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DIVISIONAL ACCOUNS OFFICER GR-II/ DIVISIONAL ACCOUNTANT 
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                              fof'k’V igpku la[;k 

Unique Identity Number_ _ _ _ _ _ _ _ _ _ _ _ _ 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Jh/ Shri …………………………………………………………………………… 

inuke/Designation ………………………………………………………..……… 

ls/From………………………………….. rd/to………………………………… 

 

 

 

 

 

 

 

Division Name 

………………………………………………………………………… 

………………………………………………………………………… 

………………………………………………………………………… 
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Okkf"kZd fu"iknu ewY;kWdu fjiksZV  

ofj"B [k.Mh; ys[kkf/kdkjh@[k.Mh; ys[kkf/kdkjh xzsM I @ 

[k.Mh; ys[kkf/kdkjh xzsM I I @[k.Mh; ys[kkdkj 
ANNUAL PERFORMANCE APPRAISAL REPORT FOR 

SR. DIVISIONAL ACCOUNTS OFFICER/DIVISIONAL ACCOUNS OFFICER GR-I/  

DIVISIONAL ACCOUNS OFFICER GR-II/ DIVISIONAL ACCOUNTANT 

………………………….…………….. ls……………..……………………………………rd 
Report for the period from……………………………...….. to…………………………………………… 

Hkkx 1/PART-I 

O;fDrxr fooj.k/PERSONAL DATA 

(dk;kZy; ds lEcfU/kr iz”kklfud vuqHkkx }kjk Hkjs tkus gsrq) 

(To be filled by the Administrative Section concerned of the Office) 

 

1. vf/kdkjh dk uke lkQ /Name of the Officer 

 (lkQ v{kjksa esa) (in capital letters) 

 

 

2. vf/kdkjh dh igpku la[;k 

Employee I.D. 

 

 

3. inuke Designation 

 

 

4. D;k vf/kdkjh vuqlwfpr tkfr@vuqlwfpr tutkfr dk gS  

Whether the Officer belongs to Scheduled 

caste/Scheduled Tribe ? 

 

5. tUefrfFk /Date of Birth 

 

 

6. “kS{kf.kd vgZrk,a] of̀Rrd vkSj rduhdh vgZrkvksa ds lkFk 

Educational qualifications including Professional 

and technical qualifications 

 

 

7. ikl dh xbZ foHkkxh; ijh{kk,a 

Departmental Examination passed 

 

 

8. orZeku xzsM esa lrr~ fu;qfDr dh frfFk 

Date of continuous appointment to the present grade 

 

 

9. orZeku in ,ao mldh fu;qfDr dh frfFk 

Present post and date of appointment thereto 

 

 

10. ;fn vf/kdkjh izfrfu;qfDr ij gS] rks ewy in 

If the officer is a Deputationist, the parent post 

 

 

 

11. o"kZ ds nkSjku (NqV~Vh ,ao izf”k{k.k vkfn ds dkj.k) M~;wVh ls 

vuqifLFkfr dh vof/k ;fn izf”k{k.k fy;k gks rks mldk 

fooj.k nsa 

Period of absence from duty (On leave, training 

etc.) during the year.If he has gone under training 

please specify 
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Statement to be attached with APAR of DA/DAO for the year…….  
(Self Appraisal targets for the Sl. No. 2A of Part-II) 

Sl 
No 

Month/ year Monthly 
Account 
submitted 
vide letter No 
& Date 

Form 51 
submitted 
vide letter 
No & Date 

Reconciliation 
Quarterly 
done up to 
vide letter No 
& Date 

Objection of 
Accounts, if 
any, 
complied 
vide letter 
No & date 

Heavy 
Cash 
Balance 
at the 
end of 
the 
month 

1 April…..           

2 May…..           

3 June…..           

4 July…..           

5 August…..           

6 September…..           

7 October…..           

8 November…..           

9 December…..           

10 January…..           

11 February…..           

12 March…..           

 

 

 

 

Signature of the DA/DAO 

 

Name of DA/DAO 

 

ID No 

 

Name of Division 
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Hkkx nks/PART-II 

LoewY;kWdu/ SELF APPRAISAL 

(ftl vf/kdkjh dh fjiksZV fy[kh tkuh gS mlds }kjk Hkjs tkus gsrq q) 

 (To be Filled by the Official Reported Upon) 

 dì;k izfof’V;ksa dks Hkjus ls igys QkeZ ds vUr esa fn;s x;s vuqns”kksa dks /;ku ls i< ysa 

 (Please read carefully the instructions given at the end of the form before filling the entries) 

1. dÙkZO;ksa (M~;wfV;ksa)  dk laf{kIr fooj.k 

    Brief description of the duties. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
(2d) dk;Z ds tks y{;@mn~ns”;@/;s; ifj.kkekRed ;k vU; :i esa vkius Loa; vius fy;s fu/kkZfjr fd;s Fks ;k vki ds fy;s 

fu/kkZfjr fd;s x;s Fks] mUgsa crk,a A dk;Z dh vkB@ nl ensaa izkFkfedrk ds vk/kkj ij crk,a vkSj izR;sd y{; ls izkIr vkidh 

viuh miyfC/k crk,a  

2A. Please specify targets/objectives/goals (in quantitative or other terms) of work you set for yourself or that 

were set for you. Eight of ten items of work in the order of priority & your achievement against each target. 

 

y{;@mn~ns”;@/;s; Targets/objectives/goals miyfC/k;ka Achievements 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
(2[k)  dÌk;k la{ksi esa lwfpr djsa& fu/kkZfjr y{; rFkk ekfld ys[kk izLrqrhdj.k ds lEcU/k esa dr̀ dk;Z ; ifjek.k] xkMZ QkbZy 

dk vuqj{k.k ,ao vU; jftLVªjkaas rFkk fofHkUu foojf.k;ksa dk izLrqrhdj.k  

2B. Please state briefly, the target set and quantum of work done in regard to rendition of monthly account, 

maintenance of guard files & other registers, Furnishing of various returns. 
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(3d)  d̀Ik;k dkye 2 esa mfYYkf[kr y{;kas@mn~ns';ksa ds lUnHkZ esa dfe;ksa dk la{ksi esa mYYks[k djsaA dÌk;k y{;ksa dh izkfIr esa 

;fn dksbZ ck/kk,a jgh gkaas rks mUgsa Li"V djsaA  

3A. Please state briefly the shortfalls with reference to the targets/objectives reffered to the column 2. Please 

specify constraints, if any, in achieveing the targets.  

 
 

 

 

 
 

 

 

 
(3[k)  dÌk;k mu enksa dk Hkh mYYks[k djss ftuesa egRoiw.kZ miyfC/k;kW jgh gksa vkSj mlds izfr viuk ;ksxnku crk,aA  

3B. Please also indicate items in which there have been significantly, higher achievement and your 

contribution thereto. 

 

 

 

 

 
(3x)  dkye 2 es mfYyf[kr miyfC/k;kW ds vfrfjDRk vU; dksbZ egRoiw.kZ miyfC/k  

3C. Any significant additional achievement apart from those mentioned in column 2. 
 

 

 

 

 

 
(3?k)  izf'k{k.k dk;Zdze ftuesa 'kkfey gq, gksa 

3D. Training Programme attended. 

 

 

 
gLrk{kj 

Signature of the Official reported upon  

                                                                                             iwjk uke  /Full Name 

                                                                                                inuke /Designation 

                                                                                                 frfFk /Date 
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Hkkx rhu/PART-III 

(fjiksZV fy[kus okys vf/kdkjh }kjk Hkjs tkus ds fy,) 

 (To be Filled by Reporting Officer) 

1. dÌk;k [k.M nks esa vf/kdkjh ds LoaewY;kWdu ls Lohdf̀r dk fooj.k nsaA ;fn ugh] rks rF;iw.kZ fooj.k izLrqr djsaA  

Please state whether you agree with the self-appraisal of the Officer reported upon as mentioned 

in Part II. If not, please furnish the factual details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. fu"ikfnr dk;Z dk ewY;kWdu 

Assessment of work output 
fjiksZV fy[kus okys ,ao leh{kk djus okys vf/kdkjh 1 ls 10 rd vadh; Js.kh fu;r djsaxsa] tgkW 1 U;wure ,oa 10 

vf/kdre Js.kh dks mfYYkf[kr djsxkA bl [k.M dk egRo 40 izfr'kr gksxkA  

Numerical grading is to be assigned by Reporting and Reviewing Authorities on a scale of 1-10(One-

Ten), where 1 refers to the lowest and 10 to the highest grade, Weightage to this Section would be 40 

percent. 

 

dz0la0  

Sl 
No. 

En 

Items 

fjiksZfVax vf/kdkjh 

Repoting 
Authority  

leh{kk vf/kdkjh ¼[k.M 

4 ds iSjk 2 dk mYYks[k½ 

Reviewing Authority 

(Refer Para 2 of Part-
IV) 

leh{kk 

vf/kdkjh ds 

vk|{kj 

Initial of 

Reviewing 

Authority 

(i) vkaofVr fo"k; ds vuqlkj vk;kstukc} 

dk;Z@vkoafVr dk;Z dh izoh.krk 

Acomplishemnt of planned work/work 

allotted as per subject allotted 

 

 

 

  

(ii) dk;Z fu"iknu dh dksfV 

Quality of output 
 

 

 

  

(iii) fo'ys"k.k dh ;ksX;rk  

Analytical ability  

 

 

 

 

  

(iv) vioknh dk;Z@fu"ikfnr vizR;kf'kr dk;Z izoh.krk 

Acomplishemnt of exceptional work/ 

unforeseen task performed  

 

 

 

  

(v) fu"ikfnr dk;Z ij lEiw.kZ Js.kh fu/kkZj.k 

Overall Grading on ‘Work Output” 
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3. O;fDrxr xq.kksa dk ewY;kWdu /Assessment of personal attributes 
fjiksZV fy[kus okys ,ao leh{kk djus okys vf/kdkjh 1 ls 10 rd vadh; Js.kh fu;r djsaxsa] tgkW 1 U;wure ,oa 10 

vf/kdre Js.kh dks mfYYkf[kr djsxkA bl [k.M dk egRo 30 izfr'kr gksxkA  

Numerical grading is to be assigned by Reporting and Reviewing Authorities on a scale of 1-10(One-Ten), where 1 

refers to the lowest and 10 to the highest grade, Weightage to this Section would be 30 percent. 

dz0la0  

Sl 
No. 

en 

Items 

fjiksZfVax 

vf/kdkjh 

Repoting 

Authority  

leh{kk vf/kdkjh ¼[k.M 4 ds 

iSjk 2 dk mYYks[k½ 

Reviewing Authority 

(Refer Para 2 of Part-IV) 

leh{kk vf/kdkjh 

ds vk|{kj 

Initial of 

Reviewing 

Authority 

(i) dk;Z ds izfr vfHkòfRr 

Attitude to work 
 

 

  

(ii) mRRkjnkf;Ro dk cks/k 

Sense of responsibility 
 

 

  

(iii) vuq'kklu dks cuk;s j[kuk 

Maintenance of Discipline 
 

 

  

(iv) Ik= O;ogkj esa dq'kyrk 

Communication skill 
 

 

  

(v) usr̀Ro esa fo'ks"krk 

Leadership qualities 
 

 

  

(vi) Vhe Hkkouk esa dk;Z dh {kerk 

Capacity to work in team spirit 
 

 

  

(vii) le; lwph ij tes jgus dh {kerk 

Capacity to adhere to time- schedule 
   

(viii) vUrZOkS;fDRkd lEcU/k 

Inter-personal relations 
 
 

  

(ix) lEiw.kZ O;fDRkRo ,ao /kkj.k {kerk 

Overall bearing and personality 
 

 

  

(x) O;fDrxr xq.kksa dh lEiw.kZ Js.kh 

Overall Grading on “Personal 

Attributes” 

   

4- dk;Z dh l{kerk dk ewY;kWdu 

Assessment of functional competency 
fjiksZV fy[kus okys ,ao leh{kk djus okys vf/kdkjh 1 ls 10 rd vadh; Js.kh fu;r djsaxsa] tgkW 1 U;wure ,oa  10 

vf/kdre Js.kh dks mfYYkf[kr djsxkA bl [k.M dk egRo 30 izfr'kr gksxkA  

Numerical grading is to be assigned by Reporting and Reviewing Authorities on a scale of 1-10(One-Ten), where 1 

refers to the lowest and 10 to the highest grade, Weightage to this Section would be 30 percent. 
dz0la0  

Sl 

No. 

en 

Items 

fjiksZfVax 

vf/kdkjh 

Repoting 

Authority  

leh{kk vf/kdkjh ¼[k.M 4 

ds iSjk 2 dk mYYks[k½ 

Reviewing 

Authority (Refer 

Para 2 of Part-IV) 

leh{kk vf/kdkjh 

ds vk|{kj 

Initial of 

Reviewing 

Authority 

(i) fu;eksa] fofu;eksa rFkk dk;Z fof/k;ksa ds d̀R; ,ao mudks mfpr 

izdkj ls ykxw djus dh {kerk 

Knowledge of Rules/Regulations/ Procedures in 

the area of function and ability to apply them 

correctly 

   

(ii) dk;Zuhfr ;kstuk dh {kerk 

Strategic planning ability 
 

 

  

(iii) fu.kZ; ysus dh {kerk 

Decision making ability 
 

 

  

(iv) leUo;d dh {kerk 

Coordination ability 
 

 

  

(v) v/khuLFkksa ds fodkl ,ao vfHkizsj.k dh {kerk 

Ability to motivate and develop subordinates 
   

(vi) igy djus dh {kerk 

Initiative 
 

 

  

(vii) dk;Z dh l{kerk ij lEiw.kZ Js.kh 

Overall Grading on ‘Functional Competency” 
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5- vuqlwfpr tkfr;kasa@vuqlwfpr tutkfr;ksa@lekt ds detksj oxksZ ds izfr nf̀"Vdks.k 

 Attitudes towards schedules castes/schedule tribes/weaker section of society  
¼dì;k vuqlwfpr tkfr;kasa@vuqlwfpr tutkfr;ksa@lekt ds detksj oxksZ dh lekL;vkss dks le>us dh vf/kdkjh 

dh Hkkouk rFkk mUgs nwj djus dh rRijrk ij fVIi.kh nsa½ A  

(please coment on his/her understanding of the problems of the schedules castes/schedule 

tribes/weaker section & willingness to deal with them) 

 

 

 

 

 

6. izf'k{k.k@Training : 
dÌk;k vf/kdkjh dh izHkkfor vkSj dk;Z {kerkvkssa esa vkSj vf/kd lq/kkj dh ǹf"V ls mlds izf'k{k.k ds fy, laLrqfr 

djsaA 

Please give recommendation for training with a view to further improving and effectiveness and 
capabilities of the officer. 

 

 

 

7.  LokLF; dh fLFkfr@ State of Health:  

 

 

8. lR;fu"Bk@ Integrity:   
¼dÌk;k vuqns'kksa ds uhps nh xbZ fVIi.kh nsa[ksa½ 

 (Please see note below the instructions) 
 

 

9. fjiksZfVax vf/kdkjh }kjk vf/kdkjh ds lEiw.kZ xq.kksa ¼{kerk ds {ks= o de {kerk] vfrfjDRk miyfC/k;kW] egRoiw.kZ 

pwd o detksj oxksZ ds izfr nf̀"Vdks.k½ ij 100 'kCnksa dk mYYks[kA 
 Pen picture by Reporting Officr (in about 100 words) on the overall qualities of the official 

including area of strength and lesser strength, extraoridinary achievements, significiant failures 

and attitude towards weaker sections.   

 

 

 

 

 

 

 

 

 

 

 

10. fjiksZV ds [k.M 3 ds iSjk 2] 3 ,ao 4 ds egRo ds vk/kkj ij lEiw.kZ vadh; Js.kh  

Overall numerical grading on the basis of weightage given in Para 2, 3 and 4 in Part – III 

of the Report. 

 

 

 

  
fjiksZV fy[kus okys vf/kdkjh ds gLrk{kj 

Signature of the Reporting Officer 

 

LFkku@Place……………………….     uke ¼lkQ v{kjksa esa½  

Name in Block Letters……………………………… 

 

frfFk@Date…………………………    fjiksZV dh vof/k esa inuke  

Designation……….....................…………………… 
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Hkkx pkj & iqujh{k.k dh vfHk;qfDr;kW  

PART-IV REMARKS OF THE REVIEWING OFFICER 

 

1. iqujh{k.k vf/kdkjh ds v/khu dh xbZ lsok dh vof/k 

Length of services under the Reviewing Officer 

 

2. D;k vki fjiksZV fy[kus okys vf/kdkjh ds ewY;kWdu ls ,oa [k.M 3 esa fn;s x;s fofHkUu fo'ks"krkvksa ,ao fd;s 

x;s dk;Z ls lger gSaA ;fn vki fdlh Hkh vadh; ewY;kWdu@ fo'ks"krk ls vlger gksa rks d`Ik;k [k.M 3 essa 

vkids fy, miyC/k dkWye esa viuk ewY;kWdu vfHkfyf[kr djsa vkSj viuh izfof"V;ksa ij vk|{kj djsaA 

Do you agree with the assessment made by the Reporting Officer with respect to the 

work output and the various attributes in Part-III? In case you do not agree with any 

of the numerical assessments of attributes, please record your assessment in the 

column provided for you in Part III and initial your entries. 

 
gkW eSa lger gWw 

Yes, I agree 

 

ugh eSa lger ugh gWwA eSus viuk ewY;kWdu [k.M 3 esa vfHkfyf[kr dj fn;k 

gSA 

No, I do not agree. I have recorded my assessment in Part III 

 

 
¼dÌk;k] tks ykxw u gks mls gVk nsa½ 

 (Please strike which is not applicable) 

3. fopkjksa dh fofHkUurk dh fLFkfr esa dÌk;k fooj.k ,ao dkj.k nsaA 

In case of difference of opinion, please give details and reasons for the same. 

 

 

 

 

 

4. fjiksZV fy[kus okys vf/kdkjh ds ewY;kWdu ij fVIi.kh djsa] ;fn dksbZ gksA 

Comments, if any, on the Pen Picture written by the Reporting Officer. 

 

 

 

 

 

5. fjiksZV ds fy, [k.M 3 ds iSjk 2] 3 ,ao 4 ds egRo ds vk/kkj ij lEiw.kZ vadh; Js.kh  

Overall numerical grading on the basis of weightage given in Para 2, 3 and 4 in Part 

III of the Report.  

 

 

 

                                                                                                                                                                           
iqujh{k.k vf/kdkjh ds gLrk{kj 

Signature of the Reviewing Officer 

 

LFkku@Place……………………….     uke ¼lkQ v{kjksa esa½  

Name in Block Letters……………………………… 

 

frfFk@Date…………………………    fjiksZV dh vof/k esa inuke  

Designation……….....................…………………… 
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I N S T R U C T I O N S 
1 The Annual Performance Appraisal Report (APAR) is an important document. lt provides the basic and vital 

inputs for assessing the performance of an officer and for his/her further advancement in his/her career. The 
Officer reported upon, the reporting Authority, the Reviewing Authority and the Accepting Authority should; 
therefore, undertake the duty of filling out the form with a high sense of responsibility. 

2 The performance Appraisal should be used as a tool for human resource development. Reporting officers should 
realize that the objective is to develop an officer so that he/she realises true potential. lt is not meant          to be 
fault finding process but a development one. The Reporting officer and the Reviewing officer should not shy 
away from reporting shortcomings in performance, attitudes or overall personality of the officer reported upon. 

3 The items should be filled with due care and attention and after devoting adequate time. Any attempt to fill the 
report in casual or superficial manner will be easily discernible to higher authorities. 

4 Answers shall be given in a narrative form. The space provided indicates the desired length of the answer. 
Words and phrases should be chosen carefully and should accurately reflect the intention of the authority 
recording the answer. Please use unambiguous and simple language. Please do not use omnibus expression 
like ‘Outstanding’, ‘very good', 'Good', 'Average', Below Average', while giving your comments. 

5 The Reporting Officer shall, in the beginning, of the year set quantitative/physical targets in consultations with 
each of the officers with respect to whom he is required reported upon. Performance appraisal should be joint 
exercise between the officer reported upon and the Reporting officer. The targets/goals shall be set at the 
commencement of the reporting year. In case of an officer taking up a new assignment in the course of a 
reporting year, such targets/goals shall be set at the time of assumption of the new assignment. 

6 The targets should be clearly known and understood by both the officers concerned. While- fixing the targets, 
priority should be assigned item-wise, taking into consideration the nature and the area of the work and any 
special feature that may be specific to the nature of the area of the work of the officer to be reported upon. 

7 Although performance appraisal is a year-end exercise, in order that it may be a tool for human resource 
development, the reporting officer and the officer reported upon should meet during the course of the year at 
regular intervals to review the performance and to take necessary corrective steps. 

8 It should be the endeavour of each appraiser to present the truest possible picture of the appraisee in regard 
and his/her performance, conduct, behaviour and potential. 

9 Assessment should be confined to the appraisee's performance during the period of report only. 
10 Some post of the same rank may be more exacting than others. The degree of stress and strain in any post may 

also vary time to time. These facts should be borne in mind during appraisal and should be commented upon 
appropriately. 

11. Aspects on which an appraisee is to be evaluated on different attributes are delineated below each column. The 
appraiser should be deal with these and other aspects relevant to the attributes. 

12. The following procedure should be followed in filing up the column relating to integrity; 
 (i)  If the Officer’s integrity is beyond doubt, it may be so stated. 
 (ii) If there is any doubt or suspicion, the column should be left blank and action taken as under: 
(a) A separate secret note should be recorded and followed up. A copy of the note should also be sent 

together with the APAR to the nest superior officer who will ensure that the follow up action is taken 
expeditiously. Where it is not possible either to certify integrity or to record the secret note, the 
reporting officer should state that he had not watched the officer’s work for sufficient time to form a 
definite judgement or that he has heard nothing against the officer as the case may be. 

(b) If as result of follow up action, the doubts or suspicions are cleared, the officer’s integrity should be 
certified and an entry made accordingly in the APAR.  

(c) If the doubts and suspicion are confirmed, this fact should also be recorded and communicated to 
the officer concerned.  

(d) If as a result of follow up action, the doubts or suspicions are neither cleared nor confirmed, the 
officer’s conduct should be watched for a further period and thereafter action taken as indicated at 
(b) and (c) above. 

13. Guidelines regarding filling up APAR with numerical grading:  
(i) Numerical grading are to be awarded by reporting and reviewing Authorities for the quality of work 

output, personal attributes and functional competence of the officer reported upon. These should be 
on the scale of 1-1, where 1 refers to the lowest grade and 10 to the highest grade.  

(ii)  It is expected that any grading 1 or 2 (against work output or attributes or overall grade) would be 
adequately justified in the pen picture by the way of specific failures and similarly, any grade of 1 to 
10 would be justifies 'with respect to specific accomplishments. Grades of 1-2 or 9-10 are expected 
to be rare occurrences and hence the need to justify them. In awarding a numerical grade the 
Reporting and Reviewing Authorities should rate the officer against a larger population of his/her 
peers that may be currently working under them.  

(iii)  APAR graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 9 for the 
purpose of calculation average score for empanelment/promotion. 

(iv)  APAR graded between 6 and 8 will be rated as “Very Good” and will be given a score of 7. 
(v)  APAR graded between 4 and 6 will be rated as “Good” and will be given a score of 5. 
(vi) APAR graded below 4 will be given a score of “Zero”. 

14. Weightage and Mean:  
Weights have been assigned to work output, personal attributes and functional competency. The overall grade on 
a score of 1-10 will be based on 40% weightage of assessment of work output and 30% each for assessment of 
personal attributes and functional competency. The overall grading will be based on addition of the mean value of 
each group of indicators In proportion to weightage assigned. 
(Ministry of home Affairs OM No. 51/4/64 Estt(A) dated 23.07.2009 and Department of Personnal and Training OM No. 21011/1/2005-Estt(A)(Pt II) dated 

23.07.2009) 


