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3fe7exr /INSTRUCTIONS
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Report should be submitted annually for the calendar year ending 31 December.
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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.
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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.
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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.

aﬁé%aﬁmmaﬁﬁ#wﬁﬁmﬁﬁﬁ:ﬁmﬁmﬁmﬁmﬁmm| Rareefa
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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.
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Adverse remarks, if any, in justified cases should be based on established facts and not on
mere suspicion.
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Serious view be taken of perfunctory, cryptic and incomplete reports or reports, based on
personal prejudices.
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PERFORMANCE APPRAISAL REPORT OF CLASS-III EMPLOYEES
OF MORMUGAO PORT AUTHORITY

Fest ai/3Er & v q a%

For the calendar year/period from to

$T9T 1 - d9T3Fas S1E1/ PART 1- PERSONAL DATA

(=T a8 & daeT 3THET G@RT 8T S §)

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

1. Roeia waany &1 a:
(@ AR FI5¢ 3ERT H)
Name of the Employee reported upon :
(in full & Block letters)

2. HHART TEAT: Employee Number
3. Ta$19T Department: : 4. 3TTHTAT: Section :

5. <A A& Date of Birth:

6. FIT A ST/THRAT Sietanial/3.f.a. & T §?Whether belongs to Scheduled
Caste/Scheduled Tribe/OBC?

7. A& AR TeheilehT 361U/ Educational and Technical Qualifications
%) ARAF ﬁfgﬁa & HHI/at the time of initial appointment :
@) §aT & gk AT / Acquired while in service :

8. AafAd IMUR WIRAS Fgida H adg 3R 95

Date and post held on initial appointment :
on regular basis From # To k2

9. Ruleiths a¥ & g a1ia 9eaA1A/9e Designation / Post held during the year under report

From @ To
10. AT U I R ﬁﬂ%cl’/qﬂr_\r{% #r a1 : Date of continuous appointment/promotion

to the present post:
11. &7 TARA/ATART §/ Whether Permanent/Temporary:

12. 7 AR S & /Whether possessing physical defects :
@Faar @Afése Y % Far waary Feer sfer G 7, Fo ser(EEn) J§ Qe g, saor
aIfed, FASR Tioe, 33)|

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

13. 30T @ 9fi&T Departmental Examinations passed :

K
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14, ¥ & k= Raiféar, t_lf[ﬂHUT AR ﬁﬁcﬁ-’f gifeer): Reporting, Reviewing and Accepting

Authorities during the year :

AT d YeATH F 319 / Period Worked

Name & Designation ¥ / From deh/ To

EHBEAE
Reporting
Authority
TeALIETOT

2

PIIBEC)
Reviewing
Authority
AT

(&
EHBEIRT
Accepting
Authority

15. RoerehsT a¥ & aRkmeT @R’:ﬁ' afe & HROT agqﬁ-’wﬁr,anﬁ &I 37af Period of absence on

leave, etc. during the year under report

WWW]Typeof et 1 GERT T HEAT
leave TEar No. of occasions
No. of days
HTRTEHAS ITGehTT
& JHoldr 3
37gan1Rl 9

On leave other than
Casual Leave

I (FTSC )
Others (Specify)

gn?l'l Total




or course of study pursued during Study Leave during the year under report :

16. Rureiehsr af #F sreaasr sraerer & elie g 9RISToT AT 3T UGUFHA: Training undergone

SAE. | GRIGTOT AT AT | URNETOT AT | GSTHA AT gl Y AT B
SLNo. | graushe T ATH | IreTgeT afar arkrg & adr@
Name of the training | qrary &7 (FAER/FeaTg/fee) | Date of Date of
or study course : ; Commencement | Completion
T Duration of the
Placect course  (months/
training or weeks/days)
study course
17. Rueiths av¥ & ke fear r &3, afg 1% @
Penalties imposed, if any during the year under report :
#.9. ¢S M HEAT aur al@ | Rw v &5 FEAR &I Hiaed
S1.No. Penalty Order no. & date e 91 QT%
Brief nature of Brief nature of
penalty imposed misconduct
&t/ Date:
gdI&i/ Signature:

ATH/ Name:

UHRT HFRY/ Officer-in-charge
fae fa¥T9T/ Finance Department

—
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ATl RaYeltiar HAat F1 FE-Hediha
PART-II SELF APPRAISAL OF THE EMPLOYEE REPORTED UPON

Sroiet a8/37aR ¥ e aifde F15 RV 3yafey & 3cod &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.

(R wear gaRT 87 S @/ To be filled by the employee reported upon)

2. Ww@wmmﬁﬁmﬁmmﬁmmmﬁﬁsﬁw
IO 9% IS & Feoid Y |

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

3. Tw#ﬁvﬁaaﬁ%mﬁ*mmmmﬁ#wm%mmw,aﬁ
H1S Bl

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

f&dT / Date:

Raeiths FATR & gEaer
Signature of the employee reported upon




T 1l - Raféer wfte® &1 Aeaisa
PART Il - APPRAISAL OF THE REPORTING AUTHORITY

ROMféer el garT gds R{Avar & v deacas AT & Feh & &Y 1-10 & 39 )
gl IR, STeT 1 §e &F A3 3R 10 Fo9 3V I35 Fr 3ifha FRar g

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.

() F fAsUEa &1 ATHAT (30 9T F AT 40% Fr 2T FN)

(aRs 3mfaf® I3 I, aRvs Infafls ik smfRfs & semEr s F#HaRa

¥ WY #A qU R I )

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)

Rqiféar
B Car

Reporting
Authority

QALIeToT

PHBCaE

Reviewing
Authority
%

SIEan)

EIBEIE

Accepting
Authority

*

() BT v fAwat & HqarR HAfea wRi/ mefea
SR & gfe

Accomplishment of planned work/work allotted as per
subjects allotted

(i) fe¥saTes IOTET / Quality of output

(iii) TaRATOTIcHS &THdT/Analytical ability

(iv) foT 7T IrETUROT SRR Hrf i qfct

Accomplishment of exceptional work/unforeseen tasks
performed

HY fSuTeeT W HT AT [(( T iv)/4)
Overall grading on ‘work output’ [(i to iv)/4]

* STgT CIDY &1/ Wherever applicable
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{
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(ﬁ)mmaﬂm(wmtﬁNM%ﬁmzﬁﬁ)
(mmﬁﬁﬁﬁl,mmﬁﬁwmmﬁmﬁmmmtm#w
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)

Raféar gedietor | wfA
TReERT | e | g
Reporting Reviewing Aceenti
: : pting
Auth Authority * 3
uthority uthority Authonty

*

(i) 3myfefy &= & gdorar AR aR=pegar

Proficiency and accuracy in stenographic work

(ii) F&F T FqoTEar/Quality of work

(iii) I2aT HRIT FT TG Level of professional skills
(iv) IN=rarrea/ aed JHd, ST AR wgat Ht
FoTeley # faRadetadr

in handling confidential/secret/

Trustworthiness top
secret matters, papers and files

(v) B, Frle GAT Rl Sl 1 @, R
dow1, TR 1fe & forw FerEdr w1 FUmaT
e

Maintenance of files, engagement schedules diary and

timely submission of papers for meetings, interviews etc.
(vi) eTieT hier X TR & WY SIGER FA #
w7 G, Uge AR TaER SR |

initiative and tact in dealing with

‘Effective liaison,
telephone calls & visitors.

(vii) feeaof, o7, FEige , dféea faevor 3R @R TR
FA HI &THACT |

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

(viii) TS Rval R wue & § 37 AR & ged ool
fear Srar § ¥F gRARad #e & e e weradr

General assistance in ensuring that matters

requiring attention are not lost sight of
HCHS WaTAAr 9 §HT AT [(1| | viii)/8]
Overall grading on ‘Functional Competency’ [(i
to viii)/8]

» S{g1 &1 g/ Wherever applicable




(@) &aFas RAvanEt F1 sreaT (57 59T F Qv 30% A e g

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

Roifear
grfarerdt

Reporting
Authority

gALIETor
EIEEaE

Reviewing
Authority
*

FdTehfc

[+
EUBEaE
Accepting
Authority
*

() ¥ & ufa &I Attitude of work

(i) FSFAeRY $r smaAl  Sense of responsibility

(iii) HTIRMAT FATC T@AT/ Maintenance of discipline

(iv) I99OT &hierel/ Communication skills

(v) sigca ®Rrel/ Leadership skills

(vi) &1 #F & S ST &Far  Ability to work in
team

(vii) FAI-ARON/EAT HAT ST ITeled e $T &THT
Ability to adhere to time-schedule/deadline

(viii) 3uTEyfa & af@aar ik g9 $r gEd

Regularity and punctuality in attendance

(ix) 3T9HT FEY / Inter-personal relations

(x)FHT FET IHR =FfFdca/ Overall bearing and
personality

egfFaea RAwant v 3T AT (1@ x)/10]
Overall grading on ‘Personal Attributes’ [(i to x)/10]

» STgT @] 81/ Wherever applicable
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(w)mmwmmm(wmﬁmao%ﬁmm

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

Raifesr | eor | &g

2 c

yiRrerdr | wrfRey | srfRresrr

Reporting | Reviewing | Accepting

Authority | Authority | Authority
* *

() F - a7 & iy, FeEmt / e /
gfRamst 1 A AR I T T § A A D
RiceCl

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

(ii) ZfFET FSTAT AT / Strategic planning ability )

(iii) foT @« &r ATAAT / Decision making ability

(iv) §Head e / Co-ordination ability

(v) 3ol @Y IRT et 3R I So= AT AT

/ Ability to motivate and develop subordinates

(vi) 9gel/ Initiative

'FRITeHE &THAT 9T AT AT [(1 ] vi)/6]

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

» STgT @] 8/ Wherever applicable

e gHe AT s 9RiF & IEUd F Thawt & g Fag H AHET Aed A s
X TR gl

Note: The overall grading will be based on addition of the mean value of each group of indicators
in proportion to weightage assigned. .




HET-IV / PART-IV HTAT=TG/ GENERAL

1. ST & Y He¥ (ST8T 6] &)/ Relation with public (wherever applicable)
(I HHA T e T TG AR 3T TRA & 9 Faegr | fecaoh )

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

2. gfregor
@wmma?rmmaﬂtmaﬁﬁm/m%mﬁaqﬂm%%m
eI+ )

Training

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

3. Tareyg v ®ATA/ State of health

4. FeAASeT (PodT HAANT @1 Feafassr w feoaofr #Y)

Integrity(Please comment on the integrity of the employee)

5. Faltd & fow Aeaar (poar @Rfdse Y 6w sAl deg g el 9w &6 3
AT ) Fitness for promotion(Please specify whether the employee is Fit, Not Yet Fit, Unfit)

6. ROIE & S A 0197 &, @, 77,9 3R 3. # QU 7T RF & IUR W AT H&IHB
TS| Overall numerical grading on the basis of weightage given in Section A, B, C, D and E in Part-III

of the Report.
A3 &7 faavor A AT =T 8/ Details of Grading are as given below:-

W&AIcH®S A2 Numerical Grading ¥AGed A3 Equivalent Grading
8 3K 10 & &/ Between 8 and 10 3chse/ Outstanding
6 3k 8 & &/ Between 6 and 8 sgd 3reoT / Very Good
4 3R 6 & &/ Between 4 and 6 sgd 3wt / Good
4 & =ia/ Below 4 FHHASIR/ Poor

faiféer it & geamw (7o7)
Signature (in full) of the Reporting Authority
#sTH/ Name

YgellH/ Designation

fe=t/ Date:

(34
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qTeT V - gerderor Sty 1 Reaforat
(ST @ 8)
PART V — REMARKS OF THE REVIEWING AUTHORITY
(Wherever applicable)

1. geAdiator I & 3refieT Jar & 3G : Length of service under Reviewing Officer :

2. 3T Sl 3R SV & F frsaree ik fRftes vt & w9 7 Rafér st
mmmmﬁmﬁwmwmﬁmmﬁuﬁw
peranat & ey & Roifésr HRFRAT & 3FeT ¥ TeAd o

(@R 317 AT & Pl off FETTcHS MHolT ¥ WEAT TGl §, o PUAT IH eI A
ITF T 3UEEY ST AT Hiodd H HIAT Hedihad ol )

Do you agree with the assessment made by Reporting Officer with respect to work output and the various
attributes in Part-III 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)

g el

3. AT F A H, FIAT FROT TAC| T FS G ¢ T I RS HAT AT ST Aot

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

4. RNE & HET- 1l 7 o797 &, @ AR 7 F U a0 #7F F HUR | THT FCIcAS AT
Overall numerical grading on the basis of weightage given in Section A, B & C in Part-III of the Report.

wHTET Wt & gEanr (o)
Signature (in full) of the Reviewing Authority

ATH/ Name
q&ATH/ Designation
f&AT#/ Date:




T VI - e sy i Reaforat
(@, i s gt 3 wRge Roar, ARk 1§ @, 1 )

PART VI - REMARKS OF THE ACCEPTING AUTHORITY

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

wefy wier & FEaER (77)
Signature (in full) of the Accepting Authority
silA/ Name
UgaTd/ Designation

Tt/ Date:



