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D)

2)

3)

4)

3fefeRr /INSTRUCTIONS

31 Regax F AT Hest a§ A1 RO ufy o wega S gl
Report should be submitted annually for the calendar yecar ending 31 December.

R weE g g 9 S aun 39ged FROt § ROE eréa f S & A R & w5
T FT TAOS Fev AT g R ity ganr Eeor R aE

Report should, as far as possible, be manuscript. When the report is typewritten for good and
sufficient reasons, a certificate that the typing has been done by the Reporting Officer should
be added to the Report.

afe w3 RO wfwd & 3 3 A & F el & v w fear @t sa arfteREr @
quAe FET BT e e IR T # fear § awn 3k ARt w sw Raé & anfae S e,
ot B e g R e B e @ weAt & ST efFaid A O UG § AR wE @ e
$r Rt g1 amuia gl

If the employee has served under the Reporting Officer for less than three months, the Officer
under whom he has previously served should be consulted and their opinions incorporated in
the report, indicating how far the replies to the questions are based on personal knowledge and
how far on reports of the officers.

Thaer R v Ageayet aEader & forad g FHA & Fd- fASaa qur 38 9 (&) # 3T
& Aeaiwe & v e Fur HeEEE S TR TS Sl ¥ 3 R wHarl & s A
me@mmmmﬁﬁﬁmﬁm,mmﬁmm THY &
g T AT BT

The confidential Report is an important document to provide the basic and vital inputs for
assessing the performance of an employee and for his/her advancement in his/her career. It

should, therefore, be an objective assessment of the work quality of the employee reported
upon and the form has to be filled in with a high sense of responsibility, due care, attention and

after devoting adequate time.

5) aﬂ%ﬁ:ﬁma?ﬁ%wﬁmﬂmﬂﬁﬁzﬁmﬁmmﬁmﬂmmﬁmﬁm

FHAT F Froare, adia 41 AT A & ot i A€ S # R qur gedeer HiNe g
HR AgHH A BRI Sme

Anything specially creditable or discreditable attributable to the employee should be
mentioned, even if not specially provided for the Reporting Officer and Reviewing Officer
should not shy away from reporting shortcomings in performance, attitudes or overall
personality of the employee reported upon.

6) =R Mfrea o FmrEl # #% wfme Roaolr w6 ), @ a7 Tfa qudl woauie @ 3R A9 B aw

HeE 9Tl
Adverse remarks, if any, in justified cases should be based on established facts and not on
mere suspicion.

7) v, o aur Aot R aner dufEes qEEE W auRa ROE w1 e @ st e

|
Serious view be taken of perfunctory, cryptic and incomplete reports or reports, based on
personal prejudices.




AT 96 TUFOT & Feltw Aot it i Preueer geaiwr {kaé
PERFORMANCE APPRAISAL REPORT OF CLASS-III EMPLOYEES

OF MORMUGAO PORT AUTHORITY i
Felst a¥/a® F v | GED
For the calendar year/period from to

8T | — 39[FTF SET PART 1 - PERSONAL DATA

(R R9mr & AT T GaRT ST ST )

(To be filled in by the Pay Section of the Finance Department)

1. Raelehs saarl &1 &
(W AR F9¢ 3w #)

IName of the Employee reported upon :
(in full & Block letters)

2. FHANT FEAT: Employee Number
3. TaHWT Department: : 4. HTHTT: Section :

5. S=A @™ Date of Birth:

6. T H[HRAIT SQ/HGHRT Svania/s.fa. & Fafa §?Whether belongs to Scheduled
Caste/Scheduled Tribe/OBC?

7. 9if&% AR deetehT 3EATY/ Educational and Technical Qualifications
) IRfAF ﬁ'ﬁgﬁ? % HHY/at the time of initial appointment :
W) a1 & NI HSTd / Acquired while in service ;

8. Afa 3R WaRfE HafEa f ol ik 9w

Date and post held on initial appointment :
on regular basis From # To e

9. Raeitha a¥ & atos aRa yeaa/ag Designation / Post held during the year under report

From )
10. IGHE g X AR fAgFa/ae=fa @ G : Date of continuous appointment/promotion

to the present post:
11. =41 TAA/HTAAT 8/ Whether Permanent/Temporary:
12. 541 AN a9 & /Whether possessing physical defects :

Fuar Afdse wt & F2ar Sl Fae 3 ) A 98 sErEEn) # Qe § s
T, FAGR e, 379)|

(Please specify whether the employee is handicapped in lower limb(s), handicapped in upper limb(s),
hearing handicapped, weak eyesight, others).

13. 30107 NN 9ET Departmental Examinations passed :




14, @ & e Raféer, gerdeior 3R weid TIfereRIET; Reporting, Reviewing and Accepting

Authorities during the year :

A UGATH Frr 3R / Period Worked

Name & Designation I /From % To

faiféar
wrferhIr

Reporting
Authority

A IET0T

2

STferhTer
Reviewing
Authority

bl
fereTY

Accepting
Authority

15. Rt af & SR ged anfe & #ror Feafeafa, anfe & 37af&r Period of absence on

leave, etc. during the year under report

TTd F ER/ Typeof | Reft e & wE |

leave HEAT No. of occasions
No. of days
IMHRHE AR
& Ielar 3T
TR I

On leave other than
Casual Leave

3 (TIST )
Others (Specify)

731_0{! Total




36, Rureieler a¥ 37 reager Jawner & SR wreq WRSTor a7 HEATH USTFA: Training undergone
or course of study pursued during Study Leave during the year under report :

FAH. | GRG0 A1 eI | gier A | wreamA Y P A FAT A

-

SI.No. | grageh| & a1 | HeTge ¥a®r ara & af@
Name of the training | qraysra &7 | (FER/AaR/R=) | Date of Date of
or study course DaEon. (of ithe Commencement | Completion
Place of course  (months/
tfaining o weeks/days)

study course

17. Raeihs af & gkt R mar &3, 3 #9% &

Penalties imposed, if any during the year under report :

w8 &3 HCRT HEAT 9 a@ | few atw &3 & HEER T AT
. <1 No. Penalty Order no. & date aFEreg g1 ;;Tﬁl'r
Brief nature of Brief nature of
penalty imposed misconduct
festien/ Date:
Erdlaiy/ Signature:
=ATH/ Name:

gHIT WS Officer-in-charge
] faa T@H@T/ Finance Department



STl Rt Faar #1 Fa-Hediad
PART-II SELF APPRAISAL OF THE EMPLOYEE REPORTED UPON

| FHTE AR s T i T IAT & GIRTA RFT arT i F G e, S
Szt a§REf F ok afed 1 Ry STy & 3edd &l

1. Brief resume of the work done by the employee during the period from ........... to
bringing out any special achievements during the calendar year/period.

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

(Rrarefeier satard ga’r ST @ €/ To be filled by the employee reported upon)

2. Wﬁﬁﬁmmﬁmmﬁﬂwﬂﬁmmﬁﬁm
IEA HF TG H Fead A |

Please also indicate items in which there have been significantly higher achievements
and your contribution thereto.

3. W#ﬂw#mﬁﬁ:&nﬂmhmmﬁﬁwmﬁ?&ﬂ:ﬁm,uﬁ:
HS &

Please state, briefly, the shortfalls in your input and reasons therefor, if any.

feah / Date:

Raehfie FAal & granr
Signature of the employee reported upon




; #r 1I1 - Raféer wftesrdt &1 geaiewa

PART Ill - APPRAISAL OF THE REPORTING AUTHORITY

Reifear st garT g fadvar & fov dwareas AT & e & S 1-10 & d99 w
g fRT, SiET 1§ &4 A3 3R 10 vaw 30w I3 & 3T Fwar ¥

Numerical grading is to be awarded for each of the attribute by the Reporting Authority
which should be on the scale of 1-10, where 1 refers to the lowest grade and 10 to the

highest.

() F1& s &1 WEaa (59 9T F AT 40% #1 32w gl

@Res amfefs @z 1, et srfefRs ik sfeRE & semEr s s

& gaw 7 g R S §)

Assessment of work output (weightage to this section would be 40%)

(TO BE COMPLETED IN RESPECT OF EMPLOYEES OTHER THAN SR. STENOGRAPHERS

GR. I, SR. STENOGRAPHERS AND STENOGRAPHERS)

feafear
EHBEan

Reporting
Authority

QaLTeToT

=

B Ean

Reviewing
Authority
*

ATErRr
Accepting
Authority

"

(i) B 7w fAwat & yqar @RS s amdfea
F #T gid

Accomplishment of planned work/work allotted as per
subjects allotted

(ii) fersares a[Urar / Quality of output

(iii) TERSSUTTAS &THdT/Analytical ability

(iv) foT a1 3rmmaRer SRR b #r gfd

Accomplishment of exceptional work/unforeseen tasks
performed

F e W FHT AT (i F iv)/4]
Overall grading on ‘work output’ [(i to iv)/4]

* SIgT @] 81/ Wherever applicable

]
\

2

-



(%) SR PR &1 e (59 H9T & v 40% A R gl
(mm;ﬁmw:,mmﬁﬁmmmﬁﬁﬁﬁmmaﬁmﬁﬁﬁﬁwﬁw
fFar ST §)

Assessment of work output (weightage to this section would be 40%)

(TO BE COMPLETED ONLY IN RESPECT OF SR. STENOGRAPHERS GR. I, SR.
STENOGRAPHERS AND STENOGRAPHERS)

fraiféar gedeior | w&Ea
oftet | RS | gt
Reporting Reviewing R
Authority Authority * ﬁcceptfng
Authority

*

(i) 3myfafy & # sdiorar AR aRepeEar

Proficiency and accuracy in stenographic work

(ii) @ dr FprEET/Quality of work

(iii) ¥rax whrer % ¥ Level of professional skills

(iv) Folare/ahs I AEal, STsTa AR wwEEl @
"o A Reaasaa

Trustworthiness in handiing confidential/secret/ top
secret matters, papers and files

(v) wizat, FraeeT gaa @Rl sl & W, AN
5], WETEHRT W & AT SEral & qUEAg
ST

Maintenance of files, engagement schedules diary and
timely submission of papers for meetings, interviews etc.
(vi) T T R AEGH F WY AR FE A
g Hud, el AR SHEER R |

‘Effective liaison, initiative and tact in dealing with
telephone calls & visitors.

(vii) fecoofr, o, @riqe , ®féra e 3R §R dER
F Fr &THAT |

Ability to draft notes, letters, minutes, briefs and ability
to prepare summary etc.

(vil) ToreT Rt ox et & € 3 AW ¥ g e
e S § dE gRRad #4 § 6 @A g
General assistance in ensuring that matters

requiring attention are not lost sight of

SRS EAAT 90 WAT AT [(1| F viiiys]
Overall grading on ‘Functional Competency’ [(i
to viii)/8]

» ST W] §/ Wherever applicable




(@) daFas Rdvant &1 s (30 80 & BT 30% & P9 @)

Assessment of personal attributes (weightage to this section would be 30%)

Rraféar

BUBCaE]
Reporting
Authority

TALIETOT

=]
yTTRrERTET
Reviewing
Authority
L]

e |
Accepting |
Authority
s

(i) & & 9fc &I Attitude of work

(ii) F#ardr & sa=  Sense of responsibility

(iii) S=JRTH=T ST WA Maintenance of discipline

(iv) ®9woT e/ Communication skills

(v) sicgea e/ Leadership skills

(vi) & & 1 FA HT &a77aU Ability to work in
team

(vii) FHT-ARONEAT HAT &7 T FLA S 7T
Ability to adhere to time-schedule/deadline

(viii) 3ufeufa & FafAaar 3k g#77 #r oEer
Regularity and punctuality in attendance

(ix) 39 HEY / Inter-personal relations

(x)¥Har 39X AR =af@deal Overall bearing and
personality

enfFaaa Rt o @@ AT (i@ 0/10)
Overall grading on ‘Personal Attributes’ [(i to x)/10]

= S§1 ®H] 8V Wherever applicable



=,

(mmmmmm(wmﬂ;ﬁwawﬂmm

Assessment of functional competency (weightage to this section would be 30%)

Feféar

wrfereT
Reporting
Authority

QAL IET0T

-

ElUBER

Reviewing
Authority
*

et
SRRy

Accepting
Authority
*

() F7E - &7 F wfefgs), Bt 1 [t/
gRRaTHT T A AR Ie6 "l & § ] A H

qrIgar

Knowledge of Acts, Rules/Regulations/Procedures in the
area of function and ability to apply them correctly

(ii) gfFerqol Tt JACT / Strategic planning ability

(iii) froTr oY @1 TTTAT / Decision making ability

(iv) §H=ad egar / Co-ordination ability

(v) it &7 9RT Fe AR 3w sge A AEEer

| Ability to motivate and develop subordinates

(vi) 96<t/ Initiative

'HTHE &AAT I FHT AT [/ vi)6]

Overall grading on ‘Functional Competency”’ [(i to vi)/6]

« SIgT @9 8/ Wherever applicable

e wwE AR Rfise FRiE F T F Fhaw b GAS FAF & AT Hed B e

oy Jmarie giefh

Note: The overall grading will be based on addition of the mean value of each group of indicators

in proportion to weightage assigned.




HTT-1V / PART-IV WA/ GENERAL - ,

1. ST & |Y H§EY (@i CIEIN &)/ Relation with public (wherever applicable)
(FIAT FHAR H ST dH g AR IR TR F g FaEedr W e )

(Please comment on the employee’s accessibility to the public and responsiveness to their needs)

2. gfEToT
@ FHar H gsEEdEdr HR aEant F s gur s g g & R
fAeTREl &Y )

Training
(Please give recommendations for training with a view to future/further improving the effectiveness
and capabilities of the employee)

3. TarEeg $r YA/ State of health

4. FeafeTsaT (FIAT FATY A Feafassr W feeaofr wY)

Integrity(Please comment on the integrity of the employee)

5. FleAld & fv degar @Guar @Afise st & Fr sAa0 @eg g et dvg a6 R
3G §) Fitness for promotion(Please specify whether the employee is Fit, Not Yet Fit, Unfit)

6. REC & AERIIH 91 &, T, 7,7 3 5. & BU v 8¢5 & HUR W THT TEIHS
AfS  Overall numerical grading on the basis of weightage given in Section A, B, C, D and E in Part-111

of the Report.

A =1 faavor = f&Ar I 8/ Details of Grading are as given below:-

HEATeH® A3 Numerical Grading AT AT Equivalent Grading

8 3 10 & @/ Between 8 and 10 3cse/ Outstanding

6 3 8 & &/ Between 6 and 8 dgd 3reat [ Very Good

4 3T 6 % ¥/ Between 4 and 6 agd 3rea1 / Good

4 & Y/ Below 4 FHSIN/ Poor

Raifear it & geamw (oh)
Signature (in full) of the Reporting Authority
#AHI Name

9gATA/ Designation

fe=T/ Date:



/N

7
F 4

F

V7

HI9T V- gerderor wifae i Reaforat
(Sr&T @ &)
PART V - REMARKS OF THE REVIEWING AUTHORITY
(Wherever applicable)

1. gedemT HASHT & IehT Har I 31 : Length of service under Reviewing Officer :

2w 3T AN 3R SV & B At e Ryt & ey A Rafés sftwd
ZaRT T 9T e ¥ TeHa £2 FAT 39 Retelhe st i rreRor sqe e/ Areaer
Rraant & daw 3§ Rafer ¥REREl & neas ¥ J6A ol

(@ 39 vt & Bl off HeAcAS Ao 8 TEHd 61 6, df $IAT 3§ I A
3M9% FAT 3Ty FT 3T HiH H HIAT HedidaA gof Hl)

Do you agree with the assessment made by Reporting Officer with respect to work output and the various
attributes in Part-IIl and Part-IV? Do you agree with assessment of reporting officers in respect of
extraordinary achievements/significant failures of the employees reported upon.

(in case you do not agree with any numerical assessments of attributes please record your assessment in the
column provided for you in that section)

& GH]

3. WA & ATHS H, FYAT FROT TG | FAT TS A ¢ O AT W0 T Av S gt

£9 In case of disagreement, please specify the reasons. Is there anything you wish to modify or add?

4. TYOYE & 51 1l F &1 %, @ AR T A RBU T HRF F MUR W A7T HE&IcAS AT
Overall numerical grading on the basis of weightage given in Section A, B & C in Part-III of the Report.

wetan oA & granEn (7o)

Signature (in full) of the Reviewing Authority
#TH/ Name

qeATH/ Designation
R/ Date:




ST VI - ey STty 1 Reafora
@, FeaiEa W s whyR ik wiage Roaforad, afk F @, F1 @)

PART VI - REMARKS OF THE ACCEPTING AUTHORITY

(His acceptance of the grading, assessment and communication of adverse remarks, if any)

whgfer MREH F gwaer (100)
Signature (in full) of the Accepting Authority
dTH/ Name

qeATH/ Designation
fastT/ Date:



