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Form “C”

Performance Appraisal Report — Pensions Officer
Ministry: - Department:-
Section/ Branch: - District/ Divisional Secretary:-

Part]
Self appraisal { Should filled by the appraise)
(Answer by filling blanks or deleting inappropriate words.)

@ 8a® 4

If Serves in Divisional or District Secretariat filling Particulars in number 07 is compulsory.

Duration subject for the assessment from 20 to
(One year preceding the salary ceiling is applicable.)

01. Bio = Data

1.1. Name:

1.2, Date Of Birth :

1.3. Total Service Period :
1.4, Salary Increment date :

02. Scope of the duty:
2.1. Were you provided an exact duty list or an employment detail letter?
2.2 Responsibilities of your subject in brief

03. Written communication - letters

Is preparing reply letters relevant to your subject?
If applicable:-

3.1. Number of files receives to your per déy

3.2. Number of letters replying per day. -

3.3. Number of letters remained not replied in a week

04. Written Communication — minutes
Is taking down minutes on files relevant to your subject?
If applicable:-
4.1 Is a Summary of the relevant topic included to your minute?
4.2. Is a appropriate definition included to your minute?
4.3. Are you rendering proposals and alternative to the decisions?
That can take on issue?
4.4. Is the Staff Officer generally satisfied of your minute?

05. Filling
If files relevant to your subject,

5.1. Number of files kept underyour custody e

5.2. Number of files of the above in function at present
5.3. Are you properly maintaining and keeping following correspond?

5.3.1 Case register Yes/ No / Not relevant
5.3.2 Legal Policy files Yes/ No [/ Not relevant
5.3.3 Procedural files Yes/ No / Not relevant
5.3.4 Circular files Yes/ No / Not relevant
5.3.5 Precedence files Yes/ No / Not relevant >
5.3.6 Draft Files Yes/ No / Not relevant
5.3.7 Receive document register Yes/ No / Not relevant :
5.3.8 Dispatch File Yes/ No / Not relevant
5.3.9 Moment card Yes/ No / Not relevant
S 5.3.10 Index card Yes/ No / Not relevant

5.3.11 Calling diary Yes/ No / Not relevant

LS

Yes/ No

\
Y‘és/ No

Yes/ No
Yes/ No

“Yes/ No

Yes/ No




06. Accounts

If accounts activities relevant to your subject,
6.1 What are the account files and correspondence kept under your custody?

6.2 Number of vouchers usually you receive per day?

6.3 Are you taking action on all vouchers on received date? Yes/ No
6.4 Number of vouchers that remain that action could not be taken on daily basis?  ...cocvrvverenees
6.5 Are you forwarding monthly term report on due date? Yes/ No

6.6 If you processing pay sheets, number of officers that you have to make salary?
6.7 Do you make deductions by salary and make the payments to

External institutions on due time? Yes/ No
6.8 Do you provide particulars on due time as requested
By external sections / institutions? Yes/ No

07. Functions on Pensicns

If pensions activities relevant to your duty,
7.1 What are the subjects documents kept under your custody?

7.2 Number of files receive to your per month

7.3 Do you take-action in term of three day rule for receiving letters? Yes/ No
(Sending reply after three days of received letter)

7.4 Are you properly coordinating the functions on collecting
Data & information of pensioners? Yes/ No

7.5 Are District Secretary / Divisional Secretary satisfied of your cooperation for conducting
preliminary inquiries on widow’s & Orphanas’ pensions? Yes/ No

7.6 Are you properly coordinating the decentralized pension activities?
(Subject to the duty list) Yes/ No

7.7 1s your immediate superior (District / Divisional Secretary) satisfied of the actions you take on

Fraud pension payments and safety of the correspondence? Yes/ No
7.8 Do you maintain the computerized data on pensioners having updated? Yes/ No
7.9 Do you properly coordinate computer programs of monthly pensions? Yes/ Nc

7.10 Render details in brief that needs for the formal execution of your duty

08 Public Relations

Answer foﬂowing guestion if you make direct contact with public on your duty e

8.1 Do you felt that you keep public relations up to the satisfactory? Yes/ No
8.2 Were there any instances of public unsatisfied? Yes/No

8.3 If ‘yes’ to above 2, what were the reasons?




09. Productivity

9.1 Are you a member of the Productivity development activities?

Yes/ No

9.2’What is the duraticn you employed on productivity functions of your usual duty?

100% 75% 50% 25%
9.3 Do you felt that always you have arrears of work to complete?
9.4 If 'yes’ to above 9.3, what are the reasons?

Yes/ No

9.5 Are you maintaining your desk, chair and other furniture in clean and neat?

Very good / good / unsatisfied

9.6 Do you kept your files, circulars and other carrespondence fast traceable

Positions when it required?

Very good / good / unsatisfied

5.7 Render details in brief that needs for the uplift the productivity of the execution of your duty

10 Training
10.1 Training Possessed

10.2 The areas you need training, if necessary

Bates ek e AR
Part 11 (Should filled by the staff ofﬁ';ér {appraiser } supervised)
(Grade as very good/good/satisfied/Unsatisfied)

01 performance
1.1 Written communication

1.1.1 file maintenance

1.1.2  Skill of preparing letters

1.1.3  Skill of preparing reports

1.1.4 Skill of taking down minutes

1.1.5 Actions on urgent and important ietters

1.1.6 Actions on sending files and make received files

1.1.7 Maintenance of correspondence in 3.3 of above part 1

Note: If have shertcomings denote in brief.

ser s arraies

1.2 Accounts (If relevant only)
1.2.1 Accuracy of accounts
1.2.2 Tidiness of minutes
1.2.3 Maintenance of expenditure legers
1.2.4 Updating bank reconciliation statements
1.2.5 Maintenance of abatement documents
1.2.6 Due recoveries
1.2.7 Balancing accounts in terms of regulations and circulars
1.2.8 Daily reconciliations
1.2.9 Sending reports on due time

Department without a delay

L%

1.2.10 Sending debit notes and credit notes of transactions between

Signature of Appraisee



1.3. Duty
1.3.1 Knowledge of the duty of subject
1.3.2 Completien of daily duties/duty assigned
1.3.3 Productive execution of the duty
1.3.4 Diligent
1.3.5 Productive contribution of the officer to achieve aims
Of the organization
1.3.6 The entire excellence on performing duty

02. Public Relation
2.1 - Public relation & politeness
2.2 Nature of the inter personal relation

03 Usual conducts
3.1 Arriving office on due time
3.2 Lingering in office :
3.3 Awvailing leaves when considering obstruction to duty
3.4 Particulars, if subjected to warnings/punishments or
Praised during the period of appraisal

04. Special attribute
4.1 Dedication for duty and attitude
4.2 Willingness to take leadership and responsibility
4.3 Fairness
4.4 Creativity

05. Appraises and ohservation

5.1 Entire appraisal: very good /good/satisfied/unsatisfied
5.2 Observation

Signature of Appraise
Name:
Date: Designation

Appraise conducted on above male officer/ female office has let to know to him/her. He/she
Acknowledged the same.

rragpErssiasieaey

lSignatu re of Appraise Signature of Appraiser

Part 111 (should filled by moderator)

Opinions and observations of the moderation on the appraisal

1. Appraisal: Very good/good/satisfied/unsatisfied N
2. Observations:

Date: Signature of Moderator:
Name:
Designation
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#8 w6

“Specimen Form C”

Performance Appraisal Report- Document Assistants’ Service

Ministry - Ministry on Public Administration, Provincial Administration and Democratic
Administration
Department - Pensions

Division/Branch/Divisional Secretariat

Part 1- Self Appraisal (should be perfected by the Appraise)
(Provide answers by filling blanks or deleting the inappropriate words)

The duration subject for the assessment from 201 .......ooovvvvnnno tountil 201.............
(One year preceding the salary ceiling is appreciated.)

01. Bio Data

1.1 Name

1.2 Date of Birth

1.3 Total Service period
1.4 Salary Inclement date

02. Scope of the duty
2.1 Were you provided an exact duty list of an employment detail letter? Yes /No

2.2. Responsibilities of your subject in brief

© 03. Written Communication- letters

Is preparing reply letters relevant to your subject? Yes /No
If applicable:-

3.1 The number of pension files you have to prepare per day?

3.2 The number of pension files provided when requested per day?

3.3. The number of information of pension files entered to the computer when maintain pension files per

day? Whether the pension files documents are maintained in a way find easily?



3.4 The No. of letters you receive for typesetting?
3.5 Whether arranged any due procedure for the protection of documentations?

04. Public Relations
(Provide answers for the following questions, if you contact public directly at your duty?)

4.1. Do you think that you maintain public relations up to the satisfactory?
4.2. Are there any public dissatisfactory?

4.3. If “yes” to the above 2, what were the reasons?

05. Productivity

5.1. Are you a member of a productivity development circle? Yes /No

52. What is the duration you engaged in productive activities in your usual duty?
100% 75% 50% 25%

5.3. Do you think that you always have arrears of work to complete? Yes /No

5.4. If “yes’ to above 5.3 what were the reasons?

5.5. Are you maintaining your desk/chair and other furniture cleaning and neatly?

Very good / good / satisfactory \
5.6. Do you keep your files, circulars and others correspondence at quickly traceable positions when
wanted?

Very good / good / satisfactory

5.7. Give details in brief that need to uplift the productivity at executing your duties. .

..............................................................................................................................

B b oo st P A R R e e S AT TR R R



06. Training
6.1The tainting received.

Date Signature of the Appraisee

Part II- (should be perfected by the staff officer (appraiser) supervised)
(Grade should be as Very good / good /satisfied/ unsatisfied)

01 Performance
I.I. Written Communication
1.1.1.  files Maintenance
1.1.2.  Skill of preparing letters
1.1.3.  Skill of preparing reports
1.1.4. Skill of taking down notes
1.1.5. Action on urgent and important letters
1.1.6.  Action on sending and summoning reports

1.1.7. Maintenance of correspondence in 3.3 of above part I (Note: if any shortcomings denote in brief)

1.2. Account (if rel;avant only)

I-.2.1 Accuracy of accounts

1.2.2. Clarity of minutes

1.2.3. Maintenance of expenditure ledgers

1.2.4. Updating Bank reconciliation statements



1.2.5. Maintenance of abatement documents

1.2.6. Due recoveries

1.2.7. Balancing the accounts in terms of the regulations and circulars
1.2.8. Daily reconciliation

1.2.9. Sending reports o due time

1.2.10. Sending credit/debit notes of transactions between departments without any delay

1.2. Scope of Subject

1.3.1 Knowledge of the duty on the subject

1.3.2. Completing the daily duties./duty assigned

1.3.3. Productive execution of the duty

1.3.4. Diligent

1.3.5. Productive contribution of the officer to achieve the targets of the organization

1.3.6. The entire quality on performing duty

02. Public Relations
2.1. Public Relations & politeness

2.2. Nature of Interpersonal Human Relations

03. Usual Conduct

3.1. Arrive office on due time

3.2. Staying in the office

3.3. Availing leave by obstructing usual duty \

3.4. Details if has been subjected to warning/punishments or praised during the period of appraisal.

04. Special Attribute
4.1 Dedication for and attitudes
4.2. Willingness to hold leadership and responsibility
4.3. Impartiality
4.4 Creativity



05. Appraises and Observations
5.1 Entire appraisal: - very good/good/ satisfactory/ dissatisfactory

5.2. Observations
(Signature of the appraiser place the official
stamp included designation)

~ *» Appraise conducted on above male officer/female officer was conveyed to him/her for

information. He /she noticed the same.

(signature of the Appraise) (Signature of the Appraiser)

Part III — (should be perfected by the Moderator)

Options and observations of the moderator on the appraisal

Appraisal: very good/good/ satisfactory/ not / satisfactory
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