ecng 233

Geaeral 232
(3F6° 3. aR) /6
8Bk g ) Bga] e
Pa' Ng, assebpeavsnne Asseassinend seesuersenee Pﬂgﬂ llllll L
D8 D98 D009 ¢ad® e Hewiow
ORDZR FOR PAYMENT OF ANNUAL INCREMENT
(BcBwod ouidoln EBempnd ulo 9i8ud ng ynd)
(To be submstted with the Officer’s Personal File)
L =0 .. A i N AN o ity st 2. (@ B ] T oo
Name ' () Designation
(q) el eofowd @Q&w] .............. g
(0) Claes mndfor Grade
3. () 26500 owd 8.8uwd Audn HYL pBw OSvwLDD : ..... [_Qg. 3..’.,.9.‘.67 0= /OX({Q'C'*N”{’{DO“IOY 436
Scale of Salary of Post or Claas: w3A 350,584 “MOI" ; p-8.
[ SEEOD DOPO OEBUWID Glorurreersismrasesisesssesseseissssissssasestssssssssmssssmsssssssenis oud
First Bar before Ra PO O AR T e T DD P&
(ii) »Ededm nOe® J B DOPO DEBBZDO Glururerrensencrscncirssisssnsisississisiasissseisesssssnsassssisssinisssnssessssossies seasass esd
Efficiency Bars Becond Bar before Rs : p.a
RETOB DPD DIBWGDD Olewnnimcererrrrserareasasssasessssnrareraresssvans cereees @SC
.. Third Bar before Res. p-a
t. o) Dopartmend.. of. Menpousr s. ogd oden %M] ..... ;
Station e [ Al / Data of Inorement
mp b mand
8. odnlw» O1gs Crie gn 9859 088 OYesd wv D008 Ongd
Present Salary Increment due Progent Selary plus Inarement
O8BZDD GLu voverrerrrrrrnes creerersmssensesssanes O8vwmd dy. O8wwnd d.
Re, p.s. Ra p.s& REa P @

7. DEB® geme wgw, 98d 0 8e® vidumans? w8089, ddc
B89 evd miuluCm »Oe®s! 9330 cud B gdang?

et 0, AeNBuw 0B @ ndieaRsl © gire® c@ Fode? G R A N N e
Whether Increment involves passing of the typswrifing test, confirmation
or promotion over the Effciency Bar? If so, has the Officer gualifind
hirnself in all respecte ?
8. DE8® yone e owAg i¥swd HHEmI OOEWBLOBET | i y

@800 83w ¢ ¢ ? 00 e@ilidw Aehdnr ¢ Sedq ?

What profisiency test in the official language is the officer required to pass
for the grant of his annual increment T Has the officar passsd such test !

9. st B9d 880 pome BBeds syd eyed HYY ;008
89D, 0D, ¢f) @O ol o 0D B2d ¢ ?

Whether Increment has bsan suppended, stopped, reduced or deferred
sinoe he earned his last inerement 1

[q83d B8O [r r0.



10.

1.

12

13.

B3 Hleed &0y OSuad
Previous year Current Year
canostm o gudie 00 88 Scdns
Particulars of sick leave taken
emEemd Bu®n mdh grB®[Es mlivce *0n wdm cieq
Pﬁpm and gent to the Head of the Brsnohfﬁub;oﬂw’coneemed by ......................................................... 80000000 0825.

(Qunn 88md/Establishnent Clerk.)
@& gmmes[es mviced edwsd =—/
Remarks of Head of Branch/Bub-Ofiice ;—

(©) Bged OO g™ wBESe emd afen ¢ ?
(a) In hia work up to date ?

() 05 Bu® Hy® cdazidew:’ vBduad ow q9®IO G ndd ¢ ?
(%) Is he careful end prompt in the disposal of papers ?

(g0 Oy GismiB e DED EOHD wo eXed o ®ewd s ?
(c) Ishs pusctusl and regulsr in sttendsnce ? )

(q) OE50 GBADDS vl Rged otndd AcBO ¢lnaid® eud ad@dzidews? d9O 861dad 58 &E

-------

. B803 bbse qnen & 2y dBed¢? AR ARG A e S SR s
(a) Have sny complaints of discourtesy to the public o8 contumaey to his superiors been established against him during

the year ?
(§) Dse qres & By ede enwd cad om0 ond DO }

oS gri@Bst (RO® emd el Bod ¢ ?
{e) Has he been censured or otherwise punished during the year !

(eo/otnm mbeced) givn E8mdied edwst
Remaiks of Chief Clerk (Sub/Head Office)

------

Bed:Bmed 00 v8de s 380! vyd Qddfn Aekhiwoed Boedaw
Recommendation of Staff Officer after inspection of the Officer’s work

eednedsin gthnwmaed Howdow
Qrder of Head of Department :

16.

------------

() ponm 88md. .02

(1) DU® BBIDGL cersrcrrsennnrisssussissssisssisssssmssssassssassssssstissssasssssasssasinssssasssssssssssssasssess s 583
Bewlos sdvst ©d ostm &,

Order noted by—
() Establishment Olerk :

(%) Ezpendbiure Olerk : o
H 055920 — 200,000 (2021/03)P § comy dded @ee osibmoduind



Performance Appraisal Report — the Senior Officials who are not
Included in the paragraph B.G of the form

Ministry: Dept: Field:
Part I: Self Appraisal (to be perfected by appraise)

(Fill blank spaces or delete words not applicable)

Period in respect of which appraisal is made
From: .........cocoiviiiiniininann, TO! it

(One year period prior to the date of increment is applicable)

1. BIO-DATA

1.1 Name -
1.2 Date of Birth -
1.3 Designation -
1.4 Class & grade -

1.5 Total period of Service :

1.6 Date of increment

2. SCOPE OF DUTIES

2.1 Have you provided with a specific duty list or job description? Yes/No
2.2 State in detail the responsibilities connected with your work.

2.2.1 Responsibilities



PRODUCTIVITY
3.1 Are you satisfy on the duties performed by you during the particular period? Yes/No

3.2 State in detail if there is any difficulties and drawbacks by you.

3.3 State your suggestions to increase the productivity of your further, in the future

PUBLIC RELATIONS

4.1 Do you have direct contacts with outsiders, the public, field personals or institutions other

than the duties? Yes/No
4.2 Are you aware is there a satisfactory relationship with the Public? Yes/No
4.3 Were there any occasions when the Public or any other Office was not satisfied? Yes / No

4.4 1f answer for 4.3 above is “yes” what are the reasons?

TRAINING

5.1 Training Received

Date Signature of Appraisee



Part II: (To be perfected by the supervising staff officer (appraiser)

(Use the words Excellent/Good/Satisfactory/ Unsatisfactory)

1. PERFORMANCE

1.1 Knowledge of Work

1.2 Whether routine duties/assigned duties are completed without delay.

1.3 The manner which the officer is engaged in his/her work productivity.

1.4 Contribution of the officer to achieving the organizational aims and objectives
1.5 Overall Quality of the work

1.6 Utilize the resources properly

1.7 Nature when perform the special duties stated under part T section 2.2 in this report.

2. PUBLIC RELATIONS

2.1 Public Relations and Courtesy

2.2 Inter Personal relationship.

3. GENERAL CONDUCT

3.1 Punctuality in attendance
3.2 Availability of the officer at work place
3.3 The effect on work of availing of leave

3.4 Contribution of the officer when performing duties outside the office

4. SPECIAL ATTRIBUTE

4.1 Commitment to duty

4.2 Contribution to the service
4.3 Leadership

4.4 Impartiality

4.5 Creativity



5. APPRAISAL AND OBSERVATION

5.1 Overall appraisal — Excellent / Good / Satisfactory / Unsatisfactory

5.2 Observations

Date Signature of Appraisal

The above appraisal made in respect of the officer was brought to his/her notice and was not

by him/her.

.........................................................................

Signature of Appraisee Signature of Appraisal

Part I1: (To be perfected by the Moderator)

Observation and conclusions of the moderator regarding the Appraisal.

01. Conclusion : Excellent / Good / Satisfactory / Unsatisfactory
02. Observation :

Date Signature of Moderator
Name:

Designation:



