
PROCESS FOR WRITING PERFORMANCE EVALUATION REPORT (PER) 

The following step-wise process should be followed while writing/countersigning the Performance 

Evaluation Report of employees:  

1. The reporting officer will fill the PER of his subordinate in the following way: 

a. He will fill out the particulars of the employee. Employee ID will be left blank for the 

time being. 

b. He will evaluate the performance of the employee based on responsibilities and 

targets assigned to him throughout the year, his competencies as a worker, and his 

supervisory/leadership skills (only for employees in supervisory positions). 

c. He will highlight any significant contributions made by the employee in his work, 

other than those mentioned above. 

d. He will assign an overall rating to the employee, in comparison to the other 

employees in the same cadre under his supervision (following the revised bell 

curve). 

e. He will give a development plan for the employee, based on areas of 

weakness/future potential of the employee. 

2. The PER will be signed by the employee after discussion with the reporting officer. In case 

of any disagreement, employee can mention his disagreement along with proper 

justification. Where it is not possible for employee to be physically present, the PER can be 

sent to the employee and the employee can send it back after signing to the reporting officer 

for further process.  

3. The Reporting officer will then give his recommendations, if any, keeping it confidential. He 

will sign off the PER of the employee and send it to the concerned countersigning officer (as 

mentioned in the revised chart). 

4. The countersigning officer will review the PER of employee.  

a. In cases where the employee has shown disagreement with the reporting officer, the 

countersigning officer will have a joint meeting with the employee and reporting 

officer to decide the outcome. The decision of the countersigning officer will be 

taken as final and no appeal can be made against it. 

b. In cases where there is no disagreement of employee, the countersigning officer can 

add any recommendations/comments, his consent, or revise the rating based on his 

observation of employee’s performance. No comments will show consent with the 

reporting officer’s rating. 

c. The countersigning officer will sign the PER, ensuring that all the PERs of his area 

are following the bell curve.  

5. The completed PERs of the zone/division will be sent to Establishment section, HR Division.  

 

Note: The PER or the rating given to the employee by the reporting officer/countersigning officer 

should not be shared with anyone other than the concerned employee. 


