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Government Resolution General Admanistration Department, Mo CFR-1Z11/C.R. 25708,

dated OF.02 2017
Yannemsne-8°

General Guidelings for writdng Performance Appraizal Regports of Stete Govermmant Officers

1 Imiroduction

Thie Perfommpnce &ppraisal Repaort s an important docoomerd. 8 prosiides fhe basic and
wital inputs dor Further dsvolopment of an officer. The officer reported upon, the
Raporting Authodty and Reviowing Authority shoold therefore, underiake 1he duty of
filimg up the formianth a high sence of responskility.

Performante apprasal should be used 25 @ ool for carcer planning and training.
rathar than a mare judgmental geedcae. Reporting Awtbaritios should realle that the
objective 15 to dewelop &n offiosr so that hedfshe reahzes him'her troe potential It o
not meant 1o be 3 fadtinding process bat a dewclopmental tool The Heporting
Authorey and 1he Aevlewing Authority showld not shy awsy from repodting
HTEomings In perfermande, armiludes ar cerall persnality of The offaoer epansd
e o]

Thia colimie should Be filled with dus care and ameticn and aleer davoting adequate
Nwe, &ny acnempt too Tl che repodt i casial or saparficial manner will be aasily
dhcernibl tothe higher authoritles

Although the amual documentation of performance appraisal bv 2 year-end ceercls, @n
arder thar ir ey Be A thal Far human resoigce davelapisent, careel planndng and
Waining, ek than & e odgnesnlal exedise, The Bepoeting authority and 1he
afficar raportad upan shauld meet diring e colsrse of the wear 31 repilas inmesualy
13 redeny thaparfommancs and 10 Take meCesiary COMmstivg saps

§, Sectiond

TEi Sechom shosill b Oled g Dy the piocessling officer w T Adminisniative
gt folic s, Baiod af repart could aither he the Arire reépaming year, namaly, Trom
150af apeil o 3150 March o a part of the gear [eaceeding 3 mothal. In ciss tha period
of fepert & a Tl year, it shauld b indicatad acoordingly; tor example, 2007-2008, in
cabe he peiced 0F report B hecs hai Dhe enting wear, secifio ST and sal danes shogild
b indicated, for sxampls. 100 Saptamber 2007 - 318 March 3008,

nfcamnaticn o The present grades [pav-scabl s wel i prosent post [aoiuial designation
and orgaricstion] sl the dete from which hefshe has been o hisfher pressnt post
riepds R0 b Enrianed

My Tha Koo relating 10 Fearing dnd rovimairg autharitios e name gl Sesignaticn
al the reparting snd revieaing suthorities shoudd be mentioned 5o that the alficer
repartad upan 5 clear 3ot wham be'shie b required to send 1he sogort

Thi e OF abyerdce Irom Samy, on ledye, i o Tor orher regsons, shaukd akd
be mentioned in this w=con m the bl povided far the purposs. Details of 1he
training attende=d, datz of filing of property retume amd whether the oHicer reparted
upon has repoated reiiesied angl the anrmis] pedoermance st of 38 histhar
il '-.'Innli.- officess for the previous year should B mentione=d |l1.r\lj)l:ldlllr far the

4

m\a('\l
Govt. Cotes® of P
: Karad

=== rmacy, Karad
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3. Section-li

31 TheaHicer reparted apon i first required to gke brief desoriptian af hisfher duties and
respargihilivies, adich woulkd mormally ot eEaceed shout 100 wosds. wkeally, this shoold
tie Iy bl et o

522 Al officers are regaired ta develop a work plan for the year and agres upon tha same
with the reporting officer. The wark plan shiould Incorporate the relathe annaal work
thythm and budgetary cyck=. This exercise = 1o be camied out a1 the beginming of the
waar ard fimalized by 3010 Aprl, positheaty. 10 case of 3 changs of the reparting afficar
gdurng the yearn, e wark plan sgresd with the predous repoeting offices would comtmues
1o apmly, The work plan agreed upon at the beginning of the year has to b= revemed
again durlng the mordh of SepiemberOetober a5 8 mad-pear exercise and finakized
by 315 Dctober, Based on the reveew the work plan may undergn soime changes
Trcan that engnally pragansd

33 after thework flan s pregared, it is possibée that the officer reported wpon &
iramnsf=rred out. There need not be mor= than one work dan for one post each year.
The parlod spent by the officer during the ear and his contributien could b
consderad 1 evaluating Fis perionmanos sEainct e winrk plan, 16 e Case oF mid-
tedmm transfers, confinuity and assessment of work and the lower parformancs profile
i the first quarter shoukd be taken Inte conslderation,

3.4  The work plans, duly sigred by the officar reported upeon and the repartng autharity
has 1o B cubimitied ro Thes revieaing autbority Tog Megiler pegusal amd ousiody. Tl
nertormarge aporatsal form providss o an assessnam of the scromplishiments vis-a-
wim the work plen agreed at the commencement of the year and revievsed mikd- year
The officer reported upan is required to fill up tihe table proviced far the purpase in
TacTigan-il,

35 I is mot necessary that the work plan should be sminely guantitative in naburs, Wi
Tow Feeldl Bl pogss, The weork plan wionld conskt eesantially of quaetiliabis Tagars, for
kantralaya level posts it waokd cansist of palicy objactives to be achicwed ote.

L& Section 8 also provides an copartumity foo the officer to reflect upom hisfher
pertprmarde during ths year ard  nciare ane fiem which befche ThaEEND was @
significant comribations macs by hingher diermg the pear 18 always possible T any
afficer 1o make slgréficant corriintlon sven dn actiities atherwise regared as
rowime in noture. Examples of such condribartion may be the sucoesshul organication of
a majar event ke the Kumbh Mela or successhul conclusion of an activity that has
hesn going om Far & long fime, o even succasstul dealing of an emergency Je g major
aarth puakeflood) would certalnly b an sxceptlonal comrlbution

3.7 The olficer reported wpon is reguired o indicaie specific areas in whach hefuhe facls
the need to upgrade skl and attend traning programs. Hafshe should also mention
e specific sreps that hefshe has téban o proposes 1o Caks 1o upgracke Pes/ e skl In
thie identified area

I8 There i an increassd emplasis on comgereancy boil@ng i the nesy Elfomanie
apprasal and career progression system. There woidd be 3 premidum on compstency
it S=ctiom I, 1o
fee years, of all
marksgrades
Tiase vl b
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39 Thes Secthen also requires the officer reported dpon 1o record certain cermificates
absane subimsdon of progerty returrs and s=tting un af annual work plan for whiom
Jemtslies wpinded b afee repreting aurbarivy,

4, Sectiomn: N

4.1 Secticoen |1 redpuires the repoei g aathoriny TO Oonvmant O sacrion B as ilad gut by he
odficar raporied wpon, ad specificaly state whather hafche agrees with the responses
relating to the accomplishimeants. In case of disagresment the regparting autherity should
highdight the specifiic portions with wibich bafshe b unable to agree and the reasons far
sach glisageersin

4.2 Thiz Section then requires the reporting awmbarity 1o comment on the skill up-gradation
e s 2% iderbidiod by tha officar

4.3 Therpafmor, this Section requires the repgnting Juthoety o reCord a umenical grae in
respect of the work compl=tion of the aofficer reperied upan both m resoect of the
plamned work as well s the upforessen tasks. & pomerical grade s also seguired in
respect af the “gualiy” of the cuiput. in dolng o, the reporting authority shauld take
i account the  cosrs inoemred (whetha the officer reported wpon ke beeil oo
caracicus), the tme taken and whether the l3id down rulesfprocedorss have been
adnered toom accamplishing the taske

44 The separting authoray s aka regemed to oo & rumencal grade in respect of
work complefion, personal s#iributes and efficency

4.5  Section |l requires 1ha reparting suthooty 1o comment an the integrity of the odficar

reparted upan. in recarding remarks with regard 1o intagriny, hafshe need not Emit
hignfhearselt Canly 1o marters relating o Misancial ntegrity Dot child alio take Inlo
actount the moral and inteflectual imtegnty of the officer reporied wpon. The
following orocedure should be Followed @ filling wa the column relating to integrity;

i1} H the Cffier's infegrity & bagand doub, iF may b staned,

[ B there is ary doulst or suspicion, the column shaould be left Blank and
actian taken as under

3 A separate secret pare should b racarded and followed g, & Copy
of the nofe should alsa be sent Negether with the Pestormance
Apgrarsal Beport bo the nest suwperiar officer wha wll encure that the
fallow up ackion iz taken evpediticislye Whers it is not possile
glther to cortity the IMegrity or to record the weret nole, the
Feporiimg OICee shauld stage aither That lispshe had non wanhesd
the effscer's work for suficient time to form a definito judgmsnt ar
that hey/=he haz heard nothing against the officer, a= the maze may be.

b I, & & result of the fallow U actean, the danlts or suspalong o
cleme=d, the officer’s imtegrity should be certified amd an entry made
accoedingly in the Parformance Apprakal Report.

ch I the doubes or suspkions are confirmsed, Bhils fac should ako ba
racarded and duly pomenenicated oo the alicer concarned

r suspiclons arg
St shidd B
, warthed for & further pericd a0 by ms dndbeated

at (Bl and [¢) aboe
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4.5 The reparting auilkaritg s also meguired 1o moon] 3 Gescripride pen-jEcturs on The
cvsrall guaaities of the officer repormed jipan snd hisflhies pefanmance inchalling his
attibude towards disablad persons, women and backward classes. Thk need mot excesd
about 100 words and should try to couer overall gualities of 1the officer inchading
aresn of strangths and fesser strengths. The pen-picturs s also meant to be &
qualitative supplament o the quaniitalve assesaments made earlier parm o this
zecticn.

4.7 Repdarting autkority 16 iPed reduiied 1o jmeks reomsiEETons relating re damain
assignment. The sxamples of domsing is 48 para 140

4.8 Finally, the reparting authanty & redaired D recond an overall grade, This should sk
bo done on a scale of 1-10, with T referring 1o the lovwest grade and 10 1o the highest.

5 Section ¥-A

5.1 Thas Sectaom 4 o B2 il by collecton diasaainal ominlaioner, Wheteyer appdalsls
The poeerall gradation recordad by I:I:I||l.'-li'll.'lr."l]~'~'iil-.'ll'|-a| Coamakissigner  should ba
taken into comsideratiom by the roview authority while recordmg hisher
AseecsmEn bn the repost

. Section V-8

B, Thie Secticn is to Db Tilled up by the resiesing augharnicy, Hafshe |5 rpguised to indicarse 1T
hafshe agrees with the assessmanis mada by the reporting officer. m case of
disagresment, hefshe may reoond hiafler v ascesament againss Tl work Oulpul oF
arny af the attribuies in the oolumn specifically provided for the purpose. I case
of agreement, hefehe nesd mot fill W the colme maant for Bimfher i the
attributesfwork cutpot tsbles. Finally, the eviEwing authority = regur=d to recead an
overall @rade in the scake of 1-140

7. Mumerical Grades

7.1 Ar several places, nimenical gracks are ta be awarckd by reparting sl review
authorties, Thess should b= on & scal= of 1-10, wisre 1 refern to the lowest grade
arud B0 o thee Paghest. 17 o eapected that any grading of 1 o0 2 [agaimst vk gt put
Of attriBues o Ceerall gracta) would De poeg e tehy fustifisd v the pen-picture Dy sy
of spacfic failures and similarty, any grade of % ar 10 would be justifiod with resoect
Io Spepifl accomplichmsants, Giades of 1-2. 4 2-10 sre aypedied th be rass
orcurreniced and henws tha nesd 10 just®y theim, in awarding a nosneical grate e
resrting and revlesng arthioities should rate the officer against a lager popalatian
of hiz'her pesrs that may be cwrently working umder them or would have worked
under them in the past

7.2 Owerall Gradatkomof L and 2 ywould be rrearad 4 "0, Overa® Gradarion of 3005 would
be treated as "8%, Owerall Gradation of & to 3 would be treated a5 "0 anrd Duerail
Fradanion of 9 snd 10 wosild e treated as a4+

73 ‘Weightage & Mear

el have Deseii assagned 10 Week gl gieisobnal anriliates aind eMickEncy, T
cwarall grade will ba based on the addition of tha mean .-.'ﬂ-.l\-.j:urh goup of
P — p

3 L propaiticn [0 wWeightags assipned. The Tarmalag fo caloularion of
Sl r@ﬁr wigthan® will he as inlioees —
By f Q

C\PA
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[Bag. Grad. on Work Completion * 4| + {Avg. Grad. on Perzonal Attributes ® 3} + {&ug. Grad.
on Efficiency = 3

19
i, Ditclesurs

B1  Thers should he more cgennds in The sestam of appralsal The annual PAR, Indluding
the nweral grade and integrity, should ba communicaied to tha officer repartad wpon
after it has been Finalized.

A1 Hepressatation

The afficer reported upan may have tha option 1o give his repeesentatian against the
below benchmark gradation recorded in the PAR Such reperesentation may be
restracted o The spaaiic facrieal shearyations cantaimed in the Perdcemancs Appraical
Fepart [eading to the assesemant of the afficer in tarms of attributes, competenoy,
cutpat and overall gradatkon, It representation & submitted. the comments of
concerned Reporting and Reviewing Authority, i are in servics, neads to he sought
by procesaing aofficer. The views of the Meporting ardfor Beviewing Sutlwority would
ke pud forth befors competant authonty. The competont awthorty shal giva cloar
findings on Te (epreseniation &l take a final deckion ap e Asiecsmeng
Including the overall grading In regard 1o the parameters affected Thereby, The
deciian aleng with detaik in case an antry & upgradad of doan-graded with, seascns
for sams may e ecorded i the PAR dossler and 1hie sama commwondcated o the
officer reported upon. The decision of the competent authoity shall be final.

3. Schedule for commplstion of FARs
R The Fallosading schedule shinild b sirlotly fellorased . -
Reporting Year - Financial Year

Artivity ut-aff Date
Blank PAR fom to be given 1o the officer reported upon by i the last wesk of Marchi

e Processing afficer of Adpinismative Depim o manth upto 150 April
offwe, spegifying  the reporting  officer and  redeviing
auTreriTy

[ Self-appraizal L5 fipiil
_Apprabial by reporting aithority 0T [l
Appraisal by resiesing autheaity 15410 By
Disclosure 1o the officer reportad upon 30N june

4.1 The {adre Contralling Authariby will prepare a list of PARs not received and follow up
WAkl e Reparting and Review Surhoe ies,

9.3 IFa PAR relating te 3 financlal wesr & not recarded by the 3150 of December of the yea
imwhich the fmancial year ended, no remarks shall be recorded thereafter. Tha Oificer
will he assessed based on the auersll record and self-assessmermt of the yea
concemed, if he had gheen his self-assessment in time ard the Bzporting Authority
ahd F'-e'.uewlng Aurharity have mod compietad 1he PAR accordng to fhe tina schedule
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9.5 The Reporting Auwthority shall record bis comments In the PAR of the offices
reported upon within the stipulatad time and =end it to the Aeviewing Autharity along
with a copy thereaf to the cadre cortralling autharity/orocessing officer.

9.6 Incase the Reporting Autharity Falls ta submit the PAR t0 the Restewdng Autlerty within
the stlpulstad pericd under infimathen to the cadre controlling autharny processing
afficer, the processing officer shall send a ropy of self-aopraisal directly to the
Reviewing Aatharty and authorize bem o mitiate 1he PAR, The processing officer shall
zlsn keep a nome of the fallie of the Reporting Awtharity to submit the FAR of his
subordinate n lme for an approgriate entry in e PAR of such Repartng suthority.

9,7 The processing officer shall eealve a suitabie neecharm o ensure that the remarks
of the Reporting, the Reviesing suthortes are recorded without fall by the daies
gfeen in the sihedule below Para 3,1,

13 Pomain Astigrment

1.1 Reporting and Review Autherity is required to mention recommendations relating: ta
domain assignmant for the officer reparted upon. Fellowing are some of the examples of

damaing —
ih Reveriue and Forew Depariment
11 Ravaimis
21 Farsst
11 Wikkdlile
il Forest Coiservalioi
£l Rediel and Rehabiktation
q] Rl sl o
| Lard Records
El Registration
1T} Genaral
11 Establishment ! Serdica
2] Birdget
3 Folicy
4] Legal
i) Coardination
11} Firancs Dapartmant
1) Tazatien
2| Enfopcamant
1| Anpea

C\PA macy.
Govt college © '
: Karad
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