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Section I- Basic Information

(To be filled in by the Head of Department) J

1. Name of the official reported upon:

2. Date of joining service:

3. Educational Qualifications:

4. Date of Birth:

5. | Category to which the Official belongs: Gen/OBC/SC/ST

6. Present Grade and date of continuous appointment to it:
7. Posts held by the Official during the period reported upon:

. 8. Departmental examination qualified with date of qualifying:

9. Reporting and Reviewing Authority*

Name & Designation

Period worked

Reporting Authority |

Reviewing Authority

* Multiple entries possible

-10. Period of absence on leave, etc.

Period

. Type

Remarks

On Leave (specify type)

Others (specify)
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11. Education and training programs fof which nominated and attended:

meinated Attended Institute Subject Reason for non attendance
12. Awards/Honours
,1,3' Penalties, if any, imposed during the year
Signature
Head of the Department
Date:

Please Affix Stamp
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Section Il — Self Appraisal

1. Brief description of duties: :
(Objectives of the position you hold and the tasks you are required to perform, not more than 100 words) This is an
important aspect of the APAR. Please clearly state the work expected to be performed and your perception of the
required objectives and achievements. ’ o

2. Annual work completed and achievements, also specify work of any special nature carried
out by you and hindrances, if any, in performing assigned duties. (in not more than 150
-words.):
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- Date: Signature of official reported upon
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Section Ill - Appraisal

(This assessment should rate the Official vis-a-vis his peers engaged in similar positions and not the general population. Grades
should be assigned on a scale of 1-10, in whole numbers, with 1 referring to the lowest grade and 10 to the best gradé) Any
overwriting or correction has to be authenticated by the reporting officer in the margin with full signature. -

1. (a) Assessment of planned work and targets: (30% Weightage will be assigned to this item)

S. No

Grade

1 Accomplishment of Planned Work*

Quality of Output

2
3 | Efforts made to achieve planned work
4

Overall Grading on ‘Work Output’ (1+2+3)/3

1. (b) Weightage of the grade on ‘Work Output’ 1 (a)(4) x 0.3

(*Accomplishment of planned work/allotted work here means targets/projects/deadlines set by the reporting officer during the

initial period or subsequently.)

2. (a) Assessment of Attributes: (30% Weightage will be assigned to this item)

S. No. Grade
1 Attitude to work and initiative
2 Discipline o
3 | Courtesy towards taxpayer
4 Interpersonal relations
5 Willingness to learn
6 Promptness in disposal ’
7 Overall grading on attributes (Sum of 1 to 6)/6

_2. (b) Weightage of the grade on ‘attributes’ 2(a)(7) x 0.3

- 3. (a) Assessment of functional competency: (40% Weightage will be assigned to this item)

S.No.

* | specializations '

1 Knowledge of rules & regulations/office procedure, area of functional

Grade

posts (as applicable).

2 Knowledge of Income tax/ Wealth tax/Accountancy /General Law in case
| of assessment and other functional speualizations {or non assessment

3 Technological/computer skills

4 -Overall grading on functional competency (1+2+3)/3

3. (b) Weightage of the grade on ‘functional competency’ 3(a) (4) x 0.4
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4. Integrity:- Please comment on the integrity of the official. (Please follow instructions given at
the end of the form) ‘ ‘

5. Was the official fair and courteous towards members of Scheduled Castes/Scheduled
Tribes and Women? : '

6. If the grading in any row of section lll, parts 1 {a), 2 (a) or 3 (a) is below 2 or the overall
grading (In part 7 below) is below 4 or above 8 then piease give detailed factual reasons
for the same.

7. Overall Grade on a scale of 1-10 [1(b) +2(b) +3(b)]

~ Signature of Reporting Authority
Date: ' : B Name (In Block Letters)
Designation
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Section IV- Review

Do you agree with the assessment made by the reporting officer with respedt to the targets and
the various attributes in section 111? Do you agree with the assessment of the reporting officer in
respect of extraordinary achievements and/or significant failures of the Official reported upon?

Yes/No-

If not in agreement with reporting officer then please fill the form below.

(This assessment should rate the Official vis-a-vis his peers engaged in similar positions and not the general
population. Grades should be assigned on a scale of 1-10, in whole numbers, with 1 referring to the lowest grade
and 10 to the best grade) Any overwriting or correction has to be authenticated by the reviewing officer in the margin
with full signature. :

1. (a) Assessment of planned work and targets: (30% Weightage will be assigned to this item)

S. No. ' Grade
1 | Accomplishment of Planned Work*
2 | Quality of Output
3 | Efforts made to achieve planned work
4 |Overall Grading on ‘Work Output’ (1+2+3)/3
“1. (b) Weightage of the grade on ‘Work Output’ 1 (a)(4) x 0.3

* (Accomplishment of planned work/allotted work here means targets/projects/deadlines set by the reporting officer
during the initial period or subsequently.)

2. (a) Aséessmeﬁt of Attributes: (30% weightage will be assigned to this item)

S. Grade

°

Attitude to work and initiative

Discipline

Courtesy towards taxpayer

Interpersonal relations

Willingness to learn

Promptness in disposal

Nl o]l ol & =z

Overall grading on attributes (Sum of 1 to 6)/6

2. (b) Weightage of the grade on ‘attributes’ 2(a)(7) x 0.3

w
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IX

3. (a) Assessment of functional competency: (40% weightage will be assigned to this item)

S.No. Grade
1 Knowledge of rules & regulations/office procedure, area

of functional specializations ‘

2 |Knowledge of Income tax/ Wealth tax/Accountancy

/General Law in case of assessment and other

functional specializations for non assessment posts(as

applicable)

3 | Technological/computer skills

4 |Overall grading on functional competency
(1+2+3)/3 ~

3. (b) Weightage of the grade on ‘functional competency’.3(a) (4) x0.4

4. Reasons for disagreement with the reporting officer or low grade given to the Official
reported upon and comments if official reported upon is Scheduled Caste/Scheduled
Tribe.* ' '

* Conditions to fill column 4.
(1) If you don't agree with the reporting officer then please state youf‘reasons for disagreement in column 4.

(2) If you agree with the reporting officer that the overall grading should be below 4 then please give detailed
reasons in column 4. (The reviewing officer shall in such cases call both the reporting officer and the
official reported upon to ascertain the grading given before filling this section).

(3) If the person reported upon is a member of Scheduled Caste/Scheduled Tribe, please indicate whether
the attitude of the reporting officer in assessing the performance of the Scheduled caste/Scheduled Tribe
member has been fair and just

5. Overall Grade on a scale of 1-10 [1(b) +2(b) +3(b)]

Signature of Reviewing Authority
Date: Name (In Block Letters)
Designation
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