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ANNUAL PERFORMANCE APPRAISAL REPORT
FOR SEMOR DIVISIONAL ACCOUNTS OFFICER"/ DIVISIONAL ACCOLTNTS OFFICER
GRADf,-I DTVISIONAL ACCOUNTS OFFICER GRADE- II and DIVISIONAL ACCOUNTANT

Shri/S

Designation/TfiItl

FromlE-q t tolE-{ il6

Division and Account Number of the Division
in which worked during the period of report:

{iEFr si {qr,r 4r tqr 6qi+, ffi{ Bq,1 4t
onqfq t qr{ Bqr qqr:

OFFICE OF THE ACCOUNTANT GENERAL (A&E)-I MADITYA
PRADESH

Branch at Bhopal,53, Arera Hills, Bhopal (MP)-462011

smtilq rdrilqsru (ilqr qd uocrt) qqq
qE{fr{r

irqro mqr, s3, trr Fw, Bnirnqrq irs, qrq( (r u)-+ezott



qRq ffiq tqr qffiffiq ter qPffift ts-rz
{qftc frqr qFmfi }s-zniqrftq ilqlq( + ftt
qrffis fl{ frqfi Tsrt[,q qfdqqq

ANNUAL PERFORMANCE APPRAISAL REPORT
FOR SENIOR DryISIONAL ACCOUNTS OFFICEW DIVISIONAL ACCOUNTS OFFICER GRADE-
v DwISIONAL ACCOUNTS OFFICER GRADE- II and DIVISIONAL ACCOUNTANT

qld{fi d qqtu t TIfi

Report for the period from.... ......to............

*,H,-.lfi#'^,",
qfft.rt frflur

(srqfmq + dsftf, c{av{ qgqn am q{r qt)
(To be filled in by the Administrative Section Concemed of the Office)
t.eifrmrt or vr(we writ l)
t.Name of the Officer (in capital letters)

z.ofurt d er{.*.
2. Employee I.D.:

3.tl-{lFi

3. Designation:
q.Hr oTm cr.qr/sT.q.qr t'{qfr( t
4. Whether the Officer belongs to Scheduled

caste/Scheduled Tribe?
5.qq ffi:
5. Date of Birth:

6.$qpr6 m:
6. Educational qualifications including Professional and

technical qualifi cations:
7.ud,td.ltfuqrfiqqtqrd
7. Departmental Examination passed:

8.dqTq }s t ucq Fgk A nm
8. Date ofcontinuous appointment to the present grade

e.Td{rl c( si w c( cr Rgk d fr&'
9. Present Post and date of appointment thereto

1o.s{ + +{T{ sr{' t si-gqR{ft d ereft(u-<-+rn,fftrern

{flfr) qfr cfintor cts Bqr ts ft sn-+r s-frE z6t:

10. Period ofabsence from duty

(On leave, training etc. during the year. If he has undergone

training, please speciS)



qFFil ETqi6-{
PART.II SELF APPRAISAL

Hfl !flEffirt sr cfrifi{ frqI qril t, sc+ eRr t't qt + frs
To be filled in by the Official Reported upon

1ryr fiFCt +r rG t cat u-Sfr + etl t Td tt)
(Please read carefully the instructions given at the end of the form before filling in the entries)

I Brief description of the duties/ B( qC 6rEt 6I lifrq kfisr

*fimq Eq swi frc Bc qT
2

qq

€i or(vftn'r qT srer Frr t) srit fr elr6-w fr fiqft-ffir + utqn q{ eilg
t s{Tfi sqdfu <er((ucrarv + Rq orTcil cEr,i * frc Erft-d m{ Atu-{)

olh *6 drq fr Etu
iq Erld + qrqq t'

qftq fr arq-rT .Fr osq (qt qr-wq I. qftc, hts Fc t rc s.{rt 6ffiAi + frq il q{irTrftq

crqfr t qftfi or or{ ts G Br

2. A. Please specifo targets/objectives/goals (in quantitative or other terms) ofwork you set for yourselfor that were

set for you, eight or ten items of work in the order of priority and your achievement against each larget, particularly

having regard to procurement planned and actually made through GeM portal for those Govemment Servants who

handed ent the under reference:

Achievements/tsTdfuqiTa rget/O bj ective.76 o"6 6qag$gzfr<
l

1

3

4

5

6

7

8

9

l0

iq Er&d * am eftmkqi({d
Procurements made through GeM po

s ffrE)
rtal (wherever applicable)

(i) Total Procurement through GeM
portal made by him/her during the
period of report (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
(iv)Steps taken for promotion of
GeM in the
Minsitry/Departrnent/Division/
Section

(i) Total Budget
allocated for
procurement by the
Ministry/Department
/Division/Section in
Rupees (as may be

applicable in the
case of the Officer
Reported upon)



2. (q Tc-{ qrR-6 nvr rqr +G, r€ m'rq-dt n-lr 3rq ffi h <e'-rqr{ (qr E&fr ffirrii *
rcgr r<i * {tiq t freffua qw e+r frq qq +,r{ ft qrer fl tfrc t s*q {tr
2. B Please state briefly, the target set, and the quantum ofwork done in regard to rendition ofmonthly
accounts, maintenance of guard files and other registers and fumishing of various retums.

3(+) y-+r +fcr z t risfifi-d qdt&cqt * i{Eg * +ffit mr {*c + s-Qe str 1rn vefr * xrr rG
t qrt Erft {rrrst, qR *t tt +r s-frc 6t
3,{. Please state briefly the shortfalls with reference to the targets/objectives referred to in the column
2, Please speciff constraints, if any. in achieving the targets.

r.(E) Sqqr s{ T<} + S 3-da6 6t Fr{+ eg srqBuqt rS { et< +n-r, *.r-<m {-6 f,
38. Please also indicate items in which there have been significantly higher achievements and your
contribution thereto.

3.(O sfdq 2 t tsdftTgq-dftrfth si-qr+r +S q-{i{[.t 3TRR-t sc-dGuqi
3C. Any significant additional achievements apart from those mentioned in Column 2.

3(s).sflatersr sr+fiq rq+it r+m ftqrr
3D. Training programmes attended.

4.Please state whether the annual retum on immovable property for the preceding calendar year was
filed within the prescribed date i.e.3lstJanuary of the year following the calendar year. If not, the
date of filing the return should be given.

Tq-{r T+s +t fr ryrf,ffi ++s-( E{ ff sffiqrtcfr Erffi-d G-{wft Rt'RE drft6 3rqtd ifrE-( Ef +
s-f,.{fr E{ *l S qffift iln <+ +-<T + .rt ff cR {S tr ft-{@r <d +-<T+ # ilrftd fr qA

Signature of the officer to be reported upon

Ffir et Er+ qkrrft 6'T EkTTeR

Full Name of the Oflicer/ qm ;nT T<t {rq

Designationrtrr<rr

Division^irn I

PlacelPfH:
Dater'ftrr+............



PART - IIUqITT-lll: (To be filled in by Reporting OIIicer/R*Er qfrqrrft il( T<r qr+)
(Please read carefully the instructions given at the end of the form before filling in the entries)

1 ' Please state whether you agree with the self-appraisal of the Officer reported upon as mentioned
in Part II. Ifnot, please furnish the factual details.

TTcr E ilrg fr ;F{r qrq E{ 3Tffi ffi RmE R'6' qrft t sa} ar<r vm t t t frq qg E.-FqtsTft
tqR * {rFdR-{ E-q-{ur +t

2. Assessment of work outputffir{ fr6qr<{ +,r {qisn
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 Grading

Assigned by

Reporting
Authority

Reviewing
Authority

(Refer Para
2 ofPart-

rv)

Initialof
Reviewing
Authority

(i) Accomplishment of planned work/work
allotted as per subject allotted

(ii) Quality of output

(iii) Analytical ability

(iv) Accomplishment of exceptional work/
unforeseen tasks performed

Overall Grading on 'Work Output'

4

(v)



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 gade. Weightage to this Section would be
30 rcent.

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

Items Reporting
Authority

Reviewing
Authority
(Refer P.ra 2
ofPart-IV)

Initislof
Reviewing
Authority

(i) Attitude to work
1l( ) Sense of responsibility

(iii) Maintenance of DisciplinE

(iu) Communication skills

( ) Leadership qualities

(vi) Capacity to work in team spirit

(vii)

(viii) Inter-personal relations

(ix) Overall bearing and personality

(x) Overall G rading on'Personal
Attributes'

S.No. Items Reviewing
Authority
(Refer Para
2 ofPrrt-IV)

Initirl of
Reviewing
Authority

(i) Knowledge of Rules/ Regulations/
Procedures in the area of function and
ability to apply them correctly

(ii) Strategic planning ability

(iii) Decision making ability

(iv) Coordination abilitv

(r) Ability to motivate and develop
subordinates

(ri) Initiative

(vii) Overall Grading on 'Functional
Com

5

S.No.

Capacity to adhere to time-schedule

Reporting
Authority



5. Attitude towards Scheduled Caste/Scheduled TribeAileaker 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 further improving the
effectiveness and capabilities of the officer

6



8. State ofhealth:

9. Integrity:
(To be hlled in as per note S.No.l2 below (in 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 appticable, comments on stips taken by the
officer for promotion of procurement on GeM during the period under report, percentage of
procuement on GeM and hisiher attitude towards full implementation of GeM in the office may
also be recorded.

11. overall numerical grading on the basis of weightage given in para2,3 and 4 in part- III of
the Report.

Signature of the Reporting Oflicer

Name in Block Letters
Date

Place Designation

Duing ttrperiodofReport.............

7



PART- IV REMARKS OF THE REVIEWING OFFICER

1. Length of service under the Reviewing Officer

2. Do you agree with the assessment made by the Reporting Officer 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 attributes please record your assessments in the column

ded for ou in Part III and initial our entries.

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

4. Comments if on the Pen Picture written the Officer.

5. Overall numerical grading on the basis ofweightage given in Para 2, 3 and 4 in Part - III
of the Report.

Sigrrature of the Reviewing Officer

Place Name in Block Letters

Designation during the period of
Report

8

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

Date



II\ISTRUCTTONS
I . 

_The 
Annual Performance Appraisal Report (APAR) is an important document. It provides the basic

and vital inputs for assessing the performance of an officer and for hiVher furthei advancement in
hivher.career. The officer reported upon, the Reporting Authority, the Reviewing Authority and the
Accepting Authority should, therefore, undertake the duty of filling out the form with 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 officer so that he/she realizei true potential. It
is not meant to be a fault-finding process but a developmental one. The Reporting offiier and the
Reviewing Officer should not shy away from reporting shortcomings in performance, attitudes or
overall personality ofthe officer reported upon.

3. The items should be filled with blue/black ink only with due care and attention after devoting
adequate time. Any attempt to fill the report in a Casual or superficial manner will be easily discemible
to higher authorities.
4. Answers shall be given in a narrative form. The space provided indicates the desired lengh ofthe
answer. Words and phrases should be chosen carefully and should accurately reflect the intention ofthe
authority recording the answer. Please use unambiguous and simple language.
Please do nol 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 set quantitative / physical targets in
consultations with each of the officers with respect to whom he is required to reported- upon.
Performance appraisal should be ajoint exercise between the officer reported upon and tiie Reporting
officer. The targetygoals shall be set at the commencement of the reporting year. In the case of an
officer taking up a new assignment during the reporting year, such targetsigoalJ 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 ofthe
work and any special feature that may be specific to nature or the area ofthe work ofthe 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 ofthe year at regular intervals to review the performance and to take necessary corrective sieps.
8. It should be the endeavour ofeach appraiser to present the truest possible picture ofthe appraisee in
regard and his/her performance, conduct, behaviour and potential.
9. Assessment should be confined to the appraisee's perlormance during the period ofreportonly.
10. Some posts ofthe same rank may be more exacting than others. Thi degree of stresi 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 attributes are delineated below each
column. The appraiser should deal with these and other aspects relevant to theatkibutes.
l2.The following procedure sh
column relating to integrity:
It is further conveyed that the remarks agai
upon shall be made by the Reporting Office
(a) Beyond doubt

ould strictly be followed in filling up the

nst the integrity column of APARs of the officer reported
r in one of the three ootions mentioned below:

(b) Since the integrity ofthe olficer is doubtful, a secret note is attached
(c) Not watched the officer's work for sullicient time to form a definite judgment but

nothing adverse has been reported to me about the ollicer.
A separate. secret note should be recorded and followed up. A copy of the note should also be sent
together with theAPAR to the next superior Officer who will ensur'e'that the follow-up action is taken
expeditious-ly Where it is not possibli either ro ceniS/ the integrity or to record tt "'.".i.i no1., tt .
Keponlng ultlcer should state either that he had not watched the Officer's work for sufllcient time to



ii

9
form a definitejudgment or that he has heard nothing against the omcer, as the case may be.

(a) Il as a result ofthe follow-up action, the doubts or suspicions are cleared, tht officer's
integrity should be certified and an entry made accordingly in the APAR.

(b) If the doubts or suspicions are confirmed, this fact should also be recorded and duly
communicated to the offrcer concemed.

(c) 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.

13. Guidelines regarding lilling up APAR with numerical grading:
Numerical grading is to be awarded by Reporting and Reviewing Authorities for the assessment of
work output, personal attributes and functional competency ofthe officer reported upon. These should
be on the scale of l-10, where I refers to the lowest grade and l0 to the highest grade. Numerical
gradings, wherever applicable, may be awarded having special regard to the remarks recorded by the
officer in the Self-appraisal regarding utilization of GeM portal for procurement and specifically for
items "Accomplishment of planned work/work allotted as per subjects allotted under Assessment of
Work Ouput and "Knowledge of Rules/RegulationVProcedures in the area of function and ability to
apply them correctly" under assessment of Functional Competency".
It is expected that any grading of I or 2 (against work output or attributes or overall grade) would be

adequately justified in the pen-picture by way ofspecific failures and similarly, any grade of9 or l0
would be justified with respect to specific accomplishments. Grades of I -2 or 9- 10 are expected to be

rare occurr€nces and hence the need tojustiry them. In awarding a numerical grade the Reporting and
Reviewing Authorities should rate the officer against a larger population of his/her peers that may be
currently working under them.
APARs graded between 8 and l0 will be rated as "Outstanding" and will be given a score of9 for the
purpose of calculating average scores forempanelment/promotion.
APARs graded between 6 and short of8 will be rated as "Very Good" and will be given a score of7.
APARs graded between 4 and short of6 will be rated as "Good" and will be given a score of5.
APARs graded below 4 will be given a score of"Zero".

14. Weightage and Mean:
Weights have been assigned to work oulput, personal attributes and functional competency. The overall
grade on a score of I - I 0 will be based on 40% weightage on assessment of work output and 30%o each
for assessment of personal attributes and firnctional competency. The overall grading will be based on
the addition ofthe mean value ofeach group of indicators in proportion to weightage assigned.

(Ministry of Home Affairs OM No. 5l/4/64 Estt (A) dated 23.07 .2009 and Department of Personnel
and Training OM No. 2l0l l/l/2005-Estt (A) (Pt. II) dated 23.07.2009, OM No. 21011127 /2015-Estt
(All) dated I 1.02.20 I 6, OM No. 2 I 0 I I /04/20 I 9-Estt (AJl) dated 24.09.2020)

lll

lv

vi

*****r.*******

l0



J5(E -lr l/tst l€ l/AcR Mener5.I

ANNEXURE.III

1 Overall Health of the officer
2 Any other remarks based on the

Health Medical Check- up of the officer
3 Health profile grading

Date

Signature of Medical Authority
Oesignation

Contd.. ...

-7-

SUMMARY OF MEDICAL REPORT (ONLY COPY OF THIS PART IS TO BE
ATTACHED TO APAR)
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gftf*ooi r

€qnflq ffilfrqr,ftq d-smm ftq-d ft0 ro qq-q s-1wra rqa ori {
d s-s firqfaq ff sTrffio aT{Ee t $6 qrd c.{.\.3Trt. cii{ srs{flts oq
Rd€q o'-d h qca 3nt fr a*qil b Rq go.os.zozs il6 {€ flsfdq 6'l t-q<r

ar S q{g_t ft Rc}Er fur ger g.S.q.sTR. rs orqtdq of nkd o,-ti b $ Tuur
ffituaqiq*ERl}daAi:

r. s.fi.s.3r(. *' qq ttt xi b X{ q.*.c.sTR. Bi{ } oid { frc {c ft{cll oT em*ff 6-rcr
sBfi-f, ol t

a. qlfi.c.arR. rnrr m h {.F. I t tl fr fiS cEMi ftc\E{ qffi ERr sq-t-s ft{sii }
sfltq s6 erftb * wr qnr gfrllo of t

s. q.ft.q.om. b qrq-ttt b Sr. N6. 2 (Assesment ot woft Output). Sr. No. 3 (Assesment

of Personal Attributes), Sr. No. 4 (Assesment of Functional Competency) and Sr.

No. I1 (Overall Numerical Grading), C.ff.\.3{n. si4 } 3iil d sr<'I ffii-o' 13 Si 14 ri
Rr w ft{cli 6 offic{R dreqrtrfi srr d 6 qq-a qftf*d 6{ I

a q.t.q.sR. t qrq-irr b Sr. No. 9 (lntesrity) cft.c.3rR. +i{ } sid d q.o. 12 b +i fu
.rC fr#i * erfsiq #+a qo fr ft-o-e sfu w{ EEf{-d of FitE i * ,t.rond Doubt)
a) rorn-fo ralBeyond Doubtful srE +fi fror ur rqi<q I

s. q.ff.c.sr{."t qrr-ttt } sid { sr{s enc w Rq}Eq sffi flRr 3lq{r 6€Itrt, ;IFI,
q{flq, RqE A q-{fr. +enq qq drfis ft€qI gftff-d ai 

1

G. ricFfrq qffil€qrfu ffit b rsr Eifl Erfto 6rd frqEr T€isE
rfti6 5 srfr ff cr-{A dqr,frq otqidq;rir oniqrcq-zifl b rwrei{ n ss fiFi 6i +tr{r
cfrf-trd6t t

7. ird' Wf w * RqlC fril rc g.fl .q.s{R. Ss *w {M srfi em tonf idential APAR"



8.

Elr€fi.rq 1?IFI!5 q Shri Ramniwas G., Dy. Accountant General (Works Accounts),
s, Hoshangabad Road,O/o the Accountant General (A&E)-|. M.P. 53. Arera Hill

Bhooal (M.P)-4620t t o1tidfu< a-s ft-q-{-{I SB.ra-d {,q t

w terrqr t m nqieq sftolRqi il{r q.ff.\.sfl{ { dsre-o iG,r&o,t-r$ffqr€
qs {tiq { ro itqrfl{ur fit ftqrrqr t, (ft Rc}6r srffit 6t frqfr@dt {sRc

qRleq I iG.r o{i { gBtlr E}'

gqq dEilqo iGq (Overall Numerical Grading) = ltem No.2 o, Part-lll + ltem No.

3 ol Part-lll + ltem No. 4 ot Part-lll (3.2+2.23+2.25=7.68).

scratsl?FR

(ffir+s0

9. 1 qr 2 ff o,|g m iBq (Aqainst work output
6159 3rq{Eddrdt eilc ES il{6 s * to a ot{ t itr
ftaq{ qqfg sc* sE-a ar<r{ qrqt

or attributes or overall grade)
Efir ssdfr{itb qnqc tq-{-

n(l4r\

llem No. 2 of Part-lll-
Assesment ol Work OuPut

Item No. 3 of Part-lll-
Assesment ol Personal
Andbutes

llem No. 4 ol Part-lll-
Assesment of Functional
Competency

llem
No-

Grading Assigned llem
No.

Grading
Assigned

Item No. Grading
Assigned

I t. I I I

ii. lt 7 7

I It. 7

a I 9

3.20

(8+7+9+8=32)/4'
(40/100)

5 5

vi I vi. o

8 vI 2.25

(4s/6X301100)

vt,l

tx 7

x 2.23

(67r9x30n00)

i.

I.l[.


