
crrflfcp cm<f PI tq IG"1 ~(IlIiif)"1 ~ cf> ~ ~llq) IJif
1J;lII

PROFORMAE
FOR

ANNUAL PERFORMANCE APPRAISAL REPORTS
GROUP II



a$II~if) ~ ~ ~

COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH
qyfifcp <PT<f '!~iif)'1 ~

ANNUAL PERFORMANCE APPRAISAL REPORT

~-Il
Group -II

~ : ------------- ~ --------------~
..

Period: From to _

'1T1T - I
~ CflT fcl-cRuT

(~ &RT ~ fu;m \Jll\; )

PART -I
PARTICUARS OF THE EMPLOYEE

(TO BE FURNISHED BYTHE ADMINISTRATION)

1. ;wT (~ 3lern- if )
Name (in block letters)

2. ~~'"
Code Number

3. \ifn:r ft1fu
Date of Birth

4. xft ~ ~ 3lR if q;T<f ~ qft ft1fu
Date of Joining CSIR

5. WfTTf / at:! / 3lJI'IT'T
Division/ Area/Section

6. ~"I:fC:"

Present Post
3T)~

a) Designation
6l) crcfqr;:r "I:fC:"lR f.f<JFcffi qft ft1fu
b) Date of appointment to the present post.
x:r) ':r1 ~ m;
c) Group & Grade
~) WfTTf / at:! /3lJI'IT'T if =cfll'*4'rT<'Qg'lTTOI qft ft1fu
d) Date of joining the Division/Area/Section

7. ~~
Reporting Officer

1



8. TRtarcrT ~
Reviewing Officer

* !OIll)'I'lIlC'1I/~ ct>~cq)<Ii(1 ~ cf; ~ ~ ~ CIi1m =o ~ cR" I

The Laboratory/Institute should assign a code number to each employee for
computerization.

9. <WmIT(tffe1ct>/~/~)
Qualification (Academic/Scientific/Technical)

~/~/WfTUN?I

Degree/Diploma/Certificate
qtf

Year
~ "QCi ~ ~~ 'I $1(11

Subject & Specialization

1O. ~ ct>T ~ (~ 3lCICli"m cf; ~ )

Leave Record (other than Casual Leave)

~cf;~~~
Signature of the employee

with date

~ f.1ll'?rq; /!OI'lII'HPict>~ cf;
~~~

Signature of COAlAO
with date
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11TlT 11- ~ ~tqIG"1 ,!~iCfj"1

PART II-PERFORMANCE APPRAISAL
II~.Cfj4i11~ &RT ~-'i~iCfj"1

II A. SELF-ASSESSMENT BY THE EMPLOYEE

( i1 )
(From to )

1. ~/~:~/~:
~ Cj)T "Wl t •
Programme/ Activity(ies)/Project:(s) :
(Give titles)

2. ~ / CflII:\cf)C'lIQ / ~ -fi R~ (~ ~ ~ -fi f.'mR wm; )
Status in the Programme (s) Activity (ies) Project (s) (Please tick the relevant Box)

tTq cf; ~

Team Member

~~
Technical Support

~~
General Assistance

3. 3lQfu cf; ~ ~ 1'lUT ~.

(~ ~ -I-fi ~ -q;Tilc -fi~ t)
Task assigned during the period:
(Please give information in the
format enclosed as annexure-I)

4. 3lQfu cf; ~ T:JYT fcnm 1'lUT Cf>T<:\

(~ ~-II-fi~~-fi~t)
Task completed during the period:
(Please give information in the format
enlcosed as annexure II)
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5. ~ ~ ~ cnr .Fcm:rr <n:rr a;-ni 3lWIT aft lTt ~ WIT

Any specialized work done or distinguished service rendered:

~cf;~~~
Signature of the Employee

with date
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II (€ft) Rq~I?iJI~ ~lffUT ~cf)lRm &RT 'l@4i4?"1

II (B) APPRAISAL BY THE REPORTING AND REVIEWING OFFICERS

1. ~~:
Reporting Officer:
(31) -.:rn=r (~ 31aR1 # )

Name (in block letters):
(61") ~:

Desgination:

2. ~ ~ "imT -wrraffi'l1C.fi ~:

Critical Appraisal by the reporting Officer:

3. ~ ~ "imT ~ "ll<lT ~:

Grade awarded by the Reporting Officer:

~~~~~~e:R

Signature of Reporting Officer
with date:

4. ~aTUT ~ "imT ~:
Appraisal by Reviewing Officer:

(31) "4 cn4-ilRT c#r "fCi-~ fNti f.'1y f(:jftl (1 ~ fucrr ~ ~ t I
I accept the self-assessment report of the employee except for the
following:

(or) ~aTUT ~ "imT ~ "ll<lT ~:
Grade awarded by the Reviewing Officer:

~aTUT ~ ~ ~ ~ ~e:R

Signature of Reviewing Officer
with date
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~:

Note:

I. ~e;ur~&mfclJm7J<lT~~~q~~q;l~fcnm~ I ~~~
~ ~ ~ ~ ~ m ~ ~ <tt mfl<l cf; ~ "iTR ~ <tt 3TCff?rcf; 3Rflfcf ~ if 3ltRt

~ Cl[CffiCl'>Xwnm/~ ~ I ~ !mT ~ 7J<lT\ffi'R ~ if ~ ~ I \iIEr Cf>Ifr ~ N.
~ ~ ~ / -;:ffii'.m ~ cf; qrn ~ cf; ~ \ill wnm ~ I

Critical appraisal of the Reviewing Officer and grading shall be communicated to
the employee. If the employee has anything further to add, he/she may respond
in writing within a period of four weeks after the receipt of remarks. Reply of
employee is to be placed on record. Whenever necessary, the employee may seek
in interview with the Head of the Institution/Designated authority.

2. ~ ~ -;'r ~ cf; m,., VCfi ~ ~ ~ ~ cf; ~{>.l qmf fclJm ~ m ~ ~
~~~~<tt~mC!>fCIT~~~~q3f1AT~~~ I

If the assessee has served under more than one Reporting Officer during the
period Appraisal by each Reporting Officer should be given using xeroxed copies
of this page.
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II (~) ~ ~ / lR)~ ~ am ~ 7lm f.!rum
II (C)* DECISION BY THE HEAD OF THE INSTITUTE OF

DESIGNATED NOMINEE

1. ~ ~ cf; ~ t;ldlll~IIC'11 / m.Q.TR ~ 6RT tt <nf ~ !

Remarks by the head of the Laboratory Institute on Designated Authority:

2. ~ l"]<:Il ~ ~:

Final Grade Awarded:

Signature of the Head of the Institute /
Designated Authority with date

"lI6 ~ ~ ffl cf; ~ l'i tr cf;qc;r 'lHT \JlT\Z I

The part is to be filled only in case of difference to opinion.
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~$1IPtCb ~ 3t't~~Cb ~

COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH

~ : ------------- ~ --------------~
Period: From to _

1fJ7T III: OQlqt:IRCb "tfflf

PART-III: BEHAVIOURAL ASPECTS
(~~ ~ ~ ~ ~ tg ~ cnT ~ fctm~)
(Completed form is to be returned to Administration for record and necessary
action)

1. ~Cj)l~

(~ 3Taffl if )
Name of the Employee
(in block letters)

2. qc;;rp:r

Designation
3. (3T) wwr / el?!/31j1WT

Division/Area/Section
(6f) IDml1 / Cfill\cf)e'1IQ / ~

Programme/Activity/Project

4. ~Cl?T~

Employee's Profile:
(~~ cftcn 3fcn ~)
(Please give appropriate marks)

~
(5)

Outstanding
(5)

6fSt1 3fm1

(4)
Verygood

(4)
Attributes
Marks

3fm1

(3)
Good
(3)

<!RT6f

(1)
Poor
(1)

(2)
Satisfactory

(2)
~) ~~~

Intelligence &
Industry

£fi) 'fj,;f;1Ir'lCfiCiI ~ ~

Creativity &
Motivation

~) iPlif m ~ ctT -m-rmn
Ability to work
in a team

-tt) \3\'C1~c;lfll(f1/~ c#t ~

Sense of responsibility /
discipline

~) ~llf?!CiCiI ~ ~

Punctuality and
Attendance

8



Integrity

3ffi1q (~) 3l'cn
Final Marks

~~cf;~

~~
Signature of Reporting
Officer with date.

TRTelUT ~ cf; ~cp
~~

Signature of Reviewing
Office with date.

(i) ~ Cf)ffiTf cf; ~ ~ ~ ~ ~ ~ cnT ~ ~ ~ ~ I
Please read carefully the attached guidelines before filling up this column.

(ii) ~ ~ \[Cj) ~ ~ ~ ~ cf; mr ~ ~ ~ m ~ ~ ~ 3T(>flT - 3T(>flT ~

'Iltif I ~ ~ ~ &m ~ ~ 3icnT Cf>T ~ l{]UT (~~ ~) 3ffi1q 3l'cn lM I
If the employee is reporting to more than one Reporting Officer each reporting
Officer will fill separate form. Arithmetic Mean of the marks given by each
Reporting Officer will be the final marks.

(iii) ~ cpr C21ICj61~1,1ic!) 1:Ial 'I) ~ ~ 3ffi1q 3l'cn ~ ""ltt ~ ~ I ~ ~ 6RT ~ ~ ~
'~' ~ cf; 3Rl'fo 3ffif~. ~ ~ "fj,llf.'l'6I" 1:R ~ ~ ~ ~ ~ 1:R ~ cnT
~fcnm~ !

Final marks obtained in the Behavioural Aspects will not be communicated to
the employee. However, marks obtained by the employee which fall under the
category, "Poor" as well as adverse remarks on "Integrity" shall be
communicated.
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a$lll~¢~~~

COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH

1lJ1T-IV: ~ Cf>Td '!<'"lJ i¢"1 ~ 1l 3lFcrll 3fq)

PART-IV: FINAL MARKS IN
ANNUAL PERFORMANCE APPRAISAL REPORT

~ :------------- ~

Period from: lV _

1. ~<PT~

(~ 31rnT it )
Name of the Employee
(In block letters)

2. 3Tfu-.:r 3lcn (Wf II ~ 'lWf III ir ~ 3tcPT<PT~ ~ 'l11Rf $I ~ )
Final marks (to be computed by apportioning relating marks of Part II and III)

'lWf-II it 3lcn ( 75 it ir )
Marks in Part II (out of 75)

'lWf-III it 3lcn ( 25 it ir )
Marks in Part III (out of 25)

~ 3lcn (100 it ir)
Total Marks (out of 100)

~afUf~/~~
~ ~ mmr 5ffiTe:R

Signature of Reviewing officer
or Designated Authority with date
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11ffif tt'<ct>Ix, ~ ~ 6RT tt\~Pttdl ct ~ 1l ct>1~f&l~ ~ ~ 51/5/71-~ '~'
~ 20 ~. 1972 6RT ~ ~I*~~ff ~&I"f1 :-
GUIDEUNES ISSUED BY GOVT. OF INDIA, DEPARTMENT OF PERSONNEL,
REGARDING "INTEGRITY" VIDE O.M. NO. 51/5/71-ESTT. "A" DATED 20TH MAY,
1972.

~ ~ cf; ~ ~ "if 'flc-llfrl'6I' ~ ~ 100 Cf}TWl ~ ~ CIlfc(; ~ ~ 3N-l ~
~ ~ ~ ctt flc-llfrl'6l ~ ~ Cf}TWl "if ~ ~ ~ frlkjrtlR!l(j ~ ~ q;r ~ cw-u
~:-

In every form of Confidential Report there should be a column regarding
integrity to enable the Reporting Officer to mark his remarks on the integrity of the
Government servant reported upon. The following guidelines should be followed in
the matter of making remarks in the column relating to integrity:-

1:!<.fcTe-fT ~ cpT 100 ~ ~ ~ ~ ~ ~~ ~ cpT flc-llfrl'6l cf; <TN "if rn~
~ qrc;fr m:'=fT3IT cpT % ~-~ 1:R =re ~ 3fR #l OOT ctT ~ cpT ~ x:nftffi ~ cf; ~ ~ ~ ~
~ ~ ~ ~ ~ ~ \ifn( <IT fcrWsf sim1 ~ cpT ~ l1TlfC1T -ffl'l ~ \ifn( I ~ ~ ~
GVi ~ ~ ~ ~ q;r 3fR flc-llfrl'6l ~ ~ Cf}TWl ~ ~ ~ ~ "f!Tlf1it q;r 'UlA ThAT ~ I ~
Cf}TWl ~ ~ cf; q; C1«I '(i) q "I'RT ~ \JIT(ff t ill 3'R1c-\l ~ \JY' -lRr;rrq; cf; ~ ctT \ifn( I

Supervisory Officer should maintain a confidential diary in which instances
which create suspicion about the integrity of subordinate should be noted from time to
time and action to verify the truth of such suspicion should be taken expeditiously by
making confidential enquiries departmentally or by referring the matter to the special
police establishment. At the time of recording the ACR this diary should be consulted
and the material in it utilized for filling in the column relating to integrity. If the
column is not filled on account of the unconfirmed nature of the suspicion further
action should be taken in accordance with the following sub-paragraphs.

~ Lfi:;ft "if flfllP1'61 ~ ~ Cf}TWl ~ ~ ~ \ilT~ 3fR ~ ~ ctt flc-llfrl'6l ~ ~ ~
3fR OOT cf; <TN "if :r<f ~ cpT GVi ~ cf; ~. '1T\?T ~ ~ qlT \i1N I

The column pertaining to integrity should be let blank and a separate secret
note about the doubts and suspicious regarding the Government servant's integrity
should be recorded simultaneously and followed up.

3flffi ~ 3~ cpT :r<f '1tc ctT 100 Wi1 ~ Lfi:;ft cf; ~ WTicfiX '4vl eft \i1N ~ CT5 ~ ~
~ ~ \ilA cpT '<jfrl~il(1 cntTr I .

A copy of the secret note should be sent together with the Character Roll to the
next superior officer who should ensure that the follow-up action is taken
expeditiously.

~ 3fjmff ~ ~ \ill;1 cf; q~fTll ~\'iiLI ~ ~ f.'Rftf 1:lTm\JIT(ff t ill ~ fl ,llfrl '61 cpT W11fim
fcI:>m ~ q ~ 3frn<:J ctt >rfctfiC ~ q-\ift ctT \ifn( 1

It, as a result of the follow-up action, a Government servant is exonerated, his
integrity Should be certified and an entry made in the Character Roll.

~ ~ fl ,ll P1'61 cf; ~ "if rn qlT gf&: 101 \ilTcft t ill ~ (lV.l cpT '1ft ~ fcI:>m \i1N 3fR ~
~ ~ cpT umftm ~ fcI:>m \ifn( I

If, suspicions regarding his integrity are confirmed, this fact can also be
recorded and duly communicated to the Govt. servant concerned.

11



<~ ~ ~ 1ft ~ ~ t ~ mcr;R) ~ rtt ~~f.lt61 ~ ~ ~ C2fQn ~ cm;ft ~ /
~ G'\if <fR" (;ft ~ t 3JR \ffi<f; ~ uit \jf]T.I rtt ~ t ~ ~ em ~ qw) cf; ~ 3W<l1 ~ ~ cf; ~
~ mlf1.ft ;:ffi'r fl'r<;rcft t I ~ ~ -rr. mcr;R) ~ ci> 3JTm'UT em ~ wm cf; ~ ~ rtt ~ 3JR ~ ~
~ 0'Cf) ~ tIT \ffi \r-'! ~ ~ ~ ~ \iffi' \iI1ff ~ cnrm it fR"rn ~ cf; ~ 31'Qm ~ m 3tR ~ ~
~ ~ ~ ~ rtt \ffi mnift ~ :

There may be cases in which after a secret report/note has been recorded
expressing suspicion about a Govt. servant's integrity. the inquiries that follow do not
disclose sufficient material to remove the suspicion or to confirm it. In such a case the
Govt. servant's conduct be watched for a further period. and in the meantime. he
should, as far as practicable be kept away from positions in which there are
opportunities for indulging in corrupt practices and thereafter action taken as
indicated above may be taken.

~ ~ 3TCRR m-ff t \if6I ~ ~ <IT err ~("Ilf.lt'OlCIJI ~ CIW1 -rr 3fmrT ffiTiT ~ qw) -rr !IT
~ ~ ~ em ~ -rr. uit \ffi fu+JTlT WFI <if ~ ~ ~ -rr 3fefl1 ~ t ~ ~ ~ \3CRf ~
mcr;R) ~ cf; ~ ~amr -rr ;:ffi'r t::rnT I ~ ~ -.ft m ~ t \if6I ~ mcr;R) ~ ~ ~ ~ q;T<ffir ~
3JR ~ ~ em \ffi<f; qm:[f em ~ ~ ~ qw;) "CPT 31'Qm -;:n flrn 3fmrT \if6I ~ mcr;R) ~ ;t
~ ~ cf; tm1 cf;crc;r ~ wm cf; ~ cnT<5 fa;m tIT !IT ~ ~ ~ xgT ~. 3nft I ~ ~ ~ -rr
~ ~ em ~~f.lt61 cf; q;rc;p:f -rr '01 3Dm! rtt ~ ~ ~ fcp ~ ~ ~ cil cnT<5 "CPT~
qw;) cil ~ ~ wm ;:ffi'r fi1c;rr 3fmrT ~ fcp \RR ~ ~ c#t f.rt'OT cil frrn& cgt9 ;:ffi'r WfT. ~ 1ft cfffi tIT I
~ ~ ~ q;-2R ~ m ~ ~ >lQ)N c#t 3Wffi'r ;:ffi'r tIT mnift t ~ ~ t fcp \3""ttl' ~ 3ftR
~ ~ ~ rtt f.rt'OT cf; ~ -rr ~ ~ ~ "CPT~ ~ ~ ~ CIR mfcp "Cf{:"~ ~(f)I~I("IlCf)

fcr<RuT ~ <fR" ~ I

There are occasions when a Reporting Officer cannot in fairness to himself and
to the Govt. servant reported upon. either certified integrity or make an adverse entry
or even be in possession of any information which would enable him to make a secret
report to the Head of the Department. Such instances can occur when a Govt. servant
has worked under the Reporting Officer only for a brief period or has been on long
leave ete. In all such cases, the Reporting Officer should make an entry n the integrity
column to the effect that he has not watched the Govt. servant's work for sufficient
time to be able to make any definite remarks. or that he has heard nothing against the
Govt. servant's integrity, as the case may be. This would be a factual statement to
which there can be no objection. But it is necessary that a superior officer should
make every effort to form a definite judgement about the integrity of those working
under him, as early as possible, so that he may be able to make a positive statement.
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~-I
ANNEXURE-I

~ c6 3Rf1fu 3lA ~ ~ ~ ~ ~ £3lT ~:

(~ ~ 1lW+f -q ~-~ q)llf ~ 7lm m. 1NT ~)
Tasks assigned during the period covered by the Report:

(to be filled in the beginning of the year or later whenever task is
assigned)

~: "ft - Gcn

Reporting periods: from to .

~ CBT -;:wr:
Name of the Employee:

1. ~ CBTIl:

General Tasks:

2 . 1:jyf fcmrr s3lT ~ CBTIl :

Special Tasks completed:

~ct~~~aR

Signature of the Employee with Date

~ ~ ct ~ ~ 6"ffiTaR

Signature of the Reporting Officer with Date
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~-II
ANNEXURE-II

ftq)i ~ 3Rflfu 3lR ~ ~ ~ GRR ~ £3lT q;nf:

(eN ~ ~ .q \jfEf-\jfEf CJ>Tll fmrr 7J<IT m. 1RT ~)

Tasks completed during the period covered by the Report
(to be filled at the end of the Reporting Period

~: ------------- ~ -------------~
Reporting periods: from to .

~cm~:
Name of the Employee:

1. ~ ~ <n! ~ cnm (~ <rm fchRur) •
General Tasks completed: (Given details)

2. ~m.
Special Tasks:

~~~~~
Signature of the Employee with Date

~~~~~~
Signature of the Reporting Officer with Date
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