CORE-1, SCOPE COMPLEX, 7, INSTITUTIONAL AREA, LODHI ROAD,
NEW DELHI - 110 003 TELPHONE NO: 011-24381343/1483
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E-Tender No: MMTC/CO/NCOMP/APAR/T-18/1319/1 Date 25.07.2017

MMTC Limited Invites E-teader for Analysis, Design, Development, Deployment on MIC
CLOUD {(MEGHRAJ), with 5 vears Ongite Maintenance of Annual Performance Appraisal of
Officers & Staff at MMTC Limited

E-Tender Number

MMTC/CO/COMP/APAR/7-18/1319/1

Earnest Money

Rs. 10,000/~ (Rupees Ten Thousand Only) in form of a crossed banker's
cheque/Bank Draft favoring “MMTC Limited” drawn on any ‘Nationalized
Bank or first class International Bank payable at Delhi/New Delhi. Eamest
Maoney to be deposited along with the Technical bid.

Bid Submission

Latest By 1200 Hrs. on 17.08.2017 (Thursday), at MMTC Limited,
Corporate Office at Scope Complex, Core — 1, Lodhi Institutional area, New
Delhi - 110003,

Tender Opening

1215 Hrs, on 17.08.2017 {Thursday), at MMTC Limited, Corporate Office
at Scope Complex, Core - 1, Lodhi Institutional area, New Delhi — 110003

Last date and time
for Sending Pre-Rid
Chueries in wriling

2°F Aug, 2017 by 5:00 PM

Pre-Bid Meeting

1 Aug, 2017 a1 2:30 PM at MMTC Limited, Corporate Office at Scope |

Complex, Core — 1, Lodhi Institutional area, New Dethi — 110003

o)
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SECTIONI
BACKGROUND

Established in 1963, MMTC, one of the two highest foreign exchange earners for India, is
a leading international trading company. It is the largest international trading company of
India and the first Public Sector Enterprise to be accorded the status of "FIVE STAR
EXPORT HOUSE" by Government of India for long standing contribution to exports.
MMTC is the largest non-oil importer in India. MMTC's diverse trade activities
encompass Third Country Trade, Joint Ventures, Link Deals - all modern day tools of
international trading. Tts vast international trade network, which includes a wholly owned
international subsidiary in Singapore, spans almost in all countries in Asia, Europe,
Africa, Oceania and Americas, giving MMTC global market coverage.

ORIJECTIVE:

MMTC intends to have Analysis, Design, Development, Deployment on NIC
Cloud (MEGHRAJT) of Annual Performance Appraisal of Officers & Stafl at MMTC
Limited with 5 years Onsite Maintenance including recommendation of Domain
registration and $5L certification for the developed application.

The online system should be based on the comprehensive performance appraisal
dossier that is maintained for each official of MMTC. The aim of this system is to
facilitate the electronic filling of Performance Appraisal Report (PAR) by officials in a
way that is not only user friendly but also allows to fill from anywhere anytime as per
their convenience. Similar convenience will be available to the officials at different levels
in the workflow hierarchy of filling and submission process. The system is also expected
to reduce delays in submission of completely filled APARs,

FeaturesFunctionalities:

#  TRANSPARENCY & ACCOUNTABILITY

e ONLINE GENERATION OF eAPAR
DELEGATION

o WORKFLOW CREATION

»  SEARCH AMD RETRIEVAL
DASHBOARD

*  REPORTS
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SECTION -2

SPECIAL TERMS & CONDITIONS FOR E-TENDER:

OFFERS TO BE SUBMITTED ONLINE ON MMTC'S E-PROCUREMENT PORTAL
(HTTPS:/MMTC.EPROC.IN) AGAINST THE RESPECTIVE TENDER ALONG WITH
SCANNED COPY OF DULY SIGNED OFFER ON LETTERHEAL.

THE BIDDER SHOULD HAVE LEGALLY valLlp CLASS III DIGITAL SIGMATURE
CERTIFICATE FROM THE LICENSED CERTIFYING AUTHORITIES OPERATING UNDER THE
ROOT CERTIFYING AUTHORITY OF INDIA (RCAI), CONTROLLER OF CERTIFYING
AUTHORITIES (CCA) OF INDIA FOR SUBMISSION OF THEIR BID ON MMTC's E-
PROCUREMENT PORTAL.

RIDDERS ARE REQUESTED TO REGISTER ON THE E-PROCLIREMENT PORTAL.
THE BIDDER SHOULD HAVE A YALID USER [0 TO ACCESS E-PROCUREMENT FORTAL OF
MBMMTC,

BIDDERS ARE ADVISED TO PRINT AND SAVE BID SUBMISSION RECEIPT
AFTER SUBMISSION OF BIDS.

THE INTERNET BROWSER USED SHOULD BE INTERNET EXPLORER VERSION 10.0 AND
ABOVE, THE OPERATING SYSTEM SHOULD BE MICROSOFT WINDOWS 7.

VENDORS SHOULD FULFILL ANY OTHER PRE-REQUISITES MEMTIONED IN THE TENDER
DOCUMENTS OF A SPECIFIC TENDER.

FOR ANY TECHNICAL ISSUES/DIFFICULTIES PERTAINING TO THE E-
PROCUREMENT PORTAL BIDDERS ARE ADVISED TO GET IN TOUCH WITH
THE SERVICE PROVIDERS HELPDESK:

HELPDESK TIMINGS: 1000 HRS to 1830 HRS IST
{MONDAY TO FRIDAY (Exclusions: MMTC HOLIDAY S))

Contact Nos, +91-124-4302000 for helpdesk officers

Dedicated helpdesk for MMTC

MName

Email Phone numbers

Pankaj Kumar Pankajvermadelindia.com +01-9910433177
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31 ELIGIRILITY CRITERIA:

The Bidder should be registered in India. Certificate of Incorporation, Copy
of PAN, GST registration Number {(GSTIN) with State code should be
submitted. {Any other statutory changes required may be complied by the
bidder with no additional liability on MMTC Limited.

The Bidder company/firm should be financially sound i.e.; it must have made
profits in each of last three financial years (2013-14, 2014-15 & 2015-16).
{Copy of Audited financial statements, CA Certificate and directors’ reports)
for the last three vears should be enclosed. )

The Ridder company should have average turnover of Rs. 3 (Three) crores per
annum in last three financial years (2013-14, 2014-15 & 2015-16) in IT
services/application development.  (Attach an original certificate on the
turnover from these activities from auditor of the company. )

The Bidder company should have successfully implemented Web based
Sofiware Application for at least in TWO (2) organization. (Satisfactory
performance certificate from these organizations along with copies of the
sanction letier have to be attached).

The Bidder company/firm should have at least one branch offices(s) at
NCR/Delhi/Mew Delhi for 100% system support services.

The Bidder should be CMMI level 3 or [SO 9001;2015 complied or higher.
{Proof as Valid Certificate to be enclosed).

The Bidder should not be black listed or on holiday as of date of submission of
tender by any Central Govt/State Government. (Undertaking regarding this
should be provided by the bidder)

upporting d t (5} G b or above eligibility eriteria

bids are liable to be rejected



3.2 Project Time line, Schedule & Contract period
MMTC envisages the completion of the successful implementation of the project withina
timeframe of § weeks from the start of the project. Post successful Go-Live, the bidder need
to maintain and support the application for a period of 3 years.
Description Activity Timeline
roject Start T = Date of signing of
Agreement
. ﬁcﬁpim_'nent gathenng  of APAR | TT=1+1 Weeks =
application format & reports
E“ﬂ] sis,  Design, | ¢ Recommendation to MMTC for Domain
Dﬁfﬁ'%ﬁ" Fl'u=gi3iamu-:;1.1;.1“‘55:?!'1_II fi‘:vr:rtific.ntinn & third
Custpmization & party AP1 like SMS Cateway etc.
configuration  of
APAR Application o Analysis,  Design, _ Development, | 12 = T1+ & Weeks
t)cga?mnt. IT Security  Audit, &
GIGW Compliance of APAR application
s Implementation and _integration of
Domain Regmu‘uuun. SSL certification
& various APl's
Bidder | T3 = T2+1 Weeks

[ A. Tmimn%dand User Manisal
yenue MTC N Delhi), UA

& GO-

~AMC, Development & Customization as

per

the requirements of MMTC from time to after the expiry of warranty
time for the software i.e. (Ome Year from go live
| date and acceptance
| MMTC)

For the period of 5 years
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SECTION -4
SCOPE OF WORK: -

4.1.1 This tender is for Analysis, Design, Development, Deplovment, Training and
Maintenanee of Web based application for Annual Appraisal of Officers & Staff using
OPEN SOURCE technologies. The Application shall be deployed on NIC CLOUD.

4.1.2 The basic requirement of this Annual Performance Appraisal of Officials project is
to enable MMTC official to fill self-appraisal {in case of officers only) using dynamic
Waorkflow web based application with complete audit trails, This developed web based
application will be audited by the bidder from CERT-In empanelled vendor for IT
Security & Process audit. The developer to also confirm that all mandatory government
guidelines like GIGW Compliance are compiled by this application.

4.1.3 Defining and documenting the architecture and the detail design / development for

the new web platform for propagation, capturing details of APAR, training, etc.

4.1.4 Defining the hardware specification for the new web platform. Creating detailed
project deliverable documents {User Scenarios and workflows, User Requirements
Specification, Detail Design Document, Test Case documents ete. ).

4.1.5 Provision for all entidlements / privileges for all types of Profiles like as End Users,
Super Users, IT Users, IT Administrators, DB Administrator and Super Administrator
with password assistance through §MS and email. Role based access and authorization of
various modules.

4.1.6 Report Requirement

» The Application should contain a Dashboard of tailor made MIS pages which
shows output in the form of maps, chans with threshold limits.

s Authoring and Maintaining templates for Email / SMS for each trigger (action
against any updation}.

s Third party vendor is to be integrated by the vendor for Email / SMnS. Further this
e informed that the vendor for Bulk SMS5 and Bulk Mailing systems of MMTC
may change in future. In view of the same the vendor has to design and develop
the system such that it may cater 1o the change of the system of new form with
few configurations herc and there which may be documented and provided to
pAMTC

« The Application should pass OWASP ToplU security check certificate to stop
hacking attempts before going LIVE. A CERT-In empanelled auditor must certify
that the application is found to be free of all OWASP Top 10 vulnerabilities.

417 The vendor will be responsible for maintaining and managing the performance
and real time display of the hardware / software system developed and implemented by
them by configuring and oplimizing Operating system, Diatabase optimization and log
management / shipping for DR and backup, SSL. software updates ( patches, minor
updation etg. of the Production Environment during the contract period.

418 The Weekly analysis report on traffic / data profiling needs to available o MMTC
on real time basis at no additional cost,



419 RBidder will be responsible for providing User Training, User Manuals for all
types of users (including Administrator role) and Technical Documents.

4.1.10 Managing the staging and development environment of Software Application at
NIC Cloud for each and every release starting from day 1 of development.

4.1.11 The solution should be scalable and published / accessible without distortion
acrass the latest three versions / types of browser {IE/Chrome/Mozilla/Safari etc.).

41.12 User management / Role profiling: Robust login system/ Secure Log-in allowing
stakeholders o access the system as per their roles / authorization thereby having retrieve
& resct password facility on email / SM5.

4.1.13 The vendor has to provide the list of hardware such as Servers etc. that will be
required to create the Development, Staging and Production Environment as a part of
solution along with the required confipuration details. The details must be submitted by
the Vendor as a part of Technical Bid.

4.1.14 Help (Animated Guided tour with screen dema on how to use portal, Mew Lsers,
New Features, Customization of page, Online Validation)

41.15 The Software application should maintain logs and keep a record of events for
later verification with search features for readable putput. The database should be in
Normalized form with proper indexing and exception handling.

41.16 Workflow: The application should preferably have the capability to develop
Pictorial Workflow as Multiple departments during life cycle of the stakeholder.

4.1.17 The system should be open to be integrated with any third party application in
firture.

4.1.1%8 The software application should have the provigion to capture employee details
from existing ERP.

42 SCOPEOF WORK/F TI LIT 1=

PAR filling process starts at the beginning of the financial year. The Custodian of the
respective division at CO / RO sends the blank PAR forms to the Individual officer. The officer
fills the PAR for further submission to his'her Reporting Officer. The PAR moves from Reporting
Officer to Reviewing Officer and to Accepting Authority mandatorily. In case of Staff, PAR is
filled by Reporting Officer only then forwarded to Reviewing Officer and then to Accepling
Authority.

The system should provide status check so that the officers know where their PARs
pending as well as what is pending with them.
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Key Features of the APAR application should be...,

« Form ID: Form ID is unique and created while generation of Form

s PAR ID: Unique [D for PAR

s Search Criteria: To search on various parameters like name, date etc.

s Draft: To save the PAR as Draft and work later

« Flows of PAR
o Standard: Grading on the Standard flow of PAR & provision for fast track
o Representation: Official can put for Representation in case of disagreement

+ Delays: Reduced delay in PARs submission

« Communication: Timely Mobile and emails alerts at appropriate Stage

s Security: Submission possible only through digital signing

s Peadency: Tracking at every Stage

« Safety: No case of Missing/LostDamaged PARs

Roles & Responsibilities - MMTC- APAR
Ownership Based

«  PAR Custodian: Manages and Maintains PAR Database, Central Repository Records
Updating (Creation of work flow for official)
o CO PAR Custodian
o RO PAR Custodian
+ Primary Nodal Officer: Generates the PAR and Parameters for PAR SETUP

Administration Rased

s System Administrator: Maintains the records of Database and updation of Database
PAR Administrator: Maintains Database for respective cadre

e PAR Manager: Responsible for creating work flow for PAR, maintaining and
managing the official’s transfers, superannuation and personal information,

Workflow Based (For Officer)

« Officer: Officer fills the PAR and send to Reporting Authority

« Reporting Authority: Views the completed PAR of an officer and Grades the PAR
and forward to Reviewing Autharity.

» Reviewing Authority: Views the forwarded PAR from Reporting Authority and
Grades the PAR and forward to Accepting Authority.

s Accepting Authority: Views the forwarded PAR from Reviewing Authorty and
Grades the PAR and forward 1o Custodian.

Wor Based ta

«  Self appraisal portion will not be applicable in case of Staff PAR.

s The Staff PAR shall be appraised by the Reporting Officer only.

« Reporting Authority: Fill the PAR for Staff, Grades the PAR and forward to
Reviewing Authority.

« Reviewing Authority: Views the forwarded PAR from Reporting Authority and
Grades the PAR and forward 1o Accepting Authority.

= Accepting Authority: Views the forwarded PAR from Reviewing Authority and
Grades the PAR and forward to Custodian.



The above scope of work is illustrative and pot exhaustive. The bidder needs to study the

¢ their expertise

4.3 INDICATIVE DELIVERABLES: -

This section provides indicative deliverables, however actual deliverables will depend upon
project specific requirements and will be finalized in consultation with user department.
{Appraisal Forms as per Annexurs-Y, V1, VIL & VIIL).

« High Level Design/ Architecture Document
s Performance Test Reports

» Security Test Reports

s Llsability Report

s Deployment Script

o UJser Manual

« Technical Manual

¢ Data Backup/ Archival Process
« Requirement Traceability Matrix
s+ Soorce Code

s Infrastructure design document

o Audit Trail Manuals

s Data Validation Tools

\b



SECTION -5
50 INSTRUCTIONS TO BIDDERS

5.1 General

5.1.1 The E-tender shall be submitted in two parts:
(i) Technical Bid
(i)  Commercial Bid

512 MMTC reserves the right to revise or alter the scope of work before acceptance of
any bid.

5.1.3 Definitions:

(a) “The Purchaser” means MMTC Limited

{b) “The Bidder” means the individual or firm or Service provider who
participates in this tender and submits its bid.

(c) “The Supplier” means the individual or firm supplying the services under
the contract.

{d) “The Services” means all the services and/or other materials, which the
Supplier is required to supply to the Purchaser under the contract.

(¢) “The Work Order” means the order placed by the Purchaser on the
Supplier signed by the Purchaser including all attachments and appendices
thereto and all documents incorporated by reference therein. The work
arder shall be deemed as “Contract” appearing in the document.

(f} “The Contract Price™ means the price payable to the Supplier under the
work order for the full and proper performance of its contractual
obligations.

51 Documents to be attached with the Technical Bid

5.2.1 Duly filled-in Form - Al, Form = Al, Form - A3 of ANMEXURE - [ along with
supparting documents.
§49  Details of Earnest Money Deposit of Rs. 10,000/~ (Rupees Ten Thousand anly).

5%  Technical Evaluation Criterion

£11 The Bidder should fulfill the entire criterion laid out in Eligibility Criterion.

517 The Ridder should submit all the documents to be enclosed with the Technieal
Bid.

533 The Bidder should submit documentary evidence in respect of all the points
specified in Eligibility Criteria and also in respect of the documents to be
enclosed with the Technical Bid,

24 Documents to be enclosed with the commereial bid

541 The Bidder shall give the Commercial Bid in Form-B1 of ANNEXURE-IL

|o



55

5.6

57

5.8

59

510

311

5.12

Earnest Money Deposit 1o be submitted in physical form and should reach MMTC,
Corporate Office on or hefore 1200 Hrs. on 17.08.2017 (Tharsday). MNon-submission of
EMD will result in rejection of bid.

The Technical bid will be opened in the presence of the authorized representative of the
bidder on 17.08.2017 (Thursday), 1215 Hrs. at MMTC, Corporate office, SCOPE
Complex, Lodhi Road, New Delhi. The person intends to attend the opening should bring
authorization letter for the same from the company.

Bidders are advised to submit their bid strictly based on the terms and conditions and
specifications contained in this tender, and not to stipulate any deviations. MMTC reserves

the right to reject the bids containing deviation to the terms and conditions and
requirements of this tender.

Cost of Bid preparation: The hidder shall bear all costs associated with the preparation
and submission of their Bids and MMTC shall in no case be responsible or liable for such
costs regardless of the result of the bidding process. The bidder whose bid is not accepled
<hall not be entitled to claim any cost, charges and expenses of and incidental to or
incurred by him through or in connection with his submission of bid, even though MMTC
may elect to modify/withdraw the tender.

Amendments to bid information: MMTC reserves the right to make revisions or
amendments to this tender prior to the closing date of the bid. Such revisions or
amendments shall be announced by an addendum or addenda or corrigendum, In such
case, the addendum may include an announcement of the new closing date for the
submission of offers. The bid submitted by the bidder shall take inte account all such

amendments/revisions. The amendments shall be notified on wiww, mmiclimited.com and
www,eprocure. gov.in and these amendments will be binding on bidders.
Prices

5.10.1 Prices quoted in the commercial bid shall be firm and not subject to variation on
amy aceount.
5.10.2 Taxes shall be paid as per actual.

Validity: The bidders shall hold valid their bids for 90 (Ninety) days from the closing
date for the e-bids. In exceptional circumstances, prior to the expiry of the original bid
validity period, MMTC may request the bidders fior a specified extension in the period of
validity. The request and the response thereto shall be made in writing. A bidder may
refuse the request for extension without forfeiting his Earnest Money Depasit (EM . A
bidder agreeing to the request will not be permitted to modify their bid, but will be
required to extend the validity correspondingly.

Earnest Money Deposit

5.12.1 The EMD shall be in the form of a bank drafi/Bankers Cheque favouring “MMTC
Limited” drawn on any Nationalized Bank or first class International bank
payable at DelhiNew Delhi.

5122 EMD will be refunded to unsuccessful bidders. Also the said eamest moncy
deposit will be refunded to successful Bidder on signing of the Contract and after
submission and confirmation of Performance Guarantee.

5.12.3 Mo interest will be payable by MMTC on EMD.

I



513

314

5.15

5.16

517

518

519

5.0

5.12.4 The EMD may be forfeited by MMTC if a Bidder withdraws his bid during the
period of bid validity or extended bid validity specified above.

512.5 Should the tender be withdrawn or cancelled by MMTC, which MMTC has right
to cancel any time, EMD will be refunded.

MSME Exemption: -

513.1 The bidder under MSME category as per Govt. OF India Guidelines is exempted
from submission of EMD. The bidder must submit a valid centificate from the
authorized issuing authorities.

A list of clients, contract start date, contract, name, address & phone number of contact
person should be enclosed.

Corrections: Over writings are not permitted. In case of corrections, the correct
wordinumber should be written separately and atested by authorized signatory &

stamped.

Bid Evaluation: Bids received and accepted after fulfilling the terms and conditions of
this tender, will be evaluated to ascertain the best and lowest evaluated bid in the interest
of MMTC,

Acceptance of Bids: MMTC reserves the right to accept or reject any bid and to annul the
bidding process and reject all bids at any time prior to the award of contract, without
thereby incurring any liability to the affected bidder or bidders or any obligation to inform
the affected bidder or bidders of the grounds for this action.

Bid Currency: All costs and charges related to the bid shall be expressed in Indian Rupees
only.

Opening of Bids

$10.1  The bids will be accepted up to the date and time as specified in the tender
document.

5.19.2 ™o bids will be accepted after tender deadline.

5.19.3  After technical evaluation, the Commercial bids of only those technically
qualified will be taken up for further price valuation.

5.19.4  All wchnically qualified bidders shall be invited to attend the opening of
commercial bids at MMTC office. The date of the opening of the Commercial
bids would be communicated to the technically qualified Bidders.

There will be a pre-bid meeting on 4" August, 2017 a 2:30 PM at MMTC Limited,
Corporate Office at Scope Complex, Core — 1, Lodhi Institutional area, New Delhi —
110003 1o clarify the gqueries of the interested bidders. The interested hidders are
requested to  send their queries by email to: dbartwal@mmiclimited.com,
praveen@mmitclimited.com in advance.



SECTION -6

6.0 OTHER TERMS & CODITIONS

6.1

6.2

6.3

PAYMENT TERMS: -

6.1.1 Mo advance pavment in any case would be made.

6.1.2  100% Payment shall be released after successful GO-live on approval of MMTC
competent authority through e-payment mode only towards Development of
APAR application, IT Security Audit, Training and User Manual of APAR
Application in*:liudig%_ﬂllﬂ Cloud hosting services, Domain Registration, SSL
Implementation till Go-Live as per the requirements of MMTC.

6.1.3  For ensuring e-payment, the service provider would complete all formalities with
regard to payment through electronic mode and after submitting and confirmation
of the performance guarantee.

6.1.4 Half Yearly payment shall be released after satisfactory completion of the AMC,
Development as per the requirements of MMTC from time to time for a period of
5 (Five) years.

6.1.5 The payment would be made after deducting necessary taxes applicable, if any.

Other Expenses:

62.1 The bidder will bear all other expenses including Boarding, Lodging &

convevance etc, of their team.

PERFORMANCE GUARANTEE: - (As per ANNEXURE-IIT)

6.3.1

6.3.2

633

6.3.4

6.3.3

6.3.6

The successful bidder is required to submit a Performance Guarantee as per
Purchaser's prescribed Performa on an appropriate value of stamp paper within a
period of 30 days from the date of written notification of award to be made to the
Bidder, calculated at the rate of ten percent (10%) on the work order value.

This will be issued by a scheduled commercial bank other than Co-operative bank
or Gramin bank. The bank must have net worth of at least Rs. 500 crore and
capital adeguacy ratio of 9%.

Keeping in view their net worth/NPS/Profitability, bank Guarantees issued by
Nainital Bank Ltd and Dhanlaxmi Bank shall also not be accepted.

In case of Performance Guarantee from a foreign bank branch situated outside
India, the Bank Guarantee must be issued through any of the Indian Scheduled
Commercial Bank, other than co-operative bank or Gramin bank or Nainital Bank
or Dhaniaxmi Bank, preferably in the city where MMTC's office is located,
fulfilling the criteria of net worth and Capital Adeguacy Ratio as above.
Performance Guarantee shall be valid until the termination of the warranty period.
All expenses, commissions and inferests related to issuance and surrendering of
the Performance Guarantee, acerued to the Bank, shall be at the sole cost of the
hidder. The hidder, who has caused and delivered the Performance Guarantes,
shall not be entitled to put forth any accrued interests thereon. The Performance
Guarantee amount shall be available, if invoked, at the counters of bank in New
Delhi within banking hours on the date of presentation.

Performance Bank Guaraniee shall be acceptable only from such Banks who
provide independent confirmation of Performance Bank Guarantec to our
Auditors

Failure of the successful bidder to comply with the above requirements shall
constitule a sufficient ground for the annulment of the award and forfeiture of the
EMD.

e



6.4

0.5

Delays in the bidder's Performance: Delay by the bidder in the performance of its
obligations shall render the bidder liable to any or all of the following sanctions: -

1. Invocation of its Performance Guarantee.
2. Imposition of liquidated damages, and/or
1. Termination of the Contract for Default.

Service Level Parameters:

Service Provider shall keep portal operating for all days on behalf of MMTC. The Service
Provider personnel contacts, telephone numbers, and other procedures of fault reports like call
escalation processes, data bases with historical information will be made available by Service
Provider to MMTC within 7 days of the acceptance of the site by MMTC. In case of default in
any or all of the mentioned conditions, the penalty of Rs, 500/~ per day or part of the day will
be levied on Service Provider by MMTC.

Corrective Maintenance: - In accordance with the terms of this Agreement, Service
Provider shall perform corrective maintenance on the Software application / network for all
components as provided and implemented by service provider. Service Provider shall
maintain equipment using the procedures of cornective maintenance as required:

a) Reconfigurations of the system fportal (as and when new updates of software version
are released) by the Service Provider

by If any new technological updation are duly taken care by the vendor without the
permission/approval of MMTC, such incidents can be ratified during the monthly reporting
and the financial grants subject to those incidents shall be at the discretion of MMTC on
equitable basis. For the applications! portal supplied by Service Provider, the fault should be
resolved addressed as per below matrix. In case of default in any or all of the mentioned
conditions, a penalty of Rs. 1000/ per incident per day will be levied on Service Provider.

L)

[T_J:fm‘i Scverity Defect Report /| Temporary Permanent | SLA
Acknowledgement | resolution  or | resolution® Adherence
workaround *
Critical — Severe defect | 2 hours{All Days) | 24 hours 48 hours [ D%

that renders application
completely unavailable | _
High — Major defect on | 2 hours (Business) 24 hours 72 hours 9504
the application’s core | 4 Hours Mon
functionality  however | Business)

manual work around is
available/in place.

Medium - Defect on | 4 hours (All Days) | 48 hours 06 hours 9%
non-critical module or
feature of the

application. Manual

work around may or not

be in place

Low - Cosmetic or Ul [ 24 hours | NA Change 05%
related defect that does | (Business only Manageme

ot impact the nt Process

functionality of the
application or affected
mdule

} ' il

14



6.6

6.7

* If there is a dependency on third party for resolution/analysis/deployment, their
tumaround time will be added to this.

* Low — Cosmetic or Ul related defect that does not impact the functionality of the
application or affected module will be managed through Release Management Process,

Preventive Maintenance: -

Service Provider shall perform preventive maintenance for the web site for all components
provided and implemented by Service Provider. The preventive Maintenance includes normal
checks on a monthly basis to check the quality of the performance of the against benchmark
test. The preventive maintenance means benchmarking and generating reports pertaining to
satisfactory through put in the network once in a fortnight during the warranty period. In case
of default of any or all of the mentioned conditions a penalty of Rs.] 000/~ per day or part of
day will be levied on Service Provider,

Service Calls: -

Service Provider will configure the Web Servers / services such that the fault is communicated
immediately to their firm and designated official of MMTC through SMS or / and E-mail.
Service Provider will record necessary action taken till the rectification of such fault and till
due acknowledgment taken in writing from concerned representative of MMTC, Monthly
MIS of all such faults to the action taken closing date and time will also be provided by
Service Provider on the first working day of the next month by 11:00 AM. In case of default
in any/ or all of the above conditions, the penalty of Rs,500/- per day or part of the day of the
delay will be levied on Service Provider. The replacement / addition / removal of manpower
deputed at MMTC will be with the prior approval of MMTC, Confidentiality of the data and
i Farmation/records of the MMTC will be maintained by the deputed staff of Service Provider
and in case of Failure of maintaining the same, Service Provider will be fully responsible.
Service Provider will be responsible for any act of omission or commission on the part of its

employees,

INDEMNITY: - The bidder irrevocably undertakes & agrees o indemnify and hold
harmless purchaser in full, being unlimited with time against all allegations, ¢laims,
actions, suits, demands, damages, losses, settlements, costs and expenses consequences,
liabilities of any kind whatsoever directly/indirectly arizing from or relating to or resulting
from the said work for infringement of any rights protected by patent registration, design
or trademark. Tn the event of any claim in respeet of any alleged breach of patent,
registered design or trademark being made against Purchaser, it shall notify to the Bidder
and Bidder shall at his own cxpense, either settle any such dispute or conduct any
litigation that may arise there from.

LIQUIDATED DAMAGES: -The timely execution of contract is essence of the work
order. In the event of suppliers failure to deliver the material & services within the
stipulated delivery period as per clause 3.2, the liquidated damages are payable by them
@ 1 % per week of the unexecuted onder value subject to a maximum of 20% total order
value.

TERMINATION FOR DEFAULT

6.8.1 The Purchaser may, without prejudice to any other remedy for breach of purchase
order/ work order, by written notice of default, sent to the supplier, terminate this
Purchase order/ work order in whole or in part:
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6.9

6. 10

611

(i) If the Supplicr fails to deliver any or all of the services within the time
period(s) specified in the Purchase order/ work order, or any extension
thereof granted by the Purchaser.

{ii) If the Supplier fails to perform any other obligation(s) under the Purchase
order/ work order; and

(i) If the Supplier, in either of the above circumstances, does not remedy his
failure within a period of 7 days (or such longer period as the Purchaser
may authorize in writing) after receipt of the default notice from the
Purchaser.

(iv)  In the cvent of Purchaser terminates the Purchase order/ work order in
whole or in part, pursuant to paragraph 6.1 the Purchaser may proceed,
upon such terms and in such manner as it deems appropriate, services
similar to those undelivered and the Supplier shall be liable to the
Purchaser for any excess cost for such similar services. However, the
Supplier shall continue performance of the Purchase order/ work order to
the extent not terminated.

SET OFF: - Any sum of money due and payable to the supplier (including security
deposit refundable to him) under this work order may be appropriated by MMTC and sct
off against any claim of MMTC,

FORCE MAJEURE:

6.10.1

6.10.2

6.10.3

If any time during the existence of this contract gither party is unable to perform
in whole or in part any obligations under thig contract because of war, hostility,
military operations, civil commation, sabotage, guarantine, restrictions, acts of
Gods and acts of Government (including but not restricted to prohibitions of
exports and imports, fires, floods, explosions, epidemics, strikes or any other
labour trouble, embargoes, then the date of fulfillment of any obligations
engagement shall be postponed during the time when such circumsfances are
operative. Any waiver/extension of time in respect of the delivery of any part of
the project shall not be deemed to be waiver extension of time in respect of the
remaining defiverables.

If operations of such circumstances exceed three months either party will have the
right to refuse further performance of the contract in which case neither party
shall have the right to claim eventual damages.

The party which is unable to fulfill its obligations under the present contract must
within 30 days of occurrence of any of the causes mentioned in this elause shall
inform the other party of the existence or termination of circumstances preventing
the performance of the contract. Certificate issued by Chamber of Commerce or
any other Competent Authority connected with the case shall be sufficient proof
of the existence of be above circumstances and their duration.

DISPUTE RESOLUTION: -

Concilintion:

At the outset parties shall endeavor to resort to conciliation proceedings to reach
an amicable settlement. The parties agree to attempt to resolve all disputes arising
under the Agreement, equitably, in good faith and vsing their best endeavors. To

4
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f.12

6.13

i,

this end, the parties agree to provide frank, candid and timely disclosure of all
relevant facts, information and documents to facilitate discussions between
them/their representatives or senior officers, This exercise may be conducted first.

Arbitration:

Any dispute or difference whatsoever arising between the parties out of or
relating to the construction, meaning, scope, operation or effect of this contract or
the validity or the breach thereof shall be settled by arbitration by a sole arbitrator
to be nominated by Chairman and Managing Director{CMD) of MMTC. The
provisions of Arbitration and Conciliation Act -1996 shall apply to such
arbitration proceedings and the award made in pursuance thereof shall be binding
on the parties.

The venue of arbitration shall be Delhi. The language of the arbitration shall be
English.

Exclusive Jurisdiction:

The parties hereto agree that any matter or issues arising hereunder or any dispute
hereunder shall be subject to the exclusive jurisdiction of the courts of Delhi only.

MERGER & ACQUISITIONS: - In case of mergers and acquisitions of Bidder
Company, all contractual conditions and obligations shall automatically get transferred to
acquiring company/entity and acquiring company must assume all the ohligations of the
contract till the end of the contract period,

FRAUD PREVENTION POLICY

6.13.1 Commitments of Bidder(s) shall be bound to take all measures necessary 1o
prevent Fraud and Corruption while dealing with MMTC. They agree and undertake to
observe the principles/provisions as laid down in “Fraud Prevention Policy” of MMTC
{(Full text of which is available with MMTC during their participation in the tender
process, during the execution of contract and in any other transactions with MMTC).

a.

The bidder(s) shall not directly or through any other person or firms,
offer, promise or give or otherwise allow any of MMTC's employees any
material or other benefit which he/she is not legally entitled to, in order to
obtain in exchange any advantage of any kind whatsoever during the tender
process or during the execution of the contract.

The bidder(s) shall not enter with other bidders into any undisclosed
agreement or understanding, whether formal or informal. This applies in
particular to prices, specifications, certifications. subsidiary contracts,
submission or non-submission of bids or any other actions to restrict
competitiveness or to introduce cartelization in the bidding process.

The bidder(s) shall not commit or allow any employee of MMTC to commit
any offence under the relevant provisions of IPC/Prevention of Cerruption
Act, further the bidder(s) will not use improperly or allow any employee(s) of
MMTC, for purposes of competition or personal gain or pass on the other,
any information or documents provided by MMTC as part of the business
relationship, including information contained or transmitted electronically.
The bidder(s) shall not instigate third persons to commit offences/activities
outlined in fraud prevention policy or be an accessory to such offences,

The bidder{s) if in possession of any information regarding fraud /suspected
fraud, hereby agree and undenake to inform MMTC of same without any
delay.
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6.14

6.15

6. 16

6.13.2 Disqualification from tender process and exclusion from future contracts - If the
bidder(s) before award or during execution has committed a transgression through a
violation of Clause above of “fraud prevention Policy” of MMTC in any other form
such as to put their reliability or credibility in question, MMTC other than taking
recourse available under law, shall be entitled to disqualify the Bidder(s) from
undertaking any transaction with MMTC and/or declare the bidder(s)/'contractor(s)
ineligible to be awarded a contract either indefinitely or for a stated period of time.

6.13.3 Damages: If MMTC has disqualified the bidder(s) from the tender process pror
to the award or during execution according to Clause 6.13.2, MMTC shall be entitled
to demand and recover from the contractor liquidated damages or the contract value
ot the amount equivalent to Performance Bank Guarantee.

HOLIDAY LISTING: Notwithstanding anything contained in this agreement, MMTC's
policy for Holiday-Listing of an Agency mutatis mutandis applies to this agreement and
in the event, the agency(s) while discharging its obligations under the Agreement or
otherwise, come{s) within the ambit of the said policy, MMTC at its sole discretion
reserves the right to suspend/discontinue dealings or take any curalive measures with the
agency(s) in accordance with the policy in force.

CONFIDENTIALITY: All documents, information and reporis relating to the
assignment would be  Thandled and kept strictly confidential and  not
shared/published/supplied or dizsseminated in any manner whatsoever to any third party,
except with MMTC's written permission. In this regard vendor has to enter into Mon-
Disclosure Agreement with MMTC as per Annexure- IV.

For any further clarification, the bidder may contact Mr. Deepak Bartwal, Chiel Manager
(Systems) e-mail Id dbartwal@mmitglimited.com or Mr. Praveen Kr Srivastava, Manager
{Systems), email praveen@mmiclimited.com, Tel No: 011- 24381343/24381483

\6°
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ANNEXURE =1
TECHNICAL BID
FORM- Al
SLMo Description Compliance
(¥/™)

The Bidder should be registered in India.  Certificate of
Incorporation, Copy of PAN, GST registration Number (GSTIN)
with State code should be submitted. (Any other statutory
changes required may be complied by the bidder with no
additional liability on MMTC Limited.

The Bidder company/firm should be financially sound i.e.; it must
have made profits in each of last three financial years (2013-14,
2014-15 & 2015-16). (Copy of Audited financial statements, CA
Certificate and directors” reports) for the last three years should be
enclosed.)

The Bidder company should have average turnover of Rs. 3
{Three) crores per annum in last three financial years (2013-14,
2014-15 & 2015-16) in IT services/application development.
{Attach an original certificate on the turnover from these activities
from auditor of the company. )

The Bidder company should have successfully implemented Web
based Software Application for at least in TWO (2) organization.
(Satisfactory performance certificate from these organizations
along with copies of the sanction letter have to be attached).

The Bidder company/firm should have at least one branch offices(s) at
NCR/Delhi™ew Delhi for 100% system supporn services.

The Bidder should be CMMI level 3 or IS0 9001:2015 complied or
“higher. (Proof as Valid Certificate to be enclosed).

| The Bidder should not be black listed or on holiday as of date of

submission of tender by any Central Govt/State Government.

(Undertaking regarding this should be provided by the bidder)
il (5] to il T

‘ ahaove eligibility criteris

s bids are linble to

Place: SIGNATURE OF THE APPLICANT
Date: NAME & DESIGNATION WITH SEAL

OF ORGANISATION
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ANNEXURE -1

TECHNICAL Bid

FORM A2

TERMS AND CONDITIONS AS AGREED

Our Company/Firm is agreeable 1o the terms and conditions of the RFP, A copy of the same duly
signed by us is attached.

Signature:
MName:
Dresignation:
Company/Firm:

Date:

Place:
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ANMNEXURE =1
TECHNICAL BID
FORM A3

RID ETAILS

7!

Tendar Mo,

COMPANY DETAILS

COMPANY NAME

REGISTRATION NO.

PAN / TAN MO,

REGISTERED ADDRESS

NAME OF PARTNERS

BIDDER TYPE

CITY

POSTAL CODE

ESTABLISHMENT YEAR

MNATURE OF BUSINESS

LEGAL STATLS

COMPANY CATEGORY

CONTACT DETAILS

CONTACT NAME

DATE OF BIRTH
DOMAMYY

CORRESPONDENCE
EMAIL

DESIGNATION

PHONE
MOBILE

Place:
Date:

SIGNATURE OF THE APPLICANT
NAME & DESIGNATION WITH SEAL OF ORGANISATION
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ANNEXURE-II

COMMERCIAL BID

FORM-EI

SLNo Service offering unt {in TAXES Grand Total
Rs.) {In Rs.} (B) | of (A+R)
exclusive of
all taxes and
charges

{A)

1 s Analysis. Design, E]:'l:\'l:iﬂpﬂ'ﬂ!ﬁt,
Deployment, 1T  Security &
Process audit, GIGW Compliance
of APAR application.

* Training and User Manual

2. | After warranty period of one year
AMC, Development i
Customization as  per the
requirements of MMTC from time
to time for the software = For the
period of 5 vears after go live date

¢ (Annual Technical support for the
software, Telephonic, email and
onsite support)

TOTAL

Evaluation Criteria; The tender would be finalized on the basis of L1 crileria
Remarks: { 1) All Taxes shall be paid as per actuals.

Place: SIGNATURE OF THE APPLICANT
Date: NAME & DESIGNATION WITH SEAL OF ORGANISATION



ANNEXURE-III

PERFORMANCE BANK GUARANTEE (Rs. 100 stamp paper)

MNa,
Date
To
MMTC Limited
Core-l, Scope Complex
7. Lodhi Road
MNew Delhi = 11

1 WHEREAS, MMTC Limited, having its registered office at Core-1, SCOPE
Complex, 7, Institutional Area, Lodi Road, New Delhi -110 003 India and one

of its office at (hereinafter called
‘the MMTC") have entered into Contract No. dated
(hereinafter called 'the CONRACT) for with M/s.
(name) address . (hereinafter called the
KX

2  AND WHEREAS the 'XX' under the CONTRACT is required to furnish a
Security for the performance of the CONTRACT and MMTC has agreed to
accept the Bank Guarantee in lieu of security deposit of the said sum of
Rs.____ (10% of the total contract value).

3 AND WHEREAS at the request of the 'XX', we,
Bank, (address), hereby irrevocably and unconditionally
guarantee and undertake to payment to the MMTC, immediately on demand
upto and not exceeding the sum of Rs. payable by the "XX' in the
event of failing to perform any or all their obligations under the CONTRACT.
The decision of the MMTC that the 'XX' has failed to perform all or any of its
obligations under the CONTRACT shall be conclusive, final and binding on
Us.
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We, ~ Bank, undertake to pay the amount
demanded by the MMTC not exceeding the sum of Rs only without
any demur, delay, protest and without any reference or recourse fo the XX
notwithstanding any dispute raised by "XX' in any suit proceedings relating
there to pending before any court or tribunal our liability under these
presents being absolute and unequivocal. The payment shall be made to the
MMTC across the Counter of the bank on the same day of receipt of invocation
of this Bank Guarantee.

NOTWITHSTANDING anything to the contrary contained hereinabove,
liability under the Guarantee is restricted to Rs. 3
Our Guarantee shall remain in force until date).

All your rights under the Guarantee shall be forfeited and we shall be relieved
and discharged from all liability thereunder unless a claim under the
Guarantee is made on our Bank in writing on or before (expiry date).

Your Letter of Demand in writing may be presented to the Bank by Registered
Post or in person and the same shall be binding on us.

This guarantee comes into force forthwith.

We further agree that MMTC shall have the fullest liberty without our consent
and without effecting in any manner, our obligations hereunder to vary any of
the terms and conditions of the delivery or extend time of performance by the
said "¥X" from time to time or to postpone for any time or from time to time,
any of the powers exercisable by MMTC against the said "XX" and to
forbear or enforce any part of the terms and conditions relating to the said
CONTRACT and we shall not be relieved from our liability by reason of any
such variation or extension being granted to the said M/s XX

ot
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10.  The liability of the Bank under this Guarantee shall be discharged on receipt of
Rs. only by MMTC.
11. We (Bank) lastly undertake not to
revoke this guarantee during its currency except with the previous consent
of MMTC Limited in writing.
12.  This guarantee will not be discharged due to change in the constitution of the
Bank or the said XX
13 We have the power to issue this Guarantee in your favour under the Charter
of our Bank and the undersigned has full power to execute this Guarantee
under the Power of Attarney granted to him by the Bank.
SIGNED AMD DELIVERED THI= DAY OF ’
Witness: 1.

2.

(Authorised Signatory)
(for and on behalf of Bank)
With Seal & Signature

ab



ANNEXURE-TV
NON-DISCLOSURE AGREEMENT (NDA)
This Non-Disclosure Agreement (“The Agreement”) is signed at (Venue) on this day of
2017, by and between
having its registered offices at (hereinafter referred to as “.........." which

expression shall include its successors, and assigns which expression unless it be repugnant Lo the
context or meaning thereof includes its successors, representatives and permitted assigns) on the one

part.
and

MMTC Limited having its registered office at Core-1, SCOPE Complex, 7 Institutional Area, Lodhi
Road, New Delhi-110 003 (“MMTC” which expression unless repugnant to the context or meaning
thereof includes its successors, representatives and assigns) on the other part.

WHEREAS:

A, [INSERT NAME] is engaged in the business of, inter-alia, providing TT Security Consulting
also services,

B. MMTC is India's leading international trading company, with a tumnover of over LSS 5.5

billion. MMTC is the largest non-oil importer in India. MMTC's diverse trade activities
encompass Third Country Trade, Joint Venturcs, Link Deals - all modem day tools of
international trading. .

C MMTC, pursuant to its Tender dated . declared [INSERT NAME] as successful
Bidder for its appointment as 1T Security Consultant. Pursuant to appointment of [INSERT
NAME] as IT Security Consultant, certain Confidential Information relating to MMTC's
business may be disclosed by MMTC to [INSERT NAME] which shall be subject to the
terms and conditions contained in this Agreement.

D. Both Parties agrees that the security of IT infrastructure of MMTC is critical and the IT
architecture/environment/reports needs to be analyzed and reviewed to ensure that MMTC's
IT infrastructure remains secured to the best possible extent. Therefore [INSERT THE NAME]
has agreed to observe and be bound by the restrictions and obligations relating to its use of
such Cenfidential Information,

THEREFORE IN CONSIDERATION OF THE PREMISES AND OBLIGATIONS SET
FORTH HEREIN, IT IS AGREED AS FOLLOWS:

1. DEFINITIONS:

In this Agreement, unless the context otherwise requires,

(@)  The term "Confidential Information” includes data, reports, drawings, records,
correspondence, notes, compilations, studies, in the form of samples, models and other
information/documentation given or disclosed by MMTC to [please insert the name] or any
of their Representative(s) relating to or in any way connected and relating to any of MMTC s
business activities actual or proposed, IT Infrastructure, systems, marketing plans,
apreements, methods, techniques, processes, theories, formulas, know-how, techniques,
applications, systems, components, improvements, technology, markel projections, sales
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(b)

(<)

records, software programs, test data, Customers, Customer lists, or any other information
relating to MMC that [PLEASE DNSERT THE NAME] becomes aware of whether or not
disclosed by MMTC and whether such information is in tangible, writing, oral, electronic,
printed, human or in machine readable form, regardless or the media or form transmitted or
stored in, or any information ascertainable by inspection, or any other information designated
as Confidential Information at the time of disclosure.

“Contract™ means the Contract for providing Consultancy for IT Security to be entered
into between MMTC and [INSERT NAME] pursuant to the award letter dated
declaring [INSERT MAME] as successful Bidder for its appointment as 1T Security
Consultant,

"Representatives” means directors/partners, officers, agents, advisors, consultants or
employees or respective shareholders or ultimate parent company, a5 the case may be of
[Please Insert The Name].

Confidential Information and Protection:

2.1 MMTC may, from time to time, disclose Confidential Information to [PLEASE
INSERT THE NAME] and/or their Representatives for performance by [FLEASE
INSERT THE NAME] of the Contract entered into between MMTC and [PLEASE
INSERT THE NAME]

L The [INSERT NAME] understands and acknowledges that the Confidential
Information is proprietary and confidential information of MMTC which has been
created, developed or obtained by MMTC by investment of significant time,
substantial effort and expense. The Confidential Information is a valuable, special and
unique asset of MMTC which gives significant competitive advantage to MMTC and
that protection of Confidential Information is of the highest importance to MMTC.
Therefore [INSERT NAME] acknowledges and undertake:

(a) to keep the Confidential Information in strict confidence for the entire
duration of the Contract.;

(b without the prior written consent of MMTC, [INSERT NAME] shall not
disclose Confidential Information furnished to it to anyone other than its
Representatives expressly approved by MMTC;

{c) [NSERT NAME] shall procure that its approved Representatives
shall not communicate with any third parly, copy. publish, disclose or
otherwise deal with any Confidential Information, otherwise than for the
performance of their obligations under the Contract.

(dl In case the Confidential Information is disclosed to any of [INSERT
NAME] approved Representatives, [INSERT NAME] shall further enter into
apreements with its Representatives binding them to the same obligations to
which [INSERT NAME] is bound under this Agreement, and ensure
compliance of this Agreement by its approved Representatives and make
them liable for any breach by them of such obligations.

ie) 1o inform its approved Representatives to whom any Confidential
information may be disclosed of their obligations of confidentiality pursuant
to this Agreement, to ensure compliance with its terms and to be liable for
any breach by them of such obligations; and
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if)

(2

(h)

(i)

1)

(k)

{1

)

i

to keep separate all Confidential Information from all documents and
other records of the Parties and shall mark all such Confidential Information
received from MMTC as “Confidential”.

the Confidential Information which may be disclosed to [INSERT
NAME] will contain proprietary assets, designs and other intellectual
property rights with respect to the MMTC's Products which are the exclusive
property of MMTC and are critical for the business of the MMTC and its
profitahility, [[INSERT NAME] agrees not to do anything which may, in any
manner, whether directly o indirectly, affect the above proprietary rights,
interest, business and profitability of MMTC.

The [INSERT NAME] shall not copy or modify any Con fidential Information
without the prior written consent of MMTC, Any permitted reproduction of
Confidential Information must contain all confidential or proprietary legends
which appear on the original, [INSERT NAME] shall immediately notify the
diselosing party in the event of any loss or unauthorised disclosure or use of
the Confidential Information,

[INSERT NAME] shall notify MMTC promptly of any material unauthorised
possession, use or knowledge, or attempt thereaf, of the MMTC's
Confidential Information by any person or entity other than MMTC and its
Authorised Representatives

promptly furnish to MMTC full details of the unauthorised possession, use or
knowledge, or attempt thereof;

use reasonable efforts to assist MMTC in investigating or preventing the
recurrence of any unauthorised possession, use or knowledge, or attempt
thereof, of Confidential [nformation;

use reasonable efforts to cooperate with MMTC in any litigation and
investigation against third parties deemed necessary by MMTC to protect its
proprietary rights; and

promptly use all reasonable efforts to prevent a recurrénce of any
unauthorized possession, use or knowledge of Confidential In formation

3. The Undenakings in Clause 2 shall not apply to any Confidential Information which:

(a)
(b)

at the time of its disclosure to [[INSERT MAME] is in the public domain;

In the event that [INSERT NAME] is required or requested by any court,
legislative or administrative hody to disclose any Confidential Information,
then it shall prior to disclosure promptly notify MMTC or any of its duly
authorized representative so that an appropriate protective order and/or any
other action can be taken if possible.

In the event that such protective order is not, or cannot be, obtained, then
[INSERT NAME] may disclose to the appropriate body that portion of the
Confidential Information that it is legally required to disclose and ghall use
reasonable efforts to obtain assurances that confidential treatment shall be
accorded to the Confidential Information,

4. NO COMMITMENTS, WARRANTIES OR SOLICITATION

EY) The Confidential Information disclosed by MMTC to [INSERT NAME] shall be used
by [INSERT NAME] strictly for the purposes expressly authorised by MMTC.
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{b) No representalions or warranties, express or implied, are made by MMTC concerning the
accuracy or completeness of the Confidential Information supplied under this Agreement
and neither MMTC nor any of its Representatives shall be liable in any way to [INSERT
NAME] for receipt or use of such Confidential Information and MMTC expressly
disclaims any such liability whether in negligence or otherwise.

(&) MMTC shall not be under any obligation or commitment to enter into discussions or
any further agreement merely by reason of the execution of this Agreement or the
disclosure, evaluation or inspection of Confidential Information, and this
Confidentiality Agreement shall not constitute nor should it be construed to constitute
an offer or commitment by MMTC with regard to the Tender.

(d) MMTC shall not be precluded from entering into any agreement or obligation with
any ather party relating to the Agreemenl or the Confidential Information merely by
reason of the execution of this Agreement or the disclosure, evaluation or inspection
af Confidential Information.

(e} Without prejudice to the generality of the above, nothing herein shall grant 1o
[INSERT NAME] the right to make representations and/or commitments of any kind
on behalf of MMTC without the prior written consent of MMTC.

Return of Confidential Information

{a) Upon the written request of MMTC, the [INSERT NAME] shall return to MMTC all
Confidential Information that is in tangible form {including, without limitation,
Confidential Information contained on computer disks) furnished, together with any
copies or extracts thereof, [INSERT NAME] shall also deliver to MMTC written
statements signed by the receiving party certifying that all materials have been
returned within fifteen (15) days of receipt of the request.

() Upon specific request by MMTC, [INSERT NAME] shall deswroy all analyses,
compilations, drawings, or other documents which have been prepared and which
reflect any Confidential Information.

Indemnity; No Waiver; Specific Performance

{a) [INSERT NAME] shall indemnify, defend and hold harmless MMTC against any
losses. liabilities, claims, damages, costs, and expenses including reasonable legal
fees and other expenses and disbursements in connection therewith and interest
charges thereon suffered or incurred by MMTC which arise out of, result from, or
may be payable by virtue of any breach of any representation, warranty, covenant or
agreement made or obligation required to be performed under this Agreement by
[INSERT NAME]

(b} [INSERT NAME] acknowledge that damages alone would not be an adequate
remedy for any breach of the terms and conditions of this Agreement and MMTC
shall be entitled to the remedies of injunction, specific performance or other equitable
relief.  Such remedy shall be in addition to and not in liew or limitation of other

remedies available to MMTC at law or in equity.

{c) Failure by MMTC in exercising any right, power or privilege hereunder shall not act
as a waiver, nor shall any single or partial exercise thereof preclude any further
exercise of any right, power or privilege.
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11.

12,

w2

Relationship of Parties

MMTC has no obligation under this Agreement to purchase any service or item from
[PLEASE INSERT THE NAME], or commercially offer any products using or incorporating
the Confidential Information. This Agreement is intended to facilitate only the exchange of
Confidential Information and is not intended to be, and shall not be construed to create a
teaming agreement, joint venture association, parnership, or other business organization or
agency arrangement and [PLEASE INSERT THE NAME] shall have the authority to bind
MMTC without the scparate prior writlen agrecment thereof.

No Grant of Property Rights

[INSERT THE NAME] recognizes and agrees that, excepl as expressly and specifically set
forth in this Agreement, nothing herein shall be construed as granting any property right. by
license, implication, estoppels or otherwise, to any of MMTC's Confidential Information, or
to any invention or any patent right that has issued or that may issue based on such
Confidential Information. All Information disclosed is provided “as is” without any
warranties of any kind.

General Provisions

(a) MMTC has no obligation to supply Confidential Information hercunder and has no
obligation to enter into any Contract with [PLEASE INSERT THE NAME] and it has
na right to offer for sale products or services using or incorporating the Confidential
Information.

{h) This Agreement shall not be assigned by [PLEASE INSERT THE NAME], and it
shall not delegate its duties under this Agreement, without prior written consent of the
other.

TERM AND TERMINATION

{a) This Agreement shall enter into force on the date first above mentioned and shall
remain in force till the validity of the Contract.

(h) Notwithstanding clause 10 (a) above, MMTC may terminate this Agreement by
giving a 30 days prior written notice to the other Party.

CONSEQUENCES OF TERMINATION

(1) Upon termination of this Agreement, [INSERT NAME] shall return all Confidential
Information that is in tangible form (including, without limitation, Confidential
Information contained on computer disks) furnished, together with any copies or
extracts thereof; and

{b) Termination will not affect MMTC s right to claim damages, in case of breach of any
of the terms and conditions of this Agreement by [INSERT NAME] or its
Representatives.

{c) [INSERT NAME] shall cease use of any Confidential Information after the
termination of this Agreement. This clause shall survive termination of this
Agresment.

GOVERNING LAW

The Courts having territorial jurisdiction over New Delhi shall have exclusive jurisdiction, to
the exclusion of any other court, to entertain, try and determine all and any question, issue,
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15.

iii.

dispute, claim, actions, suits and proceedings between the Parties arising out of this
Agreement including any matter connected therewith and any application to be made under
the Arbitration and Conciliation Act, 1996 as amended and re-enacted from time to time

ENTIRE AGREEMENT

This Agreement constitutes the entire agreement of the parties with respect to the subject
matter thereof and supersedes any and all prior communications understandings and
agreements between the parties, whether written, oral, express or implied relating thercto. No
amendment or modification to this Agreement shall be valid unless in writing and signed by a
duly authorised Representative of cach of the parties.

DISPUTE RESOLUTION
Conciliation:

At the outset parties shall endeavor o resort to conciliation proceedings to reach an
amicable sertlement. The parties agree to amtempt to resolve all disputes arising under
the Agreement, equitably, in good faith and using their best endeavors. To this end,
the parties agree to provide frank, candid and timely disclosure of all relevant facts,
information and documents to facilitate discussions between  them/their
representatives or senior officers. This exercise may be conducted first.

Arbitration:

Any dispute or difference whatsoever arising between the parties out of or relating to
the construction, meaning. scope. operation or effect of this contract or the validity of
the breach thereof shall be settled by arbitration by a sole arbitrator to be nominated
by Chairman and Managing Director(CMD) of MMTC, The provisions of Arbitration
and Conciliation Act -1996 shall apply to such arbitration proceedings and the award
made in pursuanee thereof shall be binding on the parties.

The venue of arbitration shall be Delhi. The language of the arbitration shall be
English.

Exclusive Jurisdiction:

The partics hereto agree that any matter or issues arising hereunder or any dispute
hereunder shall be subject to the exclusive jurisdiction of the courls of Delhi only.

SEVERABILITY

If any term ar provision of this Agreement 15 found by a court of competent jurisdiction or by
a duly appointed Arbitrator under clause 13 of this Agreement, to be invalid, illegal or
otherwise unenforceable, such term or provision shall not affect the other terms or provisions
of this Agreement or this Agreement as a whole, (which shall continue to remain valid,
binding and enforceable by and against the parties notwithstanding any such finding) bt
such term or provision shall be deemed modified or deleted to the extent necessary, to render
such term or provision enforceable. Upon such modification, the rights and obligations of the
parties shall be construed and enforced in accordance with such modification, preserving to
the fullest permissible extent the intent and agreements of the partics set forth in this
Agrecment.

L1

3|



16, NOTICES

Any notices to be given hereunder by gither party to the other shall be in English and sent by
registered letter, courier or facsimile to the other party at the addresses stated below:

{a) Te,
Praveen Kr Srivastava
Manager (Systemns)
MMTC LIMITED
Core-1, SCOPE Complex,
7 Institutional Area,
Lodhi Road,
New Delhi-110 003

(b} [INSERT NAME]

Any natice shall be effective only upon actual receipt at the above mentioned address unless
change in the address is notified by a party by giving 10 days advance nofice.

IN WITNESS WHEREOF this Agreement has been executed by the duly authorised
Representatives of the parties the day and year first above written.

l. signed and delivered by:

MMTC LIMITED
Core-1, SCOPE Complex,
7 Institutional Area,
Lodhi Road,

New Delhi-110 003

2. signed and delivered by:
[INSERT NAME]
In the presence of the following witnesses:
1. Signature:
Mame:
Address:
2, Signature:

Mame:
Address:

52,
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&1d Fragres b GUR N LE|
PERFORMANCE APPRAISAL FORMAT

(@2 wR A e v @ afeial & faw)
Y HagE ¥ HET WaE

(FOR BELOW BOARD LEVEL EXECUTIVES)
DY. MANAGER TO GM

T,/ NAME__ T S DESIGNATION

#4 /FOR THE YEAR el w0/ EMPLOYEE NUMBER




)

For the Finsnce Executives warking in Regionai affices Or associated with varioys Divisions ang
reporting to Regional Head ar Division Head their Annual Appraisal will also be reviewed by the
Dirgctor {(Finance) before being accepted by the adminisirative head at the leve) gf DirectoriCMD,

€ For Executives of Vighanca & Intemal Audit even Fworking under the adminisirative control of R al
of Zonal head their performance report will ba appraised by CVOithair functional head a
Corporate ;
dl RO Head/Profit Lentre head at CO would be Countersigning Authority upta Mar, level. In raspect of
Sr. Managers, counter-signing autharity wauld be Zonal Director for R.O./concernad Director at .0,
e} ARsof DGMs written by the GMs or CGMs in Regions & Division al Co will be reviwed by the Zonal
& Functional Directors respectively and will finally be accepted by CMD.
) ARsof GMs working as Head of RegionDivisians at Co wir be written by Zonal Incharge/CGMs ang
reviewed by ZonalFunctional Director respectively and accepted by CMD.
9) ARs of GM as Zenal Incharge/GMs at CO wil be written and reviewed by ZenalFunctional Director
respectively and accepted by CMD
chedule of disal Re
1 [ 1st week of March Blank set of kP based farmat would be delivered 1g g ]
Divigicnal Regional Heads
2. 14th March Forms to be given o individual officers
2, 10th April Appraisee tg submit the draft perfarmance plan to
Reporting Officer
4, 21st April Appraisee and Appraiser to have one to one discussion
and finalize the KPATarget and weightage for the financial
year.
A “opy of the Performance Plan 50 finafised be sent 1o
AR Section, Performance Plan of Divisional Head/
Regional Head 1o be Pul up to respective Administrative
Head/Zonal Direcigr or Diractor Incharge latest by 30th
Seplember
4. By Tth of April next year Appraisee to submit the actual achievement tg the
feporting officer,
g By 30th of April nex year Reperting Officer 1o forward the ARs 1o the Reviewing
Officer after giving the rating of Perform ance,
Compelencies. Potential & Vailue,
f. By 7th May next year Countersigning authority | e reviewing & accapting
autharity 1o send to AR cell Bﬂermﬂlpdat,ingm repors
in alf respect




SIS Forr arvar yEuies o

PERFORMANCE & POTENTIAL APPRAISAL FORM

(fewry ¥ o we & @ s @ fig) 5951

(BELOW BOARD LEVEL EXECUTIVES IN P3Lrs)
o / FOR THE YEAR

widwns R/ PERSONAL DATA -
(il /il PIPTY STRT 911 ST To be filled in by the Appraisee/Persannel Depit.)

A/ NAME &HEf WEm / EMPLOYEE NO. -
U% / DESIGNATION -

e /W 2 UNITILOGATION -

e - (Sefore e i)
QUALIFICATION : ACADEMIC & PROFESSIONAL

@duEn [/ DATE OF JOINING w=i-fitfey / DATE OF BIRTH

HangRy f / DATE OF RETIREMENT -

T 9 Rt = ander @ § 2 PAST POSITIONS HELD

/T e, gt v = ot s
AL TV || o ekionmin §-sosmamn KEY RESPONSIBILITIES




) wT e PART. - FPERFORMANCE

RS e PERFORMANCE PLAN ey . |
- MID YEAR REVIEW
TR il T
_ fonislr gy sy
R & g a B/ i # ) oy
Ce Measures/indicators ! Actual Review
Key Performance Araas Weightage| 4 : -
{given by | Appraiser)
Braigae)
1 2 | 4 ]
t
2.
-
.
3
8.
>
8  ww Ry
Siafr
Development
L
Total=100
M F peamry AT & R

Signature of the Appraizse ; Signaiure of the Appraiser



1 o @ s A sriPera @ e
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ot =afy e ) o

The KPAs and measuras after
and year-end review will

incorporating changes,
be carmed out.

5251

mmwﬂﬁmmmmaﬁmﬂnﬂﬂmﬁﬁﬁﬂmﬁﬁmm

If required, will be recast fram the previous page

= awla ey [YEAR-ENDREVIEW]
l FUEily A Ry m um
i TR Wi
W W e d HARE S EE ke “gmwm vk by mﬂj
Key Perloemance Areas Measures/ndicators hﬁf&igm:pgu ‘ﬂ:jﬂ' 1“51?‘-:5 l:mm
oty e
§irrs
1 2 3 4 5 L]
1.
Z
3
4,
5
6.
T
8 wrw Rws
Staff Development
oo
Tetal=100
o # fom & e g e W §F X 50
(E 50 st @ urpy) T wefiram aim

Tolsd Purformasnce Marks for the EET
(Prorated to total Marks of 50) =

ol & geey

SIGNATURE OF THE APPRAISEE

ﬂwwwmﬁaaaﬂmmwmm
* The column ‘Marks Awarded' will be filled only by the Appraiser

5

Tatal Maximum Marks

AT B ETER
SIGNATURE OF THE AFPRAISER

e,



T SHEEN / SIGNATURE OF THE APPRAISER




A1l &P S PART-I - COMPETENCIES

(e vy @ ey sdEE et s AwdE me nean el 9 dale 8) 5251

(This section consists of function/technical and managanal competencies required for successhul performance in the
Iok)

W / Ratings
S S Compelencies 1.2
3, ey oftin @ = g - afis, TR, WA werhfs off w1 oaE
i i 0
Business Environment Knowledge - Knowledge and undersianding of economic,
legal, socio poilical trends,

2 FrHE A F we-wnidn B e g sy wited g Peife o gz @
vt aefiet o g, Fros, st e s ofteres oftaed, s ) aread
Professicn Specific Knowledge - Knowledge refaled (o profession as @ whole.
Knowledge which s determined by authority and responsibility of other position,
knowledge of migsion, values and standard operaling procedures, policies.

3 amarits vk g — gl wie W wre enaftes gun o qefle o o
i e v e et Pt o wemm @ fing s o it o e s
fetd Fis e cifder ot ey o spwfiant o e aen, e e wREmEH
it a7 o v & ke aen, B wfifae Pl @6 vefam fse
T a1 T A

Making Business Cecision - Use pusiness reiated data to support effective and
mmmmmwmmmmmmm
identifying the strengths and weakness of 8 Paricular business line,
opportunities or threats and acting an them rapidly, using business facts collected
in daily decision making.

'S s~ waa o gud wrim, e wen aiee W oo gee ofthe & @
M g Me-aiddt B e g owTew & sl @ B fem Refla wen,
v @ wfdg A awled iy e et e R @ vees wen)

Visian - Develop a vision for the future of the organization by grasping the mean-
ing of rends and inter-relationships betaeen the organization and its environ-
ment gl the kocal, national and international Bvel, dentifying fundameanial values
and beliefs to guide the organzafion inio the future,

5 woiE e — T aep Bem e st aeepl amthe A 9 e
B wmfe el o s e g T oRfafn @ swes e o e ol
= et ¥ gpeE o abw wad sta wen o ) oftffel s el o
o TR0 B

Systematic Thinking - Identifying connecdions betwean sidustions thal are nat
obviously relaled using commen sensa, past experience and basic rules to iden-
lify key wnderlying issues, generaling and testing hunches, which may explain
complex situations or problems.




ing .- To culthvate an informal in network, which may help to gel things
done through developing contacts with Peaple autside of the immediate wark Lt
using networks as a source of infarmation and Bunpor,

Al @ iftr Fen-gings ﬁﬂmﬁwm*mﬁﬁmmmmﬁ
AT R SR e 4 wiore g e o Fetm ks ot sy e e
ﬁ*mwmﬁ.ﬂim‘rﬂ:ﬂ‘ﬁmmﬁﬁu W o apfasiy wen mw
Rrvarsit st gt ovear o7 o faorT v el e wid o ol & fory e

Inmh%h-hmamnfpwhmmmmm
organization through isliling enthusiasm, ievalty and commitmant amaong leam
matﬂlmurmm.m,mﬁmwmmmﬂ

g diverse opinions, addressing reievant concems and working
towards consansua) solutions that enhanoe tha eutput of the team,

e
& A oft W @1 b x o0 =
[znﬁﬂasmaqmj 45

Rating on competencies Total of afl rating x 20 =
{Prorated to 20 marks) = 43

HeiEAET & T

Signature of the Appraiser
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FART-lll - VALUES 5251

T WE A g Wi # ) dafes ofiikg i el B oy 8
(This section consists of Values, which are io be demonsirated in day-to-day activities)

g Aot 42 —g—4—t
VALUES Rating 1-2-3-4-5
1. M—%MﬁmmthMﬁﬁHaﬂhﬁrﬂmqﬁ
wafy ® sl s &)
Fam-ﬂndainrmammmiwﬁum free from patronage and reflect the
Mmﬂwmtwmmm

2 mﬂm—ﬂiﬁﬂﬂﬁn%ﬂ%ﬂhﬂuﬁﬂﬁﬁmﬂﬁqﬁwqﬁrmmﬁ
B
Trnwparm:y-ﬂmﬂuupmmmu%ﬂbﬂuimrramﬂw

3 ﬁﬁm—ﬁmﬂﬂmﬁﬁﬁﬂmﬁqﬁﬂﬁfﬂﬁmtﬁwﬁrﬁﬂﬁrmﬁam
 firg iy o) oy dm NI W, o A 9 wmer vea @ e
B AR T A A e e
Tmﬂ-Tnmhmnhimuhsdk:gmmﬂiuanm.almmﬁﬂnﬁmdmtﬁgmwm
.mmMmmmuﬂmmmmmmwm

i mﬂmhﬂqlmmﬁw;mﬁﬁmmﬁmiﬂﬁih.

mmmmmmmmmmﬁmm
tﬁﬁmﬁaﬁmmmﬁmﬁﬁﬁnm rmﬁm‘fmmwm_

openly discuss puhﬂmm-ﬂtﬂewﬁmﬂun,m
good performance, be consistent in wards and deeds, face up to your mistakes.

A mq-.mﬂammﬂmﬁwﬂﬁmﬂm{rﬂmﬁ##w
T/ 8 i e s fn, v o g v S ani
3 urfew e © denfen won )

Collabaration : Waorking in tander, be open in sharing information and in seeking
suggestions / opinaan be sensitive io concemns of alhers, Ranour your commit-
ment, encourage team work across departments f functions.

E wftsfom wen — pof s w1 d B Fren o wfvegon, Pk wida # sl
T Wi G s el e g afvee)

levedvernenl : Total commitment, be dedicaled and commilted 1o work, build com-
mitment by encouraging wide participation in decision-making process 1o the
maximm extent possidle.




7. mw--ﬁhgi%wmmﬂﬂwﬂqmaﬁmHmmﬁﬁﬂaﬂﬂ
W We # ) ﬁ‘mﬁaﬁmﬂﬁﬁﬁﬂm, Rrelt 4 4 st o g ey
e e Tl W mnﬂﬁwm#mm#mwnﬁaﬂmm

Wilingness to acoept challengs : Be willng to experiment, aliow for freedem ts
fall, but bearn from it 1o,

8 W—ﬂ%%ﬁﬁmm.mwﬁwmmm-MHm
ﬁmﬁﬂﬁmammﬂmmmﬁmﬂ T
Dhﬁpﬁm.‘ﬁdhmmwmmdmm. hﬂrmumlhnprﬂmhunrrdﬂdhﬁ-&tﬂ
wm.wmmm%wrdm,mnﬂmhmm

10, #hm—mﬁwﬂﬁhmﬁaﬁwﬂaﬁhmﬁwmmﬁmu
WMHWMMmeémmm
Lo d]
Emm:wmmwmmm.mmm
business and professional &thics, shaw consstency with principles, values and
behaviors,

e ¥ it W a dy x 15 =
Rating on Vaiues 50

Total of all rating x 15 =
{15 3% o Fmms) ﬁbmh_na_

(Prorated to 15 marks)

U O TEET
Signature of the Appraiser
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ART IV : POTENTIA L 5251

6 wa e Aewan wite 3 o ates wfafale § gefify o8 e @

ﬁﬂwmq'ﬁhjﬁﬂq%ﬁrﬂ%ﬁ?ﬂﬂfﬁnﬂﬂuﬂﬂﬂﬁnﬁrﬁﬁwﬂ?ﬂ]

{Th&sna:ﬁmnnnﬂmaﬁﬂbuhn%amlntr&ﬁmmuﬁed m day o day activities,
Aftributes

would represent the coie values requireg for Senior level positions)

i

WY sty
GENERIC ATTRIBUTES

vy
1=2=34-5
Rating
1-2-3-4.5

W TN - el SISl B e Wi TR A e R
Hifen Pl 39 o s ot el svd g

Leadershiz Abilities | Demonstrales alility for guiding collective decisian fraking
for succession planning, Crisis Management and ability to take risks.

o e e fme & ol 5y # el gt & ame we R o el
o Al e AR Rt @ gaes metity &ar

Team Building - Demonsiraies eflectiveness in re-organising histher own
department, manage diverse and dwvergent views and group processes without
losing sight of enjectivas,

mmmﬁmuﬂﬁﬂﬂﬂm:wﬁqﬁ#ﬂﬁqﬂsﬁ Shafafit et ov dfem vey,
Mﬁmﬁmm.ﬁmﬁﬂaﬂﬁﬂﬁﬂﬁﬂﬁ#ﬁmi
Mlhurhhulrdaﬂﬂmag}ﬂm:mn‘a&eubﬂyhmamg-dumhm
of long-lerm issues, strategic thinking transtate vision mnio goals.

RS W ¢ A o Vo) @ ﬁm’iﬂrwmmmmﬂﬁ
mqwmmmﬂﬁmﬁmmmm
R S 0 g0 e o e 4 oft, ot e @ o e s
aﬁmwmeﬂzﬂmﬁ%mmﬂi

Eminmhurﬂmﬁunmmhuﬂmhamuﬂbrmhmdmmnmm

for viable short and long term perfommance, Optimizing unitiorganization’s contri-
Bution while supparting Corporta chiectives, spofting and pursuing new buginess
opportunities wherever possible.

13



B ®T g mﬁmﬁammmauﬁ:
Rating on Potential 25

Total of il rating x 15 =
(15 3% Ay HHIUIE) 35

{Prorated to 15 marks)

WU B pETE
Signature of the Appraiser

L
& T HEIeE 3 ferafin
mwmﬁﬁamﬁgmﬁmmyﬁzmxwm ft Rfire g & Ty awyaeen apma
ﬁﬂw&amwmmﬁaﬂrm‘r%m mwmmmmﬁmﬂﬁmml

Appraiser's comments on Potential Suitability
The Appraiser will indicale suitability of the appraises for higher Position er horizantal movemnent in different
ﬂﬂu.innﬂﬂtmnhﬂtiﬂm ard / or ;

suitability far any specific e particular Enﬂmmﬁmmum.

Signature

12



Py e wmer HMETEE  PERFORMANCE & POTENTIAL PROFILE

T i s/ Final Marks Scored . 5251
EH ¥F Total Marks | w1 5%/ Marks Scored |
W S Parid wrdfE  PERFORMANCE 50
W=l Pan-ll S S COMPETENCIES 20
"=l Par-li = A VALLUES 15
-V 7 Pan-iv PG/ POTENTIAL 15
100
aikata W/ Appeaisal Grading
5.No. | Range of marks Dissibution Grading
T | 90-100 Max. 15% of Executives Outstanding
2 | BOBD Max. 30% of Executives Very Good
3 (7070 Max. 35% of Executives Good
4 | 5068 Max 20% of Executives Fair
5 | Less than 50% Narmad%aggmme:uﬁrenmpadnmanmisahﬁ- Poor
mizdly poar will fall in thiz category
l
HIH / General
S i —ide wremefier tile—afi HiEpm
i Integrity Un-mpeachable Certifiad Above Board Doubtiul
T # Ry
(i)  STATE OF HEALTH
il Wt e LG hi wftrste: ke Faft For P 4 difen #
Frsrinn gfeieme w6 @ varen ITER T e #
Mo Visible Disability Indifferent Health  Fraquently on Medical Leave  Suffer from a Pariicufar Disease
I i 2of | | R |
W T M/ Name of AppraiserReparting Officer
festio® / Date - HHAEA / Signature
wriftem frErd o ol
Comments of Reviewing Officer
farerim . Dt THIMR/ Signature
Priwes (fen) oft ol of =¥ £ &
Comments of Dir. (F) if any
feniw / Date ; EHIEN / Signature
aft onet weh Qi MESHT T Toa ]
Comments of Counter Signing Officer
ﬁm;mm : G/ Signature

13
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PERFORMANCE APPRASIAL REPORT OF
CHIEF EKEGUTIUESIFUNCTIDNAL DIRECTORS/

EXECUTIVE DIRECTDRE!GENERAL MANAGERS

OF CENTRAL PUBLIC SECTOR ENTERPRISES

FORM



i)

;LE%FDRMHEE APPRATIS AL REPORT- OF THE CHIEF EXECUTIVEs

CTIONAL DIRECyopy. EXECUTIVE DrREcrops (E9) AND GENRR4r
MANAGERS ks, oo CENTRAL PUBLIC spepie ENTERPRISES (cpspy

Far the eariperiod from ... o

B e SR

COBCarped

| Recen; |

[ Fhotograph
| of the offleer
Fepried
{ upn o he
| afffed

[

Personal Daty or the afficer Feported upon
e —_— —— —_— ——
I, Mame of the Officey =ported upon-
it Employes Number:
| i Dateor Birth: |8 i o |

[ i Bﬁef.ﬂ.ﬂ-mdtmic&ﬁufussinna] Cualifications - i |

| — —— e T =
B —

} % (2} Name of tpe Fost F'u.']d.'______ —_— |

| {6} Grade of Post heg: _

—_— . |

{c} Dare of Continugys Appaintriznt in this Poet:

(d) Present Pay and Scale of Pay. B |

] iz} Diate n:-F:nrrtErmﬂus ApPDintment in the same Enderprize: . . |

e S



8 {2 Date oF First ponyc Eﬁmzﬁm.——————— —_—
() Sizala oF Pay of the Post o0 First Apogin Irten;:

L___________________________________|

7y Beporring, Hevie'wlr:g and Atcepting Authorities durigg fe Year

T Ha me & UESITE nafinn [ Period workeq
e ) =
Reporting Atthoripy L

Reviewing Authority

L from |
—— ey

8. Perind of abya e on leave, ete, dy ring the yeny

e T P P B P
| Perind Type ' Remarks

| |
[ On Leave ather than | | | = i |
A azua] Leave | o

lification je wired durip the Year

alificatiog Tnstitution from which | Details ol sehijerty
studied #tudied and the mirks
| obiained _|
B S S

== S N R ____I_________J

I



Date fr
O et
—-—_I.I L - _Sllb|1:-c| |

=

el
| 1

[L————i——— = Sl
S S e N

S

—

—
——
—_—
e —
———
———

12.  Datear filin
& the property ret
year ending 37 *H 0N the preseribed 1.

8 31" December, : 8 lermat (Appendix 1) for the

-
=)

L

|



13,

Data:

Vi

Date of 1as¢ Prescribed medipa)

EXnrination (for uJ‘ﬁ:::rsqnver 40 vears of agej,
B3 enpy of the summary of the medical repore, (Sugzested formay of
edieal examina

ton report is a4 Appendix Iy

Signatupe:
Name & Desiznation of (ke afTicer of the
Human Hl_*murce.-’?er.mnn

el Admintstration Deparimant

I3
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Fitiggl o the officer eported upop

L Brier description of responsibi fifs:
(Chiaorivey o e POIEIN yon ool R rhe s Pl LT T T Mo

Aschares in ot 108

Worgly)

[;_% e e———

|
J .

_.__—-—_.___‘____

'Y

.RL‘:;? Ak

T required m



e

F Annanl wer); elan and achievomen:

Tasks to he performed

I -MOU Ty rgets

| | SRSl I|
| T -Dber ey assigasa e ——— =g
I

Towing from Moy ok

and ki rglaeivg MR ForRaer e the Mot Gl TRl

2 Actul arbicugmeme rafer fo pha FEMEVER R Apainy e ool lelvie e e 1n roSteny af enck
fark Me ERARTT ang fr EEPENCEE or o he il cAis fabia
4. e L MFECLE I T for Chiel Eveeniives o0 for Fumetlamal Cireciors dimd 25 for
Evecintive DirectiraGameral Mo,
+ The g AaLF poprn -!?d:ea'WIdnﬁ-rMﬂmun'a coman by DEE rhviatr ST T LN i
1 Tl fodaf welghiame far athar L ks Mool freas Wdarr 5 nil for Chind Erpeinivgr ¥ for

FEHUROI ENPp e atd 5 far Evscntive Direcrir s G mpivf Manageny

—

f



L During the Period upder fepart, da yoy Believe
eXeeptiong] erntributiog, €. Sucressfy) ST

e o eSS T
For the curran: ASFIET ment |

L
F

TR |
| For your Future carear:
__' (el
— i_'-|
".; LA _|—\___————\—|_—|___ — — _—|__"_,_,_|
it PR M

CHief Evscupiyog I EURCHARY Dirponoss shald rend there Ypdaied O e ludling. adfifiong SR dg
Seguind TratRing. praerammpr htengded _,ur.-!.‘-.l'.‘c.-:ui::u.'.l.!.-"m:ﬁa..' TERERATENT e ken R e Mokl gfear of
thie CPSE gz wadl ar ek Mol offea: A e A i LT Fysars e thar dpcarsd rgcords ek
RELAE IR e MHowever, the Eresndiva Directaer ang Liesia WAt fel bl mariog
nCe in T pagep s thee pefiat aficeraf the CRSE manty
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fi, Declaration
| Have you filed your mmovable projerty rerarm the [ YesNo | —
rBreseribed format as dug? [fyes, Please mention the dase '

Have you ungsz

ne the SuLgested medical check yg? YesMo ]
Have vou ser the anntal work plan for a)] officers for the | '

YesNe [
<lTent vear, in respece of whom you are the Reporting . -
Authority? i

Slgnature of the officer Tepor

ted wpoy
Fiate:

T



Section I7] - Appraisal of the Reporting Authority (Piiaye regd the relevapt instructions
attnched rn this form hefire filling 1 L his Section)

1, Flease siarg whether yoy ARPee Witk  pha
ACCrmglishmen e el the work plan as fifed out in Sep
foctial gerails.

PESpONSes  relating  fg the
ton IE If not, Please furpish

i Please tomment gn the claim {if an%) neade by the affjeer FEparted wpon alpyy
hiz E¥eeplional con b ytian,




R

J. Has the officer repnrted RS et with any significant shy rifall ip achieving the
ILrEers? iy ¥es, please fupyg =l factunt details,
il e - =
| |
LS e e e U |
4 Bo you gores with the CONEErainds mentioned by e Gfficep reported upon thar
el hindered his performance and, if sa, to whg extent?
— e e ——\—-_———— e ___"h
I
|

5 ° Do A0Uagree with the com Pelency vp-gradation Beeds as identified by the
offiper?
[ SEerme—eseon . —

_—_'__—_'_'—1




B, ASSestment of the achigve
FONR e oificer vipdyii b

M
! Paﬁit:nlﬂrs

| ‘L'I-"tight:rgn | lh_pl:vrﬁng Reviewmp
| Autharity i |

| Fuitigls o 7

e¥iewing

Avtheriey

Totalifon) il
[ I - Grang Total[
& 177

Dhverall Grade =
Grand Total/jng i
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Erading f5 i be compta fy dumiming up ghe WelEhied prads g dividing the st LT
Founding offin 2 deeimal.

T .
! The weighiaes for A Flr gy wiff ha 73 fae Chisf

@ I3 fr Expcairive Directorsitenera) Siragery
2 The fnat Afat; FEOVE Baged ~u andied apoanmg Convdsed by Dog should te filfog in i
Fpace

Execuiivey. 47 far Fyongtiongs Diraciser



18,

Date:

— e — ———
— ——

MIprovem eps. The pen Picture shoyld Be consistent with the averal Eraife
Tarnished iy Item ne, 10,

Overall grade (on a gradeaf | . 3t based on the gracdes Awarded in Iem ng, § &
7. This should be comiputed by summing Bp- the weighted E¥erage grads
indicated iy thmnn.ﬁandlrtmnu.‘-'.
———
|

e ————

Signature of Reporting Author by
MName & Designation of thy Reporting Autharity
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o ASSCSiment of Fersona) Attribules and Fenetiang] Cnm'pettncim Crrades should
£ dssigned ow g goajp A 3. In maxinim of 2 clecimat ruribers, with | oo ?'E'_,lﬁi!‘."'."'."?‘.g
2 the best gride qmd 08 1o the e Frade, Heightaee o thic Section will be

—— Bl AR : e
Particulars of Personal Abtributes ang Grade by | Grade by Iritinls of
Fu netional Competencips Reporting Heviewing Reviewing
Authoriry Authoriy Authorey
Effective communication skills
Strategic crientation and Decision makin g N = CR
“ahility
| fii Froblem soiving and Analytical abilizy
i v [ Ability 1o develop and motivate ream e —
members
-\_'__‘T‘_'_'_‘_—'—-__-_-_-—-—-__‘__-_-_'-_‘—-—-—_'_‘—' 1
v Ability 1o &oordinate gnd devalnp |
collaberative partnerships
_-‘—_"__—-‘_'—_—_‘._'—_——'—-—-_—‘—-—-_._———-_‘—-—_ -i
¥i Innovation gnd Crange arientation |
"_‘;'_'_..'_'_'_‘—-—_\_\_‘_‘—-—-_-'_‘_ T T
wii Planning and Chea Resing |
"_.‘—h—"—'—.———— o —-——_———-'-——-—-i
Viii Resuft orienmarion [
|
N e —— G = —_—__—f
v = S ]
b Rols based finctiona; competency |
—_l el — |
Tirtal {j 1a ¢} [
Dverall Grading of P-:rmumtrrihulns '
and Functiona) competencics (Total/dn) |

Al e pereonal attribautas and functional compeienies (8 Na ¢ o x) cary dqual weighty. Chgrall
grading ix £ be computud by dfviding tha tatal grade by 40 e reunding offio 7 decimels.

8. Integrity (Please COmment on fhe integrity of tha officer reported upon by
choosing any one of the fallowing aptions);

i) i [ Bayond douby il _|r
i) Integrity of the officer iz doubtful. A separate seoree.
note is attachad,
[iii] Nothing adverse has heon received aboul the officer n
|
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Sectiog TV — Beview by the Reviawjno Authority (Plegse read the relevant Insiruetions
2ltached to this form before filling up this secting)

=

e T

Drate:

Do voy dgree with the assessment made by the Re parting officer with respecy bnp
discharge of responsibilities and varjoys arributes of the offiper reported upon
in Section 111 {In case voy dgree with the assessmenis made by the Heparting
Authority, Please make a note to that effect i the Sprace provided for you in [tem
No. 6 and 7 of Section 101 and inigg) it If vou do ot agree with any of the
numerical assessmenis made by the Reporting Authority, please record your

AsSessments in the Spaee provided for you in Item No.5 and 7 of Section ITT ang
initial vour emries),

YagMa

I veu agree wity the assessment of fhe Repurting officer in Fespect af
txtraordinary achievements andior slenificant shortfalls of the oificer FEprted

Yes ! Mo

g Inease of difference of opinion, deraits 304 reasons for the same may be given,

s

— A

|
e e e e e
4. Comnients, if any, on the pen picture weitten by :h.:_[_{qp_-u_:ur_tiy{_.ﬂ;u_t!mrig._

r ‘
L ereee—eets oo O

Uverall grade op o seale of 1 - 8 fGrader thaudd 8¢ carigned pn o sedls af {3, wirk
referring to the Bagy Brode and 5 to the lowest Eradel, The everal] grade should he
vomputed by susiming tp the wefghed verage grade obrained in Tiom N g and 7 af

Jecton If

Bignature of Reviewing Authority e
Name & Designation of the Reviewing Autho rity

25

X T



the Accepting Ane ritv (Please reg

2 d the relevany
instFctinns aAlliched i this farm hefare filling up this seetiog )

[ Is the gveral] grade given by the Re
with  the pen pictare given by them?

pnrh‘ng,"Reriewing Authority Is cansigtens

YeaMo
z Do you aerer with the remarks of ihe Reportino Reviewing Autharitjes?
YesMa
1 In case of difference of tpinion, detalls thereof 31 reasons Tor the same may be
given,
[T e————s i
I
i
I
, i
|
4, Overall grade on g grade of d - § (Frudes shonld be ausighed on a seale of 123, wih

! referving to the best Erade and T the lowerr Erade).

P

Signature of Acee prieg Anthority

Name & Designation of the Accepling Autharity
Mhate:
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YesNag

Z i Yes, please indicate the reviseg averall g
Fhonld fe daisighed on g
imeess sradel,

rade on a grade of L = 5 frades
seale of 15 wirh |} PEfEring fo the hest Eradde and § to the

T T

L ]

Signature of the Noda| officer
Name & Designation of the Nodal officer

Dty

Mare:

The concermed Noudal afficer shail fll this sectlon baged
Accepting duthorisy. Copies af the representation meagds LT
arders af the ..-'!r:'ﬂ'e'pu"!'.r:lg.-!z:r."?nr.l'{u thereon are o fe aitached,

o0 e orders pavsed by the
€ afficer reparred upak g the
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.ipp_qudi:i Il

SUGGESTED FROFORMA FOR HEALTH CHECK 1rp

OF TOP MaA NAGEMENT
OF CPSEs

T —
Mame: Age: Sex: MIT
Emplovee My
Name of the Post halg:

Briet clinica] history, if any,

CEXBmination
Physical Systamic

Inﬂs&@:atirjng:
Haemparam

Hb%;
TLC
bLe
Peripheral Sihear

Eland Sugar
F

PP

Lipid 1i

Tetal Chelestern|
HDL Cholestern|
L3 Chalesieral
VLDL Cholesteral
Triglveeride

iver Function Te 1

Tatal Biliryhin

Direct Bilitubin

Indiract Bilirubin

SG0OT

BGPT

ALK Phosphatase

Kidney function Test

Lres

Craatinime

Uric Acid

Electrnlytes
Ma+
4
Caleivm
Inerganic Phosphates

21

W &



Roustine Microscopic

Aoy other Investiaation

Advige
B, Medical R CROkE of the Oifficer
._|' _|.___ Haezm oglobin level of the o fficer malimw == ol
|_g_ Blaod Sugar level Sa:isfaalcw-“h'amal-']rgﬁﬂv
| % Cholesterol [evel of the afficer NunﬂalingE-:Law |
q Livar functioning _:|'_ﬁarisfa.cmFymﬁnl."D;mfunctjErml
5. Kidney. staps Normal/Both-One Eldney not functional
b optirmalhy
6. | Cardiag Status | MomalEnlarged/ Blockediiie: nora)
£ tmmary of Medical Report =
L. ) Overall Health of the officar _ £ i's ]
2. | Any other remmarks bossd on the heslth

check up of the afficer ey gt o
Health profile grading = " Jr —

Designation

Dhare;
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Instructions fap filling up the Perfarmance Apprag) Report (PAR) of e Chief
Executives, Functional Dircetnrs, Executive Directars (ESy and Genera) Managers (E8)
of Central Puhlic Rector Enterprises (PS5 Es)

I Introduction

The Performance Appraisal Report i3 an impartant document, [t provides the basic and viw|
Mputs for further development of an officer. The officer reported upen, the Reporting

Authority, Revizwing 4 utharity and the Aceepting Authority should, therefore, underake the
duty of filling up the form with a high sense of responsiiiiin.

mere judgmental exerojse. Reporting - Authorities shauld realize that the obiective s tn
develop an officer 5o that hefshe realizes his true potential, It i3 not mzant o e a k-
finding process but » developmental tool . The Reporting Authotity, the Reviewing Autharity
and ‘the Accepting Authority should not shy away from reporting shorteomings. in
performance, - attitydes or overall pefsonality of the officer reported upotL The eolumne
should e filled with due care and attention and afsr devar ng adequate tims. Any aftermpt o

fill the report in.a caspal or superficial manner will pe easily discemible 1o the higher
dmherities,

Performance appraieal s expecied to be used 8¢ a-tool for human resource develspment,
wareer planning and training rather than a mere judgemental exepciss. 7 fius the Reporting

Auwtherity and the afficer reported upon should mest ar the beginming of the Year o set targety

ard goals of performance.
¥ Section ¥ - Basic information

This Seetion should ‘be filled Up in by the Nodal officer ar the Himan HesourcePersonnels
Administration Department of the CPSE. Period of report could be #ither the entire reporting
¥ear, namely, from [ of April to 31" March or a part of the vear (exceeding 3 maonths), In
<ase the perind of report is a full vear, it should be indicates accoedingly; for exam ple, 201 0-
2011, Tn case the period of report is fese than the entire year, specific start and end dages
shoutd be indicated, for example, 10" September 2010 to 11" March 2811,

Item Mo T; Mame of the officer reportad upos should be written in capital lethers

.

(lem Mo 8: The period of absence from duty, on leave athar than casupl leave, training, or for
other reasons should be mentioned in this section

fem Mo 12: The datg of filing the aanual property return in the prescribed format fs ta be
mentionerd,

ltern Mo.13: This Seclion provides for annual medical exemination of the offcer rapoed
upon from an approved medical institution, The health check up s, however, mandatiry for
&l officers abave the 2ge ab 4. The officer concemed should et bis medleal examination
completed by 3™ June BVery year at 4 medical institution designated by the concerned CPSE.
A siggested format for the medical report is appended to the PAR form. CPSEs may,
fowever, preseribe a separate fam provided it ingludes gl the details specified in the fonn
suggested by the Committes. A copy of the summary of the madioal tepart of the gfficer

29



peraisal Repart Form by the Nody
officer or the Human FE'.-:-n:-urc-e.-'Pcrm:ne.'.-'Administrn:.iun Departmen; of the CREE hafhp

irculating the IBME 0 the concemed otficer fop completing seif-appenisal,
3 Section 1 — SeM-appraisal of the officer reported wpon

ltem No.I: The officer rapoered UPOR s fiest required 1o gZive 8 beref description of his

esponsibilities, which would aormally agt exceed about 100 words tdeally, this should be in’
bullet form.

A other assigne| tasks Hlowing from MOU targets. Al officzes arp required o develap &
werk plan for the Year and agree wpon the 52me with the Reporting officer. The work plan
0uld incorparase the work related to the grea of functioning of the - oneerned efficer gnd i1
should smanate from the Moy Brgelsgoals, The wark Plan would nomajty Consist of
Quantifiable targers, The =xereise (5 o pe carried out ar the beginning of the Year ang
fnalized by 3% May. Pasitively. The wiork rlans, duly sigmed by the officer reported upan
and the Reporing Authority has tg he submitied by 30" fyea - the nodal officer for peeord,

Reporting officer during the year, the work plan agread with the previeus Reporing offjce:
wauld continue 1o arply unless revised By the new Reporting officer. The contribution of the
oifticer repored Upon during the Period spent by the 0fffcer an the past could bBe considersy
fir eviinating his nrrf‘armzlmc: against the work plan.

Item No.3: This section provides gn CPROMUNIY for the afficer 1o reflect wpon his
Pertormance during the vear angd indicatz one iteps i which hefshe hag made significant
comtribution during the wear, [t i alwayy Possibile for any offieer 2 make significans

Item NouS: The officer Teparted ugan s tequired 1o indicate specific arass in which he/she
feels the need 14 UpErade competencies and atiend training prosramimes He/she should alsg

mEntion the spacific sleps that Mefshe fas taken or proposes 14 take 0 upgrade hisher
SOMmpEtencies in the identifed areg,

4. Section I17 - Appraisal of the Repo rting Authority

ltem Ma.1: The Reporting Authority js reguired to commenr an the seif-oppraisal made by the
officer repocted UPOT 00 Section [, apd specifically stats whether he/she BErdas with the

ie)



g e

long term OrEameTEtion impact. f
i) Problem solving and Analyzing and salving & problem by identifying the
| Analylical abiliny elements and eelationships of a problem in a systemaric
way and i-:le:r!tifingﬂginal links, =
i) Adbility to develap and Provides direction ang PPN, eNcourages team work,
motivate team members inspites and mativates team and manages conflict
accomplish group ohiectives  while focusing oy
|_ capability enhancement of the team
| % Ability 1o coordinate and Builds collabamtive Partnecships with -internal ang
develop collabaratjve external stakeholders and leverages relations through
partnerships Retworking to meet erganizations| shisctives”
Vi) Innovation and change Takes initiative; manages and champions change and
arientation leaming PIOCESSES; CNCOUTREEs new. and inmovarve
| dpproaches, e
vit} Planring and Organising Ability to plan andg STEaniES own as well a5 tzam

@ 51

ltem MNo: In thie >ection, the Reporting Atthority is required 1o record 2 nemerical grade

(ot mare than 2 decimals) in respect of g work cutput of the officer reported dpon againse
cach of the key assigned tasks =

tem No.7: 1a this séction, the Reporting Authority i3 glsn required tn record g Aimarica]
gade (no: more thap 2 decimals) in respect of periopal arribetes and  fonctiong|
competencies of the offioer reported upon. To ensure thar the personal attributes apd

functional competencies gre elearly undersivod by aff stakeholders of the PAR procees. the
descriptions af sach of them: are given in Tabie Ml below:

Table No.I — Dasgeri tiom of Personal Attribustes ang Punctional Competencies

8. Ne. | Personal Attributes and Deseription of Fersonal Attributes ang Funetional |
Functional Competencies Competensies

il Effective comm unication ] Comem uricates articulataly and assertively (o infuence
skills critival stakeholders and strives {o achieve @ Win=win

e | anlution |

i) Strategic orientation and Demonstrates comprehensive  bBusiness  ard )

Decision maKing ability eNVireament awareness including related laws ard
rufes; developsialigns seif and iam 1o the long temn
business atrategy and cverall organizational vision,
Considers multipls factors while taking derisians fur

activities, prioritize znd Rendls contingenzies to meer
set goals and objectives within da fined timelines,

wiii) Result arientation Demenstrates drive for resyie and. ensures that
operaling practices and performance results adhere to
high standards nf Emcé:rn:_}lfand excellence

i} Business Acumen Understands  the re between and revenye and
capenses; utilizes financia! datg ang information o
make sownd business decisions that promote eost
CONECIOUSCS, profitability, ceverue and growh,

xh Raole based functional Remonsimtes knowledge of rules and lwe, svstems
campetency and processes, functional domain and IT applications
| | im ordes o cary out the assigned role with conviction

Sl
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In orderta bring in more objectivity in the assessment of the arributes and competencies and

minimize Bias, henchmarking far assigning grades 1o various Personal Attributes ang
Functional Competencias ave indicated in the Tahle N 2 given below:.

Table No.2 - Benchmarking for assioning grades to P

ersonnl Antributes and Funetional
Competencies

iFGrm:Ie' Deseription of the Details of Bebaviour cq mpetencies

. benchmark
P | Consistently excesds Demenstrates exemplary befiavinars, consistently inall |
EXpectations situntions far ahove that are required for effectiveness’
in the currens role.  Demonstrates outstanding
professional atiributes, which indicates SErang potaniial

A far rapid future develonment,

2 I:nneiialt:nt.'}- ey Consistently dtmumtr;ﬁbchawiuum which sumass
SXpeCtations those  required  for effectiveness in current role

Demonsirates professional skills thar Indicata strong
et petential for fisture advancament

of the timas required for effectiveness in current role. Displays the

' required level of proficiency for this competency.
. sxceeding expectations o1 times.

4 Fartially meets Inconsistentdy o partialiy demcnsirates behaviours |

expectarions required for effectivensss in current role, however

significant progress 15 required to achieve the expected
- proficiency level for this competency,

3 Meets expectations mos Reguiardy demonstrates behaviours al the  Jevel

3 Consistently does nar Does ot sefficiently damonstrate behaviours required |
meet expeciations for effectiveness in curremt role and immediata
pravement s nesded oo achieve the required
s proficiency level fge this competeney,
| B LL i -

Itern Nouf: b this section, the Reporting Authority is regquired 1 cemment on the integriy of
the officer reported upon. In recording remarks on integrity, he'she need nat limit himherself
ofly 1o matters relating to financial integrity but would alsn take intn SCeount any yiolation,
by the concemneg officer, of the code of condust laid davwn by the' Board of the CPSE. The
following procedure should be followed in filling up ealumn reinting to intagrity: (i) If the
Officer's integrity is beyand doubt, it may be stated: (1) If there je any dould or suspicion; o
senarale secret note should be recorded and sent to e Reviewing Authority after recording
this fact in the eqlumn relating to integrity. (i) Where 1t is not possibie either 1o eerify the
integrity or to record seerps note, the Reporting Authority shauld state that hefshe has not
received anything against the afficer reported upor.

The Reviewing Autharity will ensure that the follow up ection an the secret nole submited
by the Reporting Authority is taken expeditiously. 17, as a result of the fallow ap Bclion, the
douhis or SUspicions are claared, the ntSgrity of the officer ce poried upon should be certified
and an eniry made accordingly by the Reviewing Authority in the Performance Appraizal
Report. [F the doubts OF SUSpICIons are confirmed, this fact should alss he recorded by the
Reviewing Authority in the PAR, If a5 a result of the foljow up action, the daukss ar
Suspicions are neither ¢leared ner continned, the officer's conduct should be watched for o
further period of one vear and the cutzome should he recorded in the Performance Appraisal
Report by the Reviewing Authority, The Nodal sfficer shall sommunicate the final decision

-
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en the integrity of the officer feported upon to the officer concerned gy w

ell as tha R:;h‘.lniny
Authority,

TItam Mo 9: The Reporting Authority is also required (o record g deseriptive PeER-piohire on the
averall ‘gualities of the officar Teported upon and B performanee and” this should be
consistent with the numerical grade given 1o the officer. This should oy o cover owera|
qualities of the offigey, including areaz of strengths. The pen-picture is alén feant {o ke o
aualitztive supplement 1o the quantiative assesaments made in sarlier part of this section,

fem Mo, 10; Finally, the Reporting Authority is requirsd o record an ovérall grade, This
shauld also be done on & scale of 123, with | referving to the best grade and 5 to the fowess,
This should be computed by adding the weighted average erade indicated in ltems po. 5 & 7,

< Section I'V - Revipw by the Keviewing Ay hy nity

Tem Mo.1: This Sectinn 15 to be filled up by the Reviewing Authority. He/she is requined 1o
indicate whether Hatche ngrees wWith the assessments made by tha Reporting officer. In Cags of
disagreament, he/che may record his own assessment about the work ag tPut andfor any of the

airibuites in the colump specifically pravided far the PUTPCSE in ltemt No.6 and/or ftem Mo 7
of Section 111, The numerizal prades should not be given i trore than 2 decimals:

Item Nao.3: In case of disagreemeant with the asseasment made by the Reporting Authority, tha

Bevlewing Autharity shayld record the detalls of disagresment and the reasons for the same
i this section,

e Mo In i section, the Reviewing Authority should comment on the pen picture
writian by the Reporting Authority,
liem Mo_S: Finally, the Beviewing Authoriny is required fo record in this ection an oversl|
grade in tae scale of |5 with | referring to the bege grade and 5 1o the lowest. This should be
vomputed by adding the weighted average grade indicated in Trem no. & & T of Section ],

fi. Section v - Acceptance by the Accepting Authoriry

liem Mo, = This Section je o be filled by the Accepting Authority, Helshe is required o

mdicate whether hefshs dgrees with the. assessments mada by the Reporting
AuthorityReviewing Authoriey,

lem No2: In case of difference of opinion, the Actapting Authority s required to give
detzils and reasons for the same i this s=ction.

grade in not more than twe decimals in the scale of 1-5 with 00 referring to the best Erade
wd 500 o the lowest. In caze the cwerall grade given 1o fhe officer repocted upan by the
ﬂepu-ling-"ﬂn-v:ii:wlrlg AUROrity is not consistent with the pen piciure Biven by them, the
Accepting Authority should make suitable changes to the ayarall grade to make them

35
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In this sectign, 1he Nodal officer will ) in-the. firrm, the final decision of the Agceptance
Authority an the FECrasentatiog. ifany, made by the afficer r ponted upog,

8 Numerical Lrrades

At several places, numer ical grades jre 1o pe aviarded by Reparting/ e ¥iewing Authorities it

i5 expected that amy grading of 4.00 o 300 (zgainst work CUTPUL o perzonal antribates and
functiopal COMPEIEncies or overal] grade) would he Adequately justified in the pen-picmre by
way of specific fiihines ard similarly, any grade of 1.00 or 2.0p Would be justified with
FESPECT 0 specific Accomplishmenes. [ warding o Avmerical grage, the Reporting,
Reviewing and ACCEpling Authorities should rate the offjcer agalnst 8 larger population of his

Peers that mav he cusrrently working inder therm or would haye worked under them in the
st

9, Welghtage & Mean:

L'

Weighits haye been assiened g WO ool personzl attribuies and functional cam Peiencias,
The averaf] Qraz in ot mare thap 3 decimals will be based o the ddition of theaweiahied
mean velie of sach Eroup of indicaton.

10, Hen{-hmnrhl‘ug of the Gryde-

The averall geage obtained by the g ficsr shatl be benchimarked as tnder:

Chetstanding .00 - 40
Yery Good Lil-23p
Grod 4513 30
Fair 351 -4, 50
Papr 4.51 - 5.00

LR X 1T



Annerore - Vil

e fafiee - 9 faeeh
MMTC LIMITED : NEW DELHI

mﬁwmﬁqﬁ:mﬁa[ﬁﬁﬁmﬁmmﬁm
ANNUAL APPRAISAL REPORT : STAFF CADRE (JR. ASSTS. ONWARDS)

7/ YEAR: yesnsh

wafy / PERIOD :
#/ FROM : . oE S TO :
M 7/ NAME ; el WE / EMPLOYEE NO. -
U5 / DESIGNATION : d=ireft %9/ POSTED AT: COIRD
WHIT / DIVISION : Foar 42 F wdw o fafy
DATE OF ENTRY IN
a=i-fafér / Date of Birth PRESENT GRADE :

S i - warT 2 Rew frd/ ANNUAL ASSESSMENT : GUIDELINES FOR USE

mmﬂlﬁﬁm#ﬁﬁmmﬁmﬂmﬁméﬁﬂmaﬁwﬁmﬁim;mmm
mﬁmmmjmﬁ,mmm*mﬂﬂwmmewmm
wHE W Wy e dd st i g v e ad

Responsibility for Assessment ; Assessment of each employee will be done by the Reporting Officer not less
than Dy. Manager and equivalent, and shall be reviewed by the Raﬁeuﬁngﬂﬁmr{tauﬁmhﬂepwﬁlgm
reparts). The report will further be reviewed by next higher authorly and counlersigned by the HODVRO Incharge,
However, in case of parsonal staff, report would be written, reviewed by immediate cfficer but would be counter-
signed not less than HOD/RO incharge.

2, aﬁﬁﬂam#zﬁﬂmﬁmmmaﬁmﬂ%ﬁwwﬂmﬂmﬁw%HMﬁrﬁmm
ﬁmﬂ:a?aamamﬁmﬁﬁﬂhmﬁﬁmﬁwml

Where the employee has worked with more than one reporting Officer for a period of three manths and above,
helshe will be assessed by all the Reporting Officers.

3. m%urﬂ#ﬁmmlﬁaaﬁﬂﬁwﬁrmﬂﬂﬁﬁr&ﬁmiaaﬁqﬂmﬂﬁﬁmmmﬁfﬁm

wﬁqﬁﬂﬂmﬂﬂﬂﬂﬂmﬁnﬁ?ﬁmfwmvﬁhﬁaﬁﬂﬁiﬁfﬁ?ﬁmmwmﬂuﬁ
Il F AR W

The Reporting Officer is expected to evaluate sach attribute/factor in the report of the employee based on

records/evidence for the entire period during which the employee reported to him and not based on isclated
incidents or only on recent incidents,

4. ﬁﬂ%raﬁmﬂﬁﬂfﬂﬁﬂﬂwmﬂ?ﬂhﬁﬁﬂﬁmﬁmwmmmaﬁ
Smﬁmﬁﬁaﬁaﬁmﬁﬁwﬁmﬁmﬁwﬁﬁmﬁaqmﬁﬁmmil

The Reporting Officer has freedam not to evaluste a factor for which he does not have sufficient data or for which
he does not know the relevant position of the appraisee.

1
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5 g 'E'III'Mﬁ%ﬁﬂ?ﬁmﬂtfﬁﬁﬂﬂm;ﬂﬂqmﬁﬂmﬁmﬁﬂﬂm
1 afifr # Elﬂﬁﬁﬂ?-ﬁTEI'&'Q'E:'EET'ﬂ'ﬁﬁm'ﬁm'aﬂ'ﬂ'ﬂﬂzﬁﬁ'#ﬂ?ﬁ'aﬂﬁﬂ‘!ﬁwmfm
The HOD/RO-Incharge may justify briefly if graded ‘Outstanding' or ‘Below-Average'. Without justification, Out-
standing is liable 1o be down graded as Very Good' and 'Below Average’ rating without justification will be treated
as"Average’.

6 U mER S B wfe oo e TR afs EEET, T5-82% WET AT, s0-74%
W, 45 Y 89% ST O 45% § ® otwd @ S

There would be five ratings i.e. 50% & above ‘Quistanding', 75-89% Very Good', 60 to 74% 'Good’, 45 to 59%
‘Average’ and less than 45% ‘Below-Avérage',

e 1.2, 3 4 5 %F
e FHAN @ FRifEET, ae el aw T @ A fiu W9/ Marks to be
SMNo.|  Areasolemplioyees perormance, competencies, potential and values swarded 12,345

1.

o @ar/Job abilities:
ﬁ}ﬂaﬁﬁﬁ#mﬁm*ﬂwﬁﬁwﬁm
SIS S UE S
Professional knowledge and skills, abity to apply knowledge & skills to
pm&nljnbassig%ﬁ}ﬁ - o

Ca A 19 In case of Steno-Typist/PA/PSs:
ﬁi]E!EﬁT*l;’EéI’MTQ‘-’I wral ¥ ydivrn aur oRepaw awr delisE
el B TEd B A orEn mYEW O Avs @ oma S
Proficiency and accuracy in typing/stenographic work & tactful in handling
telephone calis & dealing with visitors. '

SR BT W T4 50 W i w9 2 e
Knowledge of Computers and ability to wark with therm

Rarel /el &1 w@—wam o Tmew e 4 ga
Maintenance of recordsiiiles and efficiancy in retrieval of papers

w0 qm we ¥ ol o uwe g o e
Initiative & resourcefulness shown in completing assignments.

il wEe: wiY o owe e oqm e 4 oenld @ aewn
SHAEETT/ TSl ET 3/ Time management Execution of task
assignediprompiness & meeting deadlines/commitment. =

F W AR S @ Pred aen wfvaet e s
Knowledge of Company rules and procedures related to the jo.

O weiorer (e, we anfy sk w2 Proficiency in commun-
cation [mcluding_writt&n skill in dnﬂl’ti@ notes, letters elc.)

- wid @ oafy FEEd el st WY o e @ R el
. @ faer T / Responsibility towards work: the extent to which helshe
- can be relied upon to do the job assigned to himher.

o= fmel = e W T aﬂ&m;.ﬁhﬂi:ymmuminata with
ciher depariments. 7

10. HETT T SEEY 4 Interpersanal Skills

1. | werE o ey v e efa B e 1 SET/ Analyzing

problem and applying his/her ability to come up with proper solutions,

12, wafRerfy < W@l ¥ wrm 1 grdd e Frafioe 2 Punctuality and

____ragularity in attendance.

b
i




B!
13, & | watty arar W Fadl wrdard Follow-up of matters relating
to work.
14. mef¥la sl ) Rraggen, wefar g YIEHT S Accuracy, thoroughness
and quality of work demonsirated.
15. SRl St ® ol Tl o e / Level of confidentiality
displayed with handling of documentsfinfarmatian.
18, M et ) EFEt#T / Handling of confidential decuments.
17. Wuﬂa{?ﬁﬂﬂmwﬁﬂmﬁsﬁﬂﬁmﬁmhﬁrﬁmw
SHHETR / Ethical behaviour displayed in handling situstion and resolving Conflict,
18, WY 1w oy e o BT/ Level of motivation and ability to learn
further
19, =i o B / Personal sppesrance and image.
20. w1t P o e Abiity o assume higher respensibilities.
WISl &A@ / Total marks obtained: __1Moo
1 90% and above o/ Quistanding
2 T5foBO% AEW W/ Very Good
3 BltoT74% &=/ Good
4. 451059% FHa / Average
5. lessthan 45% drer & 9/ Below-Average
S GENERAL
ELIE AT AT efiy et WaE-wiT Hwpm
(i) IMTEGRITY Un-irpeachable Certified Abowve BEagrd Cioubtiul
TR o Ry Rt 4 g @ Resimm wRm arfepre « Firftem
gitenay 58 # TarE T T T
() STATEOFHEALTH  MoViible Dizability Found  Indifferent Haatth Frequantly on Medica! Leave
: S
! u BB
: T
fewel ¥ fardg & Hifed €,/ Suffer from a Particular Bl ]

T EEEELe

NI s (R aitm® g ww i}/ Ovarall assessmant (o be flllad by Reporting Officer)
(afes S arerar st @ A9 i R v & o o w0 8) | e @ e TEFE R ST o
e & A o sl s s

(Please justify brizfly if prad=d ‘Ouitstanding’ or ‘Below-average’. Withaut iustifisation, ‘08" is fable be downgraded
as 'VG@' and ‘Beiow-average’ will be traated as ‘Average',

I T aTea QAEEH st rEE A A
Cutstanding Very Good Good fomrage : Belmw-average
M g 950
Mame & Designation ERIRR/ Signature

Rstisr # Date ;

]
ot



i

T e (e afreth g s @) 2 Overall assessmant (to be filled by Reviewing Officer)
(31 Weape sy sfter & <) g B & o e e A we ) | o B R w9 wgn T
s A wr s\ wTen

(Please justify briefly i graded ‘Outstanding’ or‘Below-average' Without justification, '05' is liable to be downgraded
a3 'ViG' and ‘Below-average' will be treated as ‘Average’, ; :

T AET I e e aft 9 iR
Outstanding Vary Good Good Average Below-average
AW 9 T
Mame & Designation B/ Signiature,

fa=iw / Dale :

Al Bt A afterh/ veath /Rt s
Countersigning authority/HODIRO-ncharge

-iH T 7554
Mamw & Designation EEIER / Signature

fa=im / Date -




r}lﬁlﬁ'ﬂ?ﬂﬂ?ﬁ'ﬁ’ﬁ?ﬂ'ﬂ (Rratfdr sl gra wa @)
Training & Career Development (To be filled by the Reporting Officar)

W) WA & WA B, S e s e e § e g v e wme # B o mi @ et
W T ATET FAEN B A e wem s e @ R afdee fra o wie?

a)  Keeping in mind his/her present assignment, capabiliies and future develapmant, do you feel that the
employee should be given a rotational assignment within or outside the section/depariment or training for an
adiltianal skill? it ¢ ny ety

W) ofg w & wvar e s iR s o e
Bl Ifyes, give details of the rotational assignmentiadditional skill?

~TdHrE W4 & wed 3 /with reference 1o his present assignment

—wfa # R & weed 4 & o o T with reference Lo his fulure development

T AT AR WE 9wl merd el
¢}  Approximate month when these recommendations should take effect

M ° TEAW
Mame & Designation

1, Divisian:




Annm-vﬁ~ VIl

vquadIdl fafies - 92 feodhl
MMTC LIMITED : NEW DELHI

aiffe sntere Ruid - ﬁa—l/araﬁw q HHPE
i Ay ek *ﬂﬂt;rl}.ﬂ: SPPRAISAL REPORT :GR-1/DRIVERS & EQUIVALENT

Y

W R o e
aafes 4/ PERIOD : ..
o e, TR A LI e e N B el el e e st L
MH / NAME : FHHAEM A&/ EMPLOYEE NO. ;
UEEH / DESIGNATION : d=ft T 4 POSTED AT : CO/RO
U9ET /4 DIVISION : Tdam 48 F wdw ) ik
DATE OF ENTRY IN
PRESENT GRADE :

arfties Heaie - yarmed faw e
s+ . ANNUAL ASSESSMENT : GUIDELINES FOR USE

1. EEEE % A sl - s SEn @ qeme Rafd sfed gm e s @ 9y
waus # e W @ o En Al 9w & e g o wien s d g e e
i wreh (fomr Roifds afterd Rded e ) femma s ddm omfan wad g RoE @
qAiSEEA o sftewmafa R aem)
Responsibility for Assessment © Assessment of each employee will be done by the Reporting
Officer not less than Dy. Manager and equivalent, and shall be reviewed by the Reviewing Officer
{to whom the reporting officer reporis). The report will further be seen and countersigned by the
HOD/RO Incharge.

2. M A en wft aEfl @ fam ot il A o @ aftw R afed @ e s fe g0
el 3 e w1 i Ruifdn sl gro fen s
Where the employee has worked with more than one Reporting Officer for a period of thres
months and above, he will be assessed by all the Reporting Officers.

3. PN A AR il g Rt e & fod B @ we wyl aal @ Rerd s et & o
X RETfET AR FHa @ whw O/ TS @ iwE we A T el S geA sud s 8
T HEE @ s av
The Reporting Officer is expected to evaluate each aftributefactor in the report of the employee
based on records/evidence for the entire period during which the employee reported to him and
not based on isolated incidents or only on recent incidents.
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\‘3

4

5.

ra

" Amenability 1o disciping

Froifiay sivrl o W o Frel mew o e Ried w1 o a i E auee el
¢ m s waa 4 OE el o s el @ w7 8 A w @ R e 8

The Reporting Officer has freadom not 1o evaluate a factor for which he does not have sufficient
data or for which he does not know the relevant position of the appraisee.

111% T A e | A a7 e frm & ot Rermens  deit wratea war g0 e b i
ﬁaﬁﬁﬂﬁﬁ‘ﬂj ﬁmaﬁﬁﬂt&*?ﬁgﬁz ﬂﬁgﬁMm aﬁaﬁﬁ?ﬁv—."; a‘a‘ﬁ%m‘l st S
prG A

The HOD/RO-Incharge may justlﬂr hntﬂr il graded 'Eﬁutstandmg or 'Elalaw-.ﬂwaragi Without

justification, ‘Outstanding’ is liable to be down graded as "Very Goed' and ‘Below Average’ rating
without justification will be treated as 'Average’.

o da e ATEENT S st | A

L=

Outstanding  Wery Good Good Average Helow-average

Fra e/ Job Performance | |

it wdy wrd = FenfEa '
#i=E T AN

Ability to perform the
|jobis) assigned

froiwm / Dependability

i

w1 a3
Punctuslity and regularity j

RS e
Interpersonal skills e

EHEA DGR
Personal Hygiens

Vs e ] | (R B R T
= =

Genral Etiquatia

T T

{are= rernt o o)
Vehicle upkeep

{fer Drivers)




S0 guamE amR afd e | A
Oulsianding Very Good Good Average Balow-averags
8, T VTS WEH @y
(ame1 et & fing)
Mainienance expenditure
{for drivers)
10, TS Pl wLEe
. B U PR FE e & H
B a7 afy g arparETTHE
FATE @ TE B Al G faee
e et wrem o R )
Incidents of breach of Company
Rules and feature of misconduct
if any. In case of any disciplinary
action, give details and nature of
charge.
wea sl 9 aErel & faaeer oun fawiw feoeft ofy &9 & At
Detalls of commdentations & awards and special remarks, If any.
=l S GENERAL
FAET ard-afi waTfE HeE-fE HEEE
(1] INTEGRITY Un-impeachabla Centifiesd Abowva Board Draubtiul
e 3 fefy e ot o ) Aeaia Eve it fafrear et 91 e
gty 7 # T T T e & i dife £
(i) STATEOFHEALTH Mo Visible Disability Indifferent  Frequently an Suffer from
" Found * 8 Health Medical Leave Particular Disease
WY qEarRa Overall assessment (Rt siftrerd =T w91 wmw) / (1o be filled by Reporting Officer)
(af Geamee g aften & g de faar mon & o e ey # o §)) oo @ e ewre o aEn e oen sitEn
# A sl 5 e
(Please justify briefly if graded 'Qutstanding” or "Below-average’. Without justificatin, "05' iz iable io be downgraded
as ‘VG' and ‘Below-average' will be treated as ‘Average’.
T A avedt e i e 9
Outstanding Very Good Good Ao e Below-average
(forem fafine (arfirrem (aitem & GG T e (afrea B A=
=) T B = T e )
el g e TG =)
{Coneistently [Exceadingly (perlarmancs (performancs (performance
Exceplional hagh lewal of higher than as pér job balows Avaragea
Performance performance) average} reguirement)
M S Name EHIER / Signature
45/ Designation femiE  Date :

3




wioswer JfewTd g wT [T
OVERALL ASSESSMENT BY COUNTERSIGNING AUTHORITY :

W AEA e aremt aitwrm stan &
Qutstanding Viery Good Good Average Below-average

wivewmer waatdt s wmatt / veameat wAarh / Countersigning Authority/HODIRO/SRO-Incharge

(o e e Al & ) O R e o o sl # o 3)) 59 B fae e 1 wEn e men W
H A M " @

(Please justify briefly if graded "Cutstanding’ or ‘Below-average’. Without justification, ‘08" is liable to be down-
graded as ‘VG' and ‘Below-average’ will be treated as ‘Average’. -

19,/ Mame._ IR/ Signature

TEH / Designation famis / Date -




uiter g dfv frra (Rl sfred g o o)
Training & Career Development (To be filled by the Repaorting Officer)

bl @ e o, e e i R ) T v g T a wer € R arp s mer e

F)
e ) e e AR T AR ww o e affer fan @ e

al  Keeping in mind his/her present assignment, capabilities and future development, do you feal that the
employee should be given a rotational assignment within or oultside the section/department or training for an
additional skill?

@) afy s e affn e o R

bj  Ifyes, give details of the rotational assignment/additional skill?
e Fd % wed 4 4 with reference to his present assignment
_wfaey § frera & e § &9 @ 7 & / with reference fo his fulure development

M) arent e o i s g

g)  Approximate month when these recommendations should take effect -

A ggAm

Mame & Designaton

T/ Division:

\$¢




