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fo”k;%&egkeaMGkps lsosrhy vf/kdkjh@ 
^dk;ZewY;ekiu vgoky*  fyfg.ksckcr 

 

 egkjk”Vz jkT; fc;k.ks egkeaMGkP;k 
^xksiuh; vgoky* vFkkZr ^dk;ZewY;ekiu vgoky*
lanfHkZ; ‘kklu fu.kZ; dz- 4 o 5 vUo;s
e/khy izi=&1] izi=&2] izi=&3 
^ifjf’k"V&c* e/;s ns.;kr vkY;k vkgsr

;kvuq”kaxkus ^ifjf’k"V&c* e/khy 
dj.;kps vf/kdkj iznku dj.;kr vkysY;k
;srs dh] lu 2024&2025 ¼fn-01
¼izfrosnu@ iqufoZyksdu djrkauk½
ifji=dkrhy ekxZn’kZd lqpuk o rjrqnhuqlkj dk;Zokgh djkoh

dk;ZewY;ekiu vgoky fyfg.;kps vuq”kaxkus 

dk;ZewY;ekiu vgoky izfrosnu@ iqufoZyksdu 
dj.;kps vf/kdkj iznku dj.;kr vky
vkf.k xV ^c*  laoxkZrhy iz’kkldh; vf/kdkjh
¼izfrosnu vf/kdkjh&Reporting Officer] 
 iqufoZyksdu vf/kdkjh&Reviewing Officer
(Delegation of powers for writing the CR’s
capacity of Reporting Officer and Reviewing Officer

xV ^v* ^c* vkf.k xV ^d* e/khy vf/kdkjh@ 
deZpkjh 

xV ^M* e/khy deZpkjh 

egkcht@iz’kklu@lgk;d@2025@              fnukad %       @
lh,Qvkj&1210@iz-dz-47@2010@rsjk] fn-01 uksOgsacj]2011                              
lh,Qvkj&1211@iz-dz-257@rsjk] fn- 02 Qsczqokjh] 2017 

lh,Qvkj&1211@iz-dz-257@rsjk] fn- 10 vkWDVksacj] 2017 
lh,Qvkj&1211@iz-dz-257@rsjk] fn- 07 Qsczqokjh] 2018 
lh,Qvkj&1218@iz-dz-8@rsjk] fn- 05  ekpZ] 2018 

lh,Qvkj&1220@iz-dz-119@dk-13] fn- 20 vkWDVksacj] 2020
lh,Qvkj&1221@iz-dz-61@dk-13] fn- 12 tqyS] 2021 
lh,Qvkj&1220@iz-dz-119@dk-13] fn- 23 lIVas] 2021 

 

i fj i = d 
 

egkeaMGkps lsosrhy vf/kdkjh@ deZpkjh ;kaps lu 2024&2025
vgoky*  fyfg.ksckcr -- 

egkjk”Vz jkT; fc;k.ks egkeaMGkP;k fu;fer vkLFkkiusoj dk;Zjr vlysY;k 
^dk;ZewY;ekiu vgoky* njo"khZ izfrosnhr o iqufoZyksdhr dj.;kr ;srkr

vUo;s dk;ZewY;ekiu vgokykps lq/kkfjr laoxZfugk; Lora= 
izi=&1] izi=&2] izi=&3 o izi=&4½ fofgr dj.;kr vkys vlwu vgoky fyg.ksckcr

s ns.;kr vkY;k vkgsr-  

^ifjf’k"V&c* e/khy ANNEXURE-C uqlkj dk;ZewY;ekiu vgoky izfrosnu@ iqufoZyksdu 
dj.;kps vf/kdkj iznku dj.;kr vkysY;k egkeaMGkrhy loZ izfrosnu@ iqufoZyksdu vf/kdkjh ;kauk dGfo.;kr 

01-04-2024 rs 31-03-2025½ ;k o"kkZps dk;ZewY;ekiu vgoky fyghrkauk 
¼izfrosnu@ iqufoZyksdu djrkauk½ lkscr tksMysY;k ^ifjf’k"V&c* e/khy ANNEXURE

rjrqnhuqlkj dk;Zokgh djkoh-  

dk;ZewY;ekiu vgoky fyfg.;kps vuq”kaxkus laoxkZaps oxhZdj.k % 

vgoky izfrosnu@ iqufoZyksdu 
dj.;kps vf/kdkj iznku dj.;kr vkysys xV ^v* 

laoxkZrhy iz’kkldh; vf/kdkjh  
 

Reviewing Officer)  
writing the CR’s in the 

capacity of Reporting Officer and Reviewing Officer) 

O;oLFkkidh; lapkyd @ egkO;oLFkkid @ 
miegkO;oLFkkid @ daiuh lfpo @ foHkkxh; O;oLFkkid @ 
ftYgk O;oLFkkid Js.kh&1 @ofj”B iSnkldkj @ ofj”B d`f”k 
vfHk;ark @ lax.kd O;oLFkkid @ cht 
dsanz vfHk;ark @ ftYgk O;oLFkkid Js.kh &2@ dfu”B dsanz 
vfHk;ark @ lgk;d O;oLFkkid ¼deZ

e/khy vf/kdkjh@ 

lgk-ys[kkf/kdkjh@ ek-O;-la-;kaps Loh; lgk;d @ dfu”B 
vfHk;ark @ ys[kkiky va-va- @ lqj{kk vf
vf/kdkjh @ dfu”B iSnkldkj @ y?kqys[kd ¼fuEu o mPp 
Js.kh ½ @ lgk;d&HkkaMkjiky @ vkjs[kd @ izHkkjh okgus @ 
fyihd&Vadys[kd@ iz;ksx’kkGk lgk;d @ ofj”B ;a=pkyd 
@ ekGh @ dfu”B fyihd& Vadys[kd @ okgupkyd 
dfu”B izfdz;k lgk;d @ dfu”B ;a=pkyd
f’kikbZ&igkjsdjh @ lgk;d ekGh 

 

fnukad %       @07@2025 
                              bZ&esy }kjs 

 

20 vkWDVksacj] 2020 

5 ;k izfrosnu o”kkZdjhrk 

fu;fer vkLFkkiusoj dk;Zjr vlysY;k loZ vf/kdkjh@ deZpkjh ;kaps 
iqufoZyksdhr dj.;kr ;srkr- R;klkBh 

lq/kkfjr laoxZfugk; Lora= ueqUks ¼^ifjf’k"V&v* 
½ fofgr dj.;kr vkys vlwu vgoky fyg.ksckcrP;k ekxZn’kZd lqpuk 

vgoky izfrosnu@ iqufoZyksdu 
loZ izfrosnu@ iqufoZyksdu vf/kdkjh ;kauk dGfo.;kr 

dk;ZewY;ekiu vgoky fyghrkauk 
ANNEXURE-A o B uqlkj rlsp ;k 

O;oLFkkidh; lapkyd @ egkO;oLFkkid @ 
miegkO;oLFkkid @ daiuh lfpo @ foHkkxh; O;oLFkkid @ 
ftYgk O;oLFkkid Js.kh&1 @ofj”B iSnkldkj @ ofj”B d`f”k 
vfHk;ark @ lax.kd O;oLFkkid @ cht ifj{k.k vf/kdkjh @ 
dsanz vfHk;ark @ ftYgk O;oLFkkid Js.kh &2@ dfu”B dsanz 
vfHk;ark @ lgk;d O;oLFkkid ¼deZ- o iz’kk-½ 

;kaps Loh; lgk;d @ dfu”B 
@ lqj{kk vf/kdkjh@ d`f”k {ks= 

vf/kdkjh @ dfu”B iSnkldkj @ y?kqys[kd ¼fuEu o mPp 
Js.kh ½ @ lgk;d&HkkaMkjiky @ vkjs[kd @ izHkkjh okgus @ 
fyihd&Vadys[kd@ iz;ksx’kkGk lgk;d @ ofj”B ;a=pkyd 
@ ekGh @ dfu”B fyihd& Vadys[kd @ okgupkyd  

lgk;d @ dfu”B ;a=pkyd @ enrful @ 

¼i`”B dz--1@3½ 
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dk;ZewY;ekiu vgoky iw.kZ dj.ksckcr osGki=d  %& 
v-dz- dk;Z vafre rkjh[k 

1 foHkkx @ dk;kZy;kP;k izeq[kkauh izfrosnu (Reporting Officer) vkf.k 
iqufoZyksdu (Reviewing Officer) vf/kdk&;kps uko ueqn d:u dks&;k 
dk;ZewY;ekiu vgokykpk uequk loZ vf/kdkjh @ deZpkjh ;kauk okVi dj.kss- 

ifji=d izkIr >kY;kuarj 
yxsp 

2 lacaf/kr vf/kdkjh@deZpk&;kus dk;ZeqY;ekiu vgoky ekfgrh Hk#u 
izfrosnu vf/kdkjh (Reporting Officer) ;kapsdMs ijr ns.ks- 

11 tqyS] 2025 

3 izfrosnu vf/kdkjh (Reporting Officer) ;kauh dk;ZeqY;ekiu vgoky 
eqY;ekiu d#u iqufoZyksdu vf/kdkjh (Reviewing Officer) ;kapsdMs ikBfo.ks- 

16 tqyS] 2025 

4 iqufoZyksdu vf/kdkjh (Reviewing Officer) ;kauh dk;ZeqY;ekiu vgoky 
eqY;ekiu d#u iz’kklu foHkkx ;kapsdMs ikBfo.ks- 

21 tqyS] 2025 

mijksDr osGki=dkuqlkj foghr dkye;kZnsr o osGki=dkuqlkj dk;ZewY;ekiu vgoky iz’kklu foHkkxkl iksgksp gksrhy ;kph 
n{krk ?ks.;kr ;koh- 
 

egRokP;k lwpuk %& 

 1- dk;ZewY;ekiu vgoky fyg.ksckcrP;k ekxZn’kZd lwpukaps dkVsdksji.ks ikyu dj.;klkBh ojhy lanfHkZ; 
‘kklu fu.kZ; o ‘kklu ifji=d v-dz- 1 rs 8 vUo;s lqpuk fuxZfer dj.;kr vkY;k vkgsr- dk;ZewY;ekiu 
vgoky fofgr eqnrhr fygys u xsY;keqGs ifjfo{kk dkyko/kh iw.kZ dj.ks] LFkkf;dj.k] inksUurh] ls-@lq-ls-vk-iz-
;kstuk bR;knh loZ lsokfo”k;d ckchaoj ifj.kke gksrks- 

 ;kvuq”kaxkus egkeaMGkrhy loZ fu;a=.k vf/kdkjh ;kauk dGfo.;kr ;srs dh] R;kauh R;kaps vf/kuLr dk;Zjr 
izfrosnu o iqufoZyksdu vf/kdk&;kadMwu izfrosnu o iqufoZyksdukPks dke iq.kZ dsY;kP;k dkeklacaf/kps izek.ki= izkIr 
>kY;kuarj o lnjhy dkekP;k iq.kZRokP;k vk<kO;kuarjp lacaf/krkph njo”khZ ns; gks.kkjh okf”kZd osruok< eatqj 
dj.;kr ;koh- rlsp mijksDr foghr dsysY;k osGki=dkuqlkj ts izfrosnu@ iqufoZyksdu vf/kdkjh dk;ZewY;ekiu 
vgokykps izfrosnu@ iqufoZyksdukps dke iw.kZ dj.kkj ukghr] v’kk vf/kdk&;kauk njo”khZ ns; gks.kkjh okf”kZd osruok< 
lnjhy dkedkt iw.kZ dj.;kP;k fnukadki;Zar eatwj dj.;kr ;sÅ u;s- v’kk izfrosnu@ iqufoZyksdu vf/kdk&;kauh 
R;kaP;kdMhy izfrosnu@ iqufoZyksdukps dke iw.kZ dsY;kuarj R;kauk R;kaph okf”kZd osruok< iwoZy{kh izHkkokus ns; 
jkghy-  

 2- dk;ZewY;ekiu vgoky laLdj.k dj.;kph dk;Zokgh osGhp u dsY;kl fdaok dk;Zokgh iw.kZ u gks.;kl 
dkj.khHkwr BjysY;k vf/kdk&;kl@ deZpk&;kl R;kckcr tckcnkj /k:u R;kaps fo:/n ;ksX; rh dk;Zokgh dj.;kr 
;koh- 

 3- vf/kdkjh@ deZpkjh ;kauh izfrosnu o”kkZps Lor%ps dk;ZewY;ekiu vgoky fofgr eqnrhr Hk:u fnys 
ulY;kl] R;kaps dk;ZewY;ekiu vgoky izfrosnu vf/kdkjh (Reporting Officer) ;kapsdMwu Hk:u ?ks.ks vko’;d 
jkghy- ;kckcrph tckcnkjh lacaf/kr iqufoZyksdu vf/kdkjh (Reviewing Officer) ;kaph jkghy- 

 4- dk;ZewY;ekiu vgoky ‘kCn e;kZnsr] laf{kIr Lo:ikr fygkok- dk;ZewY;ekiu vgoky fyfgrkuk rks 
eqíslqí o vko’;r rso<~;kp ‘kCn e;kZnsr fyfg.;kckcr lwpuk ns.;kr ;kO;kr- 

 5- izf’k{k.kkFkZ ikBfo.;kr vkysY;k loZ vf/kdkjh@ deZpk&;kaP;k izf’k{k.kkP;k dkyko/khrhy dk;kZckcrph 
uksan R;kaP;k dk;ZewY;ekiu vgokykr ?ks.;kr ;koh- R;klkBh vf/kdkjh@ deZpk&;kauk T;k laLFksdMs izf’k{k.kklkBh 
ikBfo.;kr ;srs R;k laLFksP;k izeq[kkdMwu lacaf/kr vf/kdk&;kaP;k @deZpk&;kaP;k rsFkhy dk;kZckcrpk ewG vgoky 
fdaok R;kpk lkjka’k xksiuh; vgoky xq.kkadu Lo:ikr ?ksÅu uLrhe/;s Bso.;kr ;kok- 

 6- lsokfuo`Rr gks.kk&;k vf/kdkjh@deZpk&;kus R;kaP;k lsokfuo`RrhP;k fnukadkiwohZ 2 efgus vxksnj 
dk;ZewY;ekiu vgoky Hk#u ns.ks vko’;d vkgs- lsokfuo`Rr o cnyh gks.kk&;k vf/kdk&;kauh R;kaP;k vf/kuLr 
deZpk&;kaaps dk;ZewY;ekiu vgoky fyfg.ks@ iqufoZyksdu dj.ks vko’;d vkgss- T;kosGh izfrosnu vf/kdkjh 
lsokfuo`Rr gks.kkj vlsy fdaok R;kaph cnyh gks.kkj vlsy R;kosGh lacaf/kr iqufoZyksdu vf/kdkjh (Reviewing 
Officer) ;kauh dk;ZewY;ekiu vgoky fygwu ?;kosr-     ¼i`”B dz--2@3½ 
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 7- izfrosnu dkyko/khr ts izfrosnu@ iqufoZyksdu vf/kdkjh lsokfuo`Rr gksrhy R;kauh R;kaP;k 
fu;a=.kk[kkyhy vf/kdkjh@ deZpk&;kaps xksiuh; vgoky lsokfuo`Rrhuarj yxspp ,d efgU;kP;k vkr izfrosfnr@ 
iqufoZyksdhr d:u rls dsY;kps izek.ki= lacaf/kr laLdj.k vf/kdk&;kdMs lksifo.ks vko’;d vkgs- R;kaps 
lsokfuo`Rrhfo”k; ykHk eatwj dj.kk&;kus @ vkgj.k o laforj.k vf/kdk&;kus laLdj.k vf/kdk&;kdMwu lnj 
izek.ki= izkIr >kY;kph [kk=h d:up v’kk vf/kdk&;kps loZ lsoksRrj YkkHkkckcrps izLrko eatqjhLro lknj djkos- 

 8- vf/kdkjh@ deZpkjh ;kaps dk;ZewY;ekiu vgoky R;kaP;k irh@ iRuh vFkok toGP;k ukrsokbZdkus 
izfrosfnr@ iqufoZyksdhr d: u;s- vf/kdkjh@ deZpkjh ;kaps irh@ iRuh vFkok toGps ukrsokbZd izfrosnu vf/kdkjh 
vlY;kl iqufoZyksdu vf/kdk&;kus dk;ZewY;ekiu vgokykps izfrosnu djkos o R;kaP;k ofj”B vf/kdk&;kus  
iqufoZyksdu djkos- vf/kdkjh@ deZpkjh ;kaps irh@ iRuh vFkok toGps ukrsokbZd iqufoZyksdu vf/kdkjh vlY;kl 
dk;ZewY;ekiu vgokykps iqufoZyksdu R;kaP;k ofj”B vf/kdk&;kus djkos- 

9- loZ vf/kdkjh@ deZpkjh ;kauk dk;ZewY;ekiu vgokykP;k Nk;kadhr izrh izkIr gks.;kP;k n`”Vhus 
iqufoZyksdu vf/kdkjh (Reviewing Officer) ;kauh vgoky iqufoZyksdhr dsY;koj rs iz’kklu foHkkxkl ikBokosr- 
iz’kklu foHkkxkus lnj dk;ZeqY;ekiu vgoky izkIr >kY;koj R;kph izr lcaf/kr vf/kdkjh@ deZpkjh ;kauk 
vkWxLV] 2025 v[ksji;Zar ihMh,Q Lo:ikr bZ&esy}kjs miyC/k d#u ns.;kph dk;Zokgh djkoh- lacaf/kr dk;kZy; 
izeq[kkauh vf/kdkjh@deZpkjh ;kauk dk;ZewY;ekiu vgokykph izr feGkY;koj ikspikorhph ekfgrh@;knh rkcMrksc 
iz’kklu foHkkxkl ikBokoh- lnj dk;Zokghl izk/;kU; ns.;kr ;kos- 

djhrk egkeaMGkrhy loZ fu;a=.k vf/kdkjh] foHkkx@ dk;kZy; izeq[k rFkk izfrosnu@ iqufoZyksdu 
vf/kdkjh ;kauk lqfpr dj.;kr ;srs dh] R;kauh lanfHkZ; ‘kklu fu.kZ; o lnj ijhi=dkrhy rjrqnhaps dVk{kkus ikyu 
d:u ojhy ueqn osGki=dkuqlkj foghr eqnrhr loZ laca/khr vf/kdkjh@ deZpkjh ;kaps lu 2024&2025 ¼fn-01-
04-2024 rs 31-03-2025½ ;k o”kkZps dk;ZewY;ekiu vgoky izfrosnhr o iqufoZyksdhr djkosr- dk;ZewY;ekiu 
vgoky fyg.;klkBh laoxZfugk; Lora= dksjs uequs] loZlk/kkj.k ekXkZn’kZd lqpuk] izek.ki=s rlsp brj lacaf/kr loZ 
izi=&1]2]3]4 o 5 ifjf’k"V&v o c uqlkj ;k ifji=dklkscr rlsp egkeaMGkps ladsrLFkG 
www.mahabeej.com oj miyC/k d:u ns.;kr vkys vkgsr-   

 
   

 
 

 ¼;ksxs’k dqaHkstdj] Hkk-iz-ls-½ 
O;oLFkkidh; lapkyd 

egkjk”Vz jkT; fc;k.ks egkeaMG e;kZ-] 
vdksyk 

 
izfrfyih ekfgrh o iq<hy dk;Zokghdjhrk vxzsf”kr % 
 

1- foHkkxizeq[k] -------------------------- ¼loZ½] eq[; dk;kZy;] e-jk-fc-e-e;kZ-] vdksyk- 
2- foHkkxh;@mifoHkkxh; O;oLFkkid] -------------------------- ¼loZ½] e-jk-fc-e-e;kZfnr- 
3- izeq[k@izHkkjh fct ijh{k.k iz;ksx’kkGk] la’kks/ku o fodkl foHkkx] tSo ra=Kku dsanz] tSfod mRiknus] ----------

---------------- ¼loZ½] e-jk-fc-e-e;kZfnr- 
4- ftYgk O;oLFkkid-------------------------- ¼loZ½] e-jk-fc-e-e;kZfnr- 
5- dsanz vfHk;ark@ dsanz O;oLFkkid] fct izfdz;k dsanz] -------------------------- ¼loZ½] e-jk-fc-e-e;kZfnr- 
6- ek-O;oLFkkidh; lapkyd ;kaps Loh; lgk;d] e-jk-fc-e-e;kZ-] vdksyk- 
7- vkLFkkiuk fyihd lh&1@2@3@4] iz’kklu foHkkx ;kauk vko’;d dk;ZokghLro- 
8- lacaf/kr uLrh@ 

 

¼i`”B dz--3@3½ 
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^^ifjf’k"V&v** 
v-dz- 

izi= 
dzekad 

xV 
xVkps 

oxhZdj.k 
laoxZ 

izi=krhy Hkkxkpk ri’khy 
Hkkx&1 Hkkx&2 Hkkx&3 Hkkx&4 

1 1 
v 

vkf.k 
c 

osruJs.kh 
,l&15 o 
R;kojhy 
vf/kdkjh 

O;oLFkkidh; lapkyd @ 
egkO;oLFkkid @ 

miegkO;oLFkkid @ daiuh 
lfpo @ foHkkxh; 

O;oLFkkid @ ftYgk 
O;oLFkkid Js.kh&1 @ofj”B 

iSnkldkj @ ofj”B d`f”k 
vfHk;ark @ lax.kd 

O;oLFkkid @ cht ifj{k.k 
vf/kdkjh @ lgk;d 

ys[kkf/kdkjh @ dsanz vfHk;ark 
@ ftYgk O;oLFkkid Js.kh 
&2@ ek-O;-la-;kaps Loh; 

lgk;d @ dfu”B dsanz 
vfHk;ark @ ys[kkiky va-va-   vkLFkkiuk 

‘kk[ksus 
Hkjko;kph 

ekfgrh 

Loa;ewY;& 
fu/kkZj.k 
vgoky 
uequk 

¼vf/kdkjh 
@ deZpkjh 

;kauh 
Hkjko;kph 
ekfgrh½ 

izfrosnu 
vf/kdk&

;kus 
fygko;k

pk 
ewY;eki

u 
vgoky 

iqufoZyks
du 

vf/kdk&
;kps 

vfHkizk; 

2 2 
c 

vkf.k 
d 

osruJs.kh 
,l&14 o 
R;k[kk& 

yhy 
vf/kdkjh@
deZpkjh 

lgk;d O;oLFkkid ¼deZ- 
o iz’kk-½ @ lqj{kk 

vf/kdkjh@ df̀”k {ks= 
vf/kdkjh @ dfu”B 

iSnkldkj @ y?kqys[kd 
¼fuEu o mPp Js.kh ½ @ 
lgk;d&HkkaMkjiky @ 

vkjs[kd @ izHkkjh okgus @ 
fyihd&Vadys[kd@ 

iz;ksx’kkGk lgk;d @ 
ofj”B ;a=pkyd @ ekGh @ 
dfu”B fyihd& Vadys[kd 

@ okgupkyd 

3 3 c 

vfHk& 
;kaf=dh 
lsosrhy 

vf/kdkjh 

dfu”B vfHk;ark 
¼LFkkiR;@fo|qr½ 

4 4 M 

xV&M P;k 
loZ 

laoxkZrhy 
deZpkjh 

dfu”B izfdz;k lgk;d @ 
dfu”B ;a=pkyd @ 

enrful @ 
f’kikbZ&igkjsdjh @  

lgk;d ekGh 

vkLFkkiuk 
‘kk[ksus 

Hkjko;kph 
ekfgrh 

Loa;ewY;fu/kkZj.k vgoky uequk 

5 5 loZ 

5-1& dk;ZewY;&ekiu vgoky fygh.;klkBh dPps fVi.k vf/kdkjh @ deZpk&;kps dke] 
pkfj«; fdaok orZ.kwd ;klaca/kh iz’kalk] rkdhn] cf{kls fdaok f’k{kk ;kalg uewn dj.;klkj[ks 
laf{kIr vfHkizk;- 
5-2& vf/kdk&;kps @ deZpk&;kps dk;ZewY;ekiu vgoky fyghys @ iqufoZyksdhr dsys xsys     
ukghr rsOgk  izfrosnu @ iqufoZyksdu vf/kdk&;kus |ko;kps izek.ki=- 
5-3& izfrosnu vf/kdkjh (Reporting Officer) ;kauh |ko;kps izek.ki=- 
5-4 iqufoZyksdu vf/kdkjh (Reviewing Officer) ;kauh |ko;kps izek.ki=- 
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izi=&1 
 

xV ^^v vkf.k xV&c ** laoxkZrhy ¼osru eWVzhDl ,l&15 o R;kojhy½  egkeaMGkps vf/kdkjh ;kaP;klkBh 
dk;ZewY;ekiu vgoky 

Performance Appraisal report for Group-A and Group-B (Pay Matrix Level S-15 & above) 
MSSCL Officers 

 
ewY;ekiu vgokykpk dkyko/kh &                          iklwu                 Ik;Zar 

 

(Appraisal report for the period        from                 to      ) 

Hkkx & 1 (Section – 1) 
 

vkLFkkiuk ‘kk[ksus Hkjko;kph ekfgrh (To be filled in by Establishment Section)   
 

1- 
 

izfrosnu djko;kP;k vf/kdk&;kps iq.kZ uko  
(Name of the officer reported upon) 

 

2- 
 

loaxZ  
(Cadre) 

 

3- 
 

tUe fnukad 
(Date of Birth) 

 

4- 
 

l/;kps in  
(Present Post) 

 

5- 
 

l/;kP;k inkoj fu;qDrhpk fnukad   
(Date of appointment to present post) 

 

6- 
 

dk;kZy; 
(Office) 

 

  7- izfrosnu vf/kdkjh o iqufoZyksdu vf/kdkjh ;kapk ri’khy  
(Detail of Reporting and Reviewing Officers) 

  Ukko (Name)  inuke (Designation) dkyko/kh (Period) 

 v½  
 

izfrosnu vf/kdkjh 
(Reporting Officer)    

 Ck½ iqufoZyksdu vf/kdkjh 
(Reviewing Officer)    

  8- izfrosnu dkGkrhy jtk vkf.k brj vuqifLFkrhpk ri’khy  
(Detail of leave and absence due to other reasons during period under report) 

  dkyko/kh (Period) izdkj (Type)  (Remark) ‘ksjk 

 v½  
 

jtk 
(Leave) 

   

 Ck½ brj dkj.ks ¼fo’kn djk½ tls 
dh] foukijokuxh xSjgtsjh@ 
Qjkj (Other reasons (specify) 
such as absconding, 
unauthorized absence, etc.) 
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9- izfrosnu dkGkr ?ksrysY;k izf’k{k.kkpk ri’khy  
(Detail of training undergone during period under report) 

 
v-dz- 

dkyko/kh (Period) 

iklwu (From)         Ik;Zar (to) 
laLFkk (Institute)  

 

fo”k; (Subject) 
 

 1- 
 

 
  

 2-  
  

 3-  
  

 

10- 
 

lacaf/kr vf/kdk&;kus ewY;ekiukP;k ekxhy o”kkZi;Zar izfrosnu@ iqufoZyksdu vf/kdkjh Eg.kwu u fyfgysY;k 
xksiuh;@ ewY;ekiu vgokykpk ri’khy  
(Detail of Confidential/ Assessment Report not Written/ Reviewed, as Reporting/ Reviewing 
officer, by officer under report up to previous assessment year) 

 

v-dz- 
dkyko/kh (Period) 

iklwu (From)             Ik;Zar (to) 
izfrosnu @ iqufoZyksdu 
(Reporting/ Review) 

vf/kdkjh@ deZpkjh ;kaps uko 
o inuke (Name and 

Designation of Officer/ 
employee) 

 1- 
 

   

 2-    

 

11- 
 

Ekkxhy o”kkZP;k fn- 31 ekpZ v[ksjps okf”kZd ekyeRrk fooj.ki= lacaf/kr 
izkf/kdk&;kdMs lknj dsY;kpk fnukad (Date of filling Assests and 
Liability statement of previous year to concerned authority) 

 

 

fnukad (Date) :-   

fBdk.k (Place) :-  vkLFkkiuk@ laLdj.k vf/kdkjh ;kaps uko] inuke o Lok{kjh 

   Name, Designation and signature of Establishment/ processing 
officer 
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Hkkx & 2 (Section – 2) 
 

Loa;ewY;fu/kkZj.k vgoky (Self – Appraisal Report) 
 

¼T;kaps izfrosnu o iqufoZyksdu gksbZy R;k vf/kdkjh ;kauh Hkjko;kph ekfgrh½ 
(To be filled in by officer reported upon and reviewed)   

 
 

1- 
 

/kkj.k dsysY;k inko:u dj.ks visf{kr vlysY;k dkekps FkksMD;kr fooj.k ¼50 ‘kCn½ 
(Brief description of tasks required to be performed while holding the post.)  
   

 

 

2- 
 

okf”kZd@ izfrosnukP;k dkykof/kdfjrk dk;Z fu;kstu vkf.k dk;Zfl/nh   
(Work plan and output during the year or period reported upon) :- 
 v-dz- 

(Sr. 
No.) 

djko;ps dke 
(Task to be performend) 

 

izns;s (Deliverables) 
 

izR;{k iw.kZ dsysys 
míh”V (Actual 
Achievement) Lkq:okrhph (Initials) e/;&o”kZ (Mid Year) 

1-     

2-     

3-     
 

3- 
 

o”kZHkjkr@ lnj dkykof/kr ikj ikMysY;k 4&5 egRokP;k o mYys[kuh; dkekaps laf{kIr o.kZu ¼100 ‘kCnkr½ 
(List 4-5 important and noteworthy works done during the period)  
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4- 
 

ts míh”Vs iw.kZ gksÅ ‘kdyh ukghr] R;kdjhrk vkysY;k vMp.kh  
(Difficulties faced in not achieving certain targets)  
   
 

 

5- 
 

dk;Z{kerk ok<fo.;kdjhrk Lor%l vko’;d okVrs vls izf’k{k.kps {ks=  
(Mention areas of required training which you feel necessary for higher efficiency)  
 

 
 

yxrP;k lsokdkykof/klkBh (For near future in service period) 
 

 

 

 nh?kZdkyhu lsokdkykof/klkBh (For long term service period) 

 

 

 

6- 
 

vki.k izfrosnu vf/kdkjh vlysY;k vf/kdk&;kadjhrk@ deZpk&;kadjhrk okf”kZd 
dk;Zfu;kstu r;kj dsys vkgs dk; \ %& gks; @ ukgh  
(Have you prepared Annual Work Plan for officers/ employees for whom 
you are reporting officer ? :- Yes / No)  

 

 

7- 
 

Ekkxhy o”kkZP;k fn- 31 ekpZ v[ksjps okf”kZd ekyeRrk fooj.ki= lacaf/kr izkf/kdk&;kdMs 
lknj dsys vkgs dk; \ gks; @ ukgh] lknj dsys vlY;kl fnukad   
(Whether Assets and Liability statement of previous year, submitted to 
concerned authority? – Yes / No, Date of submission, if submitted) 
 

 

 

  

 

 

fnukad (Date)  :-  

fBdk.k (Place) :- vf/kdk&;kph lgh] uko o inuke 

 Signature, Name and Designation of officer 
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Name & Designation of Employee: --------------------------------------         

Period of Reporting   : ------------------------------------------------------

      

Hkkx & 3 (Section – 3) 
 

izfrosnu vf/kdk&;kus fygko;kpk ewY;ekiu vgoky  
Performance Appraisal Report Prepared by reporting officer   

 
 

 

1- 
 

Hkkx & 2 e/;s uewn dj.;kr vkysY;k Lo;aewY;fu/kkZj.k vgokyk’kh vki.k lger vkgkr dk; \ ulY;kl] 
oLrqfLFkrhn’kZd vfHkizk; |kosr-  
(Whether you agree with self-assessment recorded in part two? If not, then state factual 
position)  

  

 

2- 
 

izfrosnu dkykof/kr ikj ikMysY;k egRoiw.kZ o mYys[kuh; dkekalanHkkZr vkiys Li”V vfHkizk; |kosr-  
(Offer Your remarks on important and noteworthy works mentioned in sef-assessment report) 
   

 

3- 
 

izfrosnu dkykof/kr ikj ikMysY;k lhM ¶yks o lkFkh iksVZy dkeklaca/kh Li”V vfHkizk; |kosr-  
(Offer Your remarks on Seed Flow & Sathi Portal works mentioned in sef-assessment report) 
   

 

4- 
 

izfrosfnr vf/kdkjh@ deZpkjh ;kaps R;kaP;k dkekP;k lanHkkZr y{k.kh; vi;’k fun’kZukl vkys vlY;kl 
oLrqfLFkrhn’kZd vfHkizk; |kosr-  
(Has the officer/ employee reported upon met with significant failures in respect of his work? 
If Yes, please furnish factual details) 
   

 

5- 
 

lacaf/kr vf/kdk&;kauh dk;Z{kerk ok<fo.;kdjhrk vko’;d vlysY;k izf’k{k.kkps {ks=kl lger vkgkr              
dk; \ (Do you agree with the skill up-gradation needs as identified by the officer ?) 
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5- 
 

vf/kdkjh@ deZpkjh ;kaph dk;ZiwrZrk] dk;Z{kerk o oS;fDrd xq.koSf’k”V;s ;kckcrps xq.kkadu- 
(Gradation on works completed, efficiency and personal attributes by officers/ employees) 
{ 1&10 ;k e;kZnsr xq.kkadu ns.;kr ;kos- } 
 v½ dk;ZiwrZrk  (Work completion ) ¼Hkkjkad 40 % ½ (weightage 40 %) 

v-dz- 
(Sr. 
No.) 

eqís 
(Points) 

izfrosnu 
vf/kdkjh 

(Reporting 
Officer) 

iqufoZyksdu 
vf/kdkjh 
(Review 
Officer) 

iqufoZyksdu 
vf/kdk&;kaph 

Lok{kjh  
(Signature of 

Review Officer) 

1- mfí"Vkauqlkj usewu fnysY;k dk;kZph iwrZrk 
(Accomplishment of planned work)    

2- dsysY;k dkekpk ntkZ  
(Quality of Output) 

   

3- dsysyh mYys[kuh;@ oSf’k”Vsiw.kZ dkes 
(Accomplishment of exceptional work/ 
unforeseen tasks performed) 

   

 dk;ZiwrZrk ;k ?kVdkps ljkljh xq.kkadu 
(Average gradation on Work completion) 

   

c½ oS;fDrd xq.koSf’k”V;s (Personal attributes) ¼Hkkjkad 30 % ½ (weightage 30 %) 

v-dz- 
Sr. 
No. 

eqís 
(Points) 

izfrosnu 
vf/kdkjh 

(Reporting 
Officer) 

iqufoZyksdu 
vf/kdkjh 
(Review 
Officer) 

iqufoZyksdu 
vf/kdk&;kaph 

Lok{kjh  
(Signature of 

Review Officer) 

1- dkekckcrpk n`”Vhdksu  
(Attitude to work) 

   

2- Tkckcnkjhph tk.kho  
(Sense of responsibility) 

   

3- loZlk/kkj.k orZ.kwd o O;fDreRo  
(Overall bearing and personality) 

   

4- Hkkofud larqyu  
(Emotional Stability) 

   

5- laokn dkS’kY;  
(Communication Skills) 

   

6- uSfrd /kS;Z vkf.k O;kogkjhd Hkwfedk ?ks.;kpk 
dy (Moral Courage and willingness to 
take professional stand) 

   

7- usr̀Roxq.k  
(Leadership qualities) 

   

8- foghr dkye;kZnsr dke dj.;kph {kerk 
(Capacity to work in time limit) 

   

 oS;fDrd xq.koSf’k”V;s ;k ?kVdkps ljkljh 
xq.kkadu  (Average gradation on Personal 
Attributes) 
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d½ dk;Z{kerk (Efficiency) ¼Hkkjkad 30 % ½ (weightage 30 %) 

v-
dz- 

Sr. 
No 

eqís 

(Points) 

izfrosnu 
vf/kdkjh 

(Reporting 
Officer) 

iqufoZyksdu 
vf/kdkjh 
(Review 
Officer) 

iqufoZyksdu 
vf/kdk&;kaph 

Lok{kjh  

(Signature of 
Review Officer) 

1- lacaf/kr dk;ns] fu;e o izpfyr dk;Zi/nrh] ekfgrh 
ra=Kku vkf.k lacaf/kr {ks=krhy LFkkfud i/nrh 
;kckcrps Kku  

(Knowledge of relevant Acts/ Rules/ 
procedures/ IT Skill and awareness of local 
norms in the relevant area) 

   

2- dkS’kY;iw.kZ fu;kstukph {kerk  

(Strategic planning ability) 
   

3- Lor% fu.kZ; ?ksÅu dke dj.;kph {kerk  

(Decision making ability) 
   

4- midze'khyrk (Initiative)    

5- vkiY;k dkeka’kh laca/k ;s.kk&;k brj ‘kkldh; 
;a=.ks’kh leUo; lk/k.;kph {kerk  

(Ability to co-ordinate with other government 
agencies in relation to work) 

   

6- gkrk[kkyhy deZpk&;kauk izsj.kk ns.ks vkf.k R;kaP;k 
fodlukph {kerk  

(Ability to motivate and develop 
subordinates/ work in a team) 

   

 dk;Z{kerk ;k ?kVdkps ljkljh xq.kkadu  (Average 
gradation on Work efficiency) 

   

 

 
5- 

 

lacaf/kr deZpk&;kP;k lpksVh o pkfj«;kckcr vkiys Lo;aLi”V vfHkizk; n;kosr ¼izfrdwy vfHkizk; vlY;kl 
lkscr R;kckcrph mnkgj.ks uewn djkohr½  
(Offer your remarks on character and integrity, if remarks are negative, then mention 
instances) 
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6- vf/kdkjh@ deZpkjh ;kaps ,danjhr ewY;ekiu ¼tkLrhr tkLr 100 ‘kCn½  
Overall Assessment of officer/ employee (Maximum 100 words) 
;ke/;s lacaf/kr vf/kdk&;kph cyLFkkus] m.khok vkf.k fnO;kax O;Drh] efgyk o ekxkloxhZ;kackcrpk n`”Vhdksu 
;kapk lekos’k vlkok-  
(Include Strengths and lesser strenths and his attitude towards disabled persons, women and 
Backward classes) 

  

7- izdr̀heku (State of Health)  

¼ mRd`”V @ pkaxys @ pkaxys ukgh ½ (Very Good / Good / Not Good) 

 

8- 
 

Ikq<hy fu;qDrhlkBh dk;Z{ks=kckcr f’kQkj’kh ¼dehr deh 4½  
Recommendations relating to domain assignment (At least 4) 

1-  2-  

3-  4-  

 
 

   
    

9- ,danjhr xq.kkadu (Overall Gradation) { 1&10 ;k e;kZnsr xq.kkadu } :-  ______________ 

 
 
 
 
 
 

¼dk;ZiwrZrk ;k xVkps loZlk/kkj.k xq.kkadu × 4½ $ ¼oS;fDrd xq.koSf’k”Vîs ;k xVkps loZlk/kkj.k xq.kkadu  ×3½ 
$ ¼dk;Z{kerk ;k xVkps loZlk/kkj.k xq.kkadu × 3½ 

10 
 
 

fnukad (Date)   

fBdk.k (Place)  izfrosnu vf/kdk&;kph lgh] uko o inuke 

  Signature, Name and Designation of Reporting Officer 
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Name & Designation of Employee: -----------------------------------------------        

Period of Reviewing   : ----------------------------------------------------------- 
 

 
Hkkx & 4 (Section – 4 ) iqufoZyksdu (Review) 

 

 

iqufoZyksdu vf/kdk&;kps vfHkizk;  (Remark of Reviewing officer) 
 
 

1- vki.k izfrosnu vf/kdk&;kus] lacaf/kr vf/kdk&;kP;k dk;ZiwrZrk] dk;Z{kerk] oS;fDrd xq.koSf’k”V;s ;klaca/kkus Hkkx 
3 e/khy eqíkaP;k lgk¸;kus dsysY;k ewY;fu/kkZj.kk’kh lger vkgr dk; \  
(Do you agree with assessment of Reporting Officer on work done, efficiency, personal attributes in 
part 3 of concerned officer ?)  

  gks;  (Yes) ukgh  (No)  

2- Lkger ulY;kl] rif’ky o dkj.ks |kohr  
(In case of difference of opinion details and reasons for the same may be given) 

  

 

3- 
 

vf/kdk&;kps ,danjhr ewY;ekiu ¼tkLrhr tkLr 100 ‘kCn½ ;ke/;s lacaf/kr vf/kdk&;kph cyLFkkus] m.khok vkf.k 
fnO;kax O;Drh] efgyk o ekxkloxhZ;kackcrpk n`”Vhdksu ;kapk lekos’k vlkok- 
Overall Assessment of officer (Maximum 100 words) Include Strengths and lesser strenths and his 
attitude towards disabled persons, women and Backward classes. 

  

4- xV ^^v** e/khy vf/kdk&;kaP;k dk;kZps izfrosnu vf/kdkjh ;kauh dsysys ewY;ekiu fopkjkr ?ks.;kr vkys- 
(The evaluation of the performance of the officers in Group ''A'' was taken into consideration by the 
reporting officer.) 

  

gks;  (Yes) ukgh  (No) ykxw ukgh  (Not Applicable) 
 

  5- Ikq<hy fu;qDrhlkBh dk;Z{ks=kckcr f’kQkj’kh ¼dehr deh 4½  
Recommendations relating to domain assignment (At least 4) 

1-  2-  

3-  4-  

    
    6- ,danjhr xq.kkadu (Overall Gradation) :-{ 1&10 ;k e;kZnsr xq.kkadu } 

 
¼dk;ZiwrZrk ;k xVkps loZlk/kkj.k xq.kkadu × 4½ $ ¼oS;fDrd xq.koSf’k”Vîs ;k xVkps loZlk/kkj.k xq.kkadu  

×3½ $ ¼dk;Z{kerk ;k xVkps loZlk/kkj.k xq.kkadu × 3½ 
10 

 

 

 

fnukad (Date)  :-   
fBdk.k (Place) : -  iqufoZyksdu vf/kdk&;kph lgh] uko o inuke 
  Signature, Name and Designation of Reviewing Officer 

    xksifu; vgokykph Nk;kafdr izr le{k feGkyh- xksifu; vgokykph Nk;kafdr izr lacaf/kr vf/kdkjh@ deZpkjh 
;akuk Mkdsus ikBfoY;kl- 

 Ik= dz- & 
 fnukad & 
lacaf/kr vf/kdkjh@ deZpkjh ;kaps uko o fnukafdr Lok{kjh LkLdaj.k vf/kdkjh ;kaps uko] inuke o Lok{kjh 
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izi=&2 
 

^^xV&c ¼osru eWVzhDl ,l&14½ vkf.k xV&d** e/khy egkeaMGkrhy vf/kdkjh@ deZpkjh ;kaP;klkBh 
dk;ZewY;ekiu vgoky 

 

Performance Appraisal report for Group “Group-B (Pay Matrix Level S-14) and Group C” Officers/ 
Employees 

 
ewY;ekiu vgokykpk dkyko/kh &                         iklwu                 Ik;Zar 

 

(Appraisal report for the period        from                 to      ) 
          

Hkkx & 1 (Section – 1) 
 

vkLFkkiuk ‘kk[ksus Hkjko;kph ekfgrh (To be filled in by Establishment Section)   
 

1- 
 

izfrosnu djko;kP;k vf/kdkjh@deZpk&;kps iq.kZ uko  
(Name of the officer/employee reported upon) 

 

2- 
 

loaxZ (Cadre) 
 

 

3- 
 

tUe fnukad 
(Date of Birth) 

 

4- 
 

l/;kps in  
(Present Post) 

 

5- 
 

l/;kP;k inkoj fu;qDrhpk fnukad   
(Date of appointment to present post) 

 

6- 
 

Ikz’kkldh; foHkkx@ dk;kZy; 
(Administrative Department/ Office) 

 

  7- izfrosnu vf/kdkjh o iqufoZyksdu vf/kdkjh ;kapk ri’khy (Detail of Reporting and Reviewing Officers) 

  Ukko (Name)  inuke (Designation) dkyko/kh (Period) 

 v½  
 

izfrosnu vf/kdkjh 
(Reporting Officer)    

 Ck½ iqufoZyksdu vf/kdkjh 
(Reviewing Officer)    

  8- izfrosnu dkGkrhy jtk vkf.k brj vuqifLFkrhpk ri’khy (Detail of leave and absence due to other 
reasons during period under report) 

  dkyko/kh (Period) izdkj (Type)  (Remark) ‘ksjk 

 v½  
 

jtk 
(Leave) 

   

 Ck½ brj dkj.ks ¼fo’kn djk½ tls 
dh] foukijokuxh xSjgtsjh@ 
Qjkj (Other reasons (specify)  
such as absconding, 
unauthorized absence, etc.) 
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9- izfrosnu dkGkr ?ksrysY;k izf’k{k.kkpk ri’khy  
(Detail of training undergone during period under report) 

 
v-dz- 

dkyko/kh (Period) 

iklwu (From)         Ik;Zar (to) 
laLFkk (Institute)  

 

fo”k; (Subject) 
 

 1- 
 

 
  

 2-  
  

 3-  
  

 

10- 
 

Ekkxhy o”kkZP;k fn- 31 ekpZ v[ksjps okf”kZd ekyeRrk fooj.ki= lacaf/kr 
izkf/kdk&;kdMs lknj dsY;kpk fnukad (Date of filling Assests and 
Liability statement of previous year to concerned authority) 

 

 

fnukad (Date) :-   

fBdk.k (Place) :-  vkLFkkiuk@ laLdj.k vf/kdkjh ;kaps uko] inuke o Lok{kjh 

   Name, Designation and signature of Establishment/ processing officer 
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Hkkx & 2 (Section – 2) 
 

Loa;ewY;fu/kkZj.k vgoky (Self- Appraisal Report) 
 

¼T;kaps izfrosnu o iqufoZyksdu gksbZy R;k vf/kdkjh@deZpkjh ;kauh Hkjko;kph ekfgrh½ 
(To be filled in by officer/employee reported upon and reviewed)   

 
 

1- 
 

/kkj.k dsysY;k inko:u dj.ks visf{kr vlysY;k dkekps FkksMD;kr fooj.k ¼50 ‘kCn½ 
(Brief description of tasks required to be performed while holding the post.)  
   

 

2- okf”kZd@ izfrosnukP;k dkykof/kdfjrk usewu fnysY;k dkekph míh”Vs ¼vlY;kl½  
(Allocated Tasks (if any) for the year or period reported upon) :- 
 

  

 

3- 
 

o”kZHkjkr@ lnj dkykof/kr ikj ikMysY;k 4&5 egRokP;k o mYys[kuh; dkekaps laf{kIr o.kZu ¼100 ‘kCnkr½ 
(List 4-5 important and noteworthy works done during the period)  

  

 

4- 
 

ts míh”Vs iw.kZ gksÅ ‘kdyh ukghr] R;kdjhrk vkysY;k vMp.kh  
(Difficulties faced in not achieving certain targets)  
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5- dk;Z{kerk ok<fo.;kdjhrk Lor%l vko’;d okVrs vls izf’k{k.kps {ks=  
(Mention areas of required training which you feel necessary for higher efficiency)  
 

 

 

 

6- 
 

Ekkxhy o”kkZP;k fn- 31 ekpZ v[ksjps okf”kZd ekyeRrk fooj.ki= lacaf/kr izkf/kdk&;kdMs 
lknj dsys vkgs dk; \ gks; @ ukgh] lknj dsys vlY;kl fnukad   
(Whether Assets and Liability statement of previous year, submitted to 
concerned authority? – Yes / No, Date of submission, if submitted) 
 

 

 

fnukad (Date)  :-  

fBdk.k (Place) :- vf/kdkjh@deZpk&;kph lgh] uko o inuke 

 Signature, Name and Designation of Officer/Employee 
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Name & Designation of Employee: --------------------------------------         

Period of Reporting   : ------------------------------------------------------

      

Hkkx & 3 (Section – 3) 
 

izfrosnu vf/kdk&;kus fygko;kpk ewY;ekiu vgoky  
Performance Appraisal Report Prepared by reporting officer   

 
 

 

1- 
 

Hkkx & 2 e/;s uewn dj.;kr vkysY;k Lo;aewY;fu/kkZj.k vgokyk’kh vki.k lger vkgkr dk; \ ulY;kl] 
oLrqfLFkrhn’kZd vfHkizk; |kosr-  
(Whether you agree with self-assessment recorded in part two? If not, then state factual 
position)  

  

 

2- 
 

izfrosnu dkykof/kr ikj ikMysY;k egRoiw.kZ o mYys[kuh; dkekalanHkkZr vkiys Li”V vfHkizk; |kosr-  
(Offer Your remarks on important and noteworthy works mentioned in sef-assessment report) 
   

 

3- 
 

izfrosnu dkykof/kr ikj ikMysY;k lhM ¶yks o lkFkh iksVZy dkeklaca/kh Li”V vfHkizk; |kosr-  
(Offer Your remarks on Seed Flow & Sathi Portal works mentioned in sef-assessment report) 
   

 

4- 
 

izfrosfnr vf/kdkjh@ deZpkjh ;kaps R;kaP;k dkekP;k lanHkkZr y{k.kh; vi;’k fun’kZukl vkys vlY;kl 
oLrqfLFkrhn’kZd vfHkizk; |kosr-  
(Has the officer/ employee reported upon met with significant failures in respect of his work? 
If Yes, please furnish factual details) 
   

 

5- 
 

lacaf/kr vf/kdkjh@deZpkjh ;kauh dk;Z{kerk ok<fo.;kdjhrk vko’;d vlysY;k izf’k{k.kkps {ks=kl lger 
vkgkr dk; \ (Do you agree with the skill up-gradation needs as identified by the officer/employee ?) 
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5- 
 

vf/kdkjh@ deZpkjh ;kaph dk;ZiwrZrk] dk;Z{kerk o oS;fDrd xq.koSf’k”V;s ;kckcrps xq.kkadu- 
(Gradation on works completed, efficiency and personal attributes by officers/ employees) 
 

{ 1&10 ;k e;kZnsr xq.kkadu ns.;kr ;kos- } 
 

v½ dk;ZiwrZrk  (Work completion ) ¼Hkkjkad 40 % ½ (weightage 40 %) 

v-dz- 
(Sr. 
No.) 

eqís 
(Points) 

izfrosnu 
vf/kdkjh 

(Reporting 
Officer) 

iqufoZyksdu 
vf/kdkjh 
(Review 
Officer) 

iqufoZyksdu 
vf/kdk&;kaph 

Lok{kjh  
(Signature of 

Review Officer) 

1- mfí"Vkauqlkj usewu fnysY;k dk;kZph iwrZrk 
(Accomplishment of planned work)    

2- dsysY;k dkekpk ntkZ  

(Quality of Output) 
   

3- dsysyh mYys[kuh;@ oSf’k”Vsiw.kZ dkes 
(Accomplishment of exceptional work/ 
unforeseen tasks performed) 

   

 dk;ZiwrZrk ;k ?kVdkps ljkljh xq.kkadu 
(Average gradation on Work completion) 

   

c½ oS;fDrd xq.koSf’k”V;s (Personal attributes) ¼Hkkjkad 30 % ½ (weightage 30 %) 

v-dz- 
Sr. 
No. 

eqís 
(Points) 

izfrosnu 
vf/kdkjh 

(Reporting 
Officer) 

iqufoZyksdu 
vf/kdkjh 
(Review 
Officer) 

iqufoZyksdu 
vf/kdk&;kaph 

Lok{kjh  
(Signature of 

Review Officer) 

1- dkekckcrpk n`”Vhdksu  

(Attitude to work) 
   

2- Tkckcnkjhph tk.kho  

(Sense of responsibility) 
   

3- loZlk/kkj.k orZ.kwd o O;fDreRo  

(Overall bearing and personality) 
   

4- Hkkofud larqyu  

(Emotional Stability) 
   

5- laokn dkS’kY;  

(Communication Skills) 
   

6- foghr dkye;kZnsr dke dj.;kph {kerk 
(Capacity to work in time limit) 

   

 oS;fDrd xq.koSf’k”V;s ;k ?kVdkps ljkljh 
xq.kkadu  (Average gradation on Personal 
Attributes) 
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d½ dk;Z{kerk (Efficiency) ¼Hkkjkad 30 % ½ (weightage 30 %) 

v-
dz- 

Sr. 
No 

eqís 

(Points) 

izfrosnu 
vf/kdkjh 

(Reporting 
Officer) 

iqufoZyksdu 
vf/kdkjh 
(Review 
Officer) 

iqufoZyksdu 
vf/kdk&;kaph 

Lok{kjh  
(Signature of 

Review Officer) 

1- lacaf/kr dk;ns] fu;e o izpfyr dk;Zi/nrh] ekfgrh 
ra=Kku vkf.k lacaf/kr {ks=krhy LFkkfud i/nrh 
;kckcrps Kku (Knowledge of relevant Acts/ 
Rules/ procedures/ IT Skill and awareness of 
local norms in the relevant area) 

   

2- dkS’kY;iw.kZ fu;kstukph {kerk  
(Strategic planning ability) 

   

3- Lor% fu.kZ; ?ksÅu dke dj.;kph {kerk  
(Decision making ability) 

   

4- midze'khyrk (Initiative)    

5- vkiY;k dkeka’kh laca/k ;s.kk&;k brj ‘kkldh; ;a=.ks’kh 
leUo; lk/k.;kph {kerk  
(Ability to co-ordinate with other government 
agencies in relation to work) 

   

 
dk;Z{kerk ;k ?kVdkps ljkljh xq.kkadu   

(Average gradation on Work efficiency) 
   

 

  

5- 
lacaf/kr vf/kdkjh@ deZpk&;kP;k lpksVh o pkfj¡;kckcr vkiys Lo;aLi”V vfHkizk; n;kosr ¼izfrdwy vfHkizk; 
vlY;kl lkscr R;kckcrph mnkgj.ks uewn djkohr½  
(Offer your remarks on character and integrity, if remarks are negative, then mention instances) 

  

6- vf/kdkjh@ deZpkjh ;kaps ,danjhr ewY;ekiu ¼tkLrhr tkLr 100 ‘kCn½  
Overall Assessment of officer/ employee (Maximum 100 words) 
;ke/;s lacaf/kr vf/kdkjh@deZpk&;kph cyLFkkus] m.khok vkf.k fnO;kax O;Drh] efgyk o ekxkloxhZ;kackcrpk 
n`”Vhdksu ;kapk lekos’k vlkok-  
(Include Strengths and lesser strenths and his attitude towards disabled persons, women and 
Backward classes) 
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7- izd`rheku (State of Health)  

                                            ¼ mRd”̀V @ pkaxys @ pkaxys ukgh ½ (Very Good / Good / Not Good) 

 

8- ,danjhr xq.kkadu (Overall Gradation) { 1&10 ;k e;kZnsr xq.kkadu } :-  ______________ 
 

¼dk;ZiwrZrk ;k xVkps loZlk/kkj.k xq.kkadu × 4½ $ ¼oS;fDrd xq.koSf’k”Vîs ;k xVkps loZlk/kkj.k xq.kkadu  
×3½ $ ¼dk;Z{kerk ;k xVkps loZlk/kkj.k xq.kkadu × 3½ 

10 
 
 

 

 

fnukad (Date)  :-   

fBdk.k (Place) :-   izfrosnu vf/kdk&;kph lgh] uko o inuke 

  Signature, Name and Designation of Reporting Officer 
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Name & Designation of Employee: -----------------------------------------------        

Period of Reviewing   : ----------------------------------------------------------- 
 

Hkkx & 4  (Section – 4 )  
 

iqufoZyksdu (Review) 
 

 

iqufoZyksdu vf/kdk&;kps vfHkizk;  (Remark of Reviewing officer) 
 
 
 

1- vki.k izfrosnu vf/kdk&;kus] lacaf/kr vf/kdkjh@deZpk&;kP;k dk;ZiwrZrk] dk;Z{kerk] oS;fDrd xq.koSf’k”V;s 
;klaca/kkus Hkkx 3 e/khy eqíkaP;k lgk¸;kus dsysY;k ewY;fu/kkZj.kk’kh lger vkgr dk; \  
(Do you agree with assessment of Reporting Officer on work done, efficiency, personal attributes in 
part 3 of concerned officer/employee ?)  

  gks;  (Yes) ukgh  (No)  

 
2- Lkger ulY;kl] rif’ky o dkj.ks |kohr  

(In case of difference of opinion details and reasons for the same may be given) 
  

 

3- 
 

vf/kdk&;kps ,danjhr ewY;ekiu ¼tkLrhr tkLr 100 ‘kCn½ ;ke/;s lacaf/kr vf/kdkjh@deZpk&;kph cyLFkkus] 
m.khok vkf.k fnO;kax O;Drh] efgyk o ekxkloxhZ;kackcrpk n`”Vhdksu ;kapk lekos’k vlkok- 
Overall Assessment of officer (Maximum 100 words) Include Strengths and lesser strenths and his 
attitude towards disabled persons, women and Backward classes. 

  

4- ,danjhr xq.kkadu (Overall Gradation) { 1&10 ;k e;kZnsr xq.kkadu } :-  ______________ 
 

¼dk;ZiwrZrk ;k xVkps loZlk/kkj.k xq.kkadu × 4½ $ ¼oS;fDrd xq.koSf’k”Vîs ;k xVkps loZlk/kkj.k xq.kkadu  
×3½ $ ¼dk;Z{kerk ;k xVkps loZlk/kkj.k xq.kkadu × 3½ 

10 

 

 

 

fnukad (Date)  :-   

fBdk.k (Place) :-  iqufoZyksdu vf/kdk&;kph lgh] uko o inuke 
  Signature, Name and Designation of Reviewing Officer 

    

xksifu; vgokykph Nk;kafdr izr le{k feGkyh- xksifu; vgokykph Nk;kafdr izr lacaf/kr vf/kdkjh@ deZpkjh 
;akuk Mkdsus ikBfoY;kl- 

 Ik= dz- & 
 fnukad & 
lacaf/kr vf/kdkjh@ deZpkjh ;kaps uko o fnukafdr Lok{kjh LkLdaj.k vf/kdkjh ;kaps uko] inuke o Lok{kjh 
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izi=&3 
 

vfHk;kaf=dh lsosrhy vf/kdk&;kadjhrk ¼xV&v vkf.k c ½  
(For Officers of Engineering services cadres, Group-A and Group-B ) 

 
ewY;ekiu vgokykpk dkyko/kh &     iklwu   Ik;Zar 

 

(Appraisal report for the period        from                 to      ) 
          

Hkkx & 1 (Section – 1) 
 

vkLFkkiuk ‘kk[ksus Hkjko;kph ekfgrh (To be filled in by Establishment Section)   
 

1- 
 

izfrosnu djko;kP;k ‘kkldh; vf/kdk&;kps iq.kZ uko  
(Name of the officer reported upon) 

 

2- 
 

loaxZ (Cadre) 
 

 

3- 
 

tUe fnukad 
(Date of Birth) 

 

4- 
 

l/;kps in  
(Present Post) 

 

5- 
 

l/;kP;k inkoj fu;qDrhpk fnukad   
(Date of appointment to present post) 

 

6- 
 

Ikz’kkldh; foHkkx@ dk;kZy; 
(Administrative Department/ Office) 

 

7- izfrosnu vf/kdkjh o iqufoZyksdu vf/kdkjh ;kapk ri’khy  
(Detail of Reporting and Reviewing Officers) 

  Ukko (Name)  inuke (Designation) dkyko/kh (Period) 

 v½  
 

izfrosnu vf/kdkjh 
(Reporting Officer)    

 Ck½ iqufoZyksdu vf/kdkjh 
(Reviewing Officer)    

  8- izfrosnu dkGkrhy jtk vkf.k brj vuqifLFkrhpk ri’khy (Detail of leave and absence due to other 
reasons during period under report) 

  dkyko/kh (Period) izdkj (Type)  (Remark) ‘ksjk 

 v½  
 

jtk 
(Leave) 

   

 Ck½ brj dkj.ks ¼fo’kn djk½ tls 
dh] foukijokuxh xSjgtsjh@ 
Qjkj (Other reasons (specify) 
such as absconding, 
unauthorized absence, etc.) 
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v-dz- 

dkyko/kh (Period) 

iklwu (From)         Ik;Zar (to) 
laLFkk (Institute)  

 

fo”k; (Subject) 
 

 1- 
 

 
  

 2-  
  

 3-  
  

 

10- 
 

lacaf/kr vf/kdk&;kus ewY;ekiukP;k ekxhy o”kkZi;Zar izfrosnu@ iqufoZyksdu vf/kdkjh Eg.kwu u fyfgysY;k 
xksiuh;@ ewY;ekiu vgokykpk ri’khy  
(Detail of Confidential/ Assessment Report not Written/ Reviewed, as Reporting/ Reviewing 
officer, by officer under report up to previous assessment year) 

 

v-dz- 
dkyko/kh (Period) 

iklwu (From)             Ik;Zar (to) 
izfrosnu @ iqufoZyksdu 
(Reporting/ Review) 

vf/kdkjh@ deZpkjh ;kaps uko 
o inuke (Name and 

Designation of Officer/ 
employee) 

 1- 
 

   

 2-    

 

11- 
 

Ekkxhy o”kkZP;k fn- 31 ekpZ v[ksjps okf”kZd ekyeRrk fooj.ki= lacaf/kr 
izkf/kdk&;kdMs lknj dsY;kpk fnukad (Date of filling Assests and 
Liability statement of previous year to concerned authority) 

 

 

fnukad (Date) :-   

fBdk.k (Place) :-  vkLFkkiuk@ laLdj.k vf/kdkjh ;kaps uko] inuke o Lok{kjh 

   Name, Designation and signature of Establishment/ processing 
officer 
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Hkkx & 2 (Section – 2) 
 

Loa;ewY;fu/kkZj.k vgoky (Self – Appraisal Report) 
 

¼T;kaps izfrosnu o iqufoZyksdu gksbZy R;k vf/kdkjh ;kauh Hkjko;kph ekfgrh½ 

(To be filled in by officer reported upon and reviewed)   
 

 

1- 
 

/kkj.k dsysY;k inko:u dj.ks visf{kr vlysY;k dkekps FkksMD;kr fooj.k ¼50 ‘kCn½ 
(Brief description of tasks required to be performed while holding the post.)  
   

 

 

2- 
 

okf”kZd@ izfrosnukP;k dkykof/kdfjrk dk;Z fu;kstu vkf.k dk;Zfl/nh   
(Work plan and output during the year or period reported upon) :- 
   

 

izns;s (Deliverables) 
 

izR;{k iw.kZ dsysys 
míh”V (Actual 
Achievement) 

v-dz- 
(Sr. 
No.) 

djko;ps dke 
(Task to be performend) 

Lkq:okrhph (Initials) e/;&o”kZ (Mid Year) 

1-     

2-     

3-     
 

3- 
 

o”kZHkjkr@ lnj dkykof/kr ikj ikMysY;k 4&5 egRokP;k o mYys[kuh; dkekaps laf{kIr o.kZu ¼100 ‘kCnkr½ 
(List 4-5 important and noteworthy works done during the period)  
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4- 
 

o”kZHkjkr@ lnj dkyko/khr egRokP;k rkaf=d o iz’kkldh; funsZ’kkadkr dsysys dke  
(Details of performance in important technical and administrative indicators during the year) 

 

d½ 
rikl.kh dsysY;k dkekaph la[;k \  
(Number of works inspected?) 

 

 

 

[k½ 
rikl.khaph la[;k \ (Number of inspections 
done?) 

 

 

x½ 
izfrosnu dkykof/kr izkIr dsysys dkgh fof’k”V 
O;kolkf;d uSiq.; (Any special professional 
skill/ competence acquired during the period 
under report?) 

 

 
 ?k½ izdYi r;kj dj.ks] izdYi vaeyctko.kh] 

ladYifp=s o la’kks/ku ;ke/khy miyC/kh 
(Accomplishment in project formulation, 
execution, designs and research) 

 

 

Pk½ dkes iw.kZ dj.;kpk dkyko/kh t:jhis{kk tkLr ok<yk 
vkgs dk; \(Whether there have been time over 
runs in getting works completed ) 
 

 

 

N½ izfrosnu dkyko/khr R;kaP;k fu;a=.kk[kkyhy dkes 
iw.kZ dj.;kdjhrk ekU; dsysY;k ok<ho dkyko/kheqGs 
dkekP;k [kpkZr >kysY;k ok<hph VDdsokjh  
¼dke fugk;½ (Increase in expenditure in 
percentage over originally approved plans 
and estimates due to extension given for 
completion of works) (Workwise) 

 

 

t½ fufonke/;s fofgr osGsr o dkVdljhus dke iw.kZ 
>kY;kus] >kysY;k cprhph VDdsokjh-  
(Savings achieved in expenditure in 
percentage due to completion of works before 
targeted date and with economy in expenses) 

 

 

5- 
 

ths míh”Vs iw.kZ gksÅ ‘kdyh ukghr] R;kdjhrk vkysY;k vMp.kh  
(Difficulties faced in not achieving certain targets)  
   
 

 

6- 
 

dk;Z{kerk ok<fo.;kdjhrk Lor%l vko’;d okVrs vls izf’k{k.kps {ks=  
(Mention areas of required training which you feel necessary for higher efficiency)  
  

 

yxrP;k lsokdkykof/klkBh (For near future in service period) 
 

 
 

 nh?kZdkyhu lsokdkykof/klkBh (For long term service period) 
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7- 
 

vki.k izfrosnu vf/kdkjh vlysY;k vf/kdk&;kadjhrk@ deZpk&;kadjhrk okf”kZd 
dk;Zfu;kstu r;kj dsys vkgs dk; \ %& gks; @ ukgh  
(Have you prepared Annual Work Plan for officers/ employees for whom 
you are reporting officer ? :- Yes / No)  

 

 

8- 
 

Ekkxhy o”kkZP;k fn- 31 ekpZ v[ksjps okf”kZd ekyeRrk fooj.ki= lacaf/kr izkf/kdk&;kdMs 
lknj dsys vkgs dk; \ gks; @ ukgh] lknj dsys vlY;kl fnukad   
(Whether Assets and Liability statement of previous year, submitted to 
concerned authority? – Yes / No, Date of submission, if submitted) 
 

 

 

fnukad (Date)  :-  

fBdk.k (Place) :- vf/kdk&;kph lgh] uko o inuke 
 Signature, Name and Designation of officer 
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Name & Designation of Employee: --------------------------------------         

Period of Reporting   : ------------------------------------------------------

     

Hkkx & 3 (Section – 3) 
 

izfrosnu vf/kdk&;kus fygko;kpk ewY;ekiu vgoky  
Performance Appraisal Report Prepared by reporting officer   

 
 

 

1- 
 

Hkkx & 2 e/;s uewn dj.;kr vkysY;k Lo;aewY;fu/kkZj.k vgokyk’kh vki.k lger vkgkr dk; \ ulY;kl] 
oLrqfLFkrhn’kZd vfHkizk; |kosr-  
(Whether you agree with self-assessment recorded in part two? If not, then state factual 
position)  

  

 

2- 
 

izfrosnu dkykof/kr ikj ikMysY;k egRoiw.kZ o mYys[kuh; dkekalanHkkZr vkiys Li”V vfHkizk; |kosr-  
(Offer Your remarks on important and noteworthy works mentioned in sef-assessment report) 
   

 

3- 
 

izfrosnu dkykof/kr ikj ikMysY;k lhM ¶yks o lkFkh iksVZy dkeklaca/kh Li”V vfHkizk; |kosr-  
(Offer Your remarks on Seed Flow & Sathi Portal works mentioned in sef-assessment report) 
   

 

4- 
 

izfrosfnr vf/kdkjh@ deZpkjh ;kaps R;kaP;k dkekP;k lanHkkZr y{k.kh; vi;’k fun’kZukl vkys vlY;kl 
oLrqfLFkrhn’kZd vfHkizk; |kosr-  
(Has the officer/ employee reported upon met with significant failures in respect of his work? 
If Yes, please furnish factual details) 
   

 

5- 
 

lacaf/kr vf/kdk&;kauh dk;Z{kerk ok<fo.;kdjhrk vko’;d vlysY;k izf’k{k.kkps {ks=kl lger vkgkr              
dk; \ (Do you agree with the skill up-gradation needs as identified by the officer ?) 
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5- vf/kdkjh@ deZpkjh ;kaph dk;ZiwrZrk] dk;Z{kerk o oS;fDrd xq.koSf’k”V;s ;kckcrps xq.kkadu- 

(Gradation on works completed, efficiency and personal attributes by officers/ employees) 

{ 1&10 ;k e;kZnsr xq.kkadu ns.;kr ;kos} 

 
v½ dk;ZiwrZrk (Work completion ) (weightage 40 %) 

v-dz- 

(Sr. No.) 

eqís 

(Points) 

izfrosnu 
vf/kdkjh 

(Reporting 
Officer) 

iqufoZyksdu 
vf/kdkjh 
(Review 
Officer) 

iqufoZyksdu 
vf/kdk&;kaph 

Lok{kjh  

(Signature of 
Review 
Officer) 

1- mfí"Vkauqlkj usewu fnysY;k dk;kZph iwrZrk  

(Accomplishment of planned work) 
   

2- dsysY;k dkekpk ntkZ  

(Quality of Output) 
   

3- dsysyh mYys[kuh;@ oSf’k”Vsiw.kZ dkes 
(Accomplishment of exceptional 
work/unforeseen tasks performed) 

   

vfHk;kaf=dh lsosrhy vf/kdk&;kalkBh vfrfjDr eqís (Additional points for officers in engineering services) 

4- la?kVu dkS’kY; o vkfFkZdn”̀V;k fdQk;r’khj 
fjrhus rlsp visf{kr xq.koRrsus dkes osGsr dj.;kph 
{kerk 

(Organizational skills and capacity to 
complete works in time, economically & of 
desired quality) 

   

5- dkekauk ns.;kr vkysY;k HksVh vkf.k dsysY;k 
rikl.;k ;akps eqY;ekiu 

(Evaluation of visits and inspections of 
works) 

   

6- Uksewu fnysyh dkes dj.;kr fnlwu vkysys 
d`rhpkrw;Z (Resourcefulness observed in 
accomplishment of assigned works) 

   

7- lksifoysY;k izdYi dkekP;k fdaerhrhy 
dkVdlj@ cpr ;kckcrph n{krk  

(Ensuring economy/saving in project cost) 
   

 dk;ZiwrZrk ;k ?kVdkps ljkljh xq.kkadu  (Average 
gradation on work completion)    
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c½ oS;fDrd xq.koSf’k”V;s (Personal attributes) (weightage 30 %) 

v-dz- 

Sr. No. 

eqís 

(Points) 

izfrosnu 
vf/kdkjh 

(Reporting 
Officer) 

iqufoZyksdu 
vf/kdkjh 
(Review 
Officer) 

iqufoZyksdu 
vf/kdk&;kaph 

Lok{kjh  

(Signature of 
Review 
Officer) 

1- dkekckcrpk n`”Vhdksu  

(Attitude to work) 
   

2- Tkckcnkjhph tk.kho  

(Sense of responsibility) 
   

3- loZlk/kkj.k orZ.kwd o O;fDreRo  

(Overall bearing and personality) 
   

4- Hkkofud larqyu  

(Emotional Stability) 
   

5- laokn dkS’kY;  

(Communication Skills) 
   

6- uSfrd /kS;Z vkf.k O;kogkjhd Hkwfedk ?ks.;kpk dy  

(Moral Courage and willingness to take 
professional stand 

   

7- usr`Roxq.k  

(Leadership qualities) 
   

8- foghr dkye;kZnsr dke dj.;kph {kerk 
(Capacity to work in time limit) 

   

vfHk;kaf=dh lsosrhy vf/kdk&;kalkBh vfrfjDr eqís (Additional points for officers in engineering services) 

9- Rkkaf=d {ks=krhy v|;kor ra=Kku o dk;Ziz.kkyh 
;kaph ekfgrh d:u ?ksowu R;kpk izR;{k dkekr 
okij d:u ?ks.;kph {kerk  (Capacity to keep 
abreast of the state of the art technology 
and making use in day to day work) 

   

10- izfrosnu dkyko/khr fof’k”V O;kolkf;d uSiq.; 
izkIr dsys vlY;kl R;kpk okij  (Use of 
professional skill & its use if acquired 
during period under report) 

   

 
 

 

oS;fDrd xq.koSf’k”V;s ;k ?kVdkps  
ljkljh xq.kkadu   
(Average gradation on Personal Attributes) 
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d½ dk;Z{kerk (Efficiency) (weightage 30 %) 

v-dz- 

Sr. No. 

eqís 

(Points) 

izfrosnu 
vf/kdkjh 

(Reporting 
Officer) 

iqufoZyksdu 
vf/kdkjh 
(Review 
Officer) 

iqufoZyksdu 
vf/kdk&;kaph 

Lok{kjh  

(Signature of 
Review 
Officer) 

1- lacaf/kr dk;ns] fu;e o izpfyr dk;Zi/nrh] 
ekfgrh ra=Kku vkf.k lacaf/kr {ks=krhy 
LFkkfud i/nrh ;kckcrps Kku  

(Knowledge of relevant Acts/ Rules/ 
procedures/ IT Skill and awareness of 
local norms in the relevant area) 

   

2- dkS’kY;iw.kZ fu;kstukph {kerk  

(Strategic planning ability) 
   

3- Lor% fu.kZ; ?ksÅu dke dj.;kph {kerk 
(Decision making ability) 

   

4- midze'khyrk  

(Initiative) 
   

5- vkiY;k dkeka’kh laca/k ;s.kk&;k brj ‘kkldh; 
;a=.ks’kh leUo; lk/k.;kph {kerk  

(Ability to co-ordinate with other 
government agencies in relation to 
work) 

   

6- gkrk[kkyhy deZpk&;kauk izsj.kk ns.ks vkf.k 
R;kaP;k fodlukph {kerk  

(Ability to motivate and develop 
subordinates/ work in a team) 

   

vfHk;kaf=dh lsosrhy vf/kdk&;kalkBh vfrfjDr eqís (Additional points for officers in engineering services) 

7- fufonsrhy vVh o ‘krhZ rlsp fofunsZ’kdka uqlkj 
dke d:u ?ks.;kPkh {kerk  

(Capacity to get the works executed as 
per tender stipulations & specifications) 

   

8- miyC/k lk/ku lkeqxzhpk b”Vre fofu;ksx 
dj.;kph {kerk  

(Capacity to make use of available 
resources in an optimum manner) 

   

 dk;Z{kerk ;k ?kVdkps ljkljh xq.kkadu  
(Average gradation on Work efficiency) 
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6- 
lacaf/kr deZpk&;kP;k lpksVh o pkfj¡;kckcr vkiys Lo;aLi”V vfHkizk; n;kosr ¼izfrdwy vfHkizk; vlY;kl 
lkscr R;kckcrph mnkgj.ks uewn djkohr½ (Offer your remarks on character and integrity, if remarks 
are negative, then mention instances) 

  

7- vf/kdkjh@ deZpkjh ;kaps ,danjhr ewY;ekiu ¼tkLrhr tkLr 100 ‘kCn½  
Overall Assessment of officer/ employee (Maximum 100 words) 
;ke/;s lacaf/kr vf/kdk&;kph cyLFkkus] m.khok vkf.k fnO;kax O;Drh] efgyk o ekxkloxhZ;kackcrpk 
n`”Vhdksu ;kapk lekos’k vlkok-  
(Include Strengths and lesser strenths and his attitude towards disabled persons, women and 
Backward classes) 

  

8- izdr̀heku (State of Health)  

¼ mRd`”V @ pkaxys @ pkaxys ukgh ½ (Very Good / Good / Not Good) 

 

9- 
 

Ikq<hy fu;qDrhlkBh dk;Z{ks=kckcr f’kQkj’kh ¼dehr deh 4½  
Recommendations relating to domain assignment (At least 4) 

1-  2-  

3-  4-  

    
10-   ,danjhr xq.kkadu (Overall Gradation) { 1&10 ;k e;kZnsr xq.kkadu } :-  ______________ 

 

¼dk;ZiwrZrk ;k xVkps loZlk/kkj.k xq.kkadu × 4½ $ ¼oS;fDrd xq.koSf’k”Vîs ;k xVkps loZlk/kkj.k xq.kkadu  ×3½ $ 
¼dk;Z{kerk ;k xVkps loZlk/kkj.k xq.kkadu × 3½ 

10 

    

  

 
 
 

   

fnukad (Date)  :-   
fBdk.k (Place) :-   izfrosnu vf/kdk&;kph lgh] uko o inuke 

  Signature, Name and Designation of Reporting Officer 
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Name & Designation of Employee: -----------------------------------------------        

Period of Reviewing   : ----------------------------------------------------------- 
 

Hkkx & 4 (Section – 4 ) iqufoZyksdu (Review) 
 

 

iqufoZyksdu vf/kdk&;kps vfHkizk;  (Remark of Reviewing officer) 
 
 

1- vki.k izfrosnu vf/kdk&;kus] lacaf/kr vf/kdk&;kP;k dk;ZiwrZrk] dk;Z{kerk] oS;fDrd xq.koSf’k”V;s ;klaca/kkus Hkkx 
3 e/khy eqíkaP;k lgk¸;kus dsysY;k ewY;fu/kkZj.kk’kh lger vkgr dk; \  
(Do you agree with assessment of Reporting Officer on work done, efficiency, personal attributes in 
part 3 of concerned officer ?)  

  gks;  (Yes) ukgh  (No)  

  2- Lkger ulY;kl] rif’ky o dkj.ks |kohr  
(In case of difference of opinion details and reasons for the same may be given) 

  

3- vf/kdk&;kps ,danjhr ewY;ekiu ¼tkLrhr tkLr 100 ‘kCn½ ;ke/;s lacaf/kr vf/kdk&;kph cyLFkkus] m.khok vkf.k 
fnO;kax O;Drh] efgyk o ekxkloxhZ;kackcrpk n`”Vhdksu ;kapk lekos’k vlkok- 
Overall Assessment of officer (Maximum 100 words) Include Strengths and lesser strenths and his 
attitude towards disabled persons, women and Backward classes. 

  

4- xV ^^v** e/khy vf/kdk&;kaP;k dk;kZps izfrosnu vf/kdkjh ;kauh dsysys ewY;ekiu fopkjkr ?ks.;kr vkys- 
(The evaluation of the performance of the officers in Group ''A'' was taken into consideration by the 
reporting officer.) 
 

  

gks;  (Yes) ukgh  (No) ykxw ukgh  (Not Applicable) 
 

  5- Ikq<hy fu;qDrhlkBh dk;Z{ks=kckcr f’kQkj’kh ¼dehr deh 4½  
Recommendations relating to domain assignment (At least 4) 

1-  2-  

3-  4-  

        6- ,danjhr xq.kkadu (Overall Gradation) :-{ 1&10 ;k e;kZnsr xq.kkadu ns.;kr ;kos-} 

 
¼dk;ZiwrZrk ;k xVkps loZlk/kkj.k xq.kkadu × 4½ $ ¼oS;fDrd xq.koSf’k”Vîs ;k xVkps loZlk/kkj.k xq.kkadu  

×3½ $ ¼dk;Z{kerk ;k xVkps loZlk/kkj.k xq.kkadu × 3½ 
10 

 
 

 

 

fnukad (Date)  :-   
fBdk.k (Place) :-  iqufoZyksdu vf/kdk&;kph lgh] uko o inuke 
  Signature, Name and Designation of Reviewing Officer 

    
xksifu; vgokykph Nk;kafdr izr le{k feGkyh- xksifu; vgokykph Nk;kafdr izr lacaf/kr vf/kdkjh@ deZpkjh 

;akuk Mkdsus ikBfoY;kl- 
 Ik= dz- & 
 fnukad & 
lacaf/kr vf/kdkjh@ deZpkjh ;kaps uko o fnukafdr Lok{kjh LkLdaj.k vf/kdkjh ;kaps uko] inuke o Lok{kjh 
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xV ^^M** laoxkZrhy egkeaMGkps deZpkjh ;kaP;klkBh dk;ZewY;ekiu vgoky 
Performance Appraisal report for Group-D MSSCL employees. 

 

ewY;ekiu vgokykpk dkyko/kh &                         iklwu                 Ik;Zar 
 

(Appraisal report for the period        from                 to      ) 
          

Hkkx & 1 (Section – 1) 
 

vkLFkkiuk ‘kk[ksus Hkjko;kph ekfgrh (To be filled in by Establishment Section)   
 

1- 
 

izfrosnu djko;kP;k vf/kdkjh@deZpk&;kps iq.kZ uko  
(Name of the officer/employee reported upon) 

 

2- 
 

loaxZ (Cadre) 
 

 

3- 
 

tUe fnukad 
(Date of Birth) 

 

4- 
 

l/;kps in  
(Present Post) 

 

5- 
 

l/;kP;k inkoj fu;qDrhpk fnukad   
(Date of appointment to present post) 

 

6- 
 

Ikz’kkldh; foHkkx@ dk;kZy; 
(Administrative Department/ Office) 

 

  7- izfrosnu vf/kdkjh o iqufoZyksdu vf/kdkjh ;kapk ri’khy (Detail of Reporting and Reviewing Officers) 

  Ukko (Name)  inuke (Designation) dkyko/kh (Period) 

 v½  
 

izfrosnu vf/kdkjh 
(Reporting Officer)    

 Ck½ iqufoZyksdu vf/kdkjh 
(Reviewing Officer)    

  8- izfrosnu dkGkrhy jtk vkf.k brj vuqifLFkrhpk ri’khy (Detail of leave and absence due to other 
reasons during period under report) 

  dkyko/kh (Period) izdkj (Type)  (Remark) ‘ksjk 

 v½  
 

jtk 
(Leave) 

   

 Ck½ brj dkj.ks ¼fo’kn djk½ tls 
dh] foukijokuxh xSjgtsjh@ 
Qjkj (Other reasons (specify)  

such as absconding, 
unauthorized absence, etc.) 
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9- izfrosnu dkGkr ?ksrysY;k izf’k{k.kkpk ri’khy  
(Detail of training undergone during period under report) 

 
v-dz- 

dkyko/kh (Period) 

iklwu (From)         Ik;Zar (to) 
laLFkk (Institute)  

 

fo”k; (Subject) 

 
 1- 

 
 

  

 2-  
  

 3-  
  

 

10- 

 

Ekkxhy o”kkZP;k fn- 31 ekpZ v[ksjps okf”kZd ekyeRrk fooj.ki= lacaf/kr 
izkf/kdk&;kdMs lknj dsY;kpk fnukad (Date of filling Assests and Liability 
statement of previous year to concerned authority) 

 

 

fnukad (Date) :-   

fBdk.k (Place) :-  vkLFkkiuk@ laLdj.k vf/kdkjh ;kaps uko] inuke o Lok{kjh 

   Name, Designation and signature of Establishment/ processing officer 

  

File No.MBEEJ-ADM/101/2021-ADMIN



 

Hkkx & 2 (Section – 2) 
 

Loa;ewY;fu/kkZj.k vgoky (Self- Appraisal Report) 
 

¼T;kaps izfrosnu o iqufoZyksdu gksbZy R;k vf/kdkjh@deZpkjh ;kauh Hkjko;kph ekfgrh½ 
(To be filled in by officer/employee reported upon and reviewed)   
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dk;ZewY;ekiu vgoky fygh.;klkBh dPps fVi.k (Ephemeral Roll) 
 
 
Ephemeral Roll for the Year                                                                        
o"kkZdjhrk dPps fVi.k 
Office of the 
;kaps dk;kZy; 
Full Name (In Block Letters) 
iq.kZ uko ¼BGd v{kjkar½ 
Post held 
/kkj.k dsysys in 
Date of joining the Office 
inkoj vkY;kph rkjh[k 

Date 
fnukad 

Brief remarks regarding Officer’s Work, character or 
conduct deserving to be noted including 
commendations, warnings, rewards or punishment 
vf/kdk&;kps dke] pkfj™; fdaok orZ.kwd ;klaca/kh iz’kalk] rkdhn] 
cf{kls fdaok f’k{kk ;kalg uewn dj.;klkj[ks laf{kIr vfHkizk; 

Reference to file 
or case, if any 
uLrh fdaok izdj.k 

Signature 
lgh 

1 2 3 4 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

   

 
tj dk;ZewY;ekiu vgokykr izfrdwy ‘ksjs fnysys ulrhy rj gs dPps fVi.k dk;ZewY;ekiu vgoky 

ikBfoY;kuarj ,d o”kkZuarj u”V djkos o tj ;k dPP;k fVi.kkP;k vk/kkjs dk;ZewY;ekiu vgokyke/;s izfrdwy ‘ksjs 
vlrhy rj R;k izfrdwy ‘ks&;kafo#/nP;k vfHkosnukoj fu.kZ; >kY;kuarj gs dPps fVi.k u”V djkos- 
 

To be destroyed one year after the Appraisal Report for the period has been sent, if no 
adverse remarks are given in the Appraisal Reports. If adverse remarks are given on the basis of the 
Ephemeral roll, then the Ephemeral Roll shall be kept with the relevant Appraisal Report till 
representation if any against the adverse remarks is decided. 
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vf/kdk&;kps @ deZpk&;kps dk;ZewY;ekiu vgoky fyghys @ iqufoZyksdhr dsys xsys     
ukghr rsOgk  izfrosnu @ iqufoZyksdu vf/kdk&;kus |ko;kps izek.ki= 

 
 
 

iz ek .k i = 
 
 

  izekf.kr dj.;kr ;srs dh] Jh @ Jherh -----------------------------------------------------------

--------------in ------------------------------------------------ ;kaps fnukad --------------------------------- rs 

fnukad------------------------------ ;k dkyk/khrhy dk;ZewY;ekiu vgoky izfrosnhr@ iqufoZyksdhr dsysys 

ukghr dkj.k --------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------- 

 

fnukad % 
 

fBdk.k %      izfrosnu vf/kdk&;kph lgh] uko o inuke 
 

     

 

iqufoZyksdu vf/kdk&;kph lgh] uko o inuke 
 
 
 
 
 
 
 
 
 

*uksV %& rhu efgU;kpk dkyko/kh iw.kZ vlY;kl izek.ki= u fygrk lnj dkyko/khpk dk;ZeqY;ekiu vgoky fyg.;kr ;kok- 
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izfrosnu vf/kdkjh (Reporting Officer) ;kauh |ko;kps izek.ki= 
 
 

 izekf.kr dj.;kr ;srs dh] eh &&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&& 
izfrosnu vf/kdkjh Eg.kwu ekÖ;k vf/kuLr vlysY;k vf/kdkjh@ deZpkjh ;kaP;k okf”kZd 
dk;ZewY;ekiu vgokykaps izfrosnukps dke [kkyhyizek.ks dsysys vkgs- 
 
v-
dz- 

foHkkxkps @ 
dk;kZy;kps 

uko 

izfrosnu 
vf/kdk&;ka

ps uko o 
dk;kZy; 

izfrosnu vf/kdkjh 
;kaP;k vf/kuLr 

izfrosnhr djko;kP;k 
,dw.k dk;ZewY;ekiu 

vgokykaph la[;k 

izfrosnhr 
dsysY;k 

dk;ZewY;eki
u vgokykaph 

la[;k 

izfrosnhr dj.ks 
f’kYyd jkfgysY;k 

dk;ZewY;ekiu 
vgokykaph la[;k 

Ikzfrosnhr dsysys 
dk;ZewY;ekiu 
vgoky laca/khr 

iqufoZyksdu 
vf/kdkjh ;kapsdMs 
ikBfoysY;k i=kpk 
dzekad o fnukad 

‘ksjk 

¼1½ ¼2½ ¼3½ ¼4½ ¼5½ ¼6½ ¼7½ ¼8½ 
1-        

2-        

 
 
fVi %  
 
izfrosnu vf/kdkjh ;kauh jdkuk dz- 4 P;k jdkU;kr R;kaP;k vf/kuLr foHkkx o foHkkxkvarxZr 
dk;ZewY;ekiu vgokykaph la[;k uewn djkoh- rlsp lacaf/krkaP;kdMhy vf/kdkjh@deZpkjh ;kaP;k 
[kaMhr dkyko/kh laca/khP;k dk;Zokghckcr jdkuk dz- 8 ‘ksjk e/;s uewn djkos- 

 
 
 

         
      izfrosnu vf/kdkjh (Reporting Officer)  ;kaps 

           uko] inuke o lgh 
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iqufoZyksdu vf/kdkjh (Reviewing Officer) ;kauh |ko;kps izek.ki= 
 

 izekf.kr dj.;kr ;srs dh] eh &&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&& iqufoZyksdu 
vf/kdkjh Eg.kwu ekÖ;k vf/kuLr vlysY;k vf/kdkjh@ deZpkjh ;kaP;k okf”kZd dk;ZewY;ekiu 
vgokykaps iqufoZyksdukps dke [kkyhyizek.ks dsysys vkgs- 
 
v-
dz- 

foHkkxkps @ 
dk;kZy;kps 

uko 

iqufoZyksdu 
vf/kdk&;kaps 

uko o 
dk;kZy; 

iqufoZyksdu 
vf/kdkjh ;kaP;k 

vf/kuLr 
iqufoZyksdhr 

djko;kP;k ,dw.k 
dk;ZewY;ekiu 

vgokykaph la[;k 

iqufoZyksdhr 
dsysY;k 

dk;ZewY;ekiu 
vgokykaph la[;k 

iqufoZyksdhr 
dj.ks f’kYyd 

jkfgysY;k 
dk;ZewY;eki
u vgokykaph 

la[;k 

iqufoZyksdhr dsysys 
dk;ZewY;ekiu 
vgoky laca/khr 

laLdj.k vf/kdkjh 
;kapsdMs ikBfoysY;k 
i=kpk dz- o fnukad 

‘ksjk 

¼1½ ¼2½ ¼3½ ¼4½ ¼5½ ¼6½ ¼7½ ¼8½ 
1-        

2-        

 
fVi %  
iqufoZyksdu vf/kdkjh ;kauh jdkuk dz- 4 P;k jdkU;kr R;kaP;k vf/kuLr foHkkx o foHkkxkvarxZr 
dk;ZewY;ekiu vgokykaph la[;k uewn djkoh- rlsp lacaf/krkaP;kdMhy vf/kdkjh@deZpkjh ;kaP;k 
[kaMhr dkyko/kh laca/khP;k dk;Zokghckcr jdkuk dz- 8 ‘ksjk e/;s uewn djkos- 

 
 

       
 
 

             iqufoZyksdu vf/kdkjh  (Reviewing Officer) ;kaps 
uko] inuke o lgh 
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^^ifjf’k"V&c** 
 

v-dz- ri’khy@fooj.k 
1 egkeaMGkrhy vf/kdkjh@ deZpkjh ;kaps dk;ZewY;ekiu vgoky 

fyfg.;klkBh loZlk/kkj.k lqpuk 
2 ANNEXURE-A-Guidelines for Reporting/ Reviewing 

of Confidential Reports. 
3 ANNEXURE-B-Instructions 
4 ANNEXURE-C-Reporting/Reviewsing Authority 
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egkeaMGkrhy vf/kdkjh@ deZpkjh ;kaps dk;ZewY;ekiu vgoky fyfg.;klkBh loZlk/kkj.k lqpuk 
 

1- izLrkouk 
  1-1 vf/kdkjh@deZpk&;kaP;k lsosrhy dk;ZewY;ekiu vgoky gk egRokpk nLrk,sot vkgs- 

dk;ZewY;ekiu vgokyko:u vf/kdkjh@deZpk&;kaP;k iq<hy fodklklkBh ewyHkwr vkf.k egRoiw.kZ 
ekfgrh miyC/k gksrs- R;keqGs lacaf/kr vf/kdkjh@deZpkjh] izfrosnu vf/kdkjh vkf.k iqufoZyksdu 
vf/kdkjh ;kauh vfr’k; tckcnkjhus dk;ZewY;ekiu vgoky fyfg.ks vko’;d vkgs- 

 1-2 dk;ZeqY;ekiu vgoky fyfg.ks gk dsoG eqY;ekiu izfdz;k ulwu vf/kdkjh@deZpk&;kaP;k {kerk o 
izf’k{k.k ;kaps fu;kstu dj.;klkBh mi;qDr lk/ku Eg.kwu R;kpk okij >kyk ikghts- izfrosnu 
vf/kdk&;kauh gh xks”V y{kkr ?ksryh ikfgts dh] dk;ZewY;ekiu vgokykpk eqG mís’k gk deZpk&;kauk 
fodflr dj.ks vlk vlqu ts.ksd:u Lor%P;k [k&;k[kq&;k {kerk R;kauk Kkr gksrhy- 
dk;ZewY;ekiu vgoky gk vf/kdk&;kae/khy oSxq.; fun’kZukl vk.k.;klkBh ulqu rs vf/kdk&;kauk 
fodflr dj.;kps ek/;e vkgs- rFkkfi] izfrosnu vf/kdkjh vkf.k iqufoZyksdu vf/kdkjh ;kauh R;kaP;k 
gkrk[kkyhy vf/kdk&;kaps dk;ZewY;ekiu vgoky fyfgrkuk R;kaP;k dkefxjhe/khy] okx.;ke/khy 
fdaok ,danjhr O;fDreRoke/khy =qVhapk nsf[ky mYys[k dj.ks visf{kr vkgs- 

 1-3 dk;ZewY;ekiu vgokykP;k loZ jdkU;kae/khy ekfgrh gh vfr’k; dkGthiqoZd Hkjkoh o R;klkBh 
iqjslk osG dk<kok- dk;ZewY;ekiu vgokyke/khy ekfgrh gh fu”dkGthi.ks o ojojP;k i/nrhus 
Hkj.;kr vkY;kl rs ofj”BkaP;k lgt funZ’kukl ;sbZy- 
  1-4 dk;ZeqY;ekiu vgoky gk o”kkZP;k ‘ksoVh iw.kZ djko;kph izfdz;k vlyh rjh R;k;ksxs lacaf/kr 
vf/kdk&;kaP;k {kerkaps fu;kstu o vko’;d rs izf’k{k.k ns.;klkBh rlsp ekuo lalk/ku 
fodluklkBh R;kpk okij djrk ;kok] Eg.kwu izfrosnu vf/kdk&;kauh R;kaP;k gkrk[kkyhy 
vf/kdk&;kaP;k dkedktkpk vk<kok ?ks.;klkBh vkf.k R;ke/;s vko’;d R;k lq/kkj.kk dj.;klkBh 
o”kZHkjkr Bjkfod dkyko/khuarj izR;{k laokn lk/k.ks vko’;d vkgs- 

2- Hkkx & 1 
  2-1 ;k ifjf’k”Vke/khy ekfgrh gh iz’kkldh; foHkkx@ dk;kZy;kP;k laaLdj.k vf/kdk&;kauh Hkjko;kph 

vkgs- dk;ZewY;ekiukpk dkyko/kh laiw.kZ izfrosnu o”kZ Eg.ktsp 1 ,fizy rs 31 ekpZ fdaok o”kkZrhy 
dkgh efgU;kapk ¼rhu efgU;kais{kk vf/kd½ vlw ‘kdsy- tsOgk izfrosnu dkyko/kh gk laiq.kZ o”kZHkjkpk 
vlsy rsOgk rks iq<hyizek.ks uewn djkok( mnk- 2007&2008- tsOgk izzfrosnukpk dkyko/kh gk ,d 
o”kkZis{kk deh vlsy rsOgk izfrosnu lq: >kY;kps o laiY;kps fnukad uewn djkosr] mnk- fn- 10 
lIVascj]2007 rs 31 ekpZ] 2008- 
  2-2 l/;k dk;Zjr vlysY;k inkph osruJs.kh vkf.k /kkj.k dsysys in ¼inuke vkf.k dk;kZy;½ vkf.k T;k 
fnukadkiklwu rks@rh] R;kps@frps in /kkj.k djr vkgs rks fnukad uewn dj.ks vko’;d vkgs- 
  2-3 izfrosnu vkf.k iqufoZyksdu vf/kdk&;ka’kh lacaf/kr ekfgrhP;k jdkU;ke/;s izfrosnu vkf.k 
iqufoZyksdu vf/kdk&;kaps uko vkf.k inuke uewn dj.;kr ;kos- R;keqGs dk;ZewY;ekiu dj.;kr 
;sr vlysY;k vf/kdk&;kauk rks dks.kkyk lknj djko;kpk vkgs rs letsy- 
  2-4 jtk] izzf’k{k.k vkf.k brj dkj.kkaeqGs xSjgtsjhpk dkyko/kh ns[khy ;k Hkkxke/khy jdkU;kae/;s uewn 
dj.ks vko’;d vkgs- lacaf/kr vf/kdk&;kauh ?ksrysys izf’k{k.k] ekyeRrk fooj.ki= HkjY;kph rkjh[k 
vkf.k R;kP;k@frP;k gkrk[kkyhy loZ vf/kdk&;kaP;k@ deZpk&;kaP;k ekxhy o”kkZP;k dk;ZewY;ekiu 
vgokykps izzfrosnu@ iqufoZyksdu dsys vkgs fdaok dls ;kckcrph ekfgrh ;klkBhP;k jdkU;kae/;s 
Hkj.;kr ;koh- 

3- Hkkx & 2 
  3-1 Lo;aewY;fu/kkZj.k vgoky Hk:u nss.kk&;k vf/kdk&;kauh loZizFke R;kph@ frph drZO;s vkf.k 

tckcnk&;k ;kckcrph laf{kIr ekfgrh loZlk/kkj.ki.ks 100 is{kk deh ‘kCnkae/;s n~;koh- gh ekfgrh 
eqíslqn vlkoh- ¼Bullet Form½ 
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 3-2 loZ vf/kdk&;kauh vkxkeh laiq.kZ o”kkZrhy fu;ksftr R;kaP;k dkekps fooj.ki= ¼Work Plan½ 
izfrosnu vf/kdk&;kaP;k lgerhus r;kj djkos- ;k fooj.ki=ke/;s izfrosnu o”kZHkjke/;s djko;kP;k 
dkekapk lekos’k vlkok- gh loZ dk;Zokgh o”kkZP;k lq:okrhl ¼fn-1 tkusokjh½ lq:  djkoh  vkf.k 
tkLrhr tkLr  fn- 30 ,fizy i;Zar vafre  djkoh- o”kZHkjke/;s  izfrosnu vf/kdkjh cnyY;kl 
vk/khP;k izfrosnu vf/kdk&;kauh lger dsysys dk;Z fooj.ki= okijkos- o”kkZP;k lq:okrhl laer 
dsysY;k dk;Z fooj.ki=kps e/;ko/khl Eg.kts lIVascj@ vkWDVkscj efgU;ke/;s iqufoZykssdu djkos- 
iqufoZyksdukuarj ewG fooj.ki=ke/;s dkgh cny vlY;kl ;k cnykalg  fn- 31 vkWDVkscj i;Zar gs 
fooj.ki= vafre djkos- 

 3-3 dkekps fooj.ki= r;kj dsY;kuarj] ewY;ekiu djko;kP;k lacaf/kr vf/kdk&;kaph ¼T;kaps eqY;ekiu 
dj.;kr ;sr vkgs½ cnyh gksow ‘kdrs- rFkkfi] ,dk inkl izR;sd o”kkZlkBh ,dkis{kk vf/kd dk;Z 
fooj.ki=kph vko’;drk ukgh- vf/kdk&;kaP;k o”kkZe/khy dk;Zdky vkf.k R;kapk dkeke/khy lgHkkx 
;kps dk;Z fooj.ki=kP;k vuq”kaxkus eqY;ekiu dj.;kr ;kos- e/;o/kh cnyhP;k izdj.kke/;s dkekps 
ewY;ekiu] ifgY;k frekghe/khy lkrR; vkf.k Lower Performance Profile fopkjkr ?ks.ks 
vko’;d vkgs- 
 

 3-4 lacaf/kr vf/kdk&;kauh] izfrosnu vf/kdk&;kaP;k lgerhus r;kj dsysys dk;Z fooj.ki= iqufoZyksdu 
vf/kdk&;kl R;kP;k@ frP;k voyksdukFkZ vkf.k rkC;kr Bso.;klkBh lknj djkos- dk;ZewY;ekiu 
vgoky] o”kkZP;k lq:okrhl lger dsysY;k vkf.k e/;ko/khl iqufoZyksdu dsysY;k dk;Z 
fooj.ki=kP;k vk/kkjs lk/;kps ¼Accomplishments½ ewY;ekiu djrks- ;klkBh ewY;ekiu 
djko;kP;k lacaaf/kr vf/kdk&;kauh Hkkx&2 e/khy laacaf/kr jdkU;ke/khy ekfgrh Hkj.ks vko’;d 
vkgs- 
 

 3-5 dk;Zfooj.ki= gs laiw.kZi.ks la[;kRed Lo:ikps vl.;kph vko’;drk ukgh- {ks=h; dk;kZy;kae/khy 
inkalkBh dk;Z fooj.ki=ke/;s la[;kRed y{;kapk ¼Targets½ lekos’k vlw ‘kdsy- 
  3-6 Hkkx&2 gk vf/kdk&;kauk R;kph@frph o”kZHkjkrhy dkefxjh izfrfcafcr dj.;kph la/kh nsrks vkf.k 
R;kP;k@ frP;k ers R;kus@ frus o”kZHkjkr ,[kk|k dkeke/;s fnysys y{k.kh; ;ksxnku n’kZforks- 
dks.kR;kgh vf/kdk&;kl loZlk/kkj.k dkeke/;s ns[khy Lor%ps y{k.kh; ;ksxnku uksanfo.ks usgehp 
‘kD; vkgs- mnk-,[kk|k eksB;k dk;Zdzekps ;’kLoh vk;kstu dj.ks] fdaok nh?kZdkG pky.kk&;k ,[kk|k 
dkekph ;’kLohfjR;k lkaxrk dj.ks] fdaok vkiRdkyhu ifjfLFkrhph dq’kyrsus gkrkG.kh dj.ks- bR;kfn 
izlaxh fuf’pr vioknkRed ;ksxnku uksanfork ;srs- 
 

 3-7 ewY;ekiu djko;kP;k lacaf/kr vf/kdk&;kus R;kyk@ fryk T;k fof’k”V {ks=ke/khy dkS’kY;kae/;s 
lq/kkj.kk dj.;kph vkf.k izf’k{k.k ?ks.;kph vko’;drk okVrs] rh uewn dj.ks vko’;d vkgs- v’kk 
fof’k”V {ks=krhy dkS’kY; ok<fo.;klkBh R;kus@ frus voyafcysyh fdaok izLrkfor dsysyh fof’k”V 
dk;Zi/nrh ¼Steps½lq/nk R;kus@ frus uewn dj.ks vko’;d vkgs- 
 

 3-8 uohu dk;ZewY;ekiu vgokykrhy dkjdhnZ izxrh ¼Career Progression½ i)rhr dk;Z{kersph 
cka/k.kh dj.;koj vf/kd Hkj ns.;kr vkyk vlY;kewGs ok<ho dk;Z{kerk vkf.k dkS’kY;s gh midkjd 
vlw ‘kdrkr- R;kewGs vf/kdk&;kauk vls lqpfo.;kr ;srs fd] ikp o”kkZrwu fdeku ,dnk laoxZ 
fu;a=.k vf/kdk&;kl] rs R;k ‘kS{kf.kd vkf.k izf’k{k.k dk;Zdzekl mifLFkr jkfgys vkgsr] R;k 
dk;Zdzekae/;s feGkysys xq.k@ Js.kh] izdkf’kr dsysys O;kolkf;d ys[k ;kckcrph ekfgrh Hkkx & 2 
e/khy fVIi.khUo;s miyC/k d:u fnY;kl lnj ekfgrh R;kaP;k Hkfo”;krhy dkjdhnZ izxrhlkBh 
fopkjkr ?ksrk ;sbZy- 
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4- Hkkx & 3 
  4-1 Hkkx&3 e/;s izfrosnu vf/kdk&;kauh] Hkkx&2 e/;s lacaf/kr vf/kdk&;kauh fyfgysY;k 

Lo;aewY;fu/kkZj.k vgokykoj vfHkizk; ns.ks vkf.k fo’ks”kr% ;k vgokykr uewn dsysY;k lk/;ka’kh 
¼Accomplishments½ lger vkgsr fdaok dls] gs uewn dj.ks visf{kr vkgs- izfrosnu vf/kdkjh 
vlger vlY;kl rs@ rh T;k fof’k”V eq|ka’kh vlger vkgsr rs fo’ks”kRokus uewn djkosr vkf.k 
vlgerhph dkj.ks ns[khy uewn djkohr- 
  4-2 uarj] ;k jdkU;ke/;s izfrosnu vf/kdk&;kaus] lacaf/kr vf/kdk&;kus uewn dsysY;k dkS’kY; 
lq/kkj.ksP;k xjtsckcr vfHkizk; uewn dj.ks vko’;d vkgs- 

  4-3 R;kuarj] lacaf/kr vf/kdk&;kph dk;Z fooj.ki= vkf.k vpkud möoysY;k ifjfLFkrhrhy dkes ;k 
vuq”kaxkus dk;ZiwrZrk fopkjkr ?ksÅu izfrosnu vf/kdkjh lkaf[;dh; xq.kkadu ¼Numerical Grade½ 
uewn djsy- lnj xq.kkadu gs dkekP;k xq.koRrsP;k vuq”kaxkus ns[khy vlkos- izfrosnu vf/kdk&;kus 
foof{kr dke iw.kZ dj.;klkBh >kysyk [kpZ] ¼lacaf/kr vf/kdkjh dkVdljhus [kpZ djrkr dk½ 
dkeklkBh ykxysyk osG vkf.k ?kkywu fnysys fu;e@dk;Zi/nrh dke iw.kZ djrkuk voyacyh xsyh 
vkgs dk] gs ns[khy fopkjkr ?ks.ks vko’;d vkgs- 
 

 4-4 izfrosnu vf/kdk&;kus dkekph ifjiw.kZrk] oS;fDrd xq.koSf’k”V;s vkf.k dk;Z{kerk ;k lanHkkZr ns[khy 
xq.kkadu uewn djkos- 

 4-5 izfrosnu vf/kdk&;kus lacaf/kr vf/kdk&;kP;k lpksVhckcr vkiys er jdkuk 3 e/;s uewn djkos- 
lpksVhiqjrs flehr u Bsork uSfrdrk ns[khy fopkjkr ?;koh- lpksVh’kh lacaf/kr jdkuk Hkjrkuk [kkyhy 
dk;Zi/nrh voyac.;kr ;koh- 

  i½   vf/kdk&;kaph lpksVh ^^la’k;krhr** vlY;kl R;kizek.ks uewn djkos- 
  ii½  ijarq ;ke/;s  dkgh  la’k;  vlY;kl]  lnj  jdkuk  dksjk  Bso.;kr ;kok  vkf.k  [kkyhyizek.ks     

       dk;Zi/nrh voyac.;kr ;koh- 

   a) osxGh xqIr fVIi.kh Bso.;kr ;koh vkf.k R;kuqlkj ikBiqjkok dj.;kr ;kok- lnj fVIi.khph izr 
ofj”B vf/kdk&;kadMs okf”kZd dk;ZewY;ekiu vgokyklkscr ikBfo.;kr ;koh- ts.ksd:u 
ikBiqjkO;kph dk;Zokgh ‘kh?kzxrhus dj.;kr vkyh vkgs ;kckcr [kk=h gksbZy- T;k izdj.kh lpksVh 
izekf.kr dj.ks fdaok xqIr fVIi.kh Bso.ks ‘kD; ulsy] v’kk izdj.kh izfrosnu vf/kdk&;kauh fuf’pr 
er O;Dr dj.;k,o<;k iqjs’kk dkyko/khlkBh vf/kdk&;kaps dke ikfgysys ukgh fdaok lacaf/kr 
vf/kdk&;kaP;k fo:/n dkghgh ,sdysys ukgh] vls izdj.kijRos uewn djkos- 

  b) ikBiqjkO;kP;k fu”d”kkZuarj] la’k; nwj >kY;kl vf/kdk&;kaph lpksVh izekf.kr djkoh vkf.k 
R;kizek.ks dk;ZewY;ekiu vgokyke/;s uksan ?ks.;kr ;koh- 

 
 

 c) tj lpksVh la’k;kLin vlY;kl [kk=h >kY;kl R;kph uksan ?ks.;kr ;koh vkf.k ;kckcr lacaf/kr 
vf/kdk&;kauk dGfo.;kr ;kos- 

 
 

 d) ikBiqjkO;kP;k fu”d”kkZuarj tj la’k; nqj >kyk ukgh fdaok iDdkgh >kyk ukgh rj] vf/kdk&;kaps 
orZukoj iq<hy dkyko/khlkBh y{k Bsokos vkf.k R;kuarj ojhy ¼b½ vkf.k ¼c½ e/;s uewn 
dsY;kuqlkj dk;Zokgh djkoh- 

 4-6 izfrosnu vf/kdk&;kus] lacaf/kr vf/kdk&;kP;k lokZafx.k ntkZ vkf.k viax O;Drh] efgyk o 
ekxkloxhZ;kckcrpk n`”Vhdksu ;kckcrps o.kZukRed vfHkizk; uewn djkosr- gs vfHkizk; 100 
‘kCnkis{kk vf/kd ulkosr vkf.k ;ke/;s lacaf/kr vf/kdk&;kph cyLFkkus vkf.k m.khokalg lokZaxh.k 
xq.kkapk mYys[k dj.;kpk iz;Ru djkok- o.kZu ¼pen-picture½ Eg.kts ;k Hkkxkr iwohZ dsysY;k 
la[;kRed ewY;ekiukl iqf”V ns.kkjh iqjo.kh gks;- 

 4-7 izfrosnu vf/kdk&;kus R;kuarj lacaf/kr vf/kdk&;kaP;k Hkkoh dk;Z{ks=kckcr f’kQkj’kh djko;kP;k 
vkgsr- dk;Z{ks=kckcrph mnkgj.ks ifjPNsn 10 e/;s uewn dj.;kr vkyh vkgsr- 

 4-8 lxG;kr ‘ksoVh] izfrosnu vf/kdk&;kus 1 rs 10 ;k e;kZnsr loZlk/kkj.k xq.kkadu uewn djko;kps 
vkgs] 1 gs U;qure xq.kkadu vkf.k 10 rs vf/kdre xq.kkadu n’kZfors- 
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5- Hkkx  4 &v 
 5-1 gk jdkuk izfrosnu vf/kdkjh ;kauh tsFks ykxq vlsy rsFks Hkjkok- izfrosnu vf/kdkjh ;kauh uewn dsysys 

loZlk/kkj.k xq.kkadu iqufoZykssdu vf/kdk&;kauh R;kps@ frps ewY;ekiu djrkuk fopkjkr ?;kos- 

6- Hkkx  4 &c 
 6-1 gk  jdkuk iqufoZyksdu vf/kdk&;kus Hkjko;kpk vkgs-   izfrosnu vf/kdk&;kus dsysY;k eqY;ekiuk’kh 

lger vkgs fdaok dls ;kckcr uewn dj.ks visf{kr vkgs- iqufoZyksdu vf/kdkjh] izfrosnu 
vf/kdk&;ka’kh vlger vlY;kl] dk;ZiqrZrk fdaok vU; dks.kR;kgh eqí;kP;k vuq”kaxkus osxGs 
ewY;ekiu d: ‘kdsy- lger vlY;kl] dks.kR;kgh eqí;kaP;k vuq”kaxkus fooj.ki=krhy LraHkke/;s 
ekfgrh Hkj.;kph vko’;drk ukgh- ‘ksoVh] iqufoZyksdu vf/kdk&;kus 1 rs 10 ;k e;kZnsr loZlk/kkj.k 
xq.kkadu ueqn djko;kps vkgs- 
 

7- lkaf[;dh; xq.kkadu 
  7-1 izfrosnu vkf.k iqufoZykssdu vf/kdk&;kauh c&;kp fBdk.kh xq.kkadu ¼Numerical Grade½ iznku 

djko;kps vkgsr- gs 1 rs 10 P;k e;kZnsr vlkos- 1 gs U;wure xq.kkadu vkf.k 10 gs vf/kdre 
xq.kkadu n’kZfors- vls visf{kr vkgs dh] 1 fdaok 2 gs xq.kkadu ¼dk;Z iqrZrk fdaok xq.koSf’k”V;s fdaok 
loZlk/kkj.k xq.kkadu½ |ko;kps >kY;kl] o.kZukRed vfHkizk;kae/;s] fof’k”V vi;’kkP;k vuq”kaxkus 
R;kps leFkZu djkos R;kpizek.ks 10 fdaok 9 ;k xq.kkadukP;k ckcrhr ns[khy fof’k”V lk/;kaP;k 
vuq”kaxkus leFkZu dj.ks vko’;d vkgs- 1&2 fdaok 9&10 gs xq.kkadu nqfeZG Lo:ikr visf{kr 
vlY;kus R;kl leFkZu vko’;d vkgs- lkaf[;dh; xq.kkadu iznku djrkuk izfrosnu] iqufoZyksdu 
vf/kdk&;kauh R;kaP;k gkrk[kkyh l/;k dke djhr vlysY;k fdaok ;kiwohZ dke dsysY;k vkf.k lacaf/kr 
vf/kdk&;kauk led{k vf/kdk&;kauk led{k vlysY;k vU; vf/kdk&;ka’kh rqyuk d:u eqY;ekiu 
djkos- 

 7-2 loZlk/kkj.k xq.kkadu 4 is{kk deh gs ^d* let.;kr ;kos]  4 fdaok R;kis{kk tkLr ijarqqq 6 is{kk deh gs 
^c* let.;kr ;kos] 6 fdaok R;kis{kk tkLr ijarq 8 is{kk deh gs ^v* let.;kr ;kos vkf.k 8 fdaok 
R;kis{kk tkLr  ^v$* let.;kr ;kos- 
mnk- 7-9 gs xq.kkadu ^v*  vkf.k 8-0 gs xq.kkadu ^v$* let.;kr ;kos- 5-9 gs xq.kkadu ^c* vkf.k               
6-0 gs xq.kkadu ^v* 
  7-3 Hkkjkad ¼Weightage½ vkf.k ljkljh ¼Mean½ 
 

dk;ZiwrZrk] oS;fDrd xq.koSf’k”V;s vkf.k dk;Z{kerk ;k xVkauk Hkkjkad ns.;kr vkys vkgsr- loZlk/kkj.k 
xq.kkadu gs izR;sd xVkP;k HkkjkadkP;k izek.kkr vlysY;k ljkljhP;k csjtsoj vk/kkjhr vkgs- ^^ 
loZlk/kkj.k xq.kkadu** ifjx.khr dj.;kps lq= iq<hyizek.ks vlsy- 
 

¼dk;ZiwrZrk ;k xVkps loZlk/kkj.k xq.kkadu × 4½ $ ¼oS;fDrd xq.koSf’k”Vîs ;k xVkps loZlk/kkj.k 
xq.kkadu  × 3½ $ ¼dk;Z{kerk ;k xVkps loZlk/kkj.k xq.kkadu × 3½ 

10 

8- izdVu ¼Disclosure½ & 

 8-1 eqY;ekiukP;k dk;Zi/nrhe/;s vf/kd [kqysi.kk gok- dk;ZeqY;ekiu vgoky vafre >kY;kuarj] 
R;ke/;s uewn loZlk/kkj.k xq.kkadu vkf.k lpksVhckcrP;k vfHkizk;kalg lacf/kr vf/kdk&;kal 
dGfo.;kr ;koh- 
  8-2 vfHkosnu ¼Representation½ & 
dk;ZewY;eku vgokykrhy inksUurhP;k ik=rsi;Zar u ;s.kk&;k ‘ks&;kfo:/n ¼xq.kkadu½ vfHkosnu 
ns.;kpk fodYi lacaf/kr vf/kdk&;kal ns.;kr ;kok- v’kh fuosnus dk;ZewY;ekiu vgokyke/khy 
dk;ZiwrZrk] oS;fDrd xq.koSf’k”V;s] dk;Z{kerk vkf.k loZlk/kkj.k xq.kkadu ;kckcrP;k fof’k”V 
okLrfod  fufj{k.ks  T;kvk/kkjs  vf/kdk&;kps  ewY;ekiu  dj.;kr  vkys  vkgs  R;k  iqjrhp  e;kZfnr 
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  vlkohr- laLdj.k vf/kdk&;kaus izkIr >kysY;k vfHkosnukoj lacaf/kr izfrosnu vkf.k iqufoZyksdu 
vf/kdkjh] lsosr dk;Zjr vlrhy Rkj R;kaps vfHkizk; ekxfo.ks vko’;d vkgs- izfrosnu vkf.k@ fdaok 
iqufoZyksdu vf/kdk&;kaps vfHkizk; l{ke izkf/kdk&;kiq<s Bso.;kr ;kosr- l{ke izkf/kdkjh 
vfHkosnukoj Li”V fu”d”kZ uksanowu ckf/kr eqí;kaP;k vuq”kaxkus loZlk/kkj.k xq.kkaduklg 
dk;ZewY;ekiu vgoky uLrhr ukssan ?ks.;kr ;koh vkf.k ;kckcr lacaf/kr vf/kdk&;kl dGfo.;kr 
;kos- l{ke izkf/kdk&;kus ?ksrysyk fu.kZ; vafre vlsy- 

9 dk;ZewY;ekiu vgoky iw.kZ dj.;kps osGki=d 
  9-1 [kkyhy osGki=d dkVsdksji.ks ikG.;kr ;kos- 

 dk;Z vafre rkjh[k 

 foHkkx @ dk;kZy;kP;k izeq[kkauh izfrosnu (Reporting Officer) vkf.k iqufoZyksdu 
(Reviewing Officer) vf/kdk&;kps uko ueqn d:u dks&;k dk;ZewY;ekiu 
vgokykpk uequk loZ vf/kdkjh @ deZpkjh ;kauk okVi dj.kss- 

ifji=d izkIr 
>kY;kuarj yxsp 

 lacaf/kr vf/kdkjh@deZpk&;kus dk;ZeqY;ekiu vgoky ekfgrh Hk#u izfrosnu vf/kdkjh 
(Reporting Officer) ;kapsdMs ijr ns.ks- 11 tqyS] 2025 

 izfrosnu vf/kdkjh (Reporting Officer) ;kauh dk;ZeqY;ekiu vgoky eqY;ekiu 
d#u iqufoZyksdu vf/kdkjh (Reviewing Officer) ;kapsdMs ikBfo.ks- 

16 tqyS] 2025 

 iqufoZyksdu vf/kdkjh (Reviewing Officer) ;kauh dk;ZeqY;ekiu vgoky eqY;ekiu 
d#u iz’kklu foHkkx ;kapsdMs ikBfo.ks- 

21 tqyS] 2025 

 mijksDr osGki=dkuqlkj foghr dkye;kZnsr o osGki=dkuqlkj dk;ZewY;ekiu vgoky iz’kklu foHkkxkl 
iksgksp gksrhy ;kph n{krk ?ks.;kr ;koh- 

 

fVi %  izfrosnu@ iqufoZyksdu vf/kdkjh ;kaps dWEips izeq[k o dWEips fBdk.k rlsp dWEi izeq[k ;kaps dk;Z o 
tckcnkjh iqohZizek.ksp jkghy-  

 9-2 laoxZ fu;a=d vf/kdk&;kaus izkIr u >kysY;k dk;ZewY;ekiu vgokyph ;knh cuokoh vkf.k izfrosnu vkf.k 
iqufoZyksdu vf/kdk&;kadMs R;kckcr ikBiqjkok djkok- 

9-3 izfrosnu o”kkZpk dk;ZewY;ekiu vgoky gk T;k vkfFkZd o”kkZr fyfg.;kr ;sr vkgs R;k o”kkZP;k                            
31 fMlsacj i;Zar fyfg.;kr vkyk ukgh rj R;kuarj vfHkizk; uewn dj.;kr ;sow u;sr- tj vf/kdk&;kaus 
Lo;aeqY;fu/kkZj.k osGsr fnys vlsy vkf.k izfrosnu vkf.k iqufoZyksdu vf/kdk&;kauh mDr ifjPNsn 9-1 
e/khy osGki=dkuqlkj dk;ZewY;ekiu vgoky iq.kZ dsys ulrhy rj laiq.kZ vfHkys[k vkf.k lacaf/kr 
vf/kdk&;kP;k Lo;aeqY;fu/kkZj.k vgoky ;kP;k vk/kkjs lacaf/kr vf/k&;kaps dk;ZewY;ekiu dj.;kr ;kos- 
 

9-4 LOk;aewY;fu/kkZj.k vgoky izfrosnu vf/kdk&;kauk ikBforkuk vf/kdk&;kus R;kph ,d izr laoxZ fu;a=.k 
vf/kdkjh@ laLdj.k vf/kdk&;kauk ikBokoh vkf.k lacaf/kr vf/kdk&;kaus Lo;aewY;fu/kkZj.k vgoky foghr 
eqnrhr lknj dsY;kpk iqjkok Eg.kqu lnj vfHkys[k Lor%toG Bsokok- 

9-5 izfrosnu vf/kdk&;kus okf”kZd dk;ZewY;ekiu vgokyke/;s vkiys vfHkizk; foghr dkyko/khr uewn djkosr 
vkf.k rks iqufoZyksdu vf/kdk&;kauk ikBoqu R;kph izr laoxZ fu;a=.k vf/kdkjh@ laLdj.k vf/kdk&;kl 
ikBokoh- 

9-6 tj izfrosnu vf/kdkjh dk;ZewY;ekiu vgoky laoxZ fu;a=.k vf/kdkjh@ laLdj.k vf/kdk&;kl dGowu 
iqufoZyksdu vf/kdk&;kl foghr eqnrhr lknj d: ‘kdys ukghr] rj laLdj.k vf/kdkjh Lo;aewY;fu/kkZj.k 
vgokykph izr FksV iqufoZyksdu vf/kdk&;kdMs ikBfoy vkf.k R;kauk dk;ZewY;ekiu vgoky fygh.;kps 
vf/kdkj iznku djhy- izfrosnu vf/kdkjh R;kaP;k vf/kuLr deZpk&;kaps dk;ZeqY;ekiu vgoky foghr 
eqnrhr vfHkizk;klg lknj d: u ‘kdY;kph uksan laLdj.k vf/kdkjh] lnj izfrosnu vf/kdk&;kaP;k 
dk;ZeqY;ekiu vgokykr uksan ?ks.;kLro Bsosy- 

9-7 ifjPNsn 9-1 ;sFkhy fooj.ki=ke/;s fnysY;k rkj[kkauqlkj izfrosnu vkf.k iqufoZyksdu vf/kdkjh u pqdrk 
R;kaps vfHkizk; uksanorhy ;klkBh laLdj.k vf/kdkjh ;ksX; dk;Zi/nrh fodflr@ foghr djsy- 

 

File No.MBEEJ-ADM/101/2021-ADMIN



ANNEXURE-A

GUIDELINES FOR REPORTING/REVIEWING OF CONFIDENTIAL REPORTS:

1] If an Officer/Employee during the reporting period has worked at more posts and if

the period of working on such post is less than three months, such period should be ignored

for writing of CR. The period for which he has worked for more than three months on any

post should be considered for reporting of CR. However the specific period during which he

worked on different posts should be mentioned in the CR.

2] For Reporting and Reviewing of CRs of any officer/employee, the Reporting and
Reviewing officers should must have observed the work of those officer/employee for not

less than three months. If the Reporting/Reviewing officers have observed the work during

the reporting period for less than three months, the Reporting/Reviewing officers should not

write the CR of such Officer/Employee and Reporting/Reviewing officer should specifically

issue a Certificate mentioning therein that the period of reporting/reviewing was less than

three months, hence not written.

3] If Officer/Employee has worked for more than three months on a post, however if

such period is divided in to two reporting years and in such reporting year if the period is less

than three months, the CRs for that reporting period should not be written by both

Reporting/Reviewing officers and it should be specifically mentioned in the CR in the form

of Certificate.

4] The period of three months does not mean that it should complete 90 days. There is

no provision of excluding holidays, leave availed etc. while calculating the period of three

months. However, if any Reporting/Reviewing officer wants to write the CR even if the

period of reporting/reviewing is less than three months both the officers after giving full

justification can write the CRs and keep the same in file. However while writing CR for such

period the same should be written after verifying the CRs of the previous years.

5] If the officer/employee has not worked under the reporting officer for aperiod of less

than three months and if the Reviewing Officer has observed the work of such employees for

more than three months, in that case the Reviewing authority shall write the CR and it will

not be necessary to review the same.

6] If the Reporting Officer is transferred prior to the completion of reporting period, in

that case the Reporting Officer should must write the CRs prior to handing over the charge to

his successor, however such reporting period should not be less than three months.

7] In case, the Reviewing Authority is transferred at the end of the reporting period, the

Reporting Officer shall send the CRs of officers/employees to the appropriate reviewing

authority for his review, However, the review period should not be less than three months. In

case the period is more than three months, the CRs should be sent to the earlier Revi
ewing

Officer who was working in the capacity as Reviewing Officer.

8] The Reporting officer while offering the remarks in the CR about the

officer/employee must ensure that the remarks and the observations about the concerned are

to the point and should not be obscure. It also should not be very personal and undecisive.

9] Before writing the CRs it is necessary that, the Reporting Officer should make hi
s

firm mind. If felt necessary, the Reviewing Officer should consult the Reporting officer and

then only should pass his remarks. If the Reviewing Officer is not in agre
ement with the

Remarks of the reporting Offcer, reasons for the same should be mentioned in the CR.
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11. Some posts of the same rank may be more exacting than others. The degree of stress
and strain in any post may also vary from time to time. These facts should be borne

in mind during appraisal and should be commented upon appropriately.
12. Aspects on which an appraise is to be evaluated on different attributes are delineated

below each column. The appraiser should deal with these and other aspects relevant
to the attributes.

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

(i) If the Officer's/Employee's integrity is beyond doubt, it may be so stated.

(ii) If there is any doubt or suspicion, the column should be left blank and action
taken as under:-

(a) 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 had
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) 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.

(c) If the doubts or suspicions are confirmed, this fact should also be recorded
and duly communicated to the officer concerned.

(d) 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.
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ANNEXURE-C  

Sr.
No. 

Category of Employee Reporting Authority Reviewing Authority 

01 GMs/CS/DGM(IA) except 
GM(Admn) on deputation 

Managing Director No Review 

02 GM(Admn) on deputation Managing Director Addl.Chief Secretary 
(Agril) Govt.of Mah. 

03 RMs working at Regional Office/ 
Out State. 

Managing Director No Review 

04 DMs working at District level/ 
Dy.RM Thane 

Concerned RM Managing Director 

05 AAOs/Accountant working at 
Regional Offices including 
Outstates 

Concerned Regional Manager 
after obtaining comments of 
DM of regional headquarter  

GM(Finance) 

06 Staff working at Regional Office 
except AAO/Accountant 

Concerned RM GM(Administration) 

07 SAE/PE/Jr.PE/Plant Managers 
working at all Seed Processing 
Plants.  

Concerned RM GM(Processing) 

08 All Staff working at District Office Concerned DM Concerned RM 
09 Staff working at Processing Plants Concerned Plant Engineer/ 

Plant Manager 
Concerned DM 

STAFF WORKING AT HEAD OFFICE 
Administration/Legal Department : 
10 Asstt.Manager (P&A) GM(Administration) Managing Director 
11 All staff working in Administration 

/Legal Department 
Asstt.Manager (P&A) GM(Administration) 

12 All Stenographers (Junior/Senior) 
working at Head Office 

Concerned HOD GM(Administration) 

13 All Drivers working at Head Office Concerned HOD GM(Administration) 
Processing and Engineering Department : 

 
 
 

14 

Dy.GM(Processing)/SAE/PE GM(Processing) Managing Director 
Junior Engineer (Civil & Electrical) GM(Processing) Managing Director 
All other Staff working in 
Processing Department except 
Stenographer & Driver 

Dy.GM (Processing) GM (Processing) 

Draughtsman, Clerk & other staff 
working in Engineering Department 

Dy.GM (Processing) GM (Processing) 

Finance, Accounts Department : 
 

15 
Dy.GM(Finance)/AAOs working in 
Finance Department 

GM(Finance) Managing Director 

All other staff of Finance 
Department 

Dy.GM(Finance) GM(Finance) 

Secretarial & Internal Audit Department & Computer Cell : 
 

16 
AAOs/I.A./Accountants posted in 
Internal Audit Department 

Company Secretary & 
DGM(IA) 

GM (Finance) 

All staff working in Secretarial & 
Internal Audit Department 

Company Secretary & 
DGM(IA) 

GM(Administration) 

 
17 

System Manager(Computer Cell) Company Secretary & 
DGM(IA) 

Managing Director 

All staff working at Computer Cell System Manager(Computer 
Cell) 

Company Secretary & 
DGM(IA) 

Production Department: 
 
 

18 

Dy.GM(Production) GM(Production) Managing Director 
RM/DM posted in Production 
Department 

GM(Production) Managing Director 

All other staff in Production Deptt. 
including DM Grade-II/FO/AFO 
except Stenographer and Driver   

Dy.GM(Production) GM(Production) 
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Sr. 
No. 

Category of Employee Reporting Authority Reviewing Authority 

Marketing Department : 
19 Dy.GM(Marketing) GM(Marketing) Managing Director 

DM posted in Marketing 
Department 

Dy.GM(Marketing) GM(Marketing) 

All other staff in Marketing Deptt. 
including DM Grade-II/FO/AFO 
except Stenographer and Driver   

Dy.GM(Marketing) GM(Marketing) 

Quality Control Deptt./S.T.Laboratory/R&D wing/Tissue Culture and MBC/       
Proc.Material Wing /Central Stores : 

 
 

20 

RM/DM posted in Quality Control 
Department 

GM(Q.C.& Research) Managing Director 

All other staff working in QC Deptt. 
including DM Grade-II/FO/AFO 
except Stenographer and Driver 

RM/DM posted in Quality 
Control Department 

GM(Q.C.& Research) 

21 Seed Testing Officer, I/c STL GM(Q.C.& Research) Managing Director 
All staff posted in STL  Seed Testing Officer or 

I/c STL 
GM(Q.C.& Research) 

22 Senior Breeder or I/c R & D GM(Q.C.& Research) Managing Director 
All staff working at R & D Senior Breeder or I/c R & D GM(Q.C.& Research) 

23 
DM(TC)/Incharge posted at MBC GM(Q.C.& Research) Managing Director 
All other staff posted at MBC DM(TC)/Incharge, MBC GM(Q.C.& Research) 

24 

Manager(PMW) posted in PMW Incharge PMW Managing Director 
All other staff working in PMW and 
Cenral Stores 

Manager(PMW) Incharge PMW 

Plant Manager or I/c, Biofertilizer 
Lab, Pailpada/ Tricodarma Plant, 
Khamgaon 

GM(Q.C.& Research) Managing Director 

All other staff working at 
Biofertilizer Lab, Pailpada/ 
Tricodarma Plant, Khamgaon 

Plant Manager or I/c Lab GM(Q.C.& Research) 

MD’s Secretariat : 
25 All staff including Drivers Managing Director No Review 
Staff working at MP/Uttaranchal/AP/CG/Gujrat states : 

26 

Dy.RM Kashipur & Gandhinagar GM(Production)  Managing Director 
All other DM/FO/AFOs working at 
Kurnool, Indore, Kashipur & 
Gandhinagar 

Concerned Regional Manager 
/Dy.R.M. 

GM(Production) 

All other staff working at Kashipur, 
Gandhinagar, Kurnool, Indore 

Concerned Regional Manager 
/Dy.R.M. 

GM(Administration) 

 
27 

Dy.Regional Manager Raipur for 
marketing work 

GM(Marketing) Managing Director 

Staff working under Dy.R.M. Raipur 
for marketing 

Dy.R.M. Raipur GM(Marketing) 

28 All other staff working at Thane Dy.R.M.Thane Regional Manager, 
Pune 

 
Note :HODs to send their comments if any to Hon.Managing Director performance appraisal 
of Regional Managers. 
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