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(Name of the Department / Off lce) Name of Service.

PERFORMANCE EVALUATION REPORT

For the period from

PART . I

1 .

2 .

3 .

5 .

6 .

Name (in block letters)

Date of Birth Date of entry in Service
Grade with present pay

Post held during the pedod

Academic Qual i f icat ion

(S). Reading (R)

7 .

8 .

Hobbies

Traininq Received:

Name of course attended
Name of lnstitution

'and country

L
. Also

'10. Period served

(a) in present posl (b) under Reporting Officer

11 . Date of last annual medical checkup



The rating in Parts - l l , l l l  & lV should be recorded by init iall ing the appropriate box

The rating denoted by alphabets is as follows.
'A l 'Very Good, 'A Good. 'B'Average, 'C' Below Average, 'D' Poor'

For uniform interpretation of qualit ies l isted in these parts two exlreme shades are
mentioned against each item. P/ease see para I of instruction.

PART . I I

PERSONAL QUALITIES

A1 B c D

1.  l n te l l i gence . Exceptionally bring;
Excellent comprehension.

Du l  .  s l ow

2 . Confldence and wil l Exceptiondlly confideit
and resolute.

3. Emotionalstabil i ty. Mature; balanced. unstable'
tmmature

4 Adaptabi l i ty. Alert & highly
responsible.

R i g r d  I n f  e '  i b  e

5. Understanding &
toLerance.

Considerate &
Cooperative.

Lacks abil i ty to
appreciate others
point of vlew: un
sympathetic.

6 Appearance and
beanng

Creates excellent
impression.

Clumsy,
unimpresive.

7 ,  O V E R A L L  G R A D I N G  I N  P A R T  - . .  ,

PART - III

ATTITUDES

Narrow and
suPerficial

Well  read.1 *Knowledge of
ls lam.

Indifferent;
intolerant.

Deeply motivated;
enlightened-

2. *Attitude towards
lslamlc ldeology.

Reluctani to take
on responsibi l i ty;
wil l  avoid i t  when-
ever possible.

Always prepared to take
on resPonsibi l i ty even in
difficult cases.

3. Acceptance of
responsibi l i tY.

Dull;  has to be told
what to thlnk.

Full  of ideas, alw?ys
comes up wlth lngenrous
solution to Problems,
fert i le.

4 Abil i ty to produce
constructive ideas.

* ln case of non muslims the entries wil l refer to their own religion'



B c D

Anticipates problems
and plans ahead.

Handles problems
only after they

6. lnlt iat ive & Drive. Bold and enterprasing;
oynamlc.

Timid and
dif f ident.

7 Reliabi l i ty under
pressure.

lmpeduibable and
exceptionally rel iable
at al l  t imes.

Confused and
easily f lustered
even under norrral

8 Judgement. Makes consjstently
sound proposals/
decisions.

Lacks balance and
consrstency;
rrnmatLtre.

g  F inanc ia i
Responsibi l i ty.

Exercrses due care
discipl ine.

lrresponsible.

1o Perseverance and
devotion to duty. .

Resolute; carries a task
throlrgh to the end.

Negl igent and dis-
inlerested

11 . Relations with:-
a) Superior.

b )  Co l l eagues

cl Subordinates

Cooperative; well  l iked
and t.usted.

Un-cooperative;
does not insptre
confidence.

\ /orks well in a team. Diff icul t  col league.

Courteous and effectjve;
inspires confidence.

Brusque & intoler-
en!; does not earn
reSPeCtl

: 3ehav lou rw i t h
p Lr bl lc

Courteous and helpful. Haughty; unsymp-
a{hetic and i l l
behaved.

1 3  O V E R A L L  G R A D I N G  I N  P A R T  .  I I I

PART . IV

PROFIGIENCY IN JOB

1 Power of Expressior
a) Written.

b) oral

Always precise, clear
and well set olrt.

Clumsy & vague

Puts across convlncLngly
& concisely

lneffect ive.

2 Knowledge of work. Flas a thorough grasp of
the knowledge relevani
to this job.

Does noi know
enough ;bout the
presenr loo.

3 Analyi ical  abi l i ty Picks oui the essentials
without wasting t ime on
irrelevant detai ls.

Seldom sees
below the surface
of a problem.

4 Supervision &
G uidance.

Organises & uses staff
and other resources
effectively-

Lacks control;
lneffective

5. Abi l i iy to take
decision.

Very logical  and
decisive.

lndecisive;
vaci l lat ing

6 Work a) output

b) Oual i ty.

Always uPto-date; acou-
mulates no afrears.

Alwavs behind
schedule; very
slow disposal.

Alwavs produces work of
exceptic;naliy high
quaury.

General ly
produces.worK oT

7. OVERALL GRADING lN Pf,RT - tV
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PART - V

(a) Pen-Picture: Please comment on any particularly stiong or weak points withoul
. repeating earlier parts ofthe reports. Also indicate the future posting considered

most suitable for the official.

(ol uounseflng: vvas rne oTTtcter
period undgr report? lf so, on

advised to imDrove vide inslruction No.
what aspects and with what results?

6 duringthe

/^\ Assessment of Performanc€: Please comment on how effective the officer has been in
performing the duties mentioned at S. No. I in Partl. Also commeht on the ofiicer's contribution
to the overall performance ofyour office / organisation especially in the light of any numerical

. measure e.g. dxamination results for teaching staff or other applicable index such as
profitability, project implementation, tax collection, etc. in other cases give yourassessment of
relative proportion of (i) rouline cases (ii) complicated cases/situations (iii) policy cases/crisis
situation dealtwith by the officer Also indicate whetherfurthertraining is required forincreasing
his effectiveness and ifso, inwhich area.

' i



5

PART . VI

(i) Equalled by very few officers. (Very Good)

(ii) Better than the major:ty of officers (Good)

(i, i l  Equals the majority of officers (Average)

(iv) Meets bare minimum standards.
(below) Average)

(v) Unsatisfactory (Poor)

(b) Fitness for promotion

By Reporting By Countersigning

(i) Fit for accelerated promotion

(ii) Fit for promotion in his turn

(i i i )  Not yet f i t  for promotion

('v) Unlikely to progress further

Officer Offrcer

(c) Integrity

NO



PART - VII

(A) REMARKS OF THE CC'UNTERSIGNING OFFICER

- P lease report on the aspects not touched upon by the Repoding Officer lf you d isag ree with the assessment of'the Repoiing Officer, pleas; give reasons ther;for Vou shouid;lso- indicate h6wfrequinfly you have seen work of
the offtcet reported upon. lfthe ofiicer has been assessed fit for promotion would you be pr€pared to accept him in
the highergrade. lfno please give yourreasons.

(b) ( IF ANY)

PART . VIII

1 .

2 ;



INSTRUCTIONS FOR FILLING UP THE ACR FORMS
1. (i) ACR is the most important record forthe assessment ofan officer At the same time the quality

ofACR is a measure ofthe competence ofthe Reporting Officer and Countersigning Officer. lt
is, therefore, essential that utmost care is exercised by all Reporting and Countersigning
Officers

AD the Reporting and Couniersigning officer should be:-

(ai as objective as possible: a-.rd

' (b) clear and direct, not ambiguous or evasive in their remarks.

(i i i) The over-ridinE importance of Part - lV should be clearly understood In the overall grading.

. (iv) Over.rating should be eschewed by all Reporting / Countersigning Officers.

(v) Vague impressions based on inadequate knowledge or isolated incidents should be avoided.

: Theforms are to be fi l led in duplicate. Part - lwil lbe fi l led bythe officerbeing reported upon and should
oeryoe w.itten:-

' , In para. I Part - I the concerned officer musl also indicate the name of his/her father In case of
rnar.ied female officers lhey should give the name ofhusband.

rr In para. l l  Part ldisabil ity, ifany, should also be indicated.

:ii) ln ihe space provided under para ll of Part - | the name of spouse alongwith particulars and
p ace of posiing, if employed, should be indicaied.

: i:a,1s I io Vl will be filled by the Reporting Officer and Part - Vll bythe Countersigning Officers. Both
:.e Reooiling offlcer and Countersigning Officer should give their assessment of the officer reported
uoon In resDective boxes in Part -V

4. The Department / Offlcer concerned responsible for maintenance ofACR dossiers will fill Pad - Vlll if
any adverse fe-lar<s are recorded in the report.

5. Assessment in the ACR should be conflned to the work done by the officer reported upon during the
period covered bythe feport.

6. Reporting officer is expected t.o counseithe officer being reported upon about his weak points and '

advise him how to improve. Adverse remarks should normally be recorded when the officer fails to
i m ^ r ^ v . . l a a n i t . . ^ ' n e A l l. -  - - -  . - - . tng .

7 The ACR form should be frl led In a neat and tidy manner Cuttings / erasures should be avoided and
. must be init ialled, whe.e made.

B. The rating in Part - l l , l l l ,  IV and Vl should be recorded by init iall ing the appropriate box:-

(, In para (a) of Part - V pen picture should also include remarks about the reputation ofthe ofiicer.

(iA In paia (c) of Part - V Assessment of Performance should also indicaie furiher employment
polent al.



9.

f i .

10.

1 4 .

12.

I

For uniform interpretation of qualities etc. listed in pari ll, lll & lV the two extreme shades are
mentioned against each .item. For example an 'exceptionally bright' officer with ,exceltent
comprehension'wil l be rated 'A l '  in ' lntell igence' (box - | of part l l). A du and slow officerwjltmerit a,D,
rating, A, B, & C ratings will denote shades betvveen the above two extremes.

The ratings should be clearandgiven in one ofthe boxes providedforthe purpose in parts l l , l l l ,  lV&
Vl. Do not grade a officer between two shades ie. between 'Very Good'and ,Good'or,Good, and'Average' or'Average' and'BelowAverage'.

The Countersigning Officer should weigh the remarks of the Reporting Officer agatnst hrs personal
knowledge of the officer being repoded upon, compare him with oth6r officers 6f the same grade
working under different Reporting Offlcers but underthe same Countersigning Officer, and then give
his overall assessment in Part - Vl and remarks in para 3 (a) of part - l l l .  ln certl in categories of caies
remarks ofa Second Countersigning Officermay also be required to be recorded. ln cases where the
work of the officer reported upon is supervised also by an officer outside the normal chain of
-supervisory command in respect of some technical aspects, such offlcef may send his remarks in
respect of some specific aspects to the Second Countersigning Officer by the third week of January
througl" a separate sealed cove..

lf the Countersigning Officer differs with the grading or remarks given (in pads other than pad Vl) by
the Reporting Officer, he should sco.e it out and give his own grading in red ink. In part - VI he is
requiredtogive his own assessmentin addition tothatofthe Reporting Officer

The Countersigning Officershould underline, in red ink, remarks which in his opinion are adverse and
should be communicated to the ofi icer reported upon.

"fime schedule forcompletion ofACR writ ing:-

f/) The officer to be reported upon should submit the ACR Form after completing pan I to the
Reporting Ofilcer on '1st day of January.

(i0 The Reporting Officershould record his remarks in appropriate parts by the end of ist week of
January and send the reporl to the Countersigning Officer by 8th January.

(i i i) The Countersigning Officershould record his remarks bythe end of2nd week ofJanuary and
pass on the report to the Second Countersigning Officer, ifany, by 16th January.

(iv) The flnal Countersigning Officershoutd atso record his remarkswrth rn oneweek.

(v) Repod writing should be ccmpleted within the month of January.
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