
AT H&RT F A1/ Name in Block etters .......coerereeririvenersrsnsnn
RarE $ 3afer F yeaTT/ Designation During the period of Period.........ccevvveerieariinninscesss s




3 cd® / Annexure — |
HeETeTs AET $ a1y vhuaR wRe et fAearfEa/ Guidelines regarding filing up of APAR with numerical
Grading
1. ¥ HrafsaeT geaim RUIE @ Feaqul S+ &, I8 U AR ¥ PrAfSIE % qodied % g 3k SH IHE
SRIAT ¥ 7Y g F AT NURIT T Heeaqul TpTRAT U P! § ST DR, foRTepT Jeaia 3T ST &7 &,
SRS/ GRce FEER! B T ¥ WHeIRAT TR T SRS B 99 e & I Pl e Bl 918/ 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/Reviewing Officer should, therefore, undertake the duty of filing out the form with a
high sense of responsibility

2. ST I29T ARH BT 3 VPR R IRAT & 6 I8 3G+ T T TE AT IR Hh | 78 SN e Y HfehaT e &
afetr RiepraTeTa URR & | Ve /fiele SfRaR @) Srife, W a1 Po @fthe &1 HiEl Bt R § SarR

& ¥ Hepr 81 AT AR/ 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/Reviewing Officer should not
shy away from reporting shortcomings in performance, attitudes or overall personality of the officer reported
upon

3. ¢ GOfE 999 <d §¢ Uf SaEr 3R HUd St ¥ S TR ROYE @Y amoRaTE a1 FaE R W R ST BT Big ol
I S TSR 2T ST ¥ ey oW ARG 817/ The items should be filled in 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 higher authorities

4. TR TR, ST AT U I e T &1 B, aueTs deft A faar ST Aty | fear T T TR B
gifSa "9 @1 qufaT & | ATy W@ el @ g SraeT) g B A1iee SR ¥ Refdadl et & Sued o wél-e
e e ATt & | GEUT Td g 97§T FEN Y S @1/ Every answer shall be given in a narrative form except

where numerical grading is to be awarded. The space provided indicates the desired length of the answer.
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

s ufdee AReR B, g ¥ o § e, Rrd R IR S ol & % g af R ¥ @ Ry 5 &g we @t
RraRor v ST TRT | A B PR RAfET af & SR T 98 T80 R YET 8 O O diedi/Ieedl o e 7 wR

RO GRS WY @R AT 9112/ 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.

6. GeTifp B Frsured Hedie aufd ufhar &, g 39 HY ¥ & 3@l A GHIEM T 3 TP IUDRUI P BY H YA
v < T, ofeT et o BT TR-aad W SO gEteT Sl ey ik Heg offe & wU A JAaeTd

GURAD HH 3ST 71faq/ 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. e Aediddd! BT I8 WA e aTfey & st ST eaic foa o <81 8, & PRl fAsuIeH, STeRyl, TaeR
T e ¥ Way F qrRafie §9d aedR W 191G/ 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.meﬁwmmﬁ%ﬁmﬁmﬁﬁmmﬁﬁﬁ%mﬂﬁvAssessment

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




9. Tg afen &I A B 5 1 sreEr 2 & flt A (Frfa ord a1 fdwarett a1 ot femex AfET) & ufdge @1 fafde
FRIBATTSN F AT § B avaR § Ty v F siifeea far smer ok =it ueR 9 srerEr 10 & et I & Hay A fafere
Suafeddl & Fae F ity fear e | 39 1-2 sre@Er 9-10 fave BT 8, o S Sfife R 9 & Sevd § |
TR I UeH HRd §U Hfided gd gRfdeiian witeRal 6 fdt sifdert @ guf  FaiRor I srefl ad den A

e BRia TEaIfal H o § dAT @fRe/ 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 & 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. FAHTH/Uerefa & fAn ¥ 3 umEie 6 AT $ I ¥ e I8 W Rar fur s wnf@w/ For purpose of

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

TdiyaR #'$/ APARs graded AT/ Grading fammref wTwi®/ Score to be
considered
8.00 and above Ip¥/ Outstanding 9
6.00 and above but below 8 9gd 3reeT/ Very Good 7
4.00 and above but below 6.00 areT/ Good 5
Below 4.00 Average 0
fewaoft / Note:

(i) afg :m‘%m";f &1 Teafrer TRE ¥ W & A 3 ST Rear o e &/ I the officer’s integrity is beyond doubt, it may
be so stated.
(ii) o I o7 a1 T B A 75 B Wiefl B A S ARy ok Feafafla srfaredt & St =@if2u/ If there is any

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

(®)/(a) T gus Mu-g e gt fbar o afey siik st H 9 @iy | Hie 6 1@ ufd RO & |1er el 39 Afer)
@ oft ol St aTfRy S gRfad 9 5 Stg H erfard diaar & H o @ ' | &7 e dF Fg e 1 v
TR YT IT Y A1 Gof IR U1 G A & g8t Hded et 3 Waifhd fmar s e} 5 Iw Fida fof o @
AT AR & BRI W TIiE T T For e Wl & a1 foie I s & faeg 1 ara 781 o & S oft 7er 81/ A

separate secret note should be recorded and followed up. A copy of the note should also be sent together with
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
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

(@)/(b) 3R, SiFa H FIAE F FHoeRawd Iw I TIE TIE 8 ST & a7 ISR Ht Feafsr wfor 61 S =g 3R

TegaR RUE ¥ ufAf¥ Iof ST St a1iew/ 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 Report
(M)(c) afe, orep a7 g gF & 9 & Y, T <o fhar T anfen ofk Wefd eifdrent @ off aqrm S =nfee/ If the

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

(a)(d) afe, Sirar 6 PRI & HoRawoy AP AT g TIE AT ¥ &1 &1 U € af (&6 @ 0 AfPRI & AR B
ST a9 Anfet 3iR 39 918 SWRIE (|@) SR (1) F fia srfare! df S AR/ 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
period and thereafter action taken as indicated at b) and c) above




3@/ Annexure il
gdf —&/Slip A _

HATe™/ Ministry /f%T1/ Deptt.
(g arfErer @1 ufee forar o1 & S¥) & §RT 9=T 9/ To be filled by the Officer Reported upon)

L . UGAT/DESIGNALION .ovvvirveriiiriereesresieceesenseieceeseas Ui WO & ATl B
quf v 9T THITSTR YU a7afe /a8 / after completing part-Il of the APAR Form for the periodiyear ................... & foiQ afaae
arferep, sft / sfimeht B/ to the Reporting Officer, namely,

SHIIMS oo esseeseeessssees o TG DESIGNALON. v eeererereeerreesssereerrensnn SETTB/ON DB rvverivseescereirserrsreesens DT
ST @R gH1/gH! §/ have submitted my APAR form

R/ TEIEPRONE .ovvieeeriee s
f&ATD/Date ..o

gt —&/slip B
HA1d / Ministry /fmr/ Deptt.
(wfR¥e @™ GRT W=T WY/ To be filled by the Reporting Officer)

FeEEIERt ¥ HiddeT A1t & wy H fevaforar gof @ off /sfmedt/gsfi/ The undersigned, after recording comments as Reporting
Officer on the APAR of Shri/Ms........c....c......... TS/ DESIGNAtion ....oeeeveeeeereeeeerereesrennenn & QTR @1 & /T/ for the
PEMOUNYEAT ....ovveveeee e, & fov gafdeia i@ @1 fFia/ to the Reviewing Officer on date ..., G2l
fyd e < 8/ has forwarded.

BEATER/ SIGNATUIE ©.oocvivivivirisesrs e eeseseesenneenas

TEATT/ DESIGNALION Levveereeeeeeeneriresensceeseesescseneeeas
AT/ TEIEPNONE ..o

B /DALE 1o e
(ot — 7/5slip C)

H37e1a [ Ministry f9mT/ Deptt.
(gefd@re @Y gRT =1 9T/ To be filled by the Reviewing Officer)
APAR of #fI/sfHclt/gst/ ShriMs ..o, UG / DeSIGNALION .ooveeveeeeeeeeiecrene it wfivark a9/ for the period/year

e, 3 TG T3S e 1 RrwfOig} iR ardieweRt & GAfieeT & uH 3 w1 9T $ S %@ €/ duly recorded by the

Reporting Officer and reviewed by the undersigned is forwarded herewith.

BEITER/ SIGNAIUIE ...ovovcveveeeeceeee e

TG / DESIGNALION 1vrvvvverserrereeeseeneseemresseneenesseeen e

EXHTT /TEIEPRONE ooviviiecvirceee e

TETB / DALE oot e renenas
Ha¥ ue8 /Cadre Celli- I
Hid¥dY uHm/ CPV Division




yduaR & aftkes /e H HNfda ufdsar/ Revised system of Reporting/Reviewing of APAR

®.4./sr. | et e uftdew fsar | ufdew sif@@™t/ Reporting gAfdea siff®s™ / Reviewing Officer
No. T & 8/ Officer Reported Officer
Upon
1. TR e (ST ORmE | |g@ 9fea (Weadt) & 5= IR g (Hdtf) /.
e iR SHY Sw)/ e SIfat/ Joint Secretary (v.dtaxdt ot 41.) / Additional Secretary
Passport Officer (DPO and (PSP) & CPO (CPV)ISS(AD&CPV)
above)
2. TN AN (SUyad | AR¥®/ Director Wy wiee (f.oadt.) & 77 gl
AP § 9 TR & 94t @R/ Joint Secretary(PSP) & CPO
Frafad wE)/ Passport
Officer (all Heads of office
below the rank of DPO)
3. I ITHUIE AP/ Deputy | URIE Af¥FT/ Passport Officer | W wfgg (f.w.dt.) & T87 qrar
Passport Officer 8P/ Joint Secretary(PSP) & CPO
4, HEIS U SRt/ gratE S8R/ Passport Officer Wy e (f.gw.dt.) & 957 ael
Assistant Passport Officer I8P/ Joint Secretary (PSP) & CPO
5. aRks srefters /sr. HER® RIS At /ST gread e
Superintendent sfg®aTet/ Assistant Passport aftrerd (sraferareas)  /Passport
Officer/Deputy Passport Officer Officer (Head of Office)
6. aefters / Superintendent HE™® Tae e /97 TN qOE st (srfaareas)/
sIf¥®t/ Assistant Passport Passport Officer (Head of Office)
Officer/Deputy Passport Officer
7. s e, ake o | ardfles /aRs e /vse Tae e (Frafaarsaa)/ Passport
TS , T8 qRNE G-, | THUE AffaR /ST 9rae Officer (Head of Office)
&=t srgare®/ Assistant P/ Suptd./ Sr. Supdt.
Superintendent, SPA, JPA, IAssistant Passport Officer/
Hindi Translator Deputy Passport Officer
8. angfafte (yraaie afferd o1 | gaard et/ Passport Officer T Afeet (wrfaareas) /
fhIT ¥eTh) / Passport Officer (Head of Office)
Stenographer
(Personal staff of PO)
9. FrIfera w8 / Office areftere /ol srehes /weas e et (Frafaareas)  /
Assistant TUE PR /ST R Passport Officer (Head of Office)

arferr/ Suptd. /Sr. Supdt./
Assistant Passport Officer/Deputy
Passport Officer




