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Performance Appraisal Report- Management Service Officer/Development Officer

Ministry:- Department:-
Section/Branch
Part-1
Self-appraisal (should fill the Appraise)
(Answer by filling blanks or deleting inappropriate words.)
Duration Subject for the assessment form 20............................ 1020, i

(One year preceding the salary ceiling is applicable)

1.

Bio date

1.1. Name

1.2. Date of Birth

1.3. Total Service period

1.4. Salary increment date

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

Written communication —Letters

Is preparing replying letters relevant to your subject?

If applicable

4.

3.1. Number of letters received to you per day
3.2. Number of letters replying per day
3.3. Number of letters remained being not replied in a week

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 appropriate definition included to your minute?

Yes/No

Yes /No

Yes/ No
Yes/No



4.3. Are you rendering proposals and alternatives to the decisions that can take on issue?

Yes/ No
4.4. Is the staff officers generally satisfied on your minute? Yes/ No
5. Filling
5.1. Number of files kept under your custody
5.2. Number of functioning files of the above
5.3. Are you properly maintaining and keeping following correspond?
5.3.1.Case (subject ) 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.Receiving document files Yes / No / Not relevant
5.3.8.Dispatch files Yes / No / Not relevant
5.3.9.Moment files Yes / No / Not relevant
5.3.10. Index card Yes / No / Not relevant
5.3.11. Call-up diary Yes / No / Not relevant
6. Accounts
If accounts activities are relevant to your subject,
6.1. What are the account files and correspondence kept under your custody?
6.2. Number of vouchers you receiving usually per day?
6.3. Are you taking action on all vouchers on received date? Yes / No
6.4. If vouchers remained without being taken action daily, how many? —  ....................ooeeee.
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 / institution? Yes/ No



7. Public Relation
Answer following question if you make direct contact with public at your duty,
7.1. Do you think that you maintain public relations up to the satisfactory? Yes /No
7.2. Are you there any public dissatisfaction? Yes /No

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

8. Productivity
8.1. Are you a member of the productivity development circle? Yes /No
8.2. What is the duration you engaged in productive activities in your usual duty?
100%, 75%, 50%, 25%
8.3. Do you think that you always have arrears of work to complete? Yes /No

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

8.5. Are you maintaining your desk, chair and other furniture cleanly and neatly?

Very good / Good / Unsatisfied

8.6. Do you keep your files, circulars and other correspondence at quickly traceable positions when

wanted? Very good / Good / Unsatisfied

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

9. Training

9.1. Training already received

Date ............... Signature of Appraise



Part II (Should filled by the staff Officer (appraiser) supervised)

(Grade should be Very good / Good / Satisfied / Unsatisfied)

01. Performance:-
1.1. Witten 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 letters
1.1.6. Actions on sending and summoning files
1.1.7. Maintenance of correspondence in 3.3 of above part I

(Note: If any shortcoming denote in brief)

1.2. Accounts ( If relevant only)
1.2.1. Accuracy 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. Dalily reconciliations
1.2.9. Sending reports on due time
1.2.10. Sending debit notes and credit notes of transactions between

departments without any delay

1.3. Duty
1.3.1. Knowledge of the duty on subject
1.3.2.  Completion of daily duties /duty assigned
1.3.3. Productive execution of the duty
1.3.4. Diligent
1.3.5. Productive contributions of the officer to achieve targets of the

organizations
1.3.6. The entire quality on preforming duty
2. Public Relation
2.1.Public relation & politeness

2.2.Nature of the inter personal relation



3. Usual Conduct
3.1. Arriving office on due time
3.2. Staying in office
3.3. Availing leave by obstructing usual duty
3.4. Details, if has been subjected warning /punishments or praised during the period of

appraisal

4. Special attribute

4.1. Dedication for and attitude
4.2. Willingness to hold leadership and responsibility
4.3. Cooperativeness

4.4, Creativity

5. Appraises and Observations

5.1.Entire appraisal : very good / Good / Satisfied / unsatisfied

5.2.Observations

Signature of Appraiser
Name
Designation

Date:-

Appraise conducted on above male officer / female officer was conveyed to him / her for information .He

/ She noted the same.

Signature of Appraise Signature of Appraiser

Part — I1I (Should filled by Moderator)

Opinions and Observations of the moderator on the appraisal

1. Appraisal: Very good / Good / Satisfied / Unsatisfied

2. Observations :

Signature of Moderator:-
Name:-
Designation:-

Date:-






Appendix 08
(Sections 114, 117 and 120 of Chapter VIII)
Reference No.......cooovveiiiiiiiiiiiii
Annual Review Report on offers during the period of probation
(All information should be completed. Indicate ‘No’ or ‘Not Applicable’ as the case may be)
1. Particulars of the officer

1.1 Name of the officer

1.2 Post

1.3 National Identity Card No

1.4 Duty station

1.5 Date of appointment

1.6 Date of assumption of the appointment

1.7 Date of ending the period of probation

1.8 Period relevant to the Review: From.......................oooo . 10 o

2. A brief description of the duties assigned to the officer

3. Attendance

3.1 Does he attend office for duties at the due time or before it? Yes/No
3.2 Does he habitually come late for duties? Yes/No
3.3 Does he duly attend to his duties during prescribed hours? Yes/No
3.4 Does he spend office time to attend to other matters extraneous to duties? Yes/No

3.5 Leave particulars for the relevant period

Casual Vacation Sick Half pay No pay

4. Discipline and Conduct
4.1 Discipline and conduct within the place of work Weak/Satisfactory/Good/Very Good
4.2 Discipline and conduct outside office hours and place of work
Weak/Satisfactory/Good/Very Good

4.3 Description in brief of disciplinary action on the officer during the relevant period



10.

11.

12.

13.

14.

Performance of duties

5.1 Efficiency Weak/Satisfactory/Good/Very Good

5.2 Reliability Weak/Satisfactory/Good/Very Good

5.3 Knowledge of laws, rules, procedures, regulations, circulars etc.
Weak/Satisfactory/Good/Very Good

Any special skill shown

Overall conclusion on the officer in consideration of all relevant factors
Weak/Satisfactory/Good/Very Good
The conclusions of this Review Report were brought to the notice of the officer on............
(Immediate Supervising Staff Officer) (Head of Department/Institute)
Signature....................... Signature.............cooevvvinnin
Name........ooovviiiiiinnn. Name.....oooovveiiiiiiiinn.
Designation......... Designation......................
Date......c.coevviiiiiiiin. Date......covvvviiiiiiiiin.
The conclusion of this Review Report were brought to my notice on............ccocevveeiannnen.
(Officer)
Signature.............cooevvennnn.
Name........oooovviiiiiiinn.






