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APP 54 – A
dssanzh; lfpoky; vk'kqfyfid lsok vkSj lk/kkj.k flfoy lsok ds futh lfpo@ofj"B oS;fDrd lgk;d@vk'kqfyfid xzsM ^x* vkSj ^?k* dh okf’kZd fu’iknu leh{kk fjiksVZ dk Q+keZ

FORM OF  ANNUAL PERFORMANCE APPRAISAL REPORT OF PRIVATE SECRETARY/SENIOR PERSONAL ASSISTANT/STENOGRAPHER ( GRADE ‘C’ AND ‘D’ OF CSSS AND GCS).
-----------------------------------------------------  dks lekIr o"kZ @ vof/k dh fjiksVZ

Report for the year/period ending …………………………….

Hkkx & A oS;fDrd vkWadM+s PART-I – PERSONAL DATA 

[ ea=ky;@ foHkkx@ dk;kZy; ds iz'kklfud vuqHkkx }kjk fy[kk tkuk gS  ]

[ To be filled in by Administrative section concerned of the Ministry / Department/ Office ]

1- vf/kdkjh dk uke

   Name of the Officer

2- tUe frfFk   

 Date of Birth

3- /kkfjr in dk inuke

   Designation of the post held

4-D;k vf/kdkjh vuqlwfpr tkfr@ vuqlwfpr tutkfr   

 ds gSa A

  Whether the Officer belongs to SC/ST

5-orZeku xzsM

   Present grade

6-orZeku xzsM esasa fu;qfDr dh rkjh[k 

   Date of appointment to the Present Grade.

7- mu vf/kdkfj;kssa ds uke vkSj inuke ftuds lkFk 
  o"kZ ds nkSjku dke fd;k gS A vkSj izR;sd vf/kdkjh ds 
  lkFk dke djus dh vof/k

 Name of the Officers with Designation with 

 whom employed during the year and the 

 period served with each.
8- o"kZ ds nkSjku] M~;wVh ls NqV~Vh] izf'k{k.k] vkfn  
  ds fy, vuqifLFkfr dh vof/k]   

 Period of absence from duty on leave,

 training, etc. during the year

Hkkx &AA& vkRe ewY;kadu @ PART –II-SELF APPRAISAL
@ftldh fjiksVZ fy[kh tkuh gS ml vf/kdkjh }kjk Hkjk tk,@To be filled by the Officer reported upon/

1- dk;kZsa dk laf{kIr fooj.k

    Brief description of duties

2- o"kZ                ls
rd dh vof/k ds nkSjku vkids }kjk fd, x, dk;kZsa dk lkjka'k A 
blesa @ o"kZ vof/k ds nkSjku dh xbZ fo'ks"k miyfC/k;ksa dk C;kSjk nsa A 
miyfC/k;ksa esa deh vkus dh fLFkfr ds dkj.k crk,Wa A 
@ ;g lkjka'k ]fn, x, LFkku ds Hkhrj gh fy[ksa rFkk bls 100 
'kCnksa rd lhfer j[kk tk, vkSj bl ij gLrk{kj djuk t:jh gS A
Brief Resume of the work done by you during the year from  
                to                  . Bring out any special achievements
 during the year/period. In the event of shortfall in achieve-

ment furnish reasons. ( The resume to be furnished within 
the space provided limited to 100 words is required to be signed.)
Hkkx AAA @fjiksfVZax vf/kdkjh dk ewY;kadu@

PART III (ASSESSMENT OF THE REPORTING OFFICER)

@ d`Ik;k QkeZ esa izfof"V;kWa Hkjus ls igys QkeZ ds var esa fn, x, vuqns'kksa dks /;kuiwoZd i<sa A@

(Please read carefully the instructions given at the end of the form before filling the entries )

1-D;k fjiksfVZax vf/kdkjh] vf/kdkjh }kjk fd, x, dk;Z ds lkjka'k 
@Hkkx&nks dk dkye nks@ esa mfYyf[kr izR;sd egRoiw.kZ fooj.k ls lger gSa\

Does the Reporting Officer agree with each and every 

statement contained in the resume (Col.2 at Part II) of the 

work done by the officer ?

2- LokLF; dh fLFkfr @ State of the health

3- mifLFkfr esa fu;ferrk rFkk le; dh ikcanh

   Regularity and Punctuality in attendance

4-vk'kqkfyfid dk;Z esa izoh.krk vkSj ifj'kqn~/krk 

Proficiency and accuracy in stenographic work

5- cqf)eRrk]mRlkg vkSj m|e

Intelligence, keenness and industry

6- xqIr vkSj vfrxqIr ekeyksa rFkk dkxtksa ds j[k&j[kko esa 
  fo'okl ik=rk

  Trust-worthiness in handling secret and top secret 
  matters and papers

7- dk;ZO;Lrrk & Mk;jh dk j[k j[kko vkSj cSBdksa ] lk{kkRdkjksa 
vkfn ls lacaf/kr t:jh dkxtksa dks le; ij izLrqr djuk A

Maintenance of engagement diary and timely submission

 of necessary papers for meetings , interviews, etc.

8-fo'ks"k /;ku nsus ;ksX; ekeys utj vankt u gks tk,Wa ;g 
lqfuf'pr djus esa lkekU; lgk;rk A

General Assistance in ensuring that matters requiring 

attention are not lost sight of
9-VsyhQksu dkyksa vkSj vkxarqdksa dks fuiVkus esa igy vkSj prqjkbZ

Initiative and tact in dealing with telephone calls and visitors

10-fVIif.k;kWa] i= dk;Zo`Rr ] lkj ds elkSns cukus ] lkjka'k vkfn 
rS;kj djus dh ;ksX;rk A @ ;fn dk;Z dh ;s ensa vf/kdkjh }kjk
fuIkVkbZ tk jgh gS A@

Ability to draft notes, letters, minutes, briefs and ability to 
prepare summary etc., ( in case such items of work have 
been performed by the officer )
11- d- D;k vf/kdkjh ds ikl dksbZ fo'ks"k xq.k vkSj @ vFkok dksbZ 
loksZRre esfjV ;k ;ksX;rk gS ftlls fd mUgsa fdlh fo'ks"k dk;Z ds 
fy, pqus tkus dk vkSfPkR; gkfly gks lds A ;fn gkWa rks mu xq.kksa dks 
la{ksi esa fy[ksa A 

a)Has the officer any special characteristics and / or any 
    outstanding merits or abilities  which would justify 
    his/her selection for special assignments. If so, 
    mention these characteristics briefly.
[k- dk;Z ds vU; {ks=ksa ds fy, mi;qDrrk ds ckjs esa flQkfj'k A
 bl ckjs esa fooj.k nsa A

(b) Recommendation regarding suitability for other 
   spheres of work (This should be substantiated  )
12- D;k mudks leh{kk/khu vof/k ds nkSjku dk;Z ds izfr mnklhurk 
cjrus vFkok vU; dkj.kksa ls HkRlZuk dh xbZ gS\ ;fn gkWa] laf{kIr fooj.k nsaA

Has He/She been reprimanded for indifferent work or for other 
causes during the period under report ?  If so, give brief particulars. 
13- O;fDrRo] pfj= rFkk lkFkh deZpkfj;ksa ds lkFk laca/kksa lfgr 
 LoHkko vkSj vuq'kklu ] vkfn ds izfr ftEesnkjh dk lkekU; ewY;kadu A

General assessment of personality, character and 
temperament including relations with fellow employees,
amenability to discipline etc.
14-lR;fu"Bk 

    Integrity  
15-;ksX;rk dze

@mRd`"V@cgqr vPNk@vPNk@lk/kkj.k@lk/kkj.k ls de@

fdlh vf/kdkjh dh rc rd mRd`"V ;ksX;rk  u fn[kk,Wa tc 
rd mlds vlk/kkj.k xq.kksa vkSj dk;Z fu"iknu dk irk u yxs A 
bl izdkj dk ;ksX;rk&dze nsus dk Li"V vk/kkj crk,Wa A

Grading :

( OUTSTANDING/VERY   GOOD/GOOD/AVERAGE/BELOW 
AVERAGE ).  ( An Officer should not be graded Outstanding 
unless exceptional qualities and performance have been noticed,
 Grounds for giving such a grading should be brought out.)

LFkku@Place:                                                                      fjiksfVZax vf/kdkjh ds gLrk{kj 

rkjh[k @ Date:                                                                                Signature of the Reporting Officer

                                                                                  uke@lkQ+ v{kjksa esa@

                                                 inuke

                                @fjiksVZ dh vof/k ds nkSjku@
                                                                                   Name in Block letters  

                                                                                   Designation (During the Period of report)

