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ANNUAL PERFORMANCE APPRAISAL REPORT

FOR
SENIOR DIVISIONAL ACCOUNTS OFFICEW

DIVISIONAL ACCOUNTS OFFICER GRADE-I/II,
DIVISIONAL ACCOUNTANT

Report for the period from to

PART-I

PERSONAL DATA
(To be filled by the Administratiye Section concemed of the Office)

l. Name of the Officer :

(in capital letters)

2. Employee I.D.:

3. Designation:

4. Whether the Officer belongs to Scheduled

caste/Scheduled Tribe?:

5. Date of Birth:

6. Educational qualifications including Professional and

technical qualifi cations:

7. Departmental Examination passed:

9. Present Post and date of appointment thercto:

10. Period ofabsence from duty
(on leave, training etc.) during the year. If he has undergone

training please speciff
I

8. Date of continuous appointment to the present grade:



PART-II
SELF'APPRATSAL

(To be filled by the Ollicial Reported upon)
(Please read carefully the instructions given at the end ofthe form before filling the
entries)
I Brief description of the duties

2. A. Please speciff targets/objectives/goals (in quantitative or other terms) of work you set for
yourself or that were set for you, eight or ten items of work in the order of priority and your
achievement against each target(Example Annual Action Plan for your division), particularly
having regard to procuement planned and actually made through GeM portal for those
Covernment Servants who handed ent d the od under reference:
Target/Objectives/Gosls Achicvements

1

1

J

I
5

6

7

8

9

l0

Procurements made through GeM portal(wherever applicable)

(i) Total Procurement through
GeM portal made by him,4rer
during the period ofreport (in
Rs.)
(ii)% of procurement through
GeM portal as against the budget
indicated in the Target
(iii)Procurements made Outside
GeM portal and the reasons
thereof

(i) Total Budget
allocated for
procurement by
the
Ministry/Departme
nt/Division/Sectio
n in Rupees(as
may be applicable
in the the case of
the Officer
Reported upon) (iv)Steps taken for promotion of

GeM in the
Ministry/DepartmenVDivision/
Section

)



2.B Please state briefly, the target set and the quantum of work done in regard to rendition of
monthly accounts, maintenance of guard files and other registers and fuirishing oi ua.ious
retums.

3A. Please state briefly the shortfalls with reference to the targets/objectives referred to the
column. 2. Please specifu constraints, if any, in achieving the taryets.

3B.Please also indicate items in which there have been significantly, higher achievements andyour contribution tlereto.

3c.Any significant additional achievements apart from those mentioned in column 2.

3D.Training prograrnmes attended.

Signature ofthe officer reported upon

Name in Block Letters... ......

Designation... ..

Date

J

Division:

Place:



PART - III (To be filted in by reporring Officer)
(Please read carefully th€ instructions giyen at the end;fthe foim before filling the entri€s)l. Please state whether you agree with the serf-appraisal of the officJr ,"po.t"i upon as

mentioned in Part II. If not, please fumish the factual ditaits.

2. Assessment of work output

Numerical grading is to be assigned by Reporting and Reviewing Authorities on a scale of l-10 (one
- Ten), where I refers to the lowest and l0 to the highest grade. weightage to this Section would be
40 percent.

S. No. Items Reporting
Authority

Reviewing
Authority

(Refer Para
2 ofPart-

lv)

Initials of
Reviewing
Authority

(i) Accomplishment of planned worldwork

allotted as per subject allotted

(iD Quality of output

(iii) Analytical ability

(iv) Accomplishment of exceptional work/
unforeseen tasks performed

( ) Overall Grading on 'Work Output'

4



3. Assessment of personal attributes
Numerical grading is to be assigned by Reporting and Reviewing Authorities on a scale of l-10 (one
- Ten), where I refers to the lowest and l0 to the highest grade. weightage to this section woutd be
30 t,

4. Assessment of functional competency

Numerical grading is to be assigned by Reporting and Reviewing Authorities on a scale of l-10 (One -Ten), where I refers to the lowest and l0 to the highest grade. Weightage to this Section would be 30
rcent.

S.No. Items Rcporting
Authority

Reviewing
Authority
(Refer Psrs 2
of Part-IV)

lnitisls of
Reviewing
Authority

(i) Attitude to work
(ii) Sense of responsibility

(iii) Maintenance of Discipline

(iv) Communication skills

)( Leadership qualities

(vi) Capacity to work in team spirit

(vii)

(viii) Inter-personal relations

(ix) Overall bearing and personality

(x) Overall Grading on ,Personal

Attributes'

S.No. Items Reporting
Authority

2 ofPart-

Reviewing
Autho rity
(Refer Para

Initirlof
Reviewing
Authority

(i) Krowledge of Rules/ Regulations/
Procedures in the area of function and

ly them coabili to
(i ) trategic planninS g ability

(iii) on making abilityDecisi

(iv) on abilityCoordinati

( ) Ability to
subordina

motivate and develop
tes

(vi) Initiative

(vii) rall Grading on .FunctionalOve
Com

5

Capacity to adhere to time-schedule



5' Attitude towards Scheduled Caste/Scheduled Tribe/Weaker Sections of Society (please
comment on his/her understanding of the problems of Scheduled Caste/ Scheduled Tribe/Weaker
Sections and willingness to deal with them)

6. Aptitude & Potential:
(Please indicate possible lines of growth and development of the officer)

7. Training:
Please give recommendations for training with a view to fi.rther improving the
effectiveness and capabilities of the officer

6



8. State olhealth:

9. Integrity:
(Please see note S.No.l2 below the instructions)

10. Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer
including area of strength and lesser strength, extraordinary achievements, significant failures
and attitude towards weaker sections. Wherever applicable, comments on steps taken by the
offrcer for promotion of procurement on GeM during the period under report, percentage of
procurement on GeM and his/her attitude towards full implementation of GeM in the oflice
ma also be recorded.

11. overall numerical grading on the basis of weightage given in paru2,3 and 4 in part- III of
the Report.

Signature ofthe Reporting Officer

Place Designation

Duing fte pedod of Report . . .. . .. . .. . ..

7

Name in Block Letters.
Date



PART _ IV RI,MARKS OF THE REVIEWING OFFICER

1. Length of service under the Reviewing Ofhcer

2. Do you agree with the assessment made by the Reporting Oflicer with respect to the
work output and the various attributes in Part-lll? In case you do not agree with any of
the numerical assessments of auributes please record yolu assessments in the column

for ou in Part III and initial our entries.

(Please strike out whichever is not applicable)
3. In case of difference ol lease ve details and reasons for the same.

4. Comments, if any, on the Pen Picture written by the Reporting Officer.

5. Overall numerical grading on the basis of weightage given in Para2,3 and 4 in Part - III
ofthe Report.

Signature of the Reviewing Officer

Place Name in Block Letters

8

No, I do not agree. I have recorded my assessment in
Part-lII

Yes, I agree

Date: Designation during the period ofReport



l.TheAnnualPerformanceAppraisalffianimportantdocument.Itprovidesthe
basic and vital inputs for assessing the performance of an officer and for hiVher further advancement
in hivher career. The officer reported upon, the Reporting Authority, the Reviewing Authority and
th-e Accepting Authority should, therefore, undertake the duty of filling out the form w-ith a high sense
of responsibility.
2 The Performance Appraisal should be used as a tool for human resource development. Reporting
officers should realize that the objective is to develop an o{ficer so that he/she realiies true potential.
It is not meant to be a faulrfinding process but a developmental one. The Reporting officei and the
Reviewing officer should not shy away from reporting shortcomings in performa:nce, attitudes or
overall personality ofthe officer reported upon.
3. The items should be filled with due care and attention and after devoting adequate time. Any
att€mpt to fill the report in a Casual or superficial manner will be easily discemible to highjr
authorities.
4. Answers shall be given in a namative form. The space provided indicates the desired length ofthe
answer. Words and phrases should be chosen carefully and should accurately reflect the iniention of
the authority recording the answer. Please use unambiguous and simple language.
Please do not use omnibus expression like ..Outstanding',, .,Very Good,,, ..Good", ..Average,,, ,.Below

Average" while giving your comments.
5. The Reporting officer shall, in the beginning of the year s€t quantitative / physical targets in
consultations with each of the officers with respect to whom he is required'to reported-upon.
Performance appraisal should be a joint exercise between the officer reported upon and the Reporting
officer. The targets/goals shall be set at the commencement ofthe reporting year. In the case of an
officer taking up a new assignment in the course of the reporting year, such iargets/goals shall be set
at the time of assumption of the new assignment.
6. The targets should be clearly known and understood by both the officers concemed. While fixing
the targets, priority should be assigned item-wise, taking into consideration the nature and the area of
the work and any special feature that may be specific to the nature or the area of the work of the
officer to be reported upon.
7. Although performance appraisal is a year-end exercise, in order that it may be a tool for human
resource 

-development, 
the Reporting officer and the officer reported upon should meet during the

course of the year at regular intervals to review the performance and io take necessary corrective
steps.

8. lt should be the endeavour of each appraiser to present the truest possible picture of the appraisee
in regard and his/her performance, conduct, behaviour and potential.
9. Assessment should be confined to the appraisee's performance during the period of reportonly.l0 Some post ofthe same rank may be more exacting than others. The degiee of stress and strain in
any post may also vary from time to time. These facts should be bome in mind during appraisal and
should be commented upon appropriately.
I l- Aspects on which an appraisee is to be evaluated on different athibutes are delineated below each
column The appraiser should deal with these and other aspects relevant to theattributes.
12. The following procedure should be followed in filling up the column relatins to itrtesritv:
It is further conveyed that the remarks ag,ainst the integrirylo'ium, or afiEilFffiffiirt"a
upon shall be made bv the Reportins officer in one oithe three options mentioned below '
(a) Beyond doubt
(b) Since the integrity ofthe officer is doubtful, a secret note is attached
(c) Not watched the officer's work for sufficient time to form a definitejudgment but nothing adverse

has been reponed to me about the ofTicer.
A separate secret note shourd be recorded and foflowed up. A copy of the note shourd arso be senttogether with the ApAR to rhe next.superior officer *ho *li .nrur" tr,ut ir," i"ril* r"ri 

".tii, iilt",expeditiously. where it is not possibli either to certifo the inielrity or to record the secret note, theReporting officer should stare 6ither rhat he had not ;;t"'h;d'ih;bffi"".';;;rk i;i;;ff;l;;iiffi.
9



lorm a delinite judgment or that he has heard nothing against the officer, as the case may be.(a) If. as a resurt of the fouow up u.rion. ti" iorut. 
"; 

;;;;il;, ;;"'lii"'i"t Ii"" om."..,integrip should be certified and an 
"nt 

y ,uO" u."oJr*i, ,, the ApAR.

""r.,"10"L"T,,1in0"";;?["ff;:#:"r1, 
a.e confirmed]this fact should also be recorded and dulry

(c) If as a result of. the follow up action, the doubts or suspicions are neither cleared norconfirmed' the officer's conduct should be watchei ii. 
" 

irnr,"r period and thereafter action taken asindicated at (b) and (c) above.
I3. Guide lines regarding {illing up ApAR with numerical grading:i Numerical grading are to be awarded. by n"p"rti, j 

"rJ 
niviewing Authorities for the assessment ofwork output, personar attribute. und iur"tion"i ;;;;"y of the officer reported upon. Theseshould be on the scare of r-r0, where r r"f"r; ;;h;i;west grade and l0 ro th" higl..t gr"a".Numericar gradings. wherever appricabre, ,uy u" u*ura-"6 r,"ii"g-rp'"i-r"i *!"ri,o'fln'" ,"r.r.recorded bv rhe officer in the Seli-appraisat reiaraing uiitir"tion 

"r-c"[,i 
p"n"i?"ri."'"r."r.r, _aspecifically for items "Accomplishment or pruin"J Joitl*ork a[otted as per subjects allotted underAssessment of work outpuf and "r""r,ir"Jg" 

"r rirlevRegulations/proceduies in the area offunction and abirity to apply them coo""try,, unE". i"r".lri"n, orrun",ionar competency,,.ii lt is expected that any psading of t or z {againsi w;k;fi{ or aftribures or overa, grade) wourd beadequatery rustified in the oen-picture.b_y riay of specinc-iarlures and simirarly, any grade of9 or r0would bejustifies wjth respect ro specif,ic accompri.t r"rt* cr"o", of r-2 or 9- r0 are expected to berare occurences and hence the need to justi! them. ln awaraing;;r;;;J;;;ii.ilSJn,r, 
"r,ffJfiIi#,,['ll;'":TJ#. ." *'" om""1.,!uii,i., r".i". popur"ti", 

"rhi";;; ;;; tiut,"y u"
iii APARs graded between g and l0 wi be rated as ..outstanding,, 

and wi be given a score of9 for the. q11o3e of calculating average scores for empanelrenyp-rotion.iv APARs graded between 6 and short of g *iriu"r"i"J uil'very Good,,and will be given a score of 7.v APARs graded between 4 and short of 6 w l b.;;; "G;od,,and will be given a score of5.ui APARs graded below 4 will be given a score oi"Z".,l --
14. Weightage and Mean:

weights have been assigned.to wofk output, personar athibutes and functionar competency. Theoverarr grade on a score of r- r0 wi, u" u"La or.'+-o"i*li!nog" on assessment of woik output and30vo each for assessmenr of personar atrributes ara runctroiat c-ompetency. ii"--"rr'li grlairg *rrr
::,:n:1 

on addition or the mean varue or ""il;;;;; ; ilil;;;l; p;.illJi'."1"1,r*ur"

(Ministry of Home otrui.t ny.^Ig.- t_, /4/64 Esn(A) dated 23.07.2009 and Departmenr of personneland rraining oM No. 2l0lull2005-Estr (A) (pi.'iii i"i"i z:.oz.zoos, oM No. 2t0r/z7t2ots_Estt(A-rr) dated 11.02.20t6,oM No. 2I0I rroildid_e.i ie_I ia^r"azo.os.zozoS

******it****:t

l0



Assessment in respect of work and conduct of Divisional Accountant (probationaryl

Assersment of Shri./Smt./Ku_ Divisional Accountant (p) for the
period from to n respect of hir/her work output, Personal Attributes,
functional competency and integrity

Divisign in which worked during the period of repo

1. Assessment of work output
S.No.

A€complishm€ot of planncd wort/ wort allotted

2

3 Ana lytical ability

Accomplish ment of exceptional work/unforeseen taslr perfo.med

OvelallGradint on 1volt Outpuf

2. Assessment of Personal Attributes
5.No. Numerlcal g.adlng given by R€portint Ofncd€x€cuiv.

tnSineer
1

2 Senr€ of responsibility

3 Maintenance of di5cipline

Communication !killt

5 Leadership Qualities

5 Capaciry to worl in team rptit

7 Capacity to work an time limit

8 lnlerpersonal relations

9 Ov€rall bearinB and p€rsonality

3. Asses5ment of Functional Competency
5.No. 8radint 8iven by ReponinB Offce(b(ecutilc

I Knowledge of Ru les/Retulation r/Procedures in the areas offunction and

2 Strategic planning ability

3 De(ision makint ability

Coo.danataon ability

5 Ability to motivat€ and develop tubordinates

OverallGrading on "functionat Com p€rency,

4. Overall Numerical Grading

5. Assessment on integrity

Oat€:
Se.land Signature of the Executive EnSineer otthe Divalion

Note: l'Num€rkal rading ar€ to be awatded by Reportint authority for th€ a$essmenr of wort output, p€'sonat att.ibut€s and firnctionatco.npltency of the officer repoded upon on ihe scale of 1_10.
2. Asr€rsment ieport gr.ded between 8 and 10 wi[ be 6ted as .Oursbndind.
3. A5ersmrnt Repon ffaded betwe€n O.6d shon ofg wil b. rat.d a, .V.ry Good.
4. A5s6rment Rlpon tr.ded betwe€n 4 and short ofE wi br rated.s,Good.
5. Ass€rsmen! Report traded below 4 willbe rated as "average.

Astesrment of integrrty(T ck onty
one option whichever is

(b)Sincethe t,

Notc) butjudrement nothint

Num..ical gradif,g gven by Reportin3 Offi.er{Erecutiv.
Enainear

1

Overall GradihE on "Personal Anributes"
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