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çÍ̇ ≠¶¸flµ÷ ∏Í̧ø÷¥÷ ≤÷÷Íõ‘̧ / CENTRAL SILK BOARD

æ÷√°÷ ¥÷”°÷÷ª÷µ÷ (≥÷÷∏¸ü÷ √÷∏¸ç˙÷∏¸) / MINISTRY OF TEXTILES (GOVT. OF INDIA)

≤÷Îê÷ª÷Êπ˝ / BENGALURU - 560 068

æ÷÷Ÿ¬÷ç˙ ◊≠÷¬Ø÷÷§¸≠÷ ¥÷Êªµ÷÷”ç˙≠÷ ◊∏¸Ø÷÷Íô‘¸ Ø÷œØ÷°÷
FORM OF ANNUAL PERFORMANCE ASSESSMENT REPORT

Ü÷ø÷„◊ª÷◊Ø÷ç˙ (¡÷Íù÷fl-I), Ü÷ø÷„◊ª÷◊Ø÷ç˙ (¡÷Íù÷fl-II), Ü÷ø÷„◊ª÷◊Ø÷ç˙ (¡÷Íù÷fl-II)  (◊∆¸≠§¸fl)
STENOGRAPHER (GR-I), STENOGRAPHER (GR-II), STENOGRAPHER (GR-II) (HINDI)

ç˙÷µ÷÷‘ª÷µ÷ / √÷”√£÷÷≠÷ / çÍ̇ ≠¶¸ ç˙÷ ≠÷÷¥÷
Name of the Office / Institute / Station :

æ÷¬÷‘/Üæ÷◊¨÷ ç˙fl ◊∏¸Ø÷÷Íô‘
Report for the year / period ending :

≥÷÷ê÷ / Part � I

æ÷Óµ÷¤åü÷ç˙ ≤µ÷÷Í∏¸÷  Personal Data

(√÷”≤÷”◊¨÷ü÷ Ø÷œø÷÷√÷◊≠÷ç˙ Ü≠÷„≥÷÷ê÷ ´¸÷∏¸÷ ≥÷∏Í¸ ï÷÷≠÷Í çÍ˙ ◊ª÷ã)
(To be filled by the Administrative Section concerned)

1. Ø÷§¨÷÷∏¸fl ç˙÷ ≠÷÷¥÷ Name of the Official :

2. ç˙¥÷‘ì÷÷∏¸fl √÷”. Employee No. :

3. Ø÷§¸≠÷÷¥÷/¨÷÷◊∏¸ü÷ Ø÷§¸ Designation/Post held :

4. åµ÷÷ Ø÷§¸¨÷÷∏¸fl Ü.ï÷÷./Ü.ï÷.ï÷÷.ç˙÷ ∆Ó̧? :

Whether the official belongs to SC/ST

5. ï÷≠¥÷-◊ü÷◊£÷ / Date of birth :

6. æ÷Íü÷≠÷ ¥÷Í◊ô“̧å√÷ ¥÷Î æ÷Íü÷≠÷ æ÷ √ü÷∏ Pay and Level in Pay Matrix :

7. æ÷ü÷‘¥÷÷≠÷ ¡÷Íù÷fl ¥÷Î ◊≠÷µ÷„¤åü÷ ç˙fl ü÷÷∏¸flè÷ :
Date of appointment to the present grade

8. æ÷¬÷‘ çÍ̇  §¸÷Ó∏¸÷≠÷ ◊ï÷≠÷ Ü◊¨÷ç˙÷◊∏¸µ÷÷Í ” çÍ˙ √÷÷£÷ ç˙÷¥÷ ◊ç˙ã à≠÷ç˙÷ :

Ø÷§¸≠÷÷¥÷ √÷◊∆¸ü÷ ≠÷÷¥÷ Ü÷Ó∏¸ Ø÷œüµ÷Íç˙ çÍ̇  √÷÷£÷ √÷Íæ÷÷ ç˙fl Üæ÷◊¨÷
Name of the Officers with Designation with whom

deployed during the year and the period served with each.

9. æ÷¬÷‘/Üæ÷◊¨÷ ¥÷Î î„̊º¸fl, Ø÷œ◊ø÷Å÷ù÷, Ü÷◊§¸ Ø÷∏¸ ∆¸÷Í≠÷Í çÍ̇  ç˙÷∏¸ù÷ õ¸∂Êô¸fl :

√÷Í Ü≠÷„Ø÷¤√£÷◊ü÷ ç˙fl Üæ÷◊¨÷ Ö Period of absence from duty

on leave, training etc., during the year/period.

Ø÷œØ÷°÷ FORM - 5 ç˙¥÷‘ì÷÷∏¸fl √÷”. Employee No.
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≥÷÷ê÷ / Part � II

√æ÷-¥÷Êªµ÷÷”ç˙≠÷ Self Appraisal

(◊ï÷√÷ Ø÷§¨÷÷∏¸fl ç˙fl ◊∏¸Ø÷÷Íô‘¸ ◊ª÷è÷fl ï÷÷ ∏¸∆¸fl ∆Ó¸ à≠÷çÍ˙ ´¸÷∏¸÷ ≥÷∏Í¸ ï÷÷≠÷Í çÍ˙ ◊ª÷ã)
(To be filled by the Official reported upon)

1. ç˙¢÷‘æµ÷ ç˙÷ √÷”◊Å÷Øü÷ ◊æ÷æ÷∏¸ù÷¸
Brief description of duties

2. Ü÷Ø÷çÍ˙ ´¸÷∏¸÷ ������.√÷Í ������.. ü÷ç˙ çÍ̇  æ÷¬÷‘ / ç˙fl Üæ÷◊¨÷ ¥÷Î ◊ç˙ã ê÷ã ç˙÷µ÷‘ ü÷£÷÷ æ÷¬÷‘ / Üæ÷◊¨÷ ¥÷Î
◊æ÷ø÷Í¬÷ àØ÷ª÷¤≤¨÷µ÷÷Î ç˙÷ √÷÷∏¸÷”ø÷ §¸fl◊ï÷ã Ö µ÷◊§¸ àØ÷ª÷¤≤¨÷µ÷÷Î ¥÷Î ç˙÷Íá‘ ç˙¥÷fl ∏¸∆¸fl ∆¸÷Í, ü÷÷Í ç˙÷∏¸ù÷ §Î̧ Ö (◊§¸µ÷÷ ï÷÷≠÷Í æ÷÷ª÷÷ √÷÷∏¸÷”ø÷ ≠÷flì÷Í
◊§¸ã ê÷ã √£÷÷≠÷ ¥÷Î Ü÷ ï÷÷≠÷÷ ì÷÷◊∆¸ã, æ÷∆¸ 100 ø÷≤§¸÷Î ü÷ç˙ ∆¸÷Í≠÷÷ ì÷÷◊∆¸ã Ö)
Brief resume of the work done by you during the year/period from ������............. to

�..����............. bringing out any special achievements during the year/period.

In the event of shortfall in achievements furnish reasons (The resume to be furnished within

the space provided, limited to 100.)

3. çÈ̇ Ø÷µ÷÷ á√÷ç˙÷ àªª÷Íè÷ ç˙∏Î̧ ◊ç˙ åµ÷÷ ◊Ø÷î˚ª÷Í çÓ̇ ª÷Îõ¸∏¸ æ÷¬÷‘ çÍ̇  Üì÷ª÷ √÷”Ø÷◊¢÷ √÷Í √÷”≤÷”◊¨÷ü÷ æ÷÷◊¬÷‘ç˙ ◊æ÷æ÷∏¸ù÷fl ◊≠÷¨÷÷‘◊∏¸ü÷ ◊ü÷◊£÷ çÍ̇  ≥÷flü÷∏¸
Ü£÷÷‘ü÷À çÓ̇ ª÷Îõ¸∏¸ æ÷¬÷‘ çÍ̇  Ø÷øì÷÷ü÷À æ÷¬÷‘ çÍ̇  31 ï÷≠÷æ÷∏¸fl ü÷ç˙ Ø÷œ√ü÷„ü÷ ◊ç˙µ÷÷ ê÷µ÷÷ £÷÷ Ö µ÷◊§¸ ≠÷∆¸‡ ü÷÷Í ◊æ÷æ÷∏¸ù÷fl Ø÷œ√ü÷„ü÷ ç˙∏¸≠÷Í ç˙fl ◊ü÷◊£÷
§¸fl ï÷÷≠÷fl ì÷÷◊∆¸ãÖ
Please state whether the annual return on immovable property for the preceding calendar year

was filed within the prescribed date, i.e., 31st January of the year following the calendar year. If

not, the date of filing the return should be given.

◊§¸≠÷÷”ç˙¸ Date : ∆√ü÷÷Å÷∏ Signature
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≥÷÷ê÷ / Part- III

(◊∏¸Ø÷÷Íô‘¸ ◊ª÷è÷≠÷Í æ÷÷ª÷Í Ü◊¨÷ç˙÷∏¸fl ç˙÷ ¥÷Êªµ÷÷”ç˙≠÷)
(Assessment of the Reporting Officer)

1. åµ÷÷ ◊∏¸Ø÷÷Íô‘̧ ◊ª÷è÷≠÷Í æ÷÷ª÷Í Ü◊¨÷ç˙÷∏¸fl, Ø÷§¸¨÷÷∏¸fl ´¸÷∏¸÷ è÷ùõ¸ II ¥÷Î :
◊§¸ã ê÷ã ç˙÷µ÷‘ çÍ˙ Ø÷œüµ÷Íç˙ ¥÷∆¸¢æ÷Ø÷Êù÷‘ ◊æ÷æ÷∏¸ù÷ √÷Í √÷∆¸¥÷ü÷ ∆Ô̧ ?
Does the Reporting Officer agree with each and

every significant statement contained in the Part- II

of the work done by the Official?

2. √æ÷÷√£µ÷ / State of Health :

3. àØ÷¤√£÷◊ü÷ ¥÷Î ◊≠÷µ÷◊¥÷ü÷ü÷÷ ü÷£÷÷ √÷¥÷µ÷ ç˙fl Ø÷÷≤÷”§¸fl :

Regularity and Punctuality in attendance

4. Ü÷ø÷„◊ª÷◊Ø÷ç˙flµ÷ ç˙÷µ÷‘ ¥÷Î §¸Å÷ü÷÷ ü÷£÷÷ ø÷„®¸ü÷÷ :

Proficiency and accuracy in Stenographic Work

5. ≤÷„◊®¸¥÷¢÷÷, ª÷ê÷≠÷ ü÷£÷÷ Ø÷◊∏¸¡÷¥÷ø÷flª÷ü÷÷ :

Intelligence, Keenness and Industry

6. ê÷„Øü÷ ü÷£÷÷ Ø÷∏¸¥÷ ê÷„Øü÷ ¥÷÷¥÷ª÷÷Í ” ãæ÷” ç˙÷ê÷Õï÷Õ÷ü÷ ç˙÷Í :

◊≠÷Ø÷ô¸÷≠÷Í ¥÷Î ◊æ÷¿æ÷√÷≠÷flµ÷ü÷÷
Trustworthiness in handling secret and top secret

matters and papers.

7. Ü÷≤÷≠¨÷ Ø÷„¤√ü÷ç˙÷ (á≠÷ê÷Íï÷¥÷Îô¸ õ¸÷µ÷∏¸fl) ç˙÷ ∏¸è÷∏¸è÷÷æ÷ ü÷£÷÷ ≤÷Óö¸ç˙÷Í ” , :
√÷÷Å÷÷üç˙÷∏¸÷Í ”, Ü÷◊§¸ çÍ̇  ◊ª÷ã Ü÷æ÷øµ÷ç˙ ç˙÷ê÷Õï÷Õ÷ü÷ ç˙÷Í √÷¥÷µ÷ Ø÷∏¸
Ø÷œ√ü÷„ü÷ ◊ç˙µ÷÷ ï÷÷≠÷÷
Maintenance of engagement diary and timely submission

of necessary papers for meetings, interviews etc.

8. µ÷∆¸ √÷„◊≠÷¤øì÷ü÷ ç˙∏¸≠÷Í çÍ˙ ◊ª÷ã √÷÷¥÷÷≠µ÷ √÷∆¸÷µ÷ü÷÷ ◊ç˙ ãÍ√÷Í ¥÷÷¥÷ª÷÷Í ” ç˙fl :

Ü≠÷§Í̧è÷fl ≠÷ ∆¸÷Í ï÷÷ã ◊ï÷≠÷ Ø÷∏¸ ¨µ÷÷≠÷ ◊§¸µ÷÷ ï÷÷≠÷÷ Ü÷æ÷øµ÷ç˙ ∆Ó̧ Ö
General assistance in ensuring that matters requiring

attention are not lost sight of.

9. ôÍ¸ª÷fl±˙÷Í≠÷ ç˙÷Úª÷ ü÷£÷÷ Ü÷ê÷≠ü÷„ç˙÷Í ” çÍ̇  √÷÷£÷ √÷¥Ø÷ç ‘̇ ç˙∏¸≠÷Í ¥÷Î Ø÷∆¸ª÷ :

ø÷¤åü÷ Ü÷Ó∏¸ æµ÷æ÷∆¸÷∏¸ ç„̇ ø÷ª÷ü÷÷
Initiative and tact in dealing with telephone calls and

visitors.
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10. ◊ô¸ØØ÷◊ù÷µ÷÷Í ”, Ø÷°÷÷Í ”, ç˙÷µ÷‘æ÷È¢÷÷Í ”, √÷÷∏¸÷”ø÷ ç˙÷ ¥÷√÷÷Ó§¸÷ ü÷Óµ÷÷∏¸ ç˙∏¸≠÷Í :
Ü÷Ó∏¸ √÷”Å÷ÍØ÷ù÷, Ü÷◊§¸ ü÷Óµ÷÷∏¸ ç˙∏¸≠÷Í ç˙fl Å÷¥÷ü÷÷ (µ÷◊§¸ Ø÷§¸¨÷÷∏¸fl
´¸÷∏¸÷ á√÷ Ø÷œç˙÷∏¸ çÍ̇  ç˙÷µ÷‘ ◊ª÷ã ê÷ã ∆¸÷Í ”Ö)
Ability to draft notes, letters, minutes, briefs and

ability to prepare summary, etc. (In case such items

of work have been performed by the Official.)

11. (ç˙) åµ÷÷ Ø÷§¸¨÷÷∏¸fl ¥÷Î ãÍ√÷fl ç˙÷Íá‘ ◊æ÷ø÷Í¬÷ü÷÷ã— Ü÷Ó∏¸ àüçÈ̇ ¬ô¸ ê÷„ù÷ µ÷÷ :
µ÷÷Íêµ÷ü÷÷ã— ∆Ô̧ ◊ï÷≠÷çÍ̇  ç˙÷∏¸ù÷ ◊æ÷ø÷Í¬÷ ç˙÷µ÷‘ çÍ̇  ◊ª÷ã à≠÷ç˙÷
ì÷„≠÷÷ ï÷÷≠÷÷ à◊ì÷ü÷ ∆¸÷Í? µ÷◊§¸ ∆¸÷Í, ü÷÷Í à√÷ç˙÷ √÷”Å÷ÍØ÷ ¥÷Í ”
àªª÷Íè÷ ç˙∏Î̧Ö

(a) Has the Official any special characteristics and

outstanding merits, abilities which would justify

his / her selection for special assignments. If so,

please mention these characteristics briefly.

(è÷) Ü≠µ÷ ç˙÷µ÷‘Å÷Í°÷÷Í ” çÍ˙ ◊ª÷ã àØ÷µ÷„åü÷ü÷÷ çÍ˙ √÷”≤÷”¨÷ ¥÷Î
◊√÷±Õ̇ ÷◊∏¸ø÷ (á√÷Í √÷”Ø÷„¤¬ô¸ü÷ ◊ç˙µ÷÷ ï÷÷≠÷÷ ì÷÷◊∆¸ãÖ)

ü (b) Recommendations regarding suitability for other

spheres of work. (This should be substantiated.)

12. åµ÷÷ ◊∏¸Ø÷÷Íô‘ ç˙fl Üæ÷◊¨÷ ¥÷Î ª÷÷Ø÷∏¸æ÷÷∆¸fl √÷Í ç˙÷¥÷ ç˙∏¸≠÷Í µ÷÷ Ü≠µ÷
ç˙÷∏¸ù÷÷Í” √÷Í à≠÷ç˙fl ≥÷ü√÷‘≠÷÷ ç˙fl ê÷á‘ ∆Ó̧? µ÷◊§¸ ∆¸÷—, ü÷÷Í à√÷ç˙÷
√÷”◊Å÷Øü÷ ≤µ÷÷Í∏¸÷ §Î̧Ö
Has he / she been reprimanded for indifferent work
or for other causes during the period under report?
If so, give brief particulars.

13. Ü≠µ÷ √÷∆¸ç˙◊¥÷‘µ÷÷Í ” çÍ̇  √÷÷£÷ √÷”≤÷”̈ ÷, Ü≠÷„ø÷÷√÷≠÷≤÷®¸ü÷÷, Ü÷◊§¸
√÷◊∆¸ü÷ æµ÷¤åü÷üæ÷, ì÷◊∏¸°÷ ü÷£÷÷ √æ÷≥÷÷æ÷ ç˙÷ √÷÷¥÷÷≠µ÷ ¥÷Êªµ÷÷”ç˙≠÷ Ö
General assessment of personality, character

and temperament, including relations with

fellow employees, amenability to discipline, etc.

14. √÷üµ÷◊≠÷¬ö¸÷
Integrity

15. ç˙÷Í◊ô¸ ◊≠÷¨÷÷‘∏¸ù÷ (àüçÈ̇ ¬ô ¸/ ≤÷∆„¸ü÷ Üìî˚÷ / Üìî˚÷ / Ü÷Ó√÷ü÷ /
Ü÷Ó√÷ü÷ √÷Í ç˙¥÷)
Grading (Outstanding / Very Good / Good / Average /

Below Average)

(◊ç˙√÷fl Ø÷§¸¨÷÷∏¸fl ç˙÷Í ü÷≤÷ ü÷ç˙ àüçÈ̇ ¬ô¸ ç˙÷Í◊ô¸ ≠÷∆¸‡ §¸fl ï÷÷≠÷fl ì÷÷◊∆¸ã
ï÷≤÷ ü÷ç˙ à≠÷¥÷Î ◊æ÷◊ø÷¬ô¸ ê÷„ù÷ ü÷£÷÷ ç˙÷µ÷‘ ◊≠÷¬Ø÷÷§¸≠÷ §Í¸è÷≠÷Í ¥÷Î ≠÷
Ü÷µ÷÷ ∆¸÷Í, ãÍ√÷Í ç˙÷Í◊ô¸ ◊≠÷¨÷÷‘∏¸ù÷ çÍ̇  ◊ª÷ã ç˙÷∏¸ù÷÷Í” ç˙÷ √Ø÷¬ô¸ àªª÷Íè÷
◊ç˙µ÷÷ ï÷÷≠÷÷ ì÷÷◊∆¸ãÖ)

(An official should not be graded Outstanding

unless exceptional qualities and performance

have been noticed; grounds for giving such grad-

ing should be clearly brought out.)
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16. Ü≠÷„√÷Ê◊ì÷ü÷ ï÷÷◊ü÷µ÷÷Î Ü÷Ó∏¸ Ü≠÷„√÷Ê◊ì÷ü÷ ï÷≠÷ï÷÷◊ü÷µ÷÷Î çÍ̇  ◊æ÷ç˙÷√÷ :

Ü÷Ó∏¸ √÷”∏¸Å÷ù÷ ¥÷Î Ø÷œ≥÷÷◊æ÷ü÷÷Ö
Effectiveness in the development and protection of

SCs and STs.

(ç˙) Ü.ï÷÷.Ü÷Ó∏¸ Ü.ï÷.ï÷÷.çÍ̇  Ø÷œ◊ü÷ Ü◊≥÷æ÷È◊¢÷ :

(a) Attitude towards SCs and STs

(è÷) √÷÷¥÷÷◊ï÷ç˙ ≠µ÷÷µ÷ çÍ˙ Ø÷œ◊ü÷ √÷”æ÷Í§¸≠÷ø÷flª÷ü÷÷ :

(b) Sensitive to social justice

(ê÷) ≠÷Èø÷”√÷ü÷÷ ç˙÷Í ∏¸÷Íç˙≠÷Í Ü÷Ó∏¸ §¸◊¥÷ü÷ ç˙∏¸≠÷Í çÍ̇  ◊ª÷ã ü÷£÷÷ Ü.ï÷÷. :

Ü÷Ó∏¸ Ü.ï÷.ï÷÷.ç˙÷Í ≠µ÷÷µ÷ √÷„◊≠÷¤øì÷ü÷ ç˙∏¸≠÷Í çÍ̇  ◊ª÷ã

ü÷„∏”̧ü÷ Ü÷Ó∏¸ Ø÷œ≥÷÷æ÷fl ç˙÷∏‘̧æ÷÷á‘ ç˙∏¸≠÷Í ç˙fl Å÷¥÷ü÷÷Ö
(c) Ability to take quick and effective action to prevent and

quell atrocities and ensure justice to SCs and STs.

(ë÷) Ü.ï÷÷.Ü÷Ó∏ Ü.ï÷.ï÷÷.¥÷Î ◊æ÷ç˙÷√÷ ª÷÷≠÷Í ç˙fl Ø÷œ≥÷÷◊æ÷ü÷÷ :

(d) Effectiveness in bringing about the development

of SCs and STs.

◊∏¸Ø÷÷Íô‘̧ ◊ª÷è÷≠÷Í æ÷÷ª÷Í Ü◊¨÷ç˙÷∏¸fl ç˙÷ ∆¸√ü÷÷Å÷∏¸ :

Signature of the Reporting Officer

≠÷÷¥÷¸ (√Ø÷¬ô¸ ÜÅ÷∏¸÷Î ¥÷Î)
Name (in Block Letters) :

Ø÷§¸≠÷÷¥÷¸ (◊∏¸Ø÷÷Íô‘¸ ç˙fl Üæ÷◊¨÷ ¥÷Î)
Designation (during the period of report) :

◊§¸≠÷÷”ç˙ / Date :

√£÷÷≠÷ / Place :


