
fnYyh fodkl izkf/kdj.k
DELHI DEVELOPMENT AUTHORITY
Eqk[; fof/k lykgdkj@mi eq[; fof/k lykgdkj@

ofj’B fof/k vf/kdkjh@dfu’B fof/k vf/kdkjh vkSj fof/k lgk;d
dh okf’kZd dk;Z fu’iknu ewY;kdu fjiksVZ

ANNUAL PERFORMANCE ASSESSMENT REPORT OF
CHIEF LEGAL ADVISOR/DEPUTY CHIEF LEGAL ADVISOR/SENIOR

LAW OFFICER/JUNIOR LAW OFFICER & LEGAL ASSISTANT
vof/k % ---------------------------------------------------------------------------------------------ls---------------------------------------------------------------------rd
Period from: ___________________________ to __________________________

Hkkx &1 O;fDrxr fooj.k
PART-I: Personal Data Employee’s I. D. No._________

1 vf/kdkjh dk uke
Name of officer :

2 inuke
Designation

:
3. firk dk uke

Father’s Name
:

4. tUe frfFk
Date of Birth

:
5. “kSf{kd ;ksX;rk

Educational Qualification
:

6. fookfgr ;k vfookfgr
Married or Single :

7. orZeku xzsM esa yxkrkj fu;qfDr dh frfFk frfFk xzsM+
Date of continuous appointment : Date Grade
to the present grade.

8. o’kZ ds nkSjku /kkfjr fd, x, fofHkUu in vkSj mudh
fu;qfDr dh frfFk inuke frfFk
Various posts held during the year and Designation Date
dates of appointment thereto.
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9. o’kZ ds nkSjku M~;wVh ls vuqifLFkr ¼izf”k{k.k vkfn esa
NqV~Vh ij½ jgus dh vof/k ¼;fn mUgksus dks izf”k{k.k fy;k
gS] rks vof/k] dk;ZØe rFkk fo’k; fy[ksa ½A
Period of absence from duty (on leave training
etc.) during the year.(If he has undergone training,
specify period, programme and Subject)

10. d`I;k crk,a fd D;k fu/kkZfjr frfFk vFkkZr~ vxys o’kZ ds dSysUMj o’kZ
dh 31 tuojh rd fiNys dSysUMj o’kZ ds fy, vpy lEifÙk dk
okf’kZd fooj.k Hkjk Fkk \;fn gka ] rks fooj.k Hkjus dh frfFk dk
mYys[k djsaA
Please state whether the Annual Return of Immovable Property
for the preceding calendar year was filed within the prescribed
date i.e. 31st January of the year following the calendar year.
If so, the date of filing the returns should be given.

11 D;k vkius mu lHkh vf/kdkfj;ksa dh ,-ih-,-vkj- fy[k nh gS ftuds vki
fjiksfVZax izkf/kdkjh gSA
Have you written the APAR of all officers in respect of whom
you are the Reporting Authority.

Hkkx & II ml vf/kdkjh }kjk Hkjh tk, ftldh fjiksVZ fy[kh tkuh gS A
PART-II TO BE FILLED BY THE OFFICER REPORTED UPON

¼izfof"V;k¡ Hkjus ls igys d`I;k QkeZ ds fn, x, vuqns’kksa dks /;kuiwoZd i<+ ysa ½
(Please read carefully the instructions given at the end of the form before filling the entries.)

1 dk;kZs dk laf{kIr fooj.k
Brief description of duties
________________________________________________________________
________________________________________________________________
_______________________________________________________________

2 d`i;k dk;Z dh enks@a y{;ksa@mn~ns”; ¼ifjek.kkRed vFkok nwljs :i esa ½ crk,a ftls vkius
vius fy, ;k tks vkids fy, fu/kkZfjr fd, x, gSA dk;Z dh 8 ls 10 ensa] izkFkfedrk ds Øe
esa vkSj izR;sd y{; esa vkids }kjk izkIr miyfC/k dk mYys[k djsaA
Please specify items/targets/objective (in quantitative or other terms) of work you
set for yourself or that were set for you, eight to ten items of work, in the order of
priority and your achievement against each target.

ensa @ y{; @mn~ns”; miyfC/k;k¡
Items/Targets/Objectives Achievements
________________________________________________________________
________________________________________________________________
________________________________________________________________
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d½  d`Ik;k en 2 esa nh gqbZ en@y{;@mn~ns”;ksa ds lanHkZ esa dfe;ksa dks la{ksi esa crk;saA ;fn
y{;ksa dk izkIr djus esa dksbZ ck/kk gks rks] mYys[k djsaA
A) Please state, briefly, the short falls with reference to the items targets/
Objectives referred to in items 2. Please specify constraints, if any, in achieving
the targets.
________________________________________________________________
________________________________________________________________
________________________________________________________________

[k½    d`Ik;k mu enksa dks Hkh bafxr djsa ftlesa lkFkZd :i ls mPp miyfC/k izkIr dh xbZ gks
rFkk blesa viuk ;ksXknku crk;saA
B)  Please also indicate items in which there have been significantly higher
achievements and your contribution thereto.
________________________________________________________________
________________________________________________________________
________________________________________________________________

fjiksfVZax@leh{kk@Lohdkj drkZ izkf/kdkjh
Reporting/Reviewing/Accepting Authority

uke vkSj inuke
Name & Designation

dk;Z vof/k
Period worked

fjiksfVZx izkf/kdkjh
Reporting Authority
leh{kk izkf/kdkjh
Reviewing Authority
Lohdkj drkZ izkf/kdkjh
Accepting Authority

fjiksVhZ vf/kdkjh ds gLrk{kj ------------------------------------------------------------------------
Signature of Reportee Officer_____________________
uke Li’V v{kjksa esa-------------------------------------------------------------------------------------------
Name in block letters ___________________________

fnukad inuke -----------------------------------------------------------------------------------------------------------
Dated______ Designation: ________________________________

Hkkx& III fjiksfVZax vf/kdkjh }kjk Hkjk tk,A
PART-III TO BE FILLED IN BY THE REPORTING OFFICER

¼d`I;k izfof’V;ka¡ Hkjus ls igys QkeZ ds vUr esa fn, gq, vuqns”kksa dks /;ku iwoZd i<+ ysa ½
(Please read carefully the instructions given at the end of the form before filling the entries)
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1. dk;Z dh izd`fr rFkk xq.koÙkk d`Ik;k vf/kdkjh }kjk Hkjs x, Hkkx&2 ij fVIif.k;k¡ djsa
rFkk bldk fo”ks’k :i ls mYys[k djsa fd D;k vki Yk{;ksa] miyfC/k;ksa vkSj dfe;ksa ds
laca/k esa fn, x, mÙkjksa ls lger gS \ ;fn bu mn~ns”;ksa dh izkIr esa dksbZ ck/kk,¡ gS rks
d`Ik;k mldk Hkh mYys[k djsaA
Nature and quality of work: Please comments on Part-II as filled in by
the officer and specifically state whether you agree with the answers
relating to targets, achievement and shortfalls. Also specify constraints if
any, in achieving the objectives.
___________________________________________________________
___________________________________________________________
___________________________________________________________

2. dk;Z fu’iknu dh xq.koÙkk %&dk;Z ds Lrj vkSj dk;ZØe mn~ns”;ksa  rFkk ck/kkvksa] ;fn
dksbZ gks rks] ds laca/k esa vf/kdkjh dh dk;Z fu’iknu ;ksX;rk ij fVIi.kh djsaA
Quality of output: -Please comment on the officer’s quality of
performance having regard to standard of work and programme objectives
and constraints, if any.
___________________________________________________________
___________________________________________________________
___________________________________________________________

3. dk;Z {ks= dk Kku%& d`Ik;k dk;ksaZ] fu;eksa ,oa fofu;eksa] lacaf/kr vuqns”kksa vkSj muds
vuqiz;ksxksa dh tkudkjh ds bu izR;sd Lrjksa ij fo”ks’k :i  ls fVIi.kh djsaA
Knowledge of sphere of work: - Please comment specifically on each of
these levels of knowledge of functions, rules and regulations, related
instructions and their applications.
___________________________________________________________
___________________________________________________________
___________________________________________________________

4. vuqlwfpr tkfr@tutkfr@lekt ds detks+j oxksaZ ds izfr O;ogkj ¼mu lHkh
vf/kdkfj;ksa ij ykxw gS tks vuqlwfpr tkfr rFkk@vFkok vuqlwfpr tutkfr ,oa lekt
ds detks+j oxksaZ ds fodkl ,oa j{kk ds dk;Z dks ns[k jgs gSa½A vf/kdkjh }kjk vuqlwfpr
tkfr@vuqlwfpr tutkfr@detks+j oxksZ dh leL;kvksa dks le>us vkSj mudk lek/kku
djus ij fVIi.kh djsaA
Attitudes towards Scheduled Caste/Scheduled Tribe/Weaker Sections of
Society (Applicable in case of officers dealing with the development and
protection of Schedule caste and/or Scheduled Tribes and Weaker
Sections of Society) Please comment on the officer’s understanding of the
problems of Scheduled Castes/Scheduled Tribes/Weaker Sections and
willingness to deal with them.
___________________________________________________________
___________________________________________________________
___________________________________________________________
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[k½ fo”ks’krk,a
B. ATTRIBUTES

1. fo”ys’k.kkRed ;ksX;rk%& d`Ik;k vf/kdkjh dh i{k vkSj foi{k@dk fo”ys’k.k djus dh
{kerk] fodYiksa dk pquko djus rFkk leL;kvksa ds lek/kku rFkk mu ij fu.kZ; ysus dh
{kerk ij fVIi.kh djsaA
Analytical Ability: - Please comment on the officer’s ability relating to
analysis of pros and cons, formulation of alternatives and their evaluation
for solving problems, ability to indicate decision areas.
___________________________________________________________
___________________________________________________________
___________________________________________________________

2 laizs’k.k dkS”ky %& d`Ik;k vf/kdkjh ds ekSf[kd o fyf[kr laizs’k.k esa laf{kIrrk] Li’Vrk
rFkk ifj”kq}rk dh n{krk] fVIi.kh fy[kus] dsfousV uksV rS;kj djus lalnh; ekeyksa
bR;kfn ij laf{kIr fooj.k fy[kus dh {kerk ij fVIi.kh djsaA
Communication Skill: - Please comment on the officer’s ability to
communicate with brevity, clarity and accuracy, both orally and in writing,
ability to draft notes. Cabinet Notes, briefs for Parliamentary matters etc.
___________________________________________________________
___________________________________________________________
___________________________________________________________

3 igy&”kfDr %& d`Ik;k lkekU; vkSj vizR;kf”kr ifjfLFkfr;ksa dk lkeuk djus esa
vf/kdkjh dh n{krk vkSj mik; dq”kyrk ij] dk;Z ds u, {ks=ksa rFkk vfrfjDr
ftEesnkfj;ksa dks mBkus esa rRijrk ij fVIi.kh djsaA
Initiative:- Please comment on the capacity and resourcefulness of the
officer in handling normal as well as unforeseen situations, willingness to
take additional responsibilities and new areas of work.
___________________________________________________________
___________________________________________________________
___________________________________________________________

4. dk;Z djus dh vfHko`fÙk %& d`Ik;k vf/kdkjh dh fo”oluh;rk] mudh mÙkjnkf;Ro dh
le> leiZ.k vkSj izsfjr djus dh lhek] lh[kus ,oa dk;Z dks lqpk: :i ls djus dh
bPNk ij fVIi.kh djsaA
Attitude to work: - Please comment how far the officer can be relied upon,
his sense of responsibility, the extent to which he/she is dedicated and
motivated, his/her willingness to learn and systematize his/her work.
___________________________________________________________
___________________________________________________________
___________________________________________________________
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5. izsj.kk nsus vkSj izksRlkfgr djus dh ;ksX;rk %& vf/kdkjh ds izksRlkgu nsus ] vius
O;ogkj ls leFkZu izkIr djus rFkk fo”okl dks izsfjr djus dh {kerk ij fVIi.kh djsaA
Ability to inspire and motivate: - Please comment on the capacity of the
officer to motivate, to obtain willing support by own conduct and capacity
to inspire confidence.
___________________________________________________________
___________________________________________________________

6. i;Zos{kh ;ksX;rk % d`Ik;k vf/kdkjh dh fuEufyf[kr ls lacaf/kr esa ;ksX;rk ij fVIi.kh
djsa%&
Supervisory Ability: - Please comment on the officer’s ability relating to:

¼d½ dk;ksZ ds fu’iknu esa ekxZ n”kZu
Guidance in the performance of tasks __________________________

¼[k½ dk;Z fu’iknu dh leh{kk ¼eq[; {ks=ksa dh ekfWuVfjax ½
Review of performance (monitoring of key areas)____________________

¼x½ fu.kZ; ysus dh {kerk
Decision making _____________________

¼?k½ vuq”kklu cuk, j[kuk
Maintenance of discipline _____________________

7. vUr% oS;fDrd laca/k rFkk Vhe&odZ %& vf/kdkjh ds vius mPpkf/kdkfj;ksa] lgdfeZ;ksa
vkSj v/khuLFk deZpkfj;ksa ds lkFk dk;Z& laca/kh ds Lrj ,oa vU; ds fopkjksa dh iz”kalk
djus rFkk mfpr :i ls lykg ysus ij d`Ik;k fVIi.kh djsaA d`Ik;k Vhe ds lnL; ds
:Ik esa dk;Z djus dh mudh {kerk vkSj Vhe Hkkouk dks c<+kus rFkk Vhe dh vkÅViqV
dks c<+kus ij Hkh fVIi.kh djsaA
Inter-personal relations and team work: - Please comment on the officers’
quality of relationship with superiors, colleagues and subordinates, and on
the ability to appreciate other’s point of view and take advice in the proper
spirit. Please also comment on his/her capacity to work as a member of
team and to promote team spirit and optimize the output of the team.
___________________________________________________________
___________________________________________________________
__________________________________________________________

8. turk ds lkFk laca/k  ¼tgka ykxw gks½%& vf/kdkjh dh turk rd igqap ,oa mudh
t:jrksa ds izfr ftEesnkjh ij fVIi.kh djsaA
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Relations with the public (wherever applicable):-Please comment on the
officer’s accessibility to the public and responsiveness to their needs.
___________________________________________________________
___________________________________________________________
___________________________________________________________

9. vfHko`fÙk ,oa vUrfuZfgr “kfDr %&  d`I;k vf/kdkjh dh lao`f} ,oa fodkl dh laHko lhek
dks n”kkZ,a A
Aptitude and potential: - Please indicate possible lines of growth and
development of the officer.
___________________________________________________________
___________________________________________________________
___________________________________________________________

10. izf”k{k.k  %& d`Ik;k vf/kdkjh dh izzzzzHkko “khyrk rFkk {kerkvksa dks vkSj vf/kd c<+kus ds
fy, izf”k{k.k dh flQkfj”k djsaA
Training: - Please give recommendations for training with a view to further
improving the effectiveness and capabilities of the officer.
___________________________________________________________
___________________________________________________________
___________________________________________________________

Hkkx & IV lkekU;
PART-IV GENERAL
1 LokLF; --------------------------------------------------------------------------------

State of Health ___________________________

2 lR;kfu’Bk ¼d`I;k vfUre i’̀B ij fn, x, vuqns”kksa ds uhps nh xbZ fVIi.kh ns[ksa ½
Integrity (Please see Note below the instructions on last page)

___________________________________________________________
___________________________________________________________

3. lkekU; ewY;kadu %&d`Ik;k vf/kdkjh dh {kerk ,oa dfe;ksa rFkk mu ;ksX;rkvk]sa ftudks
mi;qZDr izfof’V;ksa }kjk lfEefyr ugha fd;k x;k gS] dh vkSj /;ku vkd`’V djrs gq,
vf/kdkjh dk lexz ewY;kadu djsaA
General Assessment: - Please give an overall assessment of the
officer with reference to his/her strength and shortcomings and also by
drawing attention to the qualities, if any, not covered by the entries above.
___________________________________________________________
___________________________________________________________
___________________________________________________________
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4 xzsfMax @oxhZdj.k  ¼fdlh Hkh vf/kdkjh dks mRd`’V xzsM rc rd ugha fn;k tkuk pkfg,
tc rd fd ml vf/kdkjh dh fo”ks’k ;ksX;rkvksa rFkk dk;Z fu’iknu dh {kerk,a
n`f’Vxkspj u gksA ,sls xzsM nsus ds vk/kkjksa dk Li’V :i ls mYys[k fd;k tk, ½
Grading/Classification (An officer should not be graded Outstanding
unless exceptional qualities and performance have been noticed; grounds
for giving such a grading should be clearly brought out).
___________________________________________________________
___________________________________________________________

5 fjiksfVZx vf/kdkjh dh fVIi.khA d`I;k ¼100 “kCnksa esa½ dq”kyrk vkSj de dq”kyrk okys
dk;Z {ks=ksa lfgr vf/kdkjh dh lexz fo”ks’krkvksa dk mYys[k djsa vkSj detks+j oxksaZ ds
izfr muds n`f’Vdks.k ij fVIi.kh djsaA
Pen picture by the reporting officer, please comment (in about 100 words
on the overall qualities of the officer including areas of strengths and
lesser strengths and his attitude towards weaker sections.

fjiksfVZax vf/kdkjh ds gLrk{kj --------------------------------------------------------------------
Signature of Reporting Officer____________________
uke ¼lkQ v{kjksa esa ½-------------------------------------------------------------------------------------

Name in Block Letters _________________________
fnukad inuke -----------------------------------------------------------------------------------------------------------
Dated__________ Designation _________________________________

Hkkx & V leh{kk vf/kdkjh dh fVIif.k;k¡
PART – V REMARKS OF THE REVIEWING OFFICER

1 leh{kk vf/kdkjh ds v/khu lsok dh vof/k
Length of service under the Reviewing Officer
___________________________________________________________
___________________________________________________________
___________________________________________________________
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mRd`’V
Outstanding

cgqr vPNk
Very Good

vPNk
Good

vkSlr
Average

vkSlr ls de
Below Average



2. D;k leh{kk vf/kdkjh blls larq’V gS fd fjiksfVZax vf/kdkjh us lHkh vko”;d lwpukvksa
ij fopkj djus ds i”pkr~ iwjh lko/kkuh ,oa /;ku ls viuh fjiksVZ nh gS \
Is the Reviewing Officer satisfied that the Reporting Officer has made
his/her report with due care and attention and after taking into account all
the relevant material?
___________________________________________________________
___________________________________________________________
__________________________________________________________

3. D;k vki fjiksfVZax vf/kdkjh }kjk fn, x, vkadyu ls iw.kZr% lger gS \ ¼vlgefr dh
fLFkfr esa d`Ik;k dkj.kksa dk mYys[k djsa ½ D;k dqN ,slk gS ftlesa vki dqN lq/kkj
djuk pkgrs gS vFkok tksM+uk pkgrs gS \
Do you agree with the assessment of the officer given by the Reporting
Officer? (In case of disagreement, please specify the reasons) Is there
anything you wish to modify or add?
___________________________________________________________
___________________________________________________________
___________________________________________________________

4 fjiksfVZax vf/kdkjh }kjk nh xbZ lkekU; fVIif.k;ksa ds laca/k esa fo”ks’k fVIi.kh ds lkFk
lkekU; fVIif.k;k¡ rFkk xzsfMax lfgr vf/kdkjhds iz”kluh; dk;Z ds ckjs esa fVIif.k;k¡A
General remarks with specific comment about the general remarks given
by the Reporting Officer and remarks about the meritorious work of the
officer including the grading.
___________________________________________________________
___________________________________________________________
___________________________________________________________

5. D;k vf/kdkjh esa ,slh dksbZ fo”ks’k ;ksX;rk vFkok fo”ks’k xq.k gS tks fdlh fo”ks’k dk;Z ds
fy, muds p;u vFkok ckjh ls igys mudh inksUufr dks U;k;ksfpr Bgjkrk gS\ ;fn
,slk gS rks mYys[k djsaA
Has the officer any special characteristics and/or any abilities which would
justify his/her selection for special assignments or out of turn promotion? If
so, specify.
___________________________________________________________
___________________________________________________________
__________________________________________________________

6 fjiksfVZax vf/kdkjh dh fVIi.khA d`Ik;k ¼yxHkx 100 “kCnksa esa ½ dq”kyrk vkSj de
dq”kyrk okys dk;Z {ks=ksa lfgr vf/kdkjh dh lexz fo”ks’krkvksa dk mYys[k djsa vkSj
detksj oxksZ ds izfr muds n`f’Vdks.k ij fVIi.kh djsaA
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Pen picture by the reviewing officer, please comment (in about 100 words
on the overall qualities of the officer including areas of strengths and
lesser strengths and his attitude towards weaker sections.

7 lexz xzsfMax ----------------------------------------------------------------------------
Overall Grading _________________________

leh{kk vf/kdkjh ds gLrk{kj ------------------------------------------------------------------------
Signature of Reviewing Officer ___________________

uke Li’V v{kjksa esa -----------------------------------------------------------------------------------------
Name in block letters ___________________________

fnukad inuke -----------------------------------------------------------------------------------------------------------
Dated________ Designation: ________________________________

Hkkx & VI Lohdkj drkZ vf/kdkjh dh fVIif.k;k¡
PART-VI REMARKS OF THE ACCEPTING OFFICER

1 D;k vki fjiksfVZax@leh{kk izkf/kdkfj;ksa dh fVIif.k;ksa ls lger gS \
Do you agree with the remarks of the reporting/reviewing authorities?

gka
Yes

ugha
No

2 fopkjksa dh fHkUurk dh fLFkfr esa] fopkjksa dh fHkUurk ds dkj.k nsa \
In case of difference of opinion details and reasons for the same may be
given
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3 lexz xzsfMax -----------------------------------------------------------------
Overall Grading                    _____________________

LohdkjdrkZ vf/kdkjh ds gLrk{kj -------------------------------------------------------------
Signature of Accepting Officer ___________________

uke Li’V v{kjksa esa ----------------------------------------------------------------------------------------
Name in block letters __________________________

fnukad inuke -----------------------------------------------------------------------------------------------------------
Dated________ Designation: ________________________________

vuqns”k
INSTRUCTIONS
1- okf’kZd dk;Z fu’iknu vkdyu fjiksVZ ,d egÙOiw.kZ nLrkost+ gsA fdlh vf/kdkjh ds dk;Z
fu’iknu ds vkdyu ds fy, vkSj mlds dfj;j esa vxyh mUufr ds fy,] ;g vk/kkjHkwr vkSj
egRoiw.Zk buiqV iznku djrh gSA blfy, vf/kdkjh ftudh fjiksVZ Hkjh tkuh gS fjiksfVZax
vf/kdkjh vkSj leh{kk vf/kdkjh] fjiksVZ Hkjus ds dk;Z dks vR;Ur mÙkjnkf;Ro ds lkFk djsaxsaA

The Annual Performance Assessment report is an important document. It
provides the basic and vital inputs of assessing the performance of an officer and
for his/her further advancement in his/her Career. The Officer reported upon, the
Reporting Officer and the Reviewing Officer should therefore; undertake the duty
of filling out the form with a high sense of responsibility.

2- okf’kZd dk;Z& fu’iknu vkdyu fjiksVZ ds ek/;e ls dk;Z&fu’iknu ewY;kadu dks ekuo
lalk/ku fodkl ds fy, iz;ksx esa yk;k tk ldrk gSA fjiksfVZax vf/kdkfj;ksa dks ;g Kkr gksuk
pkfg, fd bldk mn~ns”; vf/kdkjh dk fodkl djuk gS rkfd mls viuh okLrfod {kerk dk
irk yx ldsA ;g dfe;ksa dks crkus dh izfØ;k ugha gS oju fodklkRed gSA fjiksfVZax vf/kdkjh
vkSj leh{kk vf/kdkjh] ftl vf/kdkjh dh fjiksVZ Hkjh tkuh gS ] mlds dk;Zfu’iknu] izòfÙk;ksa
vFkok lEiw.kZ O;fDrRo dh dfe;ksa dks fjiksVZ esa Hkjus ls ladksp ugha djsaxsaA

Performance appraisal through Annual Performance Assessment Report
should be used as a tool for human resource development. 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 and the Reviewing Officer should not
shy away from reporting short comings in performance, attitudes or overall
personality of the officer reported upon.

3- enksa dks ;Fkk lko/kkuh vkSj lrdZrk rFkk i;kZIr le; nsus ds i”pkr~ Hkjk tk,A fjiksVZ
dks vlko/kkuh vFkok ljljh rkSj ij Hkjus ds iz;kl dks mPp izkf/kdkfj;ksa }kjk vklkuh ls
igpku fy;k tk,xkA
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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.

4- ;fn leh{kk vf/kdkjh blls larq’V gks tkrk gS fd fjiksfVZax vf/kdkjh us ;Fkk lko/kkuh
vkSj lrdZrk ds fcuk fjiksVZ rS;kj dh gS] rks og bl laca/k esa] Hkkx&4 dh en la- 2 esa fVIi.kh
ntZ djsxkA ljdkj] fjiksfVZax vf/kdkjh ds xksiuh; vuqØekad esa fVIif.k;k¡ ntZ djsxh A

If the Reviewing Officer is satisfied that the Reporting Officer had made
the report without due care and attention he/she shall record a remark to that
effect in item 2 of Part-IV. The Government shall enter the remarks in the
confidential Roll of the Reporting Officer.

5- izR;sd mÙkj fooj.kkRed “kSyh esa fn;k tk,xkA fn;k x;k LFkku] mÙkj dh okafNr
yEckbZ dks n”kkZrk gS A “kCnksa vkSj okD;ka”kksa dk p;u lko/kkuhiwoZd fd;k tkuk pkfg, vkSj
mÙkj ntZ djus okys vf/kdkjh dk vk”k; ;FkkFkZr% iznf”kZr gksuk pkfg,aA d`Ik;k Li’V vkSj ljy
Hkk’kk dk iz;ksx djsaA d`Ik;k] fdlh Hkh fo”ks’krk ds fy, viuh fVIif.k;k¡ nsrs le;] cgq
iz;kstukRed vfHkO;fDr;ksa tSls %& ^^mRd`’V **] ^^cgqr vPNk **] ^^vPNk**] ^^vkSlr **] ^^ vkSlr ls
de **] dk iz;ksx u djsaA

Every answer shall be given in a narrative form. 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. Please use unambiguous and simple language. Please do not use
omnibus expressions like “Outstanding”’ “Very Good” “Good” “average” “Below
Average” while giving your comments against any of the attributes.

6- o’kZ ds izkjEHk esa] fjiksfVZax vf/kdkjh] izR;sd vf/kdkjh ftlds laca/k esa mlls o’kZ ds
nkSjku lekiu ds fy, fjiksVZ Hkjuh visf{kr gS] ds fy, y{; fu/kkZfjr djsxkA fdlh vf/kdkjh
}kjk fjiksfVZax o’kZ ds nkSjku u;k in /kkj.k djus ds ekeys esa] bl izdkj ds y{; u, dk;ZHkkj
xzg.k ds le; fu/kkZfjr fd, tka,xsA fu/kkZfjr dk;Z@y{; Li’V :i ls irk gksus pkfg, vkSj
nksusa lacaf/kr vf/kdkfj;ksa dks Hkh Kkr gksus pkfg,A

The Reporting Officer shall, in the beginning of the year assign targets to
each of the officer with respect 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 both the officer concerned.

7- ;|fi fu’iknu vkdyu o’kZHkj pyus okyh ,d izfØ;k gS rkfd ;g ekuo lalk/ku
fodkl ds fy, lgk;d gks lds] blfy, fjiksfVZx vf/kdkjh fu’iknu dh fu;fer varjky ij
leh{kk djsa ,oa ijke”kZ vkfn nsdj lq/kkj gsrq vko”;d dne mBk,a A

Although performance appraisal is a year and 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.
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8- izR;sd ewY;kadu drkZ dk ;g iz;kl gksuk pkfg, fd og vius fu’iknu] vkpj.k]
O;ogkj ,oa vUr% “kfDr ds laca/k esa ewY;kadu dh okLrfod rLohj izLrqr djsA

It should be endeavor of each appraiser to present the trust possible
picture of the appraise in regard to his/her performance, conduct, behavior and
potential.

9- ewY;kadu] fjiksVZ dh vof/k ds nkSjku dsoy ewY;kadu drkZ ds fu’iknu rd lhfer gksuk
pkfg,A

Some posts of the same rank may be more exacting than others. The
degree of stress and strain in any post may also very from time to time.

10- ,d gh jSad ds dqN in nwljksa dh vis{kk T;knk lgh gks ldrs gSA fdlh in ij ncko
,oa ruko le;&le; ij fHkUu&fHkUu gksrk gSA ewY;kdu ds nkSjku bu rF;ksa dks /;ku esa j[kuk
pkfg, ,oa bu ij mi;qDr fVIi.kh dh tkuh pkfg,A

These facts should be borne in mind during appraisal and should be
commented upon appropriately. Assessment should be confined to the
appraiser’s performance during the period of report only.

11- ^^ tu laidZ ** ls lacaf/kr rF;ksa dks fjiksfVZax vf/kdkjh }kjk mu ekeyksa esa gh Hkjk tk,
tgk¡ fjiksVZ Hkjh tkus okys vf/kdkjh dh M~;wVh ,slh gksrh gS fd og turk ds laidZ esa vkrk gSA

The item relating to “Public Relations” needs to be filled in by the
Reporting Officer only where the duties of the officer reported upon are such that
he/she comes in contact with members of the public.

uksV % ¼lR;fu’Bk ls lacaf/kr enksa dks Hkjus esa fuEufyf[kr izfØ;k viukbZ tk,A ½
Note: (To be following procedure should be following in filling up the item

relating to integrity)

1- ;fn vf/kdkjh dh lR;fu’Bk “kd ls ckgj gks rks mldk mYys[k fd;k tk,
If the officer’s integrity is beyond doubt, it may be so stated.

2- ;fn “kd ;k lansg gS rks en dks [kkyh NksM+ fn;k tk, ,oa fuEukuqlkj dkjZokbZ dh tk,
If there is any doubt or suspicion, the item should be left blank and action
taken as under:

M½ ,d xqIr fVIi.kh vyx ls fjdkWMZ dh tk, ,oa mlds ckn bl fVIi.kh dh ,d izfr]
okf’kZd fu’iknu ewY;kadu fjiksVZ ds lkFk vxys ofj’B vf/kdkjh ds ikl Hksth tk, tks ;g
lqfuf”pr djsxk fd vuqoÙkhZ dkjZokbZ “kh?kzrk ls dh tk jgh gSA tgk¡ lR;fu’Bk dh izHkkf.kdrk
laHko ugha gS vFkok xqIr fVIi.kh djuk laHko u gks rks fjiksfVZx vf/kdkjh ;g crk, fd mlus
vf/kdkjh ds dk;Z dks i;kZIr :Ik ls ugha ns[kk gS rkfd ,d fuf”pr fu.kZ; fy;k tk lds ;k
;g fd mlus vf/kdkjh ds fo:} dqN Hkh ugha lquk gS] tSlk Hkh ekeyk gksA

13



A separate secret note should be recorded and following up. A copy of the
note should also be together with the annual Performance Assessment Report
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 Secord 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.

¼p½ ;fn] vuqoÙkhZ dkjZokbZ ds ifj.kkeLo:i “kd ;k lansg nwj gks x, gS rks vf/kdkjh dh
lR;fu’Bk izekf.kr dh tkuh pkfg, ,oa rn~uqlkj okf’kZd fu’iknu ewY;kadu fjiksVZ esa izfof’V ntZ
dh tk,A

If, as a result of the follow up action, the doubts or suspicious are cleared,
the officers integrity should be certified and an entry made accordingly in the
Annual Performance Assessment Report.

¼N½- ;fn “kd ;k lansg lgh ik, tkrs gS rks bl rF; dks Hkh fjdkWMZ fd;k tkuk pkfg, ,oa
lacaf/kr vf/kdkjh dks bldh lwpuk nh tkuh pkfg,A

If the doubts or suspicious an confirmed, this fact should also be recorded
and duly communicated to the officer concerned.

¼t½- ;fn vuqoÙkhZ dkjZokbZ ds ifj.kkeLo:i “kd ,oa lansg u rks Li’V fd, x, gS u gh
lgh ik, x, gSa rks vf/kdkjh ds vkpj.k dks vxyh vof/k ds fy, ns[kk tk, ,oa blds ckn
mi;qZDr ¼[k½ ,oa ¼x½ esa fufnZ’V fd, vuqlkj dkjZokbZ dh tk,A

If as a result of the follow up action, the doubts or suspicious are neither
cleared nor confirmed, the officer’ conduct should be watched for a further period
and thereafter action as indicated at (b) and (c) above.

¼jsyos cksMZ ds i= la- bZ-¼Mh ,.M , ½ 65 vkj th &6&47 fnukad 24-11-1965½
(Railway Board’s Letter No. E (D&A) 65 RG-6-47 dated 24.11.1965.)
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