· Certain rules have been amended or new rules have been framed. The amended provisions of rules and new rule framed may please be seen in the bottom of the chapter.
6
PERFORMANCE APPRAISAL

RULES AND PROCEDURE

1.
These rules may be called the Performance Appraisal Rules for the employees of the National Agricultural Cooperative Marketing Federation of India Limited.

2.
They shall come into force with effect from 01.07.1978.

3.
Definition


In these Rules unless the context otherwise requires :


(a)
"Federation" means the National Agricultural Cooperative Marketing Federation of India Ltd.


(b)
"Board" means the Board of Directors of the Federation.


(c)
"Officer" means an employee of the Federation who is not a workman within the meaning of either Industrial Disputes Act, 1947 or Industrial Employment (Standing Order) Act, 1946 and shall include such employees as have been declared as holding managerial or confidential position under the Factories Act 1948 and Rules made thereunder.


(d)
"Employee other than Officer" means an employee of the Federation who is not covered by the Clause 3(C) above.


(e)
"Reporting Officer" means the 'immediate' superior 'Officer' under whose control or supervision employee works.

(f) "Reviewing Officers" Means all officers above the Reporting Officer.

------------------------------------------------------------------------

*
Added and modified vide O.O. No. 55, dated 7.1.91
**
Added vide Note, dated 17.4.92 of GM(P),      Approved by MD on 24.4.92.


*(g)
"Accepting Authority" : The accepting authority in respect of Regional/Branch Managers and officers of the level of Deputy Manager and above will be the Managing Director irrespective of the fact whether he may be or may not be the next senior officer to the Reviewing Officer. The Chairman will be accepting authority only in respect of those officers for whom Managing Director is the Reporting Officer. However, there will be no need of Accepting Authority as the Chairman is the Reviewing Officer.

(h)
"Management" for the purpose of these rules means the Managing Director of the NACMF Ltd. or any other officer of NACMF or General Manager/Project Head/Unit Head by any designation authorised by him (MD) to act as such on his behalf in respect of the Industrial Unit.


(i)
"Custodian of Appraisal Forms" means the officer authorised by the Management to keep in custody the appraisal forms of the Project or Head Office or Branches as the case may be.


(j)
"Form" means a form appended to these Rules.


(k)
"Cooperative Year" means the period commencing from the first day of April of a calendar year and ending with the 31st March of the following calendar year.

**4.
Annual performance Appraisal, Self Appraisal Form

Self Appraisal form to be filled by all BMs/RMs and officers of the level of Managers and above in Head Office (including Officers in F&A & ex-Technical cadres) is given in Annexure-1. The senior most officer in F&A side in the Branches and Regional office may also fill up the appraisal form.

Submission of Appraisal Forms

*(a)The appraisal forms for employees of the Federation shall be as under :

(i)
FORM 'A' : For all officers in the pay scale of Rs. 2325-5100 and above.

(ii)
Form 'B' : For all clerical staff including Stenos/Typists/Accounting personnel etc. in the pay scale of Rs. 1025-1950 to Rs. 1900-4180.

(iii) FORM 'C' :   For technical staff such as superivsor, supervisor-cum-Foreman, Drivers, Mechanic, Mechanical helper, Helper Operator-cum-Mechanic, Roneo Operator, Chargeman, Lift operator, Electrician, Jr. Mechanic, etc. irrespective of their pay scales.

 (iv)
FORM 'D' :   For class IV staff other than technical          staff.

(b)
The appraisal forms for a cooperative year duly filled in, shall be submitted by the Reporting Officer to the Reviewing Officer before 15th May of the next Cooperative Year.

(c)
The Reviewing Officer after making necessary entries in the form shall submit it to the Accepting Authority before 30th May.

   (d)
In case where the Reporting Officer is a General Manager/Project Head/Unit or Division Head or branch in charge, the Reviewing Officer shall be the Managing Director or any other officer, authorised by him in writing. Such authorisation shall be either for all or for some employees.

   (e)
An officer shall not fill up an appraisal form of an employee as Reporting Officer/Reviewing Officer unless the employee has worked under his control or supervision for a minimum period of three months during the year under report.


(f)
If an employee has not worked at least for a period of 3 months of the year under report under the control or supervision of the Reporting/Reviewing Officer, then the officer under whose control or supervision he had worked previously for a period not less than 3 months of the year under report should record his comments as Reporting/Reviewing Officer.


When the above procedure cannot be followed by the Reporting Officer due to some unavoidable reason (such as, sudden death or quitting the organisation or remaining on long leave) the Reviewing Officer just above him will act as the Reporting Officer and the officer above him (Reviewing Officer) will act as Reviewing Officer.


(g)
Once the forms are submitted to the concerned authorities it cannot be taken back by the authority who submitted the form.

6.
Custodian of the Appraisal Forms


(a)
The appraisal forms except the appraisal forms of the custodian and such other appraisal forms as may be specified hereafter, shall be kept under lock and key under the strict control of the custodian at Head Office.


(b)
The appraisal forms of the Custodian/ Managers / Project Heads / Unit      /Branch heads shall be kept at the Head Office by the Managing Director/Personnel Officer or any other officer authorised in that behalf by the Managing Director.


(c)
The Reviewing Officer shall have to see that the appraisal form submitted by the Reporting Officer is complete. Similarly, the officer who shall receive it for preservation, shall see that it is made complete by the Reporting and Reviewing Officers.

7.
Register/Record of the Appraisal Forms

(a) The forms received by the custodian shall be recorded in a register in Form-X. Some pages shall be earmarked for each Department Office/Project/Unit to be maintained separately for officers and employees. One page should be allotted for each officer or employee.


(b)
These CRs will be maintained chronologically in double punched folded file covers and a "CR Dossier Form" in "Form-Y" will also be kept on top of the CRs as page 1 which shall be filled in by the custodian as and when a CR or any other document is added in the cover.

(c)
The Appraisal Form maintained in file shall be issued only on production of written requisition of an officer, bearing, where necessary, the endorsement of the sanctioning authority to issue. The sanctioning authorities are the Managing Director for the Federation and the General Manager/Project Head/Unit head in their respective units.

8.
(a)
Whenever any Reporting Officer or Reviewing Officer is transferred, resigns, retires or superannuates in the middle of the year wherever the employees under such Reporting Officer/Reviewing Officer have worked the period required for Reporting/Reviewing, the Reporing officer and/or Reviewing Officer shall make their reporting/reviewing in the prescribed appraisal form before leaving the organisation or project.

(b)
Clearance and final payment to such officers will only be given after they have given their report in the Appraisal Forms or review of the appraisal forms, as the case may be, except when the service of such officer is terminated or he is discharged or dismissed.

9.
Writing of Confidential Reports


      Confidential report should be written with utmost care, accurately and to the best of knowledge by the Reporting and Reviewing Officers for the simple reason that based on these reports personalities, contributions and potentials of employees are evaluated, decisions for promotions confirmation, crossing of efficiency bars and granting of other benefits to them are taken. This matter is of greatest importance for the efficiency and the morale of the service. It is in the interest of both the employer and the employee that the value of a proper system of writing confidential reports is recognised     by all concerned.

*(ii)
Reporting/Reviewing Officers must maintain a consistent approach while recording entries in the confidential reports.


(iii)
Confidential reports should, as a Rule, give a general appreciation of the character, conduct and qualities of the officer and staff reported on, reference to specific instances may be made, if at all, only by way of illustration to support adverse comments of general nature as, for example, inefficiency, dilatoriness, lack of initiative or judgment etc.


**(iv)
It has been observed that, sometimes, the Reporting Officers report that a par​ticular employee is not ‘yet fit for pro​motion. While making such a remark in the confidential report, the reporting officer should indicate reasons why he considers such an employee as unfit for promotion. It should also be ensured that 



all adverse remarks, such as whether reprimanded for in-different work or for other causes, defects in character, indebtedness etc. which militate against

--------------------------------------------------------------------------------

*
(Inserted vide Circular No. HO/AD/CR/4/8/90-91 dated 29.01.91).
**
Added vide (Ref.:HO/AD/4/8/73-74 dated 3.12.73)



efficiency and suitability for particular type of work and assessment of integrity, recorded in the CR. are capable of being substantiated by documentary evidence subsequently, if considered necessary.


**(v)
Similarly documentary evidence should be made available, when called for, in support of remarks leading to “responsible for any outstanding work meriting special commendation” if recorded in the CR of any employee of the Federation.

 (vi)
The Reporting Officer should consider it as his duty to keep a proper watch on the work and conduct of employees working under him and to train and guide them where necessary. It will help him to form his own judgment of the work and conduct of the officer reported upon. It should be remembered that the manner in which the confidential report is written by a particular officer will go to show whether the officer writing the confidential report has the necessary ability to judge the performance of a particular employee. The immediate superior to the Reporting Officer should exercise positive and independent judgment on the remarks of the Reporting Officer and express clearly his agreement or disagreement with those remarks.
#10.
Confidential Reports-Recording of entry regarding "INTEGRITY"

The following procedure should be followed in filling up the column relating to the integrity in the confidential report of the employee by the Report​ing /Reviewing Officers :​


(i)
If the Employee’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 ac​tion taken as under :​



(a)
A separate secret note should be re- corded and followed up. A copy of the note should also be sent together with the confidential report to the next su- perior officer who will ensure that the follow up action is taken expeditiously. Where it is not possible either to certify the integrity or to record the secret note, the Reporting Officer should state either that he has not watched the employee’s work for sufficient time to form a definite judgment or that he has heard nothing against the employee, as the case may be.



(b)
If, as a result of the follow up action the doubts or suspicions are cleared, the employee’s integrity should be certi​fied and an entry made accordingly in the confidential Report.



(c)
If, the doubts or suspicions are con​firmed, this fact should also be re​corded and duly communicated to the employee concerned.

 (d) If, as a result of the follow           
       up action, the doubts or suspicions        

                   are neither cleared nor confirmed,     

                   the employee’s conduct should be watched for a fur​ther period and thereafter action taken as indicated as (b) & (c) above.

This procedure shall be applicable for the cooperative year 1985-86 onwards.

#
Added vide O.O. No. 3, dated 22.7.1986.

11.
Instruction to the Reporting/Reviewing Officers
(A)
Purpose of Appraisal


The success of an organisation depends primarily upon the knowledge, skill, ability, sincer​ity, attitude and loyalty of its employees. The purpose of this appraisal is to make a periodic assessment of these qualities of the executive personnel of the Federation, the manner in which they are being utilised and their potentialities for development. As this matter is of greatest impor​tance for the efficiency and morale of the services, all assessments should flow as from a conscien​tious observations of facts and should be impartial.

(B)
Instructions :


(i)
Please do not begin assessment un​less you have read this guide recently.


(ii)
No attempt should be made to arrive at a predecided score. Consider each trait separately.


(iii)
The individual being assessed should be compared with others of the same rank and category doing the same type of work.


(iv)
Indicate your judgment of the persons being rated by considering each of them carefully and accurately.


(v)
Do not make snap judgment.


(vi)
Consider one factor at a time and rate all the persons against that factor before passing on to the next factor.


(vii)
Do all your rating preferably at one sitting otherwise it may be difficult to get a comparative picture. Draw a list of all such persons to be ranked before rating.


(viii)You are doing the rating, please do not discuss it with anyone. If your subordinate is to do the rating, do not encourage him to discuss it with you.

(ix)
Do not allow personal feelings to govern your rating, beware of the halo effect. Some employees are able to create an effect of “Halo” around them by their good or apparently good behaviour and not necessary being a good worker. Remember that rating which is not objective reflects upon the integrity of the reporting officer.


(x)
While assessing a subordinate, call to mind instances that are typical of his work and ways of working. Do not judge only on most recent cases. Do not be influenced by unusual cases which are not typical.


(xi)
Too high a rating and concealment of efficiency lowers the value of the as- sessment. The Reporting Officer’s capacity for sound judgment is compromised and those being assessed are prejudiced since the assessment is known to be faulty.


(xii)
The value of assessment lies in impartiality and sound judgment by the Reporting Officer. Make no entry except where it is based on personal knowledge. If you do not have personal knowledge, do not rate the trait concerned.


(xiii)
Please tick mark the rating which is applicable.

12.
Communication of Adverse Remarks

It is necessary that every employee should know what his defects are and how he can remove them. Best results will be achieved only if every Reporting Officer realises that it is his duty not only to make an objective assessment of his subordi​nate’s work and qualities, but also to give him at all times the necessary advice, guidance and assis​tance to correct his faults and deficiencies. If this part of the Reporting Officer’s duty is properly performed, there should be no difficulty about recording adverse entries because they would only refer to defects which had persisted despite the Reporting Officer’s efforts to have them corrected.


Accordingly while mentioning any faults/       defects, the Reporting Officer should also give an indication of the efforts he has made, if any by way of guidance, admonition etc., to get the defects removed and the result of such efforts.
13.
In communicating remarks to the officer re​ported upon, the following procedure should be followed : -


(a)
Where no adverse entry is made in a confidential report, nothing should be communicated except in cases dealt with in (c) below;


(b)
Where an adverse entry is made, whether it relates to a remediable or to an irremediable defect, it should be communicated; but while doing so, the summary of gradings and the substance of the entire report, including what may have been said in praise of the officer should be communicated;


(c)
According to the existing procedure, all remarks given in column 'E' are conveyed and are considered adverse for the purpose of promotion. Some of the remarks under category 'D' are also conveyed. A few of them are treated as adverse for the purpose of promotion. The matter has been examined and it has been decided that all remarks under 'E' will be communicated and will be treated as adverse for the purpose of promotion. Remarks under column 'D' will also be communicated but they will not be treated as adverse for the purpose of promotion. Such communications will be made only with a view to point out the scope for further improvement in the employee.


(d)
Where the report on an officer shows that he had made efforts to remedy or overcome defects mentioned in the preceding report, the fact should be communicated to the officer in a suitable form and a copy of such communication added to the character roll. The object of the second part of (b) and of (c) is to let an officer know that his good qualities as well as his defects had been recognised, and that notice had been taken of the improvement made by him.

 14.
Representations against Adverse                               Remarks

*(i)
If the employee so desires, he/she can represent against adverse entries within three months of the date of communication. However, the competent authority may, at its discretion, entertain a representation made beyond the time specified above, if there is satisfactory explanation for the delay. All representations must be couched in a proper language and should contain the grounds of representation. Any indisciplined language used in the representation will be taken serious notice of.


(ii)
No representation need be made against 'D' entries.


**(iii)
It has been decided that in future all the representation made against the adverse entries recorded in the Con​fidential Report of any employee shall be sent to HO (Personnel Dept.) in triplicate. This may please be noted for strict compliance. This procedure shall be applicable to all the Industrial Units also.

15.
The following procedure may be adopted in dealing with representations from the employees against adverse remarks communicated to them :


(i)
All representations against adverse remarks would be examined by MD in consultation, if necessary, with the Reporting and Reviewing Officers. The MD shall be regarded as the competent authority to deal with such representations;


(ii)
If it is found that the remarks were justified and the representation was frivolous, a note will be made in the Confidential Report of the representationist that he did not take correction in good spirit;

iii)  If the competent authority feels that there is not sufficient ground for inter​ference, the representation should be rejected and the officer informed ac​cordingly;

(iv)
If he, however, feels that the remarks should be toned down, he should make the necessary entry appropriately with proper attestation at the appropriate place of the report; and correction should not be made in the earlier entries themselves; and 



(v)
in the event of the competent authority coming to the conclusion that the adverse remark was inspired by malice or was entirely incorrect or unfounded, and therefore, deserved expunction, he should score through the remark, paste it over, or obliterate it otherwise, and should make an entry, with his signature and date, stating that he had done so.

Appreciation of the work done may be recorded in the confidential report and not in letters of appreciation which do not give a complete perspective of the employee’s good and bad points

1. General


(i)
The implementation of the above Rules is the responsibility of the Project Head/ Unit Head/General Manager as the case may be and they will be directly held responsible for any lapses in implementing the above rules strictly.


(ii)
With regard to the interpretation or implementation of these rules, the decision of the Managing Director will be final.

(iii) If any doubt or difficulty arises in giving effect to the provisions of these Rules, the Managing Director, as occasion may require, issue such order, which appears to him necessary for purpose of removing the doubt or difficulty.

IMPORTANT DECISIONS

A.
Representation against Adverse Entries
1.
Vide this office circular No. HO/AD/CR/4/8/83-84 dated 16.2.84, it was notified that all the representations against adverse entries in CRs are to be sent to Personnel Section in triplicate. However, it is observed that the concerned employees are still sending single copy of such representations. It is, therefore, reiterated that representations received in triplicate shall only be considered.

(Ref. O.O. No. HO/AD/CR/84-85 dated 30.11.84)

2.
Writing of CRs of Accounts Staff


According to the existing procedure the Annual Confidential Report of the employees are  written by the concerned Reporting Officers and are forwarded to Head Office through Reviewing Officers> In respect of staff relating to Finance & Accounts Cadre posted in Regional/Branch /Sub-offices/Agro Service Centers the reports are counter-reviewed in Head Office by ED (F&A) and Manager (AI) respectively. It has been 

decided that the CR of particular branch and reviewed by the concerned Branch Manager. Therefore, it will be sent to HO for record and reference. In case no AO/AAO is working in a branch the annual confidential report of the accounts staff will be written by the Branch Manager and reviewed by the concerned Regional Manager and sent to HO for further action. This procedure will be applicable in respect of the accounts staff in the scale of pay of Rs. 720-1240 and below. As regards officers belonging to Finance and Accounts Department, working in Regional/Branch Office, their annual CR will be written and reviewed by the concerned Branch Manager and Regional Manager respectively and countersigned by Executive Director (F&A) in Head Office.

(Ref. O.O. No.83 dated 30.06.86)

3.
Writing of CRs of Drivers attached to Chairman/MD/AMD.


The confidential reports of Drivers exclusively attached to Chairman/ Managing Director /


Additional Managing Director etc., are, as per the present procedure, written by Assistant Manager (Adm.), and reviewed by the next higher officer. In partial modification of these orders, the confidential reports of such drivers will henceforth be written by Assistant Manager (Admn.) and submitted for review to the Chairman/Managing Director/Additional Managing Directors to whom the driver is attached. These orders will be effective from the year 1986-87

    (Ref. O.O. No. 21 dated 04.12.1986)

FORM - X
CONFIDENTIAL DOSSIERS
N.A.C.M.F. OF INDIA LTD., NEW DELHI

Name and designation

Branch/Unit in which employed

INDEX
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Documents other
Page
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than CRs
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initials

	1.
2.
3.
4.
5.
6.

	


FORM - Y

N.A.C.M.F. OF INDIA LTD., NEW DELHI

REGISTER OF CRs
	S. No.
Name and
CR for the
Page of
Documents
Reporting

	
designation
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Dossier
other than CR
Officer

	1.
2.
3.
4.
5.
6.

	

	


	Reviewing
Initial
Date of issue and
Date of receipt
Remarks

	Officer

name to whom sent
with initials

	7.
                       8.
                    9.                                               10.
                          11.
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National Agricultural Cooperative Marketing Federation of India Ltd



     ANNUAL CONFIDENTIAL REPORT OF 

               OFFICERS FOR THE YEAR ENDING 31ST MARCH………

Note: Appraisee to complete up to Part-II and then submit this form to the   Reporting Officer (“Reporting Officer” means the Officer to whom the appraisee directly reported for maximum period of the year under review). 

        


                   PART-I




          PERSONAL DATA

Name of the Officer

:


Designation



:


Date of Birth


:


Present place of Posting

:


Education/Professional                       

Qualifications


:


Date of Joining Nafed

:


Date of appointment to



the present post


:


Details of postings during the year under review:

          


S. No.   Name & Designation of 

                Period

             the officer to whom reported


From


To


___________________________________________________________
           






                                               









             contd……

          : 2 :

                                              PART – II 

                                       SELF APPRAISAL

1.     Briefly describe the job(s) assigned to you during the year under report.        

2.     Briefly specify the quantitative/physical/financial targets/objectives(8 to 10 items priority wise/in order of importance.)set for yourself or that were set for you.

                                                              contd….

: 3 :

3.  Please state briefly your achievements with reference to targets/objectives    referred to at 2 above.  Please also indicate significantly higher achievements in relation to the targets and your contribution on thereto. 

4.      Please give the details of Training Programmes so far attended by you and indicate your further training needs mentioning clearly the areas where such a  training is required. Also mention the usefulness of the training towards the organization. 

                                                                                                            Contd…….

                                                             :4:

5.     Please give suggestions, if any for bringing improvement in the overall working of the organization.

                              Signature

 

                              Date

Accepted/Not Accepted/Comments of Reporting Officer



Signature of the Reporting Officer.  



Date







 Accepted/Not Accepted/Comments of Reviewing Officer

Signature of Reviewing Officer

Date



                                                                                            Contd…….


: 5  :






PART-III

                  Performance Evaluation by the Reporting Officer.

Grading Guide

A.     Outstanding  -Consistently exceptional performance despite constraints.

B .    Very Good   - High level of performance.

C .    Good            - Generally meets expected requirements.

D.     Fair               - Requirements are merely met under close supervision  




 and follow up.

E.     Poor              -  Does not meet even basic requirements of the job.

	S.No
	Appraisal Factor
	[image: image3.emf]

GRADING         Please give here your

                           specific comments, if

                           any against each factor.      



	1.
	Job knowledge/ Professional ability
	
	
	
	
	
	

	2.
	Job performance
	
	
	
	
	
	

	3.
	Dependability
	
	
	
	
	
	

	4.
	Intelligence & general ability
	
	
	
	
	
	

	5.
	Capacity for assuming responsibility
	
	
	
	
	
	

	6.
	Ability to deal with stress situations
	
	
	
	
	
	

	7.
	Punctuality & Attendance
	
	
	
	
	
	

	8.
	Initiative and alertness 
	
	
	
	
	
	

	9.
	Foresightedness and 

Planning.
	
	
	
	
	
	

	10.
	Leadership qualities-ability to organize and coordinate
	
	
	
	
	
	

	11.
	Commitment and dedication towards work
	
	
	
	
	
	

	12.
	Ability to express orally 
	
	
	
	
	
	

	13.
	Ability to express in writing
	
	
	
	
	
	


Contd..

-: 6 :-
	14.
	Knowledge about his/her own field and general trends
	
	
	
	
	
	

	15.
	Behavior/attitude towards superiors
	
	
	
	
	
	

	16.
	Inter personal relations with peers 
	
	
	
	
	
	

	17.
	Inter personal relations with subordinates
	
	
	
	
	
	


           Special report on officers working in marketing departments.

	1.
	Knowledge of commercial operations, business acumen and marketing intelligence
	
	
	
	
	
	

	2.
	Capacity to correctly forecast and achieve targets
	
	
	
	
	
	

	3.


	Promptness in taking decisions
	
	
	
	
	
	

	4.
	Capacity to assess commercial viability of business transactions 
	
	
	
	
	
	

	5.
	Cost effectiveness
	
	
	
	
	
	

	6.
	Mobility i.e. readiness to move to different locations
	
	
	
	
	
	


Total: As =     , Bs=       , Cs=         , Ds=       ,Es=             =18

Integrity:-

A -
Above Board

B -   
Certified

C -
Doubtful

D -
Dishonest

(Please keep the instructions regarding filling-up of integrity column printed at page  113-114 of Nafed Personnel Manual, 1994 edition)










contd..


: 7 :

Promotion Potential

a)     Is he or she suitable for accelerated promotion out of turn -     Yes/No

b)     Is he or she fit for promotion in due course

        -
     Yes/No

Overall Grading -  (Please Tick One)

	Outstanding
	Very Good
	Good
	Fair
	Poor

	
	
	
	
	


Signature of the Reporting Officer


Name






Designation                                  

Date                                         











Contd..

: 8 :

PART-IV

Overall assessment by the Reviewing Officer

1. Do you concur with the assessment made by the Reporting Officer  (Yes/No)

    2.
    If you do not concur, give your own assessment in respect of each

    Such factor where you disagree with the Reporting Officer.

  3.  
    Overall Grading by the Reviewing Officer -  (Please Tick One)

	Outstanding
	Very Good
	Good
	Fair
	Poor

	
	
	
	
	


Signature of the Reviewing Officer


Name







Designation                                  

Date                                         





        PART-V



       Remarks of the Accepting Authority

Signature of the Accepting Authority


Name




         


Designation                                        

Date                                               

ANNEXURE - 1
NATIONAL AGRICULTURAL COOPERATIVE

MARKETING FEDERATION OF INDIA LTD.

SIDHARTHA ENCLAVE, ASHRAM CHOWK,

RING ROAD, NEW DELHI-110 014.

HO/AD/CR/4/8/92-93
Dated.....................

CONFIDENTIAL

Shri ____________________

_________________________

_________________________

Sub : Self-appraisal


Please find enclosed a self-appraisal form for the purpose of Annual Performance Appraisal for the year 1992-93. It is requested that the portion meant for you may please be completed and thereafter, the form may be forwarded to Shri __________________________________________ for review, within 15 days of the receipt of this letter.

GENERAL MANAGER (PERS.)

FOR MANAGING DIRECTOR

CC :

Shri ________________ (Reviewing Officer) with the request that the self-appraisal made by Shri ___________________ may please be reviewed by him and the complete form alongwith CR. Form duly completed may please be sent to the undersigned under confidential cover within 10 days of its receipt.

FORM - 'B'

FILE No. .............

NATIONAL AGRICULTURAL COOPERATIVE

MARKETING FEDERATION OF INDIA LTD.

SIDHARTHA ENCLAVE, ASHRAM CHOWK,

RING ROAD, NEW DELHI-110 014.


ANNUAL CONFIDENTIAL REPORT OF CLERICAL STAFF INCLUDING STENO/TYPISTS/ACCOUNTS PERSONNEL FOR THE YEAR ENDING 31ST MARCH __________

PERSONAL DATA
1.
Name of the officer



2.
Designation




3.
Date of Birth



4.
Educational Qualifications



5.
Technical Qualifications



6.
Date of joining Nafed



7.
Date of appointment on the present post



8.
Place of posting



9.
Period for which the employee has worked under      From:__________________

     the Reporting Officer during the year under review
To : ________________


(to be filled in by the Reporting Officer before writing the report).

APPRAISAL : TO BE FILLED IN BY THE REPORTING OFFICER

RATING GUIDE : A : OUTSTANDING B : VERY GOOD C : GOOD D : FAIR E : POOR

NOTE : Support your rating where such rating is either A or E.

1.
QUALITY OF WORK :


a)
His/her output in relation to assigned tasks,
A
B
C
D
E



promptness and regularity of output.


b)
His/her proficiency and accuracy in doing work.
A
B
C
D
E

2
DEPENDABILITY :


a)
His/her reliability to perform and complete
A
B
C
D
E



assigned tasks within scheduled time, extent of



guidance required.

3.
MAINTENANCE OF RECORDS :

a)
His/her ability in maintenance of records and
A
B
C
D
E



efficiency in retrieval of papers.


b)
His/her ability to maintain confidentiality of records.
A
B
C
D
E

4.
INTELLIGENCE & GENERAL ABILITY :


a)
How clearly he/she perceives a problem and
A
B
C
D
E



evaluates alternatives ?


b)
His/her ability to select and implement optimum solution.
A
B
C
D
E


c)
His/her ability to think clearly, creatively
A
B
C
D
E



and arrive at sound conclusions.

5.
INTEGRITY


A.
ABOVE BOARD     B. NOTHING DEFINITE CAN BE SAID     C. DOUBTFUL


(Please keep the instructions issued vide office order No. 3 dated 22.7.86 and


No. 27 dated 09.01.87 in mind while filling up this column. These are printed at


page 98 of Nafed Personnel Manual)

6.
CAPACITY FOR ASSUMING RESPONSIBILITY


a)
His/her readiness to accept responsibility
A
B
C
D
E

7.
PUNCTUALITY & ATTENDANCE


a)
How regular is he/she in attendance?
A
B
C
D
E


b)
How punctual is he/she in reaching office?
A
B
C
D
E

8.
AMENABILITY TO DISCIPLINE


a)
How well he/she follow discipline
A
B
C
D
E

9.
INTER-PERSONAL RELATIONS


a)
How well he/she cooperates and behaves with



i) superiors
A
B
C
D
E



ii) peers
A
B
C
D
E


b)
How effect he/she is dealing with outside
A
B
C
D
E



agencies (wherever required)

10.
SELF-EXPRESSION


a)
Orally
A
B
C
D
E


b)
In writing
A
B
C
D
E

11.
KNOWLEDGE

a)
Knowledge about his/her work
A
B
C
D
E

b) Knowledge about general trends

     
 
A
B
C
D
E




----------------------------------------------------




Total




----------------------------------------------------

12.
IS HE/SHE FIT FOR PROMOTION : A. Accelerated (Yes / No)



                                             B. In due course (Yes / No)

* General comments of the Reporting Officer :




Signature of the Reporting Officer




with date __________________________




Name & Designation _________________

* General Comments of the Reviewing Authority :




Signature of the Reporting Officer




with date __________________________




Name & Designation _________________

General Comments of the Accepting Authority :




Signature of the Reporting Officer




with date __________________________




Name & Designation _________________

* Please comment on the points not covered above and that are relevant to the employee's performance.

FORM - 'C'
FILE No. .............

NATIONAL AGRICULTURAL COOPERATIVE

MARKETING FEDERATION OF INDIA LTD.

SIDHARTHA ENCLAVE, ASHRAM CHOWK,

RING ROAD, NEW DELHI-110 014.


ANNUAL CONFIDENTIAL REPORT OF STAFF CAR DRIVER, RONEO OPERATOR, MECHANIC, ELECTRICAL AND OTHER TECHNICAL STAFF FOR THE YEAR ENDING 31ST MARCH __________

PERSONAL DATA
1.
Name of the Employee



2.
Designation




3.
Place of posting



4.
Date of Birth



5.
Qualifications



6.
Date of joining Nafed



7.
Date of appointment on the present post



8.
Period for which the employee has worked under
From:


the Reporting Officer during the year under review
To :


(to be filled in by the Reporting Officer)



APPRAISAL : TO BE FILLED IN BY THE REPORTING OFFICER

RATING GUIDE : A : OUTSTANDING B : VERY GOOD C : GOOD D : FAIR E : POOR

NOTE : Support your rating where such ratings is either A or E.

1.
JOB PERFORMANCE


a)
How will he maintains the standard of work?
A
B
C
D
E

2.
ADHERENCE TO INSRUCTIONS


a)
How will he understands the various instruction?
A
B
C
D
E


b)
How he obeys these instructions?
A
B
C
D
E

3.
SAFETY


a)
How alert is he while performing the job?
A
B
C
D
E


b)
His adherence to the Traffic regulations and Civil Laws.
A
B
C
D
E


c)
No. of acidents, if any in the year :



i) Major _________



ii) Minor _________

4.
MAINTENANCE


a)
How clean and tidy he keeps the car/machine?
A
B
C
D
E


b)
No of break-downs during the year _________

5.
DEPENDABILITY 

How trust-worthy is he?
A
B
C
D
E

6.
DISCIPLINE & GENERAL BEHAVIOUR


a)
Does he show proper courtesy and good manners
A
B
C
D
E



towards the people using staff car (for drivers only)


b)
How cooperative is he with his



i) superiors
A
B
C
D
E



ii) peers
A
B
C
D
E

7.
REGULARITY & PUNCTUALITY


a)
How regular is he in attendance?
A
B
C
D
E


b)
How punctual is he in reaching office
A
B
C
D
E

8.
TECHNICAL KNOWLEDGE


a)
How capable is he for attending petty repairs
A
B
C
D
E



of the car/machine?


b)
How well he knows about the main parts of the
A
B
C
D
E



car/machine?

9.
RECORD KEEPING


Whether he takes timely action for getting proper
A
B
C
D
E


entries made in the log book/records?

10.
INTEGRITY


A.
ABOVE BOARD     B. NOTHING DEFINITE CAN BE SAID     C. DOUBTFUL


(if anything adverse has come to your notice, please specify)

11.
Employee's potential for development. Specify, if any


special training etc. is required to be imparted to him.




-----------------------------------------------------------------------------




Total




-----------------------------------------------------------------------------

* GENERAL COMMENTS OF THE REPORTING OFFICER :

1.
Do you consider him fit for


a)
Accelerated promotion
Yes / No


b)
Promotion in due course
Yes / No

2.
Any other comments :

Signature with date_________________

Name & Designation________________

* COMMENTS OF THE REVIEWING AUTHORITY

Signature with date_________________

Name & Designation________________

COMMENTS OF THE ACCEPTING AUTHORITY

Signature with date_________________

Name & Designation________________

· Reporting & Reviewing Officers are expected to give detailed remarks about the performance of the employee and other remarks if any, that are not covered in this format.

FORM - 'D'
FILE No. .............

NATIONAL AGRICULTURAL COOPERATIVE

MARKETING FEDERATION OF INDIA LTD.

SIDHARTHA ENCLAVE, ASHRAM CHOWK,

RING ROAD, NEW DELHI-110 014.

ANNUAL CONFIDENTIAL REPORT OF DAFTARIES/PEONS/CHOWKIDARS/GARDENERS/

HELPERS/GUEST HOUSE ATTENDANTS/GRADING ATTENDANTS ETC.

FOR THE YEAR ENDING 31ST MARCH __________

PERSONAL DATA
1.
Name of the Employee



2.
Designation




3.
Date of Birth



4.
Place of posting



5.
Qualifications



6.
Date of joining Nafed



7.
Date of appointment to the present post



8.
Period for which the employee has worked under


the Reporting Officer during the year under review


(to be filled in by the Reporting Officer)



APPRAISAL : TO BE FILLED IN BY THE REPORTING OFFICER

RATING GUIDE : A : OUTSTANDING B : VERY GOOD C : GOOD D : FAIR E : POOR

NOTE : Support your rating where such ratings is either A or E.

1.
Intelligence/knowledge
A
B
C
D
E

2.
Amenability to discipline (specify whether he/she


comes in proper uniform)
A
B
C
D
E

3.
Punctuality & Attendance
A
B
C
D
E

4.
Devotion to duty
A
B
C
D
E

5.
Cleanliness
A
B
C
D
E
6.
Behaviour with superiors and colleagues
A
B
C
D
E

7.
Integrity


A.
ABOVE BOARD     B. NOTHING DEFINITE CAN BE SAID     C. DOUBTFUL




-----------------------------------------------------------------------------




Total




-----------------------------------------------------------------------------

* GENERAL COMMENTS OF THE REPORTING OFFICER :

1.
Is he fit for promotion in due course ?
                       Yes / No

2.
Any other remarks.

Signature with date_________________

Name & Designation________________

* GENERAL COMMENTS OF THE REVIEWING OFFICER :

Signature with date_________________

Name & Designation________________

REMARKS OF THE ACCEPTING AUTHORITY :

Signature with date_________________

Name & Designation________________

· Please comment on the points not covered above and that are relevant to the employee's performance.

Note : Form "A" to "D" have been replaced vide O.O. No. 55, dated 7.1.1991
INSTRUCTIONS TO THE REPORTING / REVIEWING OFFICERS

Purpose of appraisal :

The success of any organisation depends primarily upon the knowledge, skill, ability, sincerity, attitude and loyalty of its employees. The purpose of this appraisal is to make a periodic assessment of these qualities of the executive personnel of the Federation, the manner in  which they are being utilised and their potential for development. As this matter is of greatest importance for the efficiency and morale of the services, all assessments should flows as from a conscientious observation of facts and should be impartial.

Instructions :

a)
Please do not begin assessment unless you have read these guidelines recently.

b)
No attempt should be made to arrive at a pre-decided score. Consider each trait separately.

c)
The individual being assessed should be compared with others of the same rank and category doing the same type of work.

d)
Indicate your judgment of the persons being rated by considering each of them carefully and accurately.

e) Do not make snap judgment.

f) Do all your rating preferably at one sitting,    
      otherwise it may be difficult to get a   

      comparative picture. Draw a list of all such 

      persons to be ranked before rating. to the 

      next factor.

g) Consider one factor at a time and rate all the  

      persons against that factor before passing on

h)
You are doing the rating, please do not discuss it with anyone. If your subordinate is to do the rating, do not encourage him to discuss it with you.

i)
Do not allow personal feelings to govern your rating, beware of 'halo' effect. Some employees are able to create an effect of 'halo' around them by their good or apparently good behaviour and not necessarily by being good workers. Remember that rating which is not objective reflects upon the integrity of the Reporting Officer.

j)
While assessing a subordinate, call to mind instances that are typical of his work and ways of working, do not judge only on most recent cases. Do not be influenced by unusual cases which are not typical.

k)
Too high a rating and concealment of efficiency lowers the value of the assessment. The Reporting Officer's capacity for sound judgment is compromised and those being assessed are prejudiced since the assessment is known to be faulty.

l)
The value of assessment lies in impartiality and sound judgment used by the Reporting Officer. Make no entry except where it is based on personal knowledge. If you do not have personal knowledge do not rate the trait concerned.

m)
Please tick mark the rating which is applicable.




AMENDED RULES AND PROCEDURE

                                  PERFORMANCE APPRAISAL
1. These rules may be called the Annual Performance Appraisal Rules (APAR) for the employees of the National Agricultural Cooperative Marketing Federation of India Limited (NAFED).
2. They shall come into force with effect from 2016-17
3. Definition


In these Rules unless the context otherwise requires :

(a)
"Federation" means the National Agricultural Cooperative Marketing Federation of India Ltd.


(b)
"Board" means the Board of Directors of the Federation.


(c)
"Officer" means an employee of the Federation who is not a workman within the meaning of either Industrial Disputes Act, 1947 or Industrial Employment (Standing Order) Act, 1946 and shall include such employees as have been declared as holding managerial or confidential position under the Factories Act 1948 and Rules made there under.


(d)
"Employee other than Officer" means an employee of the Federation who is not covered by the Clause 3(C) above.

      e)  Reporting/ Reviewing/ Accepting Authority as per following:

	Sl.

No.
	Category
	Reporting Officer
	Reviewing Officer
	Accepting Authority

	1
	Upto AM-II/AM-II (A/cs) and all equivalent post
	Branch Manager / Sectional Head
	State Coordinator Or

Divisional Head
	Divisional Head of Personnel Division

	2
	AM to Dy. Manager /AM (A/cs)/ Dy. Manager (A/cs) and equivalent post
	Sectional Head/ Branch Manager
	State Coordinator Or

Divisional Head
	

AMD Or

 Sr most ED

There will be no need of Accepting Authority as the AMD/Sr ED is the Reviewing Officer.



	3
	Manager / Manager (F&A) / Branch Manager and equivalent post
	State Coordinator Or

Divisional Head
	Managing Director
	Chairman

	4
	GM/GM (F&A)/ ED/AMD
	Managing Director
	Chairman
	There will be no need of Accepting Authority as the Chairman is the Reviewing Officer.


f)
"Management" for the purpose of these rules means the Managing Director of the NACMF Ltd. or any other officer of NACMF or General Manager/Project Head/Unit Head by any designation authorized by him (MD) to act as such on his behalf in respect of the Industrial Unit.

(g)
"Custodian of Appraisal Forms" means the officer authorised by the Management to keep in custody the appraisal forms of the Project or Head Office or Branches as the case may be.

(h)
"Form" means a form appended to these Rules.

(i)
"Cooperative Year" means the period commencing from the first day of April of a calendar year and ending with the 31st March of the following calendar year.

4.      Who will submit APAR

Self Appraisal form to be filled by all employees except category G & H i.e  Drivers, Dispatch Riders , Grading Attendant, Daftries, Peons and  Multi Tasking Staff  in prescribed format. 

5.     Types of Appraisal Forms

         The appraisal forms for employees of the Federation shall be as under :


A) APAR FORM 'A' : For AMD & EDs level Officers.

B) APAR Form 'B' :    For General Managers  and Managers and equivalent  post officers.

C) APAR FORM 'C' :   For Dy. Managers & Asstt. Managers or equivalent post officers.

D) APAR FORM 'D' : For  Sr. PS to Stenographers or equivalent post staff.

E) APAR Form 'E' :   For AMII to Assistants or equivalent post  staff

F) APAR FORM 'F' :   For Jr. Assistant to Clerk cum typist and equivalent post.

G) ACR  FORM 'G' :   For Drivers/ Dispatch Riders.

H) ACR FORM 'H' :   For Grading Attendant/ Daftries/ Peons/ Multi Tasking Staff.

6.    Time schedule for preparation/completion of APAR (Reporting year- Financial year)


	Sl. No.
	Activity
	Date by which to be completed

	1.
	Distribution of blank APAR forms to all concerned (i.e., to officer to be reported upon where self-appraisal has to be given and to reporting officers where self-appraisal is not to be given)
	31st March.

(This may be completed even a week earlier).

	2.
	Submission of self-appraisal to reporting officer by officer to be reported upon (where applicable).
	30 th April.

	3.
	Submission of report by reporting officer to reviewing officer
	30th June

	4.
	Report to be completed by Reviewing Officer and to be sent to Administration or CR Section/Cell or accepting authority, wherever provided.
	31st July

	5.
	Appraisal by accepting authority, wherever provided
	31st August

	6.
	(a) Disclosure to the officer reported upon where there is no accepting authority

(b) Disclosure to the officer reported upon where there is accepting authority
	 01st September 

15th September

	7.
	Receipt of representation, if any, on APAR
	15 days from the date of receipt of communication

	8.
	Forwarding of representations to the competent authority

(a) where there is no accepting authority for APAR
(b) where there is accepting authority for APAR
	21st September
06th October

	9.
	Disposal of representation by the competent authority
	Within one month from the date of receipt of representation.

	10.
	Communication of the decision of the competent authority on the representation by the APAR Cell
	15th November

	11.
	End of entire APAR process, after which the APAR will be finally taken on record
	30th November


7.  TIMELY COMPLETION OF ANNUAL PERFORMANCE  ASSESSMENT  REPORT

7.1     Annual Performance Assessment Reports are vital for proper personnel administration, it is essential that they are completed within a time-frame so that up-to- date Annual Performance Assessment Reports are available at any given time. With this end in view, a time-schedule has been prescribed above.
7.2 After the expiry of the first week of the time-schedule, if the self appraisal is not received by that time, Reporting Officer should take it upon himself to remind the officer to be reported upon in writing, asking him to submit his self-appraisal. If no self-appraisal is received by the stipulated date, the reporting officer can obtain another blank APAR form and proceed to write the report on the basis of his experience of the work and conduct of the officer reported upon. While doing so, he can also point out the failure of the officer reported upon to submit his self-appraisal within the stipulated time.

7.3 it has now been provided that in case the APAR is not initiated by the Reporting Officer for any reason beyond 30th June of the year in which the financial year ended, he shall forfeit his right to enter any remarks in the APAR of the officer to be reported upon and he shall submit all APARs held by him for reporting to the Reviewing Officer on the next working day. 

7.4 Similarly, the Reviewing Officer shall also forfeit his right to enter any remarks in the APAR beyond 31st August of the year in which the financial year ended. 

7.5 The Section entrusted with maintaining the APARs shall, while forwarding the APARs for self-appraisal with copy to the Reporting/Reviewing Officers also annex the schedule of dates. It shall also bring to the notice of Managing Director, the names of those Reporting Officers and Reviewing Officers in the month of October after receiving the completed APARs who have failed to initiate/review the APARs even by 30th June or 31st August as the case may be. 

7.6 The Managing Director may direct to call for the explanation of the concerned officers for not having performed the  duty of writing the APARs within the due date and in the absence of proper justification direct that a written warning for delay in completing the APAR be placed in the APAR folder of the defaulting officer concerned.

7.7 In case the remarks of the Reporting officer or Reviewing Officer as the case may be have not been entered in the APAR due to the concerned officer forfeiting his right to make any entry as per the provision in para 2 above, a certificate to this effect shall be added in his APAR for the relevant period. In case both the Reporting officer and Reviewing officer had forfeited their rights to enter any remarks, the CR format with the self appraisal given by the officer to be reported upon will be placed in his ACR dossier.

7.8 Wherever there is any gap in the APAR during a particular reporting period, it is the responsibility of the officer in-charge for maintaining the APAR to place a no report certificate indicating the reasons, e.g. the officer has not worked for minimum 3 months under a reporting officer; he was on leave/training during the period; he was on unathorised absence if it is a fact; the APAR could not be completed by lapse of the time limit for making remarks by the retired reporting/reviewing officer etc.

8.            APAR of Officers on deputation.

8.1 In the case of employees who are deputed to other Departments, State Governments or are on Foreign Service, the Annual Performance Assessment Report should be maintained by Nafed  and the periodicity of such confidential reports should be the same as in the parent Departments. 

9.
Custodian of the Appraisal Forms

9.1
The appraisal forms except the appraisal forms of the custodian and such other appraisal forms as may be specified hereafter, shall be kept under lock and key under the strict control of the custodian at Head Office.

9.2
The appraisal forms of the Custodian/ Managers / Project Heads / Unit      /Branch heads shall be kept at the Head Office by the Managing Director/Personnel Officer or any other officer authorised in that behalf by the Managing Director.

9.3
The Reviewing Officer shall have to see that the appraisal form submitted by the Reporting Officer is complete. Similarly, the officer who shall receive it for preservation, shall see that it is made complete by the Reporting and Reviewing Officers.

10.
Register/Record of the Appraisal Forms

10.1 The forms received by the custodian shall be recorded in a register in Form-X. Some pages shall be earmarkd for each Department Office/Project/Unit to be maintained separately for officers and employees. One page should be allotted for each officer or employee.


10.2
These CRs will be maintained chronologically in double punched folded file covers and a "CR Dossier Form" in "Form-Y" will also be kept on top of the CRs as page 1 which shall be filled in by the custodian as and when a CR or any other document is added in the cover.

10.3
The Appraisal Form maintained in file shall be issued only on production of written requisition of an officer, bearing, where necessary, the endorsement of the sanctioning authority to issue. The sanctioning authority is the Managing Director.
11.
Whenever any Reporting Officer or Reviewing Officer is transferred, resigns, retires or superannuates in the middle of the year wherever the employees under such Reporting Officer/Reviewing Officer have worked the period required for Reporting/Reviewing, the Reporting officer and/or Reviewing Officer shall make their reporting/reviewing in the prescribed appraisal form before leaving the organisation or project.

11.1
Clearance and final payment to such officers will only be given after they have given their report in the Appraisal Forms or review of the appraisal forms, as the case may be, except when the service of such officer is terminated or he is discharged or dismissed.

12.
CONTENTS OF ANNUAL PERFORMANCE ASSESSMENT REPORTS

12.1 The form in which the Annual Performance Assessment Reports are recorded may vary between different departments and between different levels of responsibility within a departmental hierarchy depending upon the nature of work and duties attached to various posts. However, each Report should begin with the brief description of duties of the Nafed employees reported upon, the quantitative/physical targets/objectives set for him and his achievements against each target and shortfalls with reference to the targets and the constraints encountered if any and items where the achievements have been significantly higher.

12.2     The filling up of the APAR will be governed by the following guidelines:-

(i) There is a box in the APAR for reflecting by the reporting officer the pen picture of the officer reported upon where the reporting officer will be required to indicate his comments on the overall qualities of the officer including areas of strengths and lesser strength and his attitude towards others. A column has added in the section relating to the reviewing authority for giving the reviewing authority's remarks on the pen picture reflected by the reporting officer. There is no other separate column in the APAR for overall assessment apart from the pen picture.

(ii) The APAR  have a provision in the relevant section for remarks by the reviewing officer to indicate specifically the differences, if any, with the assessment made by the reporting officer, and the reasons therefore.

(iii) 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 a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest. The guidelines given in Annexure-I shall be kept in mind while awarding numerical gradings.

(iv) The format for the purpose of numerical grading for Group 'A' officers in the three areas of work output, assessment of personal attributes and assessment of functional competency is in Annexure-II. For Group 'B' and 'C' officials however, suitable changes may be made by the concerned cadre authorities in the items of assessment as per functional requirements of the job and the next promotional post for them. The overall grade on a score of 1-10 will be based on 40% weightage on 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.

(v) Wherever 'accepting authority' has been prescribed in the existing system in the cadre, columns are provided for such authority to give his comments on the remarks of the reporting/reviewing authority and details of difference of opinion, if any, with reasons for the same. In such cases, the accepting authority will also give overall grade on a score of 1-10.

(vi) There are a column in the APAR forms of all Group 'A' officers, indicating whether the officer had completed APARs of Group 'A' and B' officers working under him/her, in respect of the previous reporting year, within the stipulated time.

12.3 There are also given  a column in the Annual Performance Assessment Report form for enabling the Reporting Officer to give his specific comments on the attitude of the Employee towards others , his understanding and his willingness to deal with them.

13       Guidelines regarding filling up of APAR with numerical grading

(i) The columns in the APAR should be filled with due care and attention and after devoting adequate time.

(ii) It is expected that any grading of 1 or 2 (against work output or attributes or overall grade) would be adequately justified in the pen-picture by way of specific failures and similarly, any grade of 9 or 10 would be justified 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) APARs
graded between 8 and 10 will be rated as 'outstanding' and will be given a score of 9 for the purpose of calculating average scores for empanelment/promotion.

(iv) APARs graded between 6 and short of 8 will be rated as 'very good' and will be given a score of 7.

(v) APARs graded between 4 and 6 short of 6 will be rated as 'good' and given a score of 5.

(vi) APARs graded below 4 will be given a score of zero.

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

	
	Reporting Authority
	Reviewing Authority
	Initial of

Reviewing

Authority

	i) Accomplishment
of planned work/work allotted as per subjects allotted

ii) Quality of output

iii) Analytical ability

(iv)Accomplishment of exceptional work / unforeseen tasks performed

Overall Grading on 'Work Output'
	
	
	


(viii) Assessment of personal attributes (weight age to this Section would be 30%)

	
	Reporting Authority
	Reviewing Authority
	Initial of

Reviewing

Authority

	i) Attitude to work

ii) Sense of responsibility

iii) Maintenance of Discipline

iv) Communication skills

v) Leadership qualities

vi) Capacity to work in team spirit

vii) Capacity to work in time limit

viii) Inter-personal relations Overall Grading on personal attributes
	
	
	


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

	
	Reporting Authority
	Reviewing Authority
	Initial of

Reviewing

Authority

	i) Knowledge of Rules / Regulations /Procedures in the area of function and ability to apply them correctly.

ii) Strategic planning ability

iii) Decision making ability

iv) Coordination ability

v) Ability to motivate and develop subordinates

Overall Grading on functional competency
	
	
	


14      Confidential Reports-Recording of entry regarding "INTEGRITY"

The following procedure should be followed in filling up the column relating to the integrity in the confidential report of the employee by the Report​ing /Reviewing Officers :​


(i)
If the Employee’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 ac​tion taken as under :​



(a)
A separate secret note should be re- corded and followed up. A copy of the note should also be sent together with the confidential report to the next su- perior officer who will ensure that the follow up action is taken expeditiously. Where it is not possible either to certify the integrity or to record the secret note, the Reporting Officer should state either that he has not watched the employee’s work for sufficient time to form a definite judgment or that he has heard nothing against the employee, as the case may be.



(b)
If, as a result of the follow up action the doubts or suspicions are cleared, the employee’s integrity should be certi​fied and an entry made accordingly in the confidential Report.



(c)
If, the doubts or suspicions are con​firmed, this fact should also be re​corded and duly communicated to the employee concerned.

 (d) If, as a result of the follow   up action, the doubts or suspicions  are neither cleared nor confirmed,    the employee’s conduct should be watched for a fur​ther period and thereafter action taken as indicated as (b) & (c) above.
15.
Guidelines  to the Reporting/Reviewing Officers
15.1  Purpose of Appraisal


The success of an organization depends primarily upon the knowledge, skill, ability, sincer​ity, attitude and loyalty of its employees. The purpose of this appraisal is to make a periodic assessment of these qualities of the executive personnel of the Federation, the manner in which they are being utilized and their potentialities for development. As this matter is of greatest impor​tance for the efficiency and morale of the services, all assessments should flow as from a conscien​tious observations of facts and should be impartial.

15.2 All officers are required to develop a work plan for the year and agree upon the same with the reporting officer. The work plan should incorporate the relative annual work rhythm and budgetary cycle. This exercise is to be carried out at the beginning of the year. In case of a change of the reporting officer during the year, the work plan agreed with the previous reporting officer would continue to apply. The work plan agreed upon at the beginning of the year has to be reviewed again during the month of September/October as a mid-year exercise and finalized by 31st October. Based on this review the work plan may undergo some changes from that originally prepared.

15.3 The work plans may be submitted to the reviewing authority for his/her perusal and custody. The performance appraisal form provides for an assessment of the accomplishments vis-a-vis the work plan agreed at the commencement of the year and reviewed mid-year.

15.4 It is not necessary that the work plan should be entirely quantitative in nature. While for field level posts, the work plan would consist essentially of quantifiable targets, for secretarial level posts it would consist of policy objectives to be achieved etc.

15.5 The officer reported upon may be required to indicate specific areas in which he/she feels the need to upgrade skills and attend training programs. He/she should also mention the specific steps that he/she has taken or proposes to take to upgrade his/her skills in the identified area. The Reporting/Reviewing Officer may give specific comments on the requirement of skill upgradation for the officer reported upon and suggestions to achieve it.

15.6 There is an increased emphasis on competency building in the new performance assessment system. There would be a premium on competency and skill upgradation. Hence, all officers are advised to keep the cadre controlling authority informed, at least once in five years, of all educational and training programs attended, including the details of marks/grades secured in such programs, details of professional papers published.

15.7      It is expected that any grading of 1 or 2 (against work output or attributes or overall grade) would be adequately justified in the pen-picture by way of specific failures and similarly, any grade of 9 or 10 would be justified with respect to specific accomplishments. In awarding a numerical grade the reporting, reviewing and accepting authorities should rate the officer against a larger population of his/her peers that may be currently working under them or would have worked under them in the past

16.
Communication of Adverse Remarks

The various processes in regard to completion of the APAR and its final taking on record are given below:-

16.1 The full APAR including the overall grade and assessment of integrity shall be communicated to the concerned officer after the Report is complete with the remarks of the Reviewing Officer and the Accepting Authority wherever such system is in vogue. Where employees has only one supervisory level above him as in the case of personal staff attached to officers, such communication shall be made after the reporting officer has completed the performance assessment.

16.2 The Section entrusted with the maintenance of APARs after its receipt shall disclose the same to the officer reported upon.

16.3 The concerned officer shall be given the opportunity to make any representation against the entries and the final grading given in the Report within a period of fifteen days from the date of receipt of the entries in the APAR. The representation shall be restricted to the specific factual observations contained in the report leading to assessment of the officer in terms of attributes, work output etc. While communicating the entries, it shall be made clear that in case no representation is received within the fifteen days, it shall be deemed that he/she has no representation to make. If the concerned APAR Section does not receive any information from the concerned officer on or before fifteen days from the date of disclosure, the APAR will be treated as final.

16.4 The competent authority may consider the representation, if necessary, in consultation with the reporting and/or reviewing officer and shall decide the matter objectively based on the material placed before him within a period of thirty days from the date of receipt of the representation.

16.5 The competent authority after due consideration may reject the representation or may accept and modify the APAR accordingly. The decision of the competent authority and the final grading shall be communicated to the officer reported upon within fifteen days of receipt of the decision of the competent authority by the concerned APAR Section.

17 Granting letter of appreciation

17.1
The practice of granting letter of appreciation or notes of commendation to Nafed employees and placing them in Annual Performance Assessment Reports Dossier should be discouraged.
17.2
Appreciation of work should be recorded in Annual Performance Assessment Report rather than in letters of appreciation which do not give complete perspective of the Nafed employees's good and bad points.

18.  Time limit of retention of APAR

Annual Performance Assessment Report relating o deceased Nafed employees may be destroyed after a period of two years from the date of death. In the case of employees, the Annual Performance Assessment Reports dossiers may be retained for a period of five years after the date of retirement.

19. General

19.1
With regard to the interpretation or implementation of these rules, the decision of the Managing Director will be final.

19.2
 If any doubt or difficulty arises in giving effect to the provisions of these Rules, the Managing Director, as occasion may require, issue such order, which appears to him necessary for purpose of removing the doubt or difficulty.
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National Agricultural Cooperative Marketing Federation of India Ltd.

Nafed House, Sidhartha Enclave, Ashram Chowk, Ring Road,

New Delhi - 110 014
Annual performance appraisal report of Additional managing director / executive director

Report for the year / period ending………………………………

PERSONAL DATA

Part – 1 

(To be filled in by the Personnel Section)
1.
Name of the Employee



2.
Designation




3.
Date of Birth



4.
Place of posting



5.
Qualifications



6.
Date of joining Nafed



7.
Date of appointment to the present post



8.
Period for which the employee has worked under


the Reporting Officer during the year under review


(to be filled in by the Reporting Officer)



- 2 -

Part – 2 

To be filled in by the officer reported upon

(Please read carefully the instructions before filling the entries)

1. Brief description of duties:

	


2. Please specify targets/objectives/goals (in quantitative or other terms) of work you set for yourself or that were set for you, eight to ten items of work in the order of priority and your achievement against each target (Example Annual Action Plan for your Division) 

	Targets/Objective/Goals


	Achievements



	
	


- 3-

3. (a) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in item 2. Please specify constraints, if any, in achieving the targets. 

	


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


4. 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 following the calendar year if not, the date of filling the return should be given.

	


Signature of officer reported upon

Date:……………….

- 4 -
Part – 3

Numerical grading is to be awarded by Reporting and Reviewing Authority which should be on a scale of 1-10 where 1 refers to the lowest grade and 10 to the highest.

(Please read carefully the guidelines before filling the entries)

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

	
	Reporting Authority
	Reviewing Authority (Refer Para 2 of Part 5)
	Initial of Reviewing Authority

	i. Accomplishment of planned work/work allotted as per subjects allotted
	
	
	

	ii. Quality of output


	
	
	

	iii. Analytical ability


	
	
	

	iv. Accomplishment of exceptional work unforeseen tasks performed
	
	
	

	Overall Grading on “Work Output”


	
	
	


(B) Assessment of Personal Attributes (weightage to this Section would be 30%)

	
	Reporting Authority
	Reviewing Authority (Refer Para 2 of Part 5)
	Initial of Reviewing Authority

	i. Attitude to work
	
	
	

	ii. Sense of responsibility
	
	
	

	iii. Maintenance of Discipline
	
	
	

	iv. Communication skills


	
	
	

	v.  Leadership qualities
	
	
	

	vi. Capacity to work in team sprit
	
	
	

	vii.  Capacity to adhere to time-schedule
	
	
	

	viii. Inter-personal relationship
	
	
	

	ix. Overall bearing and personality
	
	
	

	Overall Grading on “Personal Attributes”


	
	
	


-5-

(C) Assessment of Functional Competency (weightage to this Section would be 30%)

	
	Reporting Authority
	Reviewing Authority (Refer Para 2 of Part 5)
	Initial of Reviewing Authority

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

	ii. Strategic planning ability
	
	
	

	iii. Decision making ability
	
	
	

	iv. Coordination ability
	
	
	

	v. Ability to motivate and develop subordinates
	
	
	

	vi. Initiative
	
	
	

	Overall Grading on “Functional Competency”


	
	
	


General

Part – 4 

1. Relations with the public (wherever applicable)

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

	


2. Training

(Please give recommendations for training with a view to further improving the effectiveness and capabilities of the Officer.)

	


-6-

3. State of health

	


4. Integrity

(Please comment on the integrity of the Officer)

	


5. Pen Picture by the Reporting Officer (in about 100 words) on the overall qualities of the officer including area of strengths and lesser strength, extraordinary achievements, significant failures (ref 3(A) & 3(B) of Part -2) and attitude towards weaker sections.

	


6. Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.

[image: image5.emf]


Signature of the Reporting Officer

Name in Block Letters………………………………………

Designation………………………………………………….

During the period of Report…………………………………

Place:

Date:

- 7 -
Part – 5 – Remarks of the Reviewing officer

1. Length of service under the Reviewing Officer

[image: image6.emf]


2. Do you agree with the assessment made by the reporting officer with respect to the work output and the various attributes in Part -3 & Part 4? Do you agree with the assessment of reporting officer in respect of extraordinary achievements / significant failures of the officer reported upon? (Ref Part – 3(A) (iv) and Part -4(5).

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

	Yes
	No


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

	


4. Pen Picture by Reviewing Officer. Please comment (in about 100 words) on the overall qualities of the officer including area of strengths and lesser strength and his attitudes towards wear sections.

	


-8-

5. Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part 3 of the Report.

	


Signature of the Reviewing Officer

Name in Block Letters………………………………………

Designation………………………………………………….

During the period of Report…………………………………

Place:

Date:

-9-

remarks of accepting authority

Do you agree with the report of the Reviewing Authority? Please offer your comments on various aspects of performance of the officer. Please record reasons, should you differ with the Grading given by the Reviewing Authority.

Signature of the Accepting Authority

Name in Block Letters………………………………………

Designation………………………………………………….

During the period of Report…………………………………

Place:

Date:

- 10-

Guidelines regarding filling up of APAR with numerical grading

(i) The columns in the APAR should be filled in with due care and attention and after devoting adequate time.

(ii) It is expected that any grading of 1 or 2 (against work output or attributes or Overall grade) would be adequately justified in the pen-picture by way of specific failures and similarly, any grade of 9 or 10 would be justified with respect of specific accomplishments. Grade 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) APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 9 for the purpose of calculating average scores by empanelment / promotion.

(iv) APARs graded between 6 and short of 8 will be rated as “Very Good” and will be given a score of 7.

(v) APARs graded between 4 and 6 short of 6 will be rated as “Good” and given a score of 5.

(vi) APARs graded below 4 will be given a score of “Zero”.

Form “B”

File No…………………..
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National Agricultural Cooperative Marketing Federation of India Ltd.

Nafed House, Sidhartha Enclave, Ashram Chowk, Ring Road,

New Delhi - 110 014
Annual performance appraisal report of General manager / general manager (f&a) / manager / manager (F&A) and equivalent post

Report for the year / period ending………………………………

PERSONAL DATA

Part – 1 

(To be filled in by the Personnel Section)
1.
Name of the Employee



2.
Designation




3.
Date of Birth



4.
Place of posting



5.
Qualifications



6.
Date of joining Nafed



7.
Date of appointment to the present post



8.
Period for which the employee has worked under


the Reporting Officer during the year under review


(to be filled in by the Reporting Officer)



- 2 -

Part – 2 

To be filled in by the officer reported upon

(Please read carefully the instructions before filling the entries)

1. Brief description of duties:

	


2. Please specify targets/objectives/goals (in quantitative or other terms) of work you set for yourself or that were set for you, eight to ten items of work in the order of priority and your achievement against each target (Example Annual Action Plan for your Division) 

	Targets/Objective/Goals


	Achievements



	
	


- 3-

3. (a) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in item 2. Please specify constraints if any in achieving the targets. 

	


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


4. 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 following the calendar year if not, the date of filling the return should be given.

	


Signature of officer reported upon

Date:……………….

- 4 -
Part – 3

Numerical grading is to be awarded by Reporting and Reviewing Authority which should be on a scale of 1-10 where 1 refers to the lowest grade and 10 to the highest.

(Please read carefully the guidelines before filling the entries)

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

	
	Reporting Authority
	Reviewing Authority (Refer Para 2 of Part 5)
	Initial of Reviewing Authority

	I. Accomplishment of planned work/work allotted as per subjects allotted
	
	
	

	II. Quality of output


	
	
	

	III. Analytical ability


	
	
	

	IV. Accomplishment of exceptional work unforeseen tasks performed
	
	
	

	Overall Grading on “Work Output”


	
	
	


(E) Assessment of Personal Attributes (weightage to this Section would be 30%)

	
	Reporting Authority
	Reviewing Authority (Refer Para 2 of Part 5)
	Initial of Reviewing Authority

	i. Attitude to work
	
	
	

	ii. Sense of responsibility
	
	
	

	iii. Maintenance of Discipline
	
	
	

	iv. Communication skills
	
	
	

	v.  Leadership qualities
	
	
	

	vi. Capacity to work in team sprit
	
	
	

	vii.  Capacity to adhere to time-schedule
	
	
	

	viii. Inter-personal relationship
	
	
	

	ix. Overall bearing and personality
	
	
	

	Overall Grading on “Personal Attributes”
	
	
	


-5-

(F) Assessment of Functional Competency (weightage to this Section would be 30%)

	
	Reporting Authority
	Reviewing Authority (Refer Para 2 of Part 5)
	Initial of Reviewing Authority

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

	II. Strategic planning ability
	
	
	

	III. Decision making ability
	
	
	

	IV. Coordination ability
	
	
	

	V. Ability to motivate and develop subordinates
	
	
	

	VI. Initiative
	
	
	

	Overall Grading on “Functional Competency”


	
	
	


General

Part – 4 

1. Relations with the public (wherever applicable)

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

	


2. Training

(Please give recommendations for training with a view to further improving the effectiveness and capabilities of the Officer.)

	


-6-

3. State of health

	


4. Integrity

(Please comment on the integrity of the Officer)

	


5. Pen Picture by the Reporting Officer (in about 100 words) on the overall qualities of the officer including area of strengths and lesser strength, extraordinary achievements, significant failures (ref 3(A) & 3(B) of Part -2) and attitude towards weaker sections.

	


6. Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.

[image: image8.emf]


Signature of the Reporting Officer

Name in Block Letters………………………………………

Designation………………………………………………….

During the period of Report…………………………………

Place:

Date:

- 7 -
Part – 5 – Remarks of the Reviewing officer

1. Length of service under the Reviewing Officer
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2. Do you agree with the assessment made by the reporting officer with respect to the work output and the various attributes in Part -3 & Part 4? Do you agree with the assessment of reporting officer in respect of extraordinary achievements / significant failures of the officer reported upon? (Ref Part – 3(A) (iv) and Part -4(5).

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

	Yes
	No


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

	


4. Pen Picture by Reviewing Officer. Please comment (in about 100 words) on the overall qualities of the officer including area of strengths and lesser strength and his attitudes towards wear sections.

	


-8-

5. Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part 3 of the Report.

	


Signature of the Reviewing Officer

Name in Block Letters………………………………………

Designation………………………………………………….

During the period of Report…………………………………

Place:

Date:

- 9-
remarks of accepting authority

Do you agree with the report of the Reviewing Authority? Please offer your comments on various aspects of performance of the officer. Please record reasons, should you differ with the Grading given by the Reviewing Authority.

Signature of the Accepting Authority

Name in Block Letters………………………………………

Designation………………………………………………….

During the period of Report…………………………………

Place:

Date:

-10-

Guidelines regarding filling up of APAR with numerical grading

I. The columns in the APAR should be filled in with due care and attention and after devoting adequate time.

II. It is expected that any grading of 1 or 2 (against work output or attributes or Overall grade) would be adequately justified in the pen-picture by way of specific failures and similarly, any grade of 9 or 10 would be justified with respect of specific accomplishments. Grade 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. APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 9 for the purpose of calculating average scores by empanelment / promotion.

IV. APARs graded between 6 and short of 8 will be rated as “Very Good” and will be given a score of 7.

V. APARs graded between 4 and 6 short of 6 will be rated as “Good” and given a score of 5.

VI. APARs graded below 4 will be given a score of “Zero”.

Form “C”

File No…………………..
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National Agricultural Cooperative Marketing Federation of India Ltd.

Nafed House, Sidhartha Enclave, Ashram Chowk, Ring Road,

New Delhi - 110 014
Annual performance appraisal report of Deputy manager / deputy manager (a/cs) / assistant manager / assistant manager (a/cs) / Assistant engineer (civil) and equivalent post

Report for the year / period ending………………………………

PERSONAL DATA

Part – 1 

(To be filled in by the Personnel Section)
1.
Name of the Employee



2.
Designation




3.
Date of Birth



4.
Place of posting



5.
Qualifications



6.
Date of joining Nafed



7.
Date of appointment to the present post



8.
Period for which the employee has worked under


the Reporting Officer during the year under review


(to be filled in by the Reporting Officer)



- 2 -

Part – 2 

To be filled in by the officer reported upon

(Please read carefully the instructions before filling the entries)

1. Brief description of duties:

	


2. Please specify targets/objectives/goals (in quantitative or other terms) of work you set for yourself or that were set for you, eight to ten items of work in the order of priority and your achievement against each target (Example Annual Action Plan for your Division) 

	Targets/Objective/Goals


	Achievements



	
	


- 3-

3. (a) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in item 2. Please specify constraints if any in achieving the targets. 

	


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


4. 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 following the calendar year if not, the date of filling the return should be given.

	


Signature of officer reported upon

Date:……………….

- 4 -
Part – 3

Numerical grading is to be awarded by Reporting and Reviewing Authority which should be on a scale of 1-10 where 1 refers to the lowest grade and 10 to the highest.

(Please read carefully the guidelines before filling the entries)

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

	
	Reporting Authority
	Reviewing Authority (Refer Para 2 of Part 5)
	Initial of Reviewing Authority

	I. Accomplishment of planned work/work allotted as per subjects allotted
	
	
	

	II. Quality of output


	
	
	

	III. Analytical ability


	
	
	

	IV. Accomplishment of exceptional work unforeseen tasks performed
	
	
	

	Overall Grading on “Work Output”


	
	
	


(H) Assessment of Personal Attributes (weightage to this Section would be 30%)

	
	Reporting Authority
	Reviewing Authority (Refer Para 2 of Part 5)
	Initial of Reviewing Authority

	i. Attitude to work
	
	
	

	ii. Sense of responsibility
	
	
	

	iii. Maintenance of Discipline
	
	
	

	iv. Communication skills


	
	
	

	v.  Leadership qualities
	
	
	

	vi. Capacity to work in team sprit
	
	
	

	vii.  Capacity to adhere to time-schedule
	
	
	

	viii. Inter-personal relationship
	
	
	

	ix. Overall bearing and personality
	
	
	

	Overall Grading on “Personal Attributes”


	
	
	


-5-

(I) Assessment of Functional Competency (weightage to this Section would be 30%)

	
	Reporting Authority
	Reviewing Authority (Refer Para 2 of Part 5)
	Initial of Reviewing Authority

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

	II. Strategic planning ability
	
	
	

	III. Decision making ability
	
	
	

	IV. Coordination ability
	
	
	

	V. Ability to motivate and develop subordinates
	
	
	

	VI. Initiative
	
	
	

	Overall Grading on “Functional Competency”


	
	
	


General

Part – 4 

1. Relations with the public (wherever applicable)

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

	


2. Training

(Please give recommendations for training with a view to further improving the effectiveness and capabilities of the Officer.)

	


-6-

3. State of health

	


4. Integrity

(Please comment on the integrity of the Officer)

	


5. Pen Picture by the Reporting Officer (in about 100 words) on the overall qualities of the officer including area of strengths and lesser strength, extraordinary achievements, significant failures (ref 3(A) & 3(B) of Part -2) and attitude towards weaker sections.

	


6. Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.

[image: image11.wmf]
Signature of the Reporting Officer

Name in Block Letters………………………………………

Designation………………………………………………….

During the period of Report…………………………………

Place:

Date:

- 7 -
Part – 5 – Remarks of the Reviewing officer

1. Length of service under the Reviewing Officer


2. Do you agree with the assessment made by the reporting officer with respect to the work output and the various attributes in Part -3 & Part 4? Do you agree with the assessment of reporting officer in respect of extraordinary achievements / significant failures of the officer reported upon? (Ref Part – 3(A) (iv) and Part -4(5).

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

	Yes
	No


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

	


4. Pen Picture by Reviewing Officer. Please comment (in about 100 words) on the overall qualities of the officer including area of strengths and lesser strength and his attitudes towards wear sections.

	


-8-

5. Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part 3 of the Report.

	


Signature of the Reviewing Officer

Name in Block Letters………………………………………

Designation………………………………………………….

During the period of Report…………………………………

Place:

Date:

-9-

remarks of accepting authority

Do you agree with the report of the Reviewing Authority? Please offer your comments on various aspects of performance of the officer. Please record reasons, should you differ with the Grading given by the Reviewing Authority.

Signature of the Accepting Authority

Name in Block Letters………………………………………

Designation………………………………………………….

During the period of Report…………………………………

Place:

Date:

-10-

Guidelines regarding filling up of APAR with numerical grading

I. The columns in the APAR should be filled in with due care and attention and after devoting adequate time.

II. It is expected that any grading of 1 or 2 (against work output or attributes or Overall grade) would be adequately justified in the pen-picture by way of specific failures and similarly, any grade of 9 or 10 would be justified with respect of specific accomplishments. Grade 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. APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 9 for the purpose of calculating average scores by empanelment / promotion.

IV. APARs graded between 6 and short of 8 will be rated as “Very Good” and will be given a score of 7.

V. APARs graded between 4 and 6 short of 6 will be rated as “Good” and given a score of 5.

VI. APARs graded below 4 will be given a score of “Zero”.

Form “D”

File No…………………..


National Agricultural Cooperative Marketing Federation of India Ltd.

Nafed House, Sidhartha Enclave, Ashram Chowk, Ring Road,

New Delhi - 110 014
Annual performance appraisal report of Senior Private Secretary / private secretary / personal assistant / stenographer

Report for the year / period ending………………………………

PERSONAL DATA

Part – 1 

(To be filled in by the Personnel Section)
1.
Name of the Employee



2.
Designation




3.
Date of Birth



4.
Place of posting



5.
Qualifications



6.
Date of joining Nafed



7.
Date of appointment to the present post



8.
Period for which the employee has worked under


the Reporting Officer during the year under review


(to be filled in by the Reporting Officer)



- 2 -

Part – 2 SELF APPRAISAL 

To be filled in by the officer reported upon

(Please read carefully the instructions before filling the entries)

1. Brief resume of the wok done by you during the year /period from……… to……… …

(The resume to be furnished should be limited to 100 words)

	


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

	


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

	


4. 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 filling the return should be given.

	


Signature of officer reported upon

Place:……………...

Date:……………….

- 3 -
Part – 3 - APPRAISAL

1. Does the Reporting officer agree with the statement made in part 2? If not, the extent of disagreement and reasons thereof?

	


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

(Please read carefully the guidelines before filling the entries)

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

	
	Grading

	i) Quality of work and level of professional skill
	

	ii) Trust worthiness in handling secret and top secret matters and papers
	

	iii) Maintenance of engagement diary and timely submission of necessary papers for meeting, interviews etc.
	

	iv) Accomplishment of exceptional work/unforeseen tasks performed.
	

	Overall Grading on “Work Output” (Table 1to iv /4)


	


-4-
(B) Assessment of Personal Attributes (weightage to this Section would be 30%)

	
	Grading

	i. Attitude to work
	

	ii. Intelligence, keenness and industry
	

	iii. Maintenance of Discipline
	

	iv. Sense of responsibility


	

	v.  Communication skills
	

	vi. Leadership qualities
	

	vii.  Ability to work in team
	

	viii. Ability to meet deadline
	

	Overall Grading on “Personal Attributes” (Table 1to viii /8)


	


(C) Assessment of Functional Competency (weightage to this Section would be 30%)

	
	Grading

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

	II. Strategic planning ability
	

	III. Inter-personal relations
	

	IV. Coordination ability
	

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

	VI. Ability to motivate and develop subordinates
	

	Overall Grading on “Functional Competency” (Table 1to vi /6)


	


-5-

General

Part – 4 

1. Relations with the public (wherever applicable)

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

	


2. Training

(Please give recommendations for training with a view to further improving the effectiveness and capabilities of the Officer.)

	


3. State of health

	


4. Integrity

(Please comment on the integrity of the Officer)

	


5. Pen Picture by the Reporting Officer (in about 100 words) on the overall qualities of the officer including area of strengths and lesser strength, extraordinary achievements, significant failures and attitude towards weaker sections.

	


6. Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.


Signature of the Reporting Officer

Name in Block Letters………………………………………

Designation………………………………………………….

During the period of Report…………………………………

Place:

Date:

- 6 -
Part – 5 – Remarks of the Reviewing officer

1. Length of service under the Reviewing Officer


2. Do you agree with the assessment made by the reporting officer with respect to the work output and the various attributes in Part -3 & Part 4? Do you agree with the assessment of reporting officer in respect of extraordinary achievements / significant failures of the officer reported upon? (Ref Part – 3(A) (iv) and Part -4(5).

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

	Yes
	No


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

	


4. Pen Picture by Reviewing Officer. Please comment (in about 100 words) on the overall qualities of the officer including area of strengths and lesser strength and his attitudes towards wear sections.

	


5. Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part 3 of the Report.

	


Signature of the Reviewing Officer

Name in Block Letters………………………………………

Designation………………………………………………….

During the period of Report…………………………………

Place:

Date:

-7-

remarks of accepting authority

Do you agree with the report of the Reviewing Authority? Please offer your comments on various aspects of performance of the officer. Please record reasons, should you differ with the Grading given by the Reviewing Authority.

Signature of the Accepting Authority

Name in Block Letters………………………………………

Designation………………………………………………….

During the period of Report…………………………………

Place:

Date:

-8-

INSTRUCTION

1. The Annual Performance Appraisal Report is an important document, it 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 Officer should, therefore, undertake the duty of filling out the form with a high sense of responsibility.

2. Objective is to develop an officer so that he/she realizes his/her potential. It is not meant to be a fault finding process but a development one. The Reporting 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 a casual or superficial manner will be easily discernible to the higher authorities. 

4. Every answer shall be given in a narrative form except where numerical gradings is to be awarded. 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 officer recording the answer. Unambiguous and simple language may be used.

5. The Reporting Officer shall in the beginning of the year, assign targets to each of the officers to whom he is required to report upon for completion during the year. In the case of an officer taking up a new post in the course of the reporting year, such targets/goals shall be set at the time of assumption of the new change. The tasks/targets set should clearly be known and understood by the both officer concerned.

6. Although performance appraisal is a year-end exercise, in order that it may be a tool for human resource development the Reporting Officer should at regular intervals review the performance and take necessary corrective steps by way of advice etc.

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

8. Assessment should be confirmed to the appraise’s performance during the period of report only.

9. It is expected that any grading of 1 & 2 (against work output or attribute or overall grade would be adeqyately justified in the pen picture by way of special failures and similarly any grade of 9 & 10 would justified with respect to special 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 large population of his/her peers that may be currently working under them.

10. For purpose of calculating average scores for empanelment/promotion the following grades will be considered 

	
	Grading
	Score to be considered

	Between 8 and 10
	Outstanding
	9

	Between 6 and 8
	Very Good
	7

	Between 4 and 6
	Good
	5

	Below 4
	
	0


Note

The following procedure should be followed in filling up the item relating to integrity:-

1. If the officer’s integrity is beyond doubt, it may be so stated.

2. If there is any doubt of suspicion, the item should be left blank and action taken as under:-

i) A separate secret note should be recorded and followed up. A copy of the note should be sent together with the Confidential Report to the next superior officer who will ensure that the follow up action is taken expeditiously. Where it is not possible either to certify the integrity or to record the secret note, the Reporting Officer should state either that he has not watched the officer’s work for sufficient time to form a definite judgment or that he has heard nothing against the officers, as the case may be.

ii) If, as a result of the follow-up action the doubts or suspicions are cleared, the officer’s integrity should be certified and an entry made accordingly in the Confidential Report. 

iii) If the doubt or suspicions are confirmed, the fact should also be recorded and duty communicated to the officer concerned.

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

Form “E”

File No…………………..


National Agricultural Cooperative Marketing Federation of India Ltd.

Nafed House, Sidhartha Enclave, Ashram Chowk, Ring Road,

New Delhi - 110 014
Annual performance appraisal report of ASSISTANT MANAGER-II / ASSISTANT MANAGER –II (A/CS) / SENIOR ASSISTANT / JUNIOR ACCOUNTANT /aSSISTANT / sENIOR FIELD REPRESENTATIVE / ACCOUNT ASSISTANT and equivalent post

Report for the year / period ending………………………………

PERSONAL DATA

Part – 1 

(To be filled in by the Personnel Section)
1.
Name of the Employee



2.
Designation




3.
Date of Birth



4.
Place of posting



5.
Qualifications



6.
Date of joining Nafed



7.
Date of appointment to the present post



8.
Period for which the employee has worked under


the Reporting Officer during the year under review


(to be filled in by the Reporting Officer)



- 2 -

Part – 2 

To be filled in by the officer reported upon

(Please read carefully the instructions before filling the entries)

1. Brief description of duties:

	


2. Please specify targets/objectives/goals (in quantitative or other terms) of work you set for yourself or that were set for you, eight to ten items of work in the order of priority and your achievement against each target (Example Annual Action Plan for your Division) 

	Targets/Objective/Goals


	Achievements



	
	


- 3-

3. (a) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in item 2. Please specify constraints if any in achieving the targets. 

	


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


4. 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 filling the return should be given

	


Signature of officer reported upon

Date:……………….

- 4 -
Part – 3

Numerical grading is to be awarded by Reporting and Reviewing Authority which should be on a scale of 1-10 where 1 refers to the lowest grade and 10 to the highest.

(Please read carefully the guidelines before filling the entries)

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

	
	Reporting Authority
	Reviewing Authority (Refer Para 2 of Part 5)
	Initial of Reviewing Authority

	I. Accomplishment of planned work/work allotted as per subjects allotted
	
	
	

	II. Quality of output
	
	
	

	III. Analytical ability


	
	
	

	IV. Accomplishment of exceptional work unforeseen tasks performed
	
	
	

	Overall Grading on “Work Output”
	
	
	


(L) Assessment of Personal Attributes (weightage to this Section would be 30%)

	
	Reporting Authority
	Reviewing Authority (Refer Para 2 of Part 5)
	Initial of Reviewing Authority

	i. Attitude to work
	
	
	

	ii. Sense of responsibility
	
	
	

	iii. Maintenance of Discipline
	
	
	

	iv. Communication skills


	
	
	

	v.  Leadership qualities
	
	
	

	vi. Capacity to work in team sprit
	
	
	

	vii.  Capacity to adhere to time-schedule
	
	
	

	viii. Inter-personal relationship
	
	
	

	ix. Overall bearing and personality
	
	
	

	Overall Grading on “Personal Attributes”


	
	
	


-5-

(M) Assessment of Functional Competency (weightage to this Section would be 30%)

	
	Reporting Authority
	Reviewing Authority (Refer Para 2 of Part 5)
	Initial of Reviewing Authority

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

	II. Strategic planning ability
	
	
	

	III. Decision making ability
	
	
	

	IV. Coordination ability
	
	
	

	V. Ability to motivate and develop subordinates
	
	
	

	VI. Initiative
	
	
	

	Overall Grading on “Functional Competency”


	
	
	


General

Part – 4 

1. Relations with the public (wherever applicable)

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

	


2. Training

(Please give recommendations for training with a view to further improving the effectiveness and capabilities of the Officer.)

	


-6-

3. State of health

	


4. Integrity

(Please comment on the integrity of the Officer)

	


5. Pen Picture by the Reporting Officer (in about 100 words) on the overall qualities of the officer including area of strengths and lesser strength, extraordinary achievements, significant failures (ref 3(A) & 3(B) of Part -2) and attitude towards weaker sections.

	


6. Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.


Signature of the Reporting Officer

Name in Block Letters………………………………………

Designation………………………………………………….

During the period of Report…………………………………

Place:

Date:

- 7 -
Part – 5 – Remarks of the Reviewing officer

1. Length of service under the Reviewing Officer


2. Do you agree with the assessment made by the reporting officer with respect to the work output and the various attributes in Part -3 & Part 4? Do you agree with the assessment of reporting officer in respect of extraordinary achievements / significant failures of the officer reported upon? (Ref Part – 3(A) (iv) and Part -4(5).

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

	Yes
	No


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

	


4. Pen Picture by Reviewing Officer. Please comment (in about 100 words) on the overall qualities of the officer including area of strengths and lesser strength and his attitudes towards wear sections.

	


-8-

5. Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part 3 of the Report.

	


Signature of the Reviewing Officer

Name in Block Letters………………………………………

Designation………………………………………………….

During the period of Report…………………………………

Place:

Date:

Part – 6 remarks of accepting authority

Do you agree with the report of the Reviewing Authority? Please offer your comments on various aspects of performance of the officer. Please record reasons, should you differ with the Grading given by the Reviewing Authority.

Signature of the Accepting Authority

Name in Block Letters………………………………………

Designation………………………………………………….

During the period of Report…………………………………

Place:

Date:

- 9-

Guidelines regarding filling up of APAR with numerical grading

I. The columns in the APAR should be filled in with due care and attention and after devoting adequate time.

II. It is expected that any grading of 1 or 2 (against work output or attributes or Overall grade) would be adequately justified in the pen-picture by way of specific failures and similarly, any grade of 9 or 10 would be justified with respect of specific accomplishments. Grade 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. APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 9 for the purpose of calculating average scores by empanelment / promotion.

IV. APARs graded between 6 and short of 8 will be rated as “Very Good” and will be given a score of 7.

V. APARs graded between 4 and 6 short of 6 will be rated as “Good” and given a score of 5.

VI. APARs graded below 4 will be given a score of “Zero”.

Form “F”

File No…………………..


National Agricultural Cooperative Marketing Federation of India Ltd.

Nafed House, Sidhartha Enclave, Ashram Chowk, Ring Road,

New Delhi - 110 014
Annual performance appraisal report of JUNIOR ASSISTANT / FIELD REPRESENTATIVE / JUNIOR ACCOUNT ASSISTANT / JUNIOR FIELD REPRESENTATIVE / CLERK CUM TYPIST and equivalent post

Report for the year / period ending………………………………

PERSONAL DATA

Part – 1 

(To be filled in by the Personnel Section)
1.
Name of the Employee



2.
Designation




3.
Date of Birth



4.
Place of posting



5.
Qualifications



6.
Date of joining Nafed



7.
Date of appointment to the present post



8.
Period for which the employee has worked under


the Reporting Officer during the year under review


(to be filled in by the Reporting Officer)



- 2 -

Part – 2 

To be filled in by the officer reported upon

(Please read carefully the instructions before making the entries)

1. Brief description of duties:

	


2. Please specify targets/objectives/goals (in quantitative or other terms) of work you set for yourself or that were set for you, eight to ten items of work in the order of priority and your achievement against each target (Example Annual Action Plan for your Division) 

	Targets/Objective/Goals


	Achievements



	
	


- 3-

3. (a) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in item 2. Please specify constraints if any in achieving the targets. 

	


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


4. 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 following the calendar year if not, the date of filling the return should be given

	


Signature of officer reported upon

Date:……………….

- 4 -
Part – 3

Numerical grading is to be awarded by Reporting and Reviewing Authority which should be on a scale of 1-10 where 1 refers to the lowest grade and 10 to the highest.

(Please read carefully the guidelines before filling the entries)

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

	
	Reporting Authority
	Reviewing Authority (Refer Para 2 of Part 5)
	Initial of Reviewing Authority

	I. Accomplishment of planned work/work allotted as per subjects allotted
	
	
	

	II. Quality of output


	
	
	

	III. Analytical ability


	
	
	

	IV. Accomplishment of exceptional work unforeseen tasks performed
	
	
	

	Overall Grading on “Work Output”


	
	
	


(O) Assessment of Personal Attributes (weightage to this Section would be 30%)

	
	Reporting Authority
	Reviewing Authority (Refer Para 2 of Part 5)
	Initial of Reviewing Authority

	i. Attitude to work
	
	
	

	ii. Sense of responsibility
	
	
	

	iii. Maintenance of Discipline
	
	
	

	iv. Communication skills


	
	
	

	v.  Leadership qualities
	
	
	

	vi. Capacity to work in team sprit
	
	
	

	vii.  Capacity to adhere to time-schedule
	
	
	

	viii. Inter-personal relationship
	
	
	

	ix. Overall bearing and personality
	
	
	

	Overall Grading on “Personal Attributes”


	
	
	


-5-

(P) Assessment of Functional Competency (weightage to this Section would be 30%)

	
	Reporting Authority
	Reviewing Authority (Refer Para 2 of Part 5)
	Initial of Reviewing Authority

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

	II. Strategic planning ability
	
	
	

	III. Decision making ability
	
	
	

	IV. Coordination ability
	
	
	

	V. Ability to motivate and develop subordinates
	
	
	

	VI. Initiative
	
	
	

	Overall Grading on “Functional Competency”


	
	
	


General

Part – 4 

1. Relations with the public (wherever applicable)

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

	


2. Training

(Please give recommendations for training with a view to further improving the effectiveness and capabilities of the Officer.)
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3. State of health

	


4. Integrity

(Please comment on the integrity of the Officer)

	


5. Pen Picture by the Reporting Officer (in about 100 words) on the overall qualities of the officer including area of strengths and lesser strength, extraordinary achievements, significant failures (ref 3(A) & 3(B) of Part -2) and attitude towards weaker sections.

	


6. Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.


Signature of the Reporting Officer

Name in Block Letters………………………………………

Designation………………………………………………….

During the period of Report…………………………………

Place:

Date:

- 7 -
Part – 5 – Remarks of the Reviewing officer

1. Length of service under the Reviewing Officer


2. Do you agree with the assessment made by the reporting officer with respect to the work output and the various attributes in Part -3 & Part 4? Do you agree with the assessment of reporting officer in respect of extraordinary achievements / significant failures of the officer reported upon? (Ref Part – 3(A) (iv) and Part -4(5).

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

	Yes
	No


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

	


4. Pen Picture by Reviewing Officer. Please comment (in about 100 words) on the overall qualities of the officer including area of strengths and lesser strength and his attitudes towards wear sections.

	


5. Comments by Reviewing Officer please comment (in about 100 words) on the overall qualities of the officer including area of strengths and lesser strength and his attitude towards weaker sections.

	


-8-

6. Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part 3 of the Report.

	


Signature of the Reviewing Officer

Name in Block Letters………………………………………

Designation………………………………………………….

During the period of Report…………………………………

Place:

Date:

-9-

remarks of accepting authority

Do you agree with the report of the Reviewing Authority? Please offer your comments on various aspects of performance of the officer. Please record reasons, should you differ with the Grading given by the Reviewing Authority.

Signature of the Accepting Authority

Name in Block Letters………………………………………

Designation………………………………………………….

During the period of Report…………………………………

Place:

Date:

- 10-

Guidelines regarding filling up of APAR with numerical grading

I. The columns in the APAR should be filled in with due care and attention and after devoting adequate time.

II. It is expected that any grading of 1 or 2 (against work output or attributes or Overall grade) would be adequately justified in the pen-picture by way of specific failures and similarly, any grade of 9 or 10 would be justified with respect of specific accomplishments. Grade 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. APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 9 for the purpose of calculating average scores by empanelment / promotion.

IV. APARs graded between 6 and short of 8 will be rated as “Very Good” and will be given a score of 7.

V. APARs graded between 4 and 6 short of 6 will be rated as “Good” and given a score of 5.

VI. APARs graded below 4 will be given a score of “Zero”.

Form “G”

 File No…………………..

National Agricultural Cooperative Marketing Federation of India Ltd.

Nafed House, Sidhartha Enclave, Ashram Chowk, Ring Road,

New Delhi - 110 014
Annual CONFIDENTIAL report of DRIVERS/DISPATCH RIDERS /and equivalent post

Report for the year / period ending………………………………

PERSONAL DATA
1.
Name of the Employee



2.
Designation




3.
Date of Birth



4.
Place of posting



5.
Qualifications



6.
Date of joining Nafed



7.
Date of appointment to the present post



8.
Period for which the employee has worked under


the Reporting Officer during the year under review


(to be filled in by the Reporting Officer)



INSTRUCTIONS TO THE REPORTING / REVIEWING OFFICERS

Purpose of appraisal :

The success of any organisation depends primarily upon the knowledge, skill, ability, sincerity, attitude and loyalty of its employees. The purpose of this appraisal is to make a periodic assessment of these qualities of the executive personnel of the Federation, the manner in  which they are being utilised and their potential for development. As this matter is of greatest importance for the efficiency and morale of the services, all assessments should flows as from a conscientious observation of facts and should be impartial.

Instructions :

a)
Please do not begin assessment unless you have read these guidelines recently.

b)
No attempt should be made to arrive at a pre-decided score. Consider each trait separately.

c)
The individual being assessed should be compared with others of the same rank and category doing the same type of work.

d)
Indicate your judgment of the persons being rated by considering each of them carefully and accurately.

20. Do not make snap judgment.

h)  Do all your rating preferably at one sitting otherwise it may be difficult to get a comparative picture. Draw a list   of all such persons to be ranked before rating. to the next factor.

i) Consider one factor at a time and rate all the persons against that factor before passing on

h)
You are doing the rating, please do not discuss it with anyone. If your subordinate is to do the rating, do not encourage him to discuss it with you.

i)
Do not allow personal feelings to govern your rating, beware of 'halo' effect. Some employees are able to create an effect of 'halo' around them by their good or apparently good behaviour and not necessarily by being good workers. Remember that rating which is not objective reflects upon the integrity of the Reporting Officer.

j)
While assessing a subordinate, call to mind instances that are typical of his work and ways of working, do not judge only on most recent cases. Do not be influenced by unusual cases which are not typical.

k)
Too high a rating and concealment of efficiency lowers the value of the assessment. The Reporting Officer's capacity for sound judgment is compromised and those being assessed are prejudiced since the assessment is known to be faulty.

l)
The value of assessment lies in impartiality and sound judgment used by the Reporting Officer. Make no entry except where it is based on personal knowledge. If you do not have personal knowledge do not rate the trait concerned.

m)
Please tick mark the rating which is applicable.

APPRAISAL : TO BE FILLED IN BY THE REPORTING OFFICER

RATING GUIDE : A : OUTSTANDING B : VERY GOOD C : GOOD D : FAIR E : POOR

NOTE : Support your rating where such ratings is either A or E.

1.
JOB PERFORMANCE


a)
How will he maintains the standard of work?
A
B
C
D
E

2.
ADHERENCE TO INSRUCTIONS


a)
How will he understands the various instruction?
A
B
C
D
E


b)
How he obeys these instructions?
A
B
C
D
E

3.
SAFETY


a)
How alert is he while performing the job?
A
B
C
D
E


b)
His adherence to the Traffic regulations and Civil Laws.
A
B
C
D
E


c)
No. of acidents, if any in the year :



i) Major _________



ii) Minor _________

4.
MAINTENANCE


a)
How clean and tidy he keeps the car/machine?
A
B
C
D
E


b)
No of break-downs during the year _________

5.
DEPENDABILITY 

How trust-worthy is he?
A
B
C
D
E

6.
DISCIPLINE & GENERAL BEHAVIOUR


a)
Does he show proper courtesy and good manners
A
B
C
D
E



towards the people using staff car (for drivers only)


b)
How cooperative is he with his



i) superiors
A
B
C
D
E



ii) peers
A
B
C
D
E

7.
REGULARITY & PUNCTUALITY


a)
How regular is he in attendance?
A
B
C
D
E


b)
How punctual is he in reaching office
A
B
C
D
E

8.
TECHNICAL KNOWLEDGE


a)
How capable is he for attending petty repairs
A
B
C
D
E



of the car/machine?


b)
How well he knows about the main parts of the
A
B
C
D
E



car/machine?

9.
RECORD KEEPING


Whether he takes timely action for getting proper
A
B
C
D
E


entries made in the log book/records?

10.
INTEGRITY


A.
ABOVE BOARD     B. NOTHING DEFINITE CAN BE SAID     C. DOUBTFUL


(if anything adverse has come to your notice, please specify)

11.
Employee's potential for development. Specify, if any


special training etc. is required to be imparted to him.




------------------------------------------------




Total




-------------------------------------------------

* GENERAL COMMENTS OF THE REPORTING OFFICER :

1.
Do you consider him fit for


a)
Accelerated promotion
Yes / No


b)
Promotion in due course
Yes / No

2.
Any other comments :

Signature with date                      _________________

                                                                           Name                                            ________________ 

                                                                           Designation                                  ________________

* COMMENTS OF THE REVIEWING AUTHORITY

Signature with date                      _________________

                                                                           Name                                            ________________ 

                                                                           Designation                                  ________________

COMMENTS OF THE ACCEPTING AUTHORITY

Signature with date                      _________________

                                                                           Name                                            ________________ 

                                                                           Designation                                  ________________

· Reporting & Reviewing Officers are expected to give detailed remarks about the performance of the employee and other remarks if any, that are not covered in this format.

Form “H”

 File No…………………..

National Agricultural Cooperative Marketing Federation of India Ltd.

Nafed House, Sidhartha Enclave, Ashram Chowk, Ring Road,

New Delhi - 110 014
Annual CONFIDENTIAL report of GRADING ATTENDANT/ GRADING ATTENDANT-1/ Daftries / Peons / multi tasking staff and equivalent post

Report for the year / period ending………………………………

PERSONAL DATA
1.
Name of the Employee



2.
Designation




3.
Date of Birth



4.
Place of posting



5.
Qualifications



6.
Date of joining Nafed



7.
Date of appointment to the present post



8.
Period for which the employee has worked under


the Reporting Officer during the year under review


(to be filled in by the Reporting Officer)



INSTRUCTIONS TO THE REPORTING / REVIEWING OFFICERS

Purpose of appraisal :

The success of any organisation depends primarily upon the knowledge, skill, ability, sincerity, attitude and loyalty of its employees. The purpose of this appraisal is to make a periodic assessment of these qualities of the executive personnel of the Federation, the manner in  which they are being utilised and their potential for development. As this matter is of greatest importance for the efficiency and morale of the services, all assessments should flows as from a conscientious observation of facts and should be impartial.

Instructions :

a)
Please do not begin assessment unless you have read these guidelines recently.

b)
No attempt should be made to arrive at a pre-decided score. Consider each trait separately.

c)
The individual being assessed should be compared with others of the same rank and category doing the same type of work.

d)
Indicate your judgment of the persons being rated by considering each of them carefully and accurately.

21. Do not make snap judgment.

j)  Do all your rating preferably at one sitting otherwise it may be difficult to get a comparative picture. Draw a list   of all such persons to be ranked before rating. to the next factor.

k) Consider one factor at a time and rate all the persons against that factor before passing on

h)
You are doing the rating, please do not discuss it with anyone. If your subordinate is to do the rating, do not encourage him to discuss it with you.

i)
Do not allow personal feelings to govern your rating, beware of 'halo' effect. Some employees are able to create an effect of 'halo' around them by their good or apparently good behaviour and not necessarily by being good workers. Remember that rating which is not objective reflects upon the integrity of the Reporting Officer.

j)
While assessing a subordinate, call to mind instances that are typical of his work and ways of working, do not judge only on most recent cases. Do not be influenced by unusual cases which are not typical.

k)
Too high a rating and concealment of efficiency lowers the value of the assessment. The Reporting Officer's capacity for sound judgment is compromised and those being assessed are prejudiced since the assessment is known to be faulty.

l)
The value of assessment lies in impartiality and sound judgment used by the Reporting Officer. Make no entry except where it is based on personal knowledge. If you do not have personal knowledge do not rate the trait concerned.

m)
Please tick mark the rating which is applicable.

APPRAISAL : TO BE FILLED IN BY THE REPORTING OFFICER

RATING GUIDE : A : OUTSTANDING B : VERY GOOD C : GOOD D : FAIR E : POOR

NOTE : Support your rating where such ratings is either A or E.

1.
Intelligence/knowledge
A
B
C
D
E

2.
Amenability to discipline (specify whether he/she


comes in proper uniform)
A
B
C
D
E

3.
Punctuality & Attendance
A
B
C
D
E

4.
Devotion to duty
A
B
C
D
E

5.
Cleanliness
A
B
C
D
E
6.
Behaviour with superiors and colleagues
A
B
C
D
E

7.
Integrity


A.
ABOVE BOARD     B. NOTHING DEFINITE CAN BE SAID     C. DOUBTFUL




-------------------------------------------------




Total




-------------------------------------------------

* GENERAL COMMENTS OF THE REPORTING OFFICER :

Signature with date                      _________________

                                                                           Name                                            ________________ 

                                                                           Designation                                  ________________

* GENERAL COMMENTS OF THE REVIEWING OFFICER :

Signature with date                      _________________

                                                                           Name                                            ________________ 

                                                                           Designation                                  ________________

REMARKS OF THE ACCEPTING AUTHORITY :

Signature with date                      _________________

                                                                           Name                                            ________________ 

                                                                           Designation                                  ________________

The Executive Committee in its meeting held on 22.03.2017 has approved the revised Annual Performance Appraisal Report (APAR) for Nafed employees. Accordingly, the Performance Appraisal Rules and Procedures of NAFED available in Chapter “6” of Nafed Personnel Manual stand modified. The modified Performance Appraisal Rules and Procedures of NAFED can be viewed in Chapter “6” of Nafed Personnel Manual at Nafed website.   
The above amendments shall be applicable for the year 2016-17 and onwards.

OFFICE ORDER NO. 01 






Dated: 10.04.2017
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