
 
 

 
 

�दल्ल �वशव�ववद््द UNIVERSITY OF DELHI 
 

क�नष ्सहायक्के्�लए्वा�षरक्कायर�नष ्ादन्मूलय्ााकन्�र ोटर् 
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR JUNIOR ASSISTANT 

 
 

क्द्र्द/सकं्द/�वभ्ग  

OFFICE/FACULTY/DEPARTMENT------------------------------------------------------------ 

 
सम्िप् ववर/अव�ध क् प््वतदे  

REPORT FOR THE YEAR/PERIOD ENDING------------------------------------------------ 
 
 

वयैिक्क्बय्ोरा्PERSONAL DATA - (भाग PART-I) 
 
 

1. अ�धक्रल क् े्म  
Name of the Officer   : ____________________________________

   
2. जन म््�थ (�दे/महले्/ववर)  

Date of Birth(DD/MM/YYYY) : __________/________/_________________ 
       

: (शब दद म� In words)____________________ 
     

       ____________________________________ 
 

3. ध्�र् पद क् पदे्म  
Designation of post held  : ____________________________________ 

 
4. क द् अ�धक्रल अे.ुज्््/अे.ु जेज्््/ 
 अन द �पछड़् वगर सत सबं�ंध् है? 

Whether the officer belongs to : ____________________________________ 
 Scheduled Caste/ST/OBC? 
 
5. व्रम्े गतर म� ्ग्््र ्ेदिुक् कत ््�थ  

Date of continuous appointment : �दे्ंक Date_________________________ 
in the present grade  

      : गतर Grade:___________________________  
 
   

6. ववर कत  दौर्े डदयू ल(प्श�श,छुट् आ�द  कत  क्रश) 

 सत अेपुिसथ्् कत अव�ध। द�द उ क ्  क््मरक 

 ते प्श�श ््द् है ्  उसक् �ववरश द�   
Period of absence from duty (on : ___________________________________  

 Training, leave etc.)during the year.  
 If he/she has under gone training, specify. 
 
 

 
 

जार�्Contd…P-2/- 
       
 
 
 
 

 

http://www.google.co.in/imgres?q=university+of+delhi&um=1&hl=en&biw=1366&bih=673&tbm=isch&tbnid=25OKk5k9yz4CAM:&imgrefurl=http://deepaknegi.com/blog/about-university-of-delhi-d-u/delhi-university-logo/&docid=uubsTt1SRGzOlM&imgurl=http://deepaknegi.com/blog/wp-content/uploads/2009/01/delhi-university-logo.gif&w=392&h=390&ei=5IjyT_KtDIbKrAfi05ziBg&zoom=1&iact=hc&vpx=384&vpy=168&dur=2116&hovh=224&hovw=225&tx=127&ty=114&sig=113056676524616444250&page=1&tbnh=134&tbnw=135&start=0&ndsp=19&ved=1t:429,r:1,s:0,i:100�
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सव्मूलय्ााकन SELF APPRAISAL –भाग PART-2 

(उस अ�धक्रलवव्र् भर् ज्ा,िजसकत �रप रू ््ल् ज्े् हह) ्
(To be filled in by the Officer reported upon) 

 

(कृपद् प�विवूद्ट भर ते सत पह त् अेदुतशद क  ध द्ेपयवरक पप �् )  ्
(Please read carefully the instructions before filling the entries) 

 
1. कत्ररदद क् स�ं�प ्  �ववरशBrief description of duties: 

  
 
 
 
 
 
 

  
         

2. ______________सत ______________्क कत  ववर/अव�ध कत  दौर्ेआपकत  वव्र् �का गा क्द� क् 
स�ं�प ्स्र-वतृ् (�दद् ज् ते व््् स्र-100्शबद्द सत अ�धक े ह ) 
Brief resume of the work done by you during the year/period from__________________ 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

2. कृपद् उल ् तल कर� �क क द् पयवरव्त कै �्रर ववर कत अ ् सपंित् व्�वरक �ववरश् ्ेध्र�र् ््रलल 
अथ्र् त कै �्रर ववर सत उत ् रव्त ववर क  31 जेवरल ्क दजर कर् दल गग थ्। द�द ेहलं ्  �ववरश 
दजर कर् ते कत ््रलल ््ल् ज्ा। 
Please state whether the annual return on immovable property for the preceding calendar year 
was filed within the prescribed date i.e. 31 P

st
P January of the year following the calendar year.  

If not, the date of filing the return should be given. 
 

 
 
 
 

 
 
स थ्े Place:...................... 
�दे्ंक Date:...................... 
 

सचूना्देने्वाले्अ�धकार�्के्हस्् ा�र् 
Signature of the Officer reported upon 

 
जार� Contd….P-3/- 
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�र ोटर्�ललने्वाले्अ�धकार�्दवारा्मलूय्ााकन– भाग-3 
ASSESSMENT BY THE REPORTING OFFICER – PART-3 

 

(कृपद् प�विवूद्टभर ते सत पह त् �दश्-्ेदतश� क  ध द्ेपयवरक पप �् )  
(Please read carefully the guidelines before filling the entries) 

 

1. वव्र् पत दतकगशु/�वशतव्् कत  ््ा आं�कक गतररगं दल ज्े्  ्�हाज  कत 1-10्क कत  पमै् ते पर 

ह े्  ्�हा िजसमत 1क् ््तपदर ्ेमन्मगतरऔर 10क्््तपदरउच ्म गतर सतहै।  

Numerical grading is to be awarded for each of the attributes by the reporting authority which 
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest. 

 

(क) क्दर् ्ेवप्दे क् मयल द्कंे (इस्लंर कत ्हरलज 40%ह ग्) 

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

 �र ोटर् �ललने्वाले्अ�धकार�्
दवारा्�दया््गया्गेर् 
Grades by Reporting 
Authority 

समी�ा्अ�धकार�्दवारा्
साशो�ध््गेर््(य�द स्तभ्2्
से्सहम््नह�ा्ह�््)् 
Revised Grades by 
Reviewing Authority (if 
doesn’t agree with col.2) 

1 2 3 
i) द जे्बद क्दर/ आब�ंू् �ववदद  कत   
अेसु्र आब�ंू् क्दर क  पयर् 
करे्Accomplishment of planned 
work/work allotted as per subjects 
allotted 

  

ii) क्दर कत गशुवत््  
Quality of work 

  

iii)ूंकश म� पव्श््  Proficiency in 
typing (speed and accuracy) 

  

iv) क्दर म� पव्श््,े्म्:  ्ेध्र�र् 
रिजस ूरद और  ्ू�  इतद्�द क् 
रलरल्व Proficiency in work, 
namely maintenance of prescribed 
registers and charts etc. 

  

‘कायर् �नष ादन् र’्समय्गरेर ाग्(कुल्
[ i्सेiv ]) 
Overall Grading on ‘Work 
Output’ (Total [ i to iv]) 

  

आदया�र्Initials 
 

  

 

  
 

 
््््््् जार� Contd …P-4/- 
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(ल)र दिक्ग् गुश/�वशतव््क् मयल द्ंके (इसलरं कत ्हरलज 30%ह ग्) 

(B)Assessment of Personal attributes (weightage to this section would be 30%) 
 �र ोटर् �ललने्वाले्अ�धकार�्

दवारा्�दया््गया्गेर् 
Grades by Reporting 
Authority 

समी�ा्अ�धकार�्दवारा्
साशो�ध््गेर््(य�दस्तभ्2्
से्सहम््नह�ा्ह�्)् 
Revised Grades by 
Reviewing Authority (if 
doesn’t agree with col.2) 

1 2 3 
i) क्दर कत प्् अ्भविृत् Attitude to 
work 

  

ii) उत्रद््दतव कत भ्वे् 
Sense of responsibility 

  

iii) अेशु्से बे्ा रले्   
Maintenance of discipline 

  

iv) सपंतवशकौश्  
Communication skills 

  

v) �वश ् तवश्त मक द ग द््    
Analytical ability 

  

vi) ूलम कत  रप म� क्दर कर ते कत 
द ग द्् Ability to work in team 

  

vii) समद स्म् क् प््े कर ते कत   
   द ग द्् Ability to meet deadline 

  

viii) अं् र-र दिक्ग् सबंधं 
Inter personal relations 

  

‘वय्िक्ग्गणु्/�वशषे्ाओा’क�्समग्
गेरर ाग्(कुल्[ i्से viii]) 
Overall Grading on ‘Personal 
Attributes’ (Total [i to viii]) 

  

आदया�र्Initials 
 

  

 

(ग)क्द्रत मक �म्् क् मयल द्ंके (इसलरं कत ्हरलज 30%ह ग्) 
(C) Assessment of functional competency (weightage to this section would be 30%) 
 

 �रप रू ््ल ते व् त् अ�धक्रल 
वव्र् �दद्  गद् गतर  
Grades by Reporting 
Authority 

सम्�् अ�धक्रल वव्र् 
संश �ध् गतर  (द�द स्तभ 2 
सत सहम् ेहलं हह )  
Revised Grades by 
Reviewing Authority (if 
doesn’t agree with col.2) 

1 2 3 
i) क्म-क्ज कत  �तत म�  ्ेदमद /�वेदमद 
/पद््दद क् ा्े औरइनह� सहल्रलकत  सत 
््गय कर ते कत द गद्् Knowledge of 
Rules/Regulations/Procedures in the 
area of function and ability to apply 
them correctly 

  

 
जार� Contd….P-5/- 
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ii) समन वद �म््  
Coordination ability 

  

iii) पह् शिक् Initiative  
 

 

iv) कंप दयू र पर क्दर कर ते म� पव्श्् 
Proficiency in working on computer 

  

‘कायार्म्क्�म्ा’ र्समग्गेरर ाग्
(कुल्[ i्से iv])्Overall grading on 
‘Functional Competency’ (Total [i 
to iv]) 

  

आदया�र्Initials 
 

  

 

नोट्Note:समग्गेरर ाग, �नधार�र् क�्गई््हर�ज्के्अन ुा््म�्साके्कद्के्प्येक्समहू्के्माधय्मान््
के्योग् र्आधा�र््होगी् 
The overall grading will be based on addition of the mean value of each group of  
indicators in proportion to weightage assigned. 

 
      

सामानय् GENERAL-भाग PART-4 
 

1. जे्् कत  स्थ सपंकर  Relations with the public (जह्टकहल ््गय ह  wherever applicable) 
 (कृपद् जे्् कत अ�धक्रल ्कपहुट  कत द गद्् और उेकत जरर्द कत  प्् उत्रद््दतव पर 

�ूपपश् दत) (Please comment on the officer’s accessibility to the public and responsiveness to their 
needs) 
 
 
 
 
 

 

2. प्श�श Training  
(कृपद् अ�धक्रल कत क्रगर्् और क्दर �म्् म� सुध्र्् ते हत् ु भ�ववद कत दिवू सत प्श�शकत 
्सफ़्�रश दत) Please give recommendations for training with a view to future improving the 
effectiveness and capabilities of the officer) 
 
 
 
 

 

3. स व्स   द कत िसथ्् State of Health 
 
 
 
 

 

4. सत द्ेव  ् Integrity 
(कृपद् अ�धक्रल कत स त द्ेव  ् पर �ूप पश् कर� Please comment on the integrity of the officer) 
 
 
 
 
 

 
 
 

जार�Contd….P-6/- 
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5. �म््ओ ंऔर कम्र �म््ओ,ं अस्ध्रश उप्िबधद्ं, महत वपयशर �वफ्््ओ ं्थ् कमज र वग� कत  
प्् अ्भविृत् कत  �तत स�ह् अ�धक्रलकत  समग गशुद पर �रप रू ््ल ते व् त् अ�धक्रल वव्र् कत 
शबद � त (्गभग 100्शबद्द म�) Pen Picture by Reporting Officer (in about 100 words) on the 
overall qualities of the officer including area of strengths and lesser strength, extraordinary 
achievements, significant failures and attitude towards weaker sections. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

          
6. �रप रू कत  भ्ग-III म� लरं क,ल और ग म� दल गग ्हरलज कत  आध्र पर समग आ�ंकक गतररगं। 

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

  
 
 
 

 
 
 
 
        ् प�्वेदन्अ�धकार�्के्हस्् ा�र् 
        ् Signature of the Reporting Officer 
 
 
 
 
 
 

     े्म म तू अ�रद म�  

स थ्े Place:.....................  Name in Block letters: ______________________________ 
     पदे्म 

�दे्ंक Date:.....................  Designation: _____________________________________ 
�रप रू  कत अव�ध कत  दौर्े  

     During the period of Report: ________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

जार� Contd….P-7/- 
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समी�ा्अ�धकार�्दवारा्अभ्य्िुक्याा-भाग-5््् 
REMARKS OF THE REVIEWING OFFICER - PART-5 

 

 
1. सम्�् अ�धक्रल कत  ्ह् सतव्क््Length of service under the Reviewing Officer 
 

 
 
 
 

 
2. क द् आपक्दर ्ेवप्दे और भ्ग-3 ्थ् भ्ग-4 म� �व्भने गशुद/�वशतव््ओंकत  सबंधं म� �रप रू 

््ल ते व् त् अ�धक्रल वव्र् �का गा मयल द्ंके सत सहम् हह? {सदंभर: भ्ग-3 और भ्ग-4(5)} (द�द 
आप गशुद/�वशतव््ओं कत  �कस् भ् आं्शक मयलद्ंकेद सत सहम् ेहल ंहह ्  उस लंर म� आपकत  ््ा 
�ददत गा स्तभ म� अपे् मयलद्ंके दजर करत और अपे् प�विवूदद पर अपे् आवद्�र कर� ) 
Do you agree with the assessment made by the reporting officer with respect to the work 
output and the various attributes in  Part-3 and Part-4?  {Ref: Part-3 and Part-4 (5)}  (In case 
you do not agree with any of the numerical assessments of attributes please record your 
assessment in the column provided for you in that section and initial your entries):  
 
 
 
 
 
 
 

  
3.    असहम्् कत िसथ्् म� क्रश ब््ां।कृपद् ऐस् कुछहह िजसमत आप सशं धे करे् अथव् ज ड़े् 

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

 
4. अ.ज्./अ.ज.ज्. अ�धक्रल कत  क्दर ्ेवप्दे क् मयलद्ंके कर ते म� �रप रू ््ल ते व् त् अ�धक्रल कत 

अ्भवृ् ्  
The  attitude of the Reporting Officer in assessing the performance of SC/ST officer 
 
 
 
 
 
 
 

 
 

जार� Contd….P-8/- 
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5.  सम्�् अ�धक्रल वव्र् शबद � त । (्गभग 100्शबद्द म�) कृपद् �म््ओं और कम ्र �म््ओ ं

कत  �तत और कमज र वग� कत  प्् अ्भविृत् स�ह् अ�धक्रल कत  समग गशुद पर �ूपपश् कर�। 
Pen picture by Reviewing Officer.  Please comment (in about 100 words) on the overall 
qualities of the officer including area of strengths and lesser strength and his attitude towards 
weaker section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

5.  �रप रू कत  भ्ग-3म� लंर-क,लंर-ल औरलंर-ग म� दल गग ्हरलज कत  आध्र पर समद आं�कक गतररगं। 
Overall numerical grading on the basis of weightage given in Section-A, Section-B and 
Section-C in Part-3 of the Report. 

 
 
 
 
 

 
 
 
 

 
 नु�वरलोकन्अ�धकार�्के्हस्् ा�र 

       Signature of the Reviewing Officer 
 

े्म म तू अ�रद म�  

स थ्े Place:.....................  Name in Block letters: ______________________________ 
     पदे्म 

�दे्ंक Date:.....................  Designation: _____________________________________ 
�रप रू कत अव�ध कत  दौर्े  

     During the period of Report: ________________________ 
 
 
 
 
 
 

********** 
्
्
्
्
्

 
्



्

 
सालगन्कAnnexure-I 

 
साखया्मक्केणीकरण्के्साे्ए ीएआर्भरने्सतेाध्�दशा�नद�श्

 
Guidelines्regarding्filing्up्of्APAR्with्numerical्grading्

(i) ाप्ाआर कत  स्ंतभ �व�धव् स्वध्े् और धद्ेपयवरक ्थ् पद्रप् समद दत्त हुा भर ते  ्�हा। 
 The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii) दह आश् कत ज््् है �क 1 अथव् 2 कत  �कस् वगतकरश (्ेगर्  क्दर द् �वशतव््ओं द् कु्  ्म््कर 
 शतश्करश कत  प््कय ्) क  �व्शवू असफ्््ओं कत  म्गर सत क्म � त म� पद्रप् रप  सत औ� तद �दद् 
 ज्ाग् और इस् पक्र 9 अथव् 10 कत  �कस् शतश् कत  सं बंध मत �व्शवू उप्िबधदद कत  सं बंध मत 
 औ� तद �दद् ज्ाग्। शतश् 1-2 अथव् 9-10 �वर् ह ्् हह अ्: उेक् औ� तद �दा ज् ते कत  जरर्  है। 
 स्ंिखदक  शतश् पद्े कर्त हुा प््वतदे ांव पुे�वर्  के अ�धक्�रदद क  �कस् अ�धक्रल  क् 
 दज्र्ेध्ररश उेकत  अध्े वहल संखद् म� व्रम्े म� क्दरर् सहद �गदद  कत ्ु्े् मत करे्   ्�हा। 

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

 
(iii) ाप्ाआर क् 8 सत 10 कत  ब्  क् वगतकरश “उतकृवू” ््द् ज्ाग् ्थ् सय ्करश/पदौने्् कत  ््ा 
 औस् प्प््ंक कत गशे् कर ते कत  ््ा प्प््ंक 9 �दद् ज्दतग्। 
 APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 
 9 for the purpose of calculating average scores for empanelment /promotion. 
 
(iv) ाप्ाआर क् 6 ्थ् 8 सत छ ू् कत  ब्  क् वगतकरश “बहु् अचछ्” ््द् ज्ाग् ्थ् प्प््ंक 7 �दद् 
 ज्दतग्। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
 
(v) ाप्ाआर क् 4 ्थ् 6 सत छ ू् कत  ब्  क् वगतकरश “अचछ्” ््द् ज्ाग् ्थ् प्प््ंक 5 �दद् 
 ज्दतग्। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) ाप्ाआर क् 4 सत कम वगतकरश “शयनद” ््द् ज्दतग्। 
 APARs graded below 4 will be given a score of “Zero”. 
 
 
      ******* 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



 
Annexure-II 

Time schedule for preparation/completion of APAR 

 
(Reporting year – Financial year) 

S.No. Activity 
 
Date by which to be completed 

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

31st

(This may be completed even a week 
earlier). 

 March. 

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

15th April 

3. Submission of report by reporting officer to 
reviewing officer. 
 

30th June 

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

31st July 

5. Appraisal by accepting authority, wherever 
provided. 
 

31st August 

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

1st

 
 September 

 
15th September 

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

8. Forwarding of representations to the competent 
authority. 
 

 (a) where there is no accepting authority for 
APAR. 
 
(b)  where there is accepting authority for 
APAR. 
 

 
 
 
21st

 
 September 

 
6th October 

9. Disposal of representation by the competent 
authority. 

Within one month from the date of 
receipt of representation. 
 

10. Communication of the decision of the competent 
authority on the representation by the APAR 
Cell्

15th November 

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

30th November 

 
 



 

 
 

�दल्ल �वशव�ववद््द UNIVERSITY OF DELHI 
 

 
मल्ट�्टास�क ं� ्टट�� �े ��एटवा����ट ��नष� टदन�मूल� टक�न��र ो �्� 

ANNUAL PERFORMANCE ASSESSEMENT REPORT FOR MULTI TASKING STAFF 
 
 

क्द्र्द/सकं्द/�वभ्ग  

OFFICE/FACULTY/DEPARTMENT----------------------------------------------------------- 

 
सम्िप् ववर/अव�ध क् प््वतदे  

REPORT FOR THE YEAR/PERIOD ENDING------------------------------------------------ 
 
 

ए ैिक्��ब� ोरट�PERSONAL DATA - (भटं PART-I) 
 
 

1. अ�धक्रल क् े्म  
Name of the Officer   : ____________________________________ 
 
 

2. पदे्म  
Designation     : ____________________________________ 

 
   

3. जन म््�थ (�दे/महले्/ववर)  
Date of Birth(DD/MM/YYYY) : __________/________/_________________ 

       
: (शब दद म� In words)____________________ 

     

       ____________________________________ 
 

4. क द् अ�धक्रल अे.ुज्््/अे.ु जेज्््/ 
 अन द �पछड़् वगर सत सबं�ंध् है ? 

Whether the officer belongs to : ____________________________________ 
 Scheduled Caste/S T/OBC? 
 
5. व्रम्े गतर म� ्ग्््र ्ेदिुक् कत ््�थ  

Date of continuous appointment : �दे्ंक Date_________________________ 
 to the present grade  
      : गतर Grade:___________________________  
 
   

6. ववर कत  दौर्े डदयू ल(प्श�श, छुट् ी�द  कत  क्रश) 

 सत अेपुिसथ्् कत अव�ध। द�द उ क ्  क््मरक 

 ते प्श�श ््द् है ्  उसक् �ववरश द�   
Period of absence from duty (on : ___________________________________  

 Training, leave etc.)during the year.  
 If he/she has under gone training, specify. 

 
 

जटरट�Contd…P-2/- 
       
 
 

http://www.google.co.in/imgres?q=university+of+delhi&um=1&hl=en&biw=1366&bih=673&tbm=isch&tbnid=25OKk5k9yz4CAM:&imgrefurl=http://deepaknegi.com/blog/about-university-of-delhi-d-u/delhi-university-logo/&docid=uubsTt1SRGzOlM&imgurl=http://deepaknegi.com/blog/wp-content/uploads/2009/01/delhi-university-logo.gif&w=392&h=390&ei=5IjyT_KtDIbKrAfi05ziBg&zoom=1&iact=hc&vpx=384&vpy=168&dur=2116&hovh=224&hovw=225&tx=127&ty=114&sig=113056676524616444250&page=1&tbnh=134&tbnw=135&start=0&ndsp=19&ved=1t:429,r:1,s:0,i:100�
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 �एमूल� टक�न SELF APPRAISAL –भटं PART-2 
(िजस अ�धक्रल क् प््वतदे ््�् ज्े् है, उसकत  वव्र् भर् ज्ा )  �

�
(To be filled in by the Officer reported upon) 

 

( कृपद् प�विवूदद क  भर ते सत पह त् अेदुतशद क  क द्ेपयवरक पप �् )  �
(Please read carefully the instructions before filling the entries) 

 
 
1. �का गा क्द� क् स�ं�प ्  �ववरश Brief description of duties: 

  
 
 
 
 
 
 
 
 
 
 
 

  
         

 

2. कृपद् उल ् त� कर� �क क द् पयवरव्त कै �्रर ववर कत अ ् सपंिप् व्�वरक �ववरश् ्ेध्रनर् ््रल� 
अथ्र् त कै �्रर ववर सत उप ् रव्त ववर क  31 जेवरल ्क दजर कर् दल गग थ्। द�द ेहलं ्  �ववरश 
दजर कर् ते कत ््रल� ््�् ज्ा। 
Please state whether the annual return on immovable property for the preceding calendar year 
was filed within the prescribed date i.e. 31st

 

 January of the year following the calendar year.  
If not, the date of filing the return should be given. 

 
 
 
 

 
 

 
 
 
 

 
ाचूनट�द न �एट  �अ�ध�टरट�� �ह �् ट�र� 

       Signature of the Officer reported upon 
 
 
 

स थ्े Place:...................... 
 
�दे्ंक Date:...................... 

 
जटरट Contd….P-3/- 
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�ितवदेन अिधकारी �ारा मलू  ााकन– भाग-3 
ASSESSMENT BY THE REPORTING OFFICER – PART-3 

 

(कृप ा �िवि� � को भरने से पहले �दशा-िनदशे� को ध  ानपूवरक पप लल )  
(Please read carefully the guidelines before filling the entries) 

 �त  ेक का र कक िवशेे ताा के िलल �ितवेदन �ािधकारी �ारा 1-10 के स केल मल साख  ात मक ��ेडाग दी जानी चािहल, 
जहाँ 1 सबसे कम �डे तथा 10 सबसे अिधक �डे को दशारता हहै    
Numerical grading is to be awarded for each of the attributes by the reporting authority which 
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest. 

 

(ल) िनगरतका र का मूल  ााकन (इस भाग का वेटेज 40% होगा) 
(A) Assessment of work output (weightage to this Section would be 40%) 

 �ितवदेन �ािधकारी  
Reporting  
Authority 

पनु�वरलोकन �ािधकारी  
Reviewing Authority  

1 2 3 
i) पूवर िन ोिजत का र कक प�रपूणरता/िवे � के आधार 
पर आबा�टत �क ा ग ा का रै 
Accomplishment of work allotted as per subjects 
allotted 

  

ii) का र िने ्पादन कक को�ट 
Quality of work output 

  

iii) क ा वह मशीन/ सटोर का  ान रनता हहै   
Does he/she know the machine/ store 

  

iv) क ा वह िन िमत  प स ेमशीन/ सटोर/भवन को 
ठीक रनता हह 
Does he/she maintain the machine/ store/ building 
properly and regularly. 

  

v) क ा वह ससाा करता हह  र चाटर,दशृ  सलइड/  
भाडारण आइटम/ प�रसर कक दनेभाल करता हह 
Does he/she clean and takes care of chart, visual 
slides/ storage items/ premises. 

  

vi) �कल गल अ�त ् ािशत का र/अपवादात् मक का र कक 
प�रपूणरता Accomplishment of exceptional 
work/unforeseen tasks performed 

  

‘िनगरत का र’ पर कुल िमलाकर �े�डाग Overall Grading 
on ‘Work Output’ 

  

आद �र� 
Initials  

  

 (बी) व  ि�गत िवशेेताा का मूल  ााकन (इस भाग का वेटेज 30%होगा) 
(B)Assessment of Personal attribute (weightage to this section would be 30%) 

 प�्ए दन� पट�ध�टरट�
दएटरट� द��ं��  ्� 
Grades by 
Reporting 
Authority 

 ुनवए� ो�न�पट�ध�टरट�दएटरट�
 द��ं��  ्�(  द��ॉ म-2�म��
 द��ं��  ्�ा �ाहम्�नहटक�ह )� 
Revised Grades by 
Reviewing Authority (if 
doesn’t agree with col.2) 

1 2 3 
i) का र कक अिभवृि�Attitude to work  

 
 

ii) िजम मेदारी का बोध 
Sense of responsibility 

  

 
जटरट Contd …P-4/- 
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iii) Regularity and Punctuality  
िन िमतता  र सम  कक पाबादी 

  

iv) अनशुासन को बनाल रनना 
Maintenance of discipline 

  

v) सा�ेेण कौशल 
Communication skills 

  

vi) टीम के  प मल का र करन ेकक  ोो  ता 
Ability to work in team 

  

vii) सम  सीमा मल का र पूरा करन ेकक 
 ोो  ता Ability to meet deadline 

  

viii) परस पर व  ि�गत साबाध 
Inter -personal relations 

  

ix) Clean use of uniform  
 

 

‘व  ि�गत िवशेे ताा’ पर कुल िमलाकर ��ेडाग 
(कुल [ i स ेix])Overall Grading on ‘Personal 
Attributes’ (Total [i to ix]) 

  

आद �र� 
Initials  

  

 

(सी) �का ारत मक सकमता का मूल  ााकन (इस भाग का वेटेज 30% होगा) 
(C) Assessment of functional competency (weightage to this section would be 30%) 

 �ितवदेन �ािधकारी 
�ारा �दल गल �डे  
Grades by 
Reporting 
Authority 

पनु�वरलोकन �ािधकारी �ारा 
�दल गल �डे ( �द कॉलम-2 
मल �दल गल �डे स ेसहमत नह� 
ह�  )  
Revised Grades by 
Reviewing Authority (if 
doesn’t agree with col.2) 

1 2 3 
i) िन म/िविन म/का र लवा  ोो  ता के कषे मल 
��� ाला  र उनके सही � ोग कक जानकारी 
Knowledge of Rules/Regulations/Procedures 
in the area of function and ability to apply 
them correctly 

  

ii) समन व  कमता 
Coordination ability 

  

iii) पहल शि� Initiative  
 

 

iv) का प  ूटर पर का र करने मल �वीणता, जहाा  पर 
उपलबध हो Proficiency in working on 
computer,wherever available 

  

‘�का ारत मक सकमता’ पर कुल िमलाकर ��ेडाग 
(कुल [ i स ेiv])Overall grading on 
‘Functional Competency’ (Total [i to iv]) 

  

आद �र� 
Initials  

  

 
        जटरट Contd …P-5/- 
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नो्�Note: ाक� ्� � �प्�  ��  ु�� �े ���नधट��र्�ए  ्ज�� �अनाुटर�ाकं क�ध्�ामहूह�� � ा्�अक�ह��ट�

 ों�ाम �  र् कं ��ट�आधटर�होंट।� 
The overall grading will be based on addition of the mean value of each group of    
indicators in proportion to weightage assigned 

      
 

ाटमटन�  GENERAL-भटं PART-4 
 

1. जनता के साथ भागीदारी Relations with the public (जहाँ लागू हो wherever applicable) 
 (जे्् कत ीवश दक््ओं क् उप ् रद््दप व ाव ंअ�धक्रल ्क अ्भगम पर कृपद् �ूप पश् द�) (Please 

comment on the officer’s accessibility to the public and responsiveness to their needs) 
 
 
 
 
 

 

2. प्श�श Training  
(कृपद् अ�धक्रल कत पभ्�व्् ावं क्दर �म््ओं म� मर अ�धक सुध्र ्थ् व�ृव कर ते कत ेिवू सत 
उसकत  प्श�श कत  ््ा ्स�्नरश कर� Please give recommendations for training with a view to future 
improving the effectiveness and capabilities of the officer) 
 
 
 
 

 

3. स वास     कक िसथित State of Health 
 
 
 
 

 

4. सप द्ेव  ् Integrity 
(कृपद् अ�धक्रल कत सप द्ेव  ् पर �ूप पश् द� Please comment on the integrity of the officer) 
 
 
 
 
 

 

5. �ितवेदन अिधकारी �ारा अिधकारी कक समस त िवशेेताा कक तस वीर (लगभग 100 शब द� मल), िजसमल 
साम   र केष लवा  कम साम   र केष, असाधारण उपलिबध ाा, महत वपूणर अससलताा लवा कमजोर वग� के 
�ित अिभवृि� शािमल होPen Picture by Reporting Officer (in about 100 words) on the overall 
qualities of the officer including area of strengths and lesser strength, extraordinary achievements, 
significant failures and attitude towards weaker sections. 

 
 
 
 
 
 
 
 
 
 
 
 
 

         
जटरट Contd …P-6/- 
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6. प््वतदे कत  भ्ग-3 कत  �ंर ा, ब् मर स् म� �दा गा वतू तज कत  ीध्र पर कु् ्म््कर सखं द्प मक 

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

  
 
 
 

 
 
 
 
 
        प�्ए दन�अ�ध�टरट�� �ह �् ट�र� 
        Signature of the Reporting Officer 
 

े्म स पव ू अ�रद म�  

स थ्ेPlace:.....................  Name in Block letters: ______________________________ 
     पदे्म 

�दे्ंकDate:.....................  Designation: _____________________________________ 
प््वतदे कत अव�ध म�  

     During the period of Report: ________________________ 
 
 

 नुवए� ो�न�अ�ध�टरट����अ�भ� िुक् टा-भटं-5��� 
REMARKS OF THE REVIEWING OFFICER - PART-5 

 

 
1. पुे�वर्  के अ�धक्रल कत सतव् अव�धLength of service under the Reviewing Officer 
 

 
 
 
 
 

 
2. क  ा आप भाग-3 व भाग-4 के िनगरत का र तथा िविभन न गणु� के साबाध मल �ितवेदन अिधकारी �ारा �कल गल 

मूल  ााकन से सहमत ह�? क  ा आप अिधकारी कक असाधारण उपलिबध �/महत वपूणर अससलताा के साबाध मल �कल गल 
मूल  ााकन से सहमत ह�? {सादभर: भाग-3 तथा भाग-4(5)} (  �द आप �ितवेदन अिधकारी �ारा �कल गल िवशेे ताा 
के �कसी साख  ात मक मूल  ााकन से सहमत नह� ह� तो आप कृप ा अपना मूल  ााकन इस नाड मल �दल गल स तम भ मल दल तथा 
अपनी �िवि� � को आ�कर करल ) 
Do you agree with the assessment made by the reporting officer with respect to the work 
output and the various attributes I Part-3 and Part-4?  {Ref: Part-3 and Part-4 (5)}  (in case 
you do not agree with any of the numerical assessments of attributes please record your 
assessment in the column provided for you in that section and initial your entries):  
 

 
 
 
 
 
 
 
 

 
ज्रल Contd….P-7/- 
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3.    असहम् ह ते कत िसथ्् म� कृपद्  सकत  क्रश ब््ां। क द् क ग ऐस् ब्् है िजसत  ीप कुछ 

बद्े् द् ज ड़े्  ्ह्त ह� ? 
In case of disagreement, please specify the reasons. Is there anything you wish to modify or 
add?  
 
 
 
 
 
 
 

    
4.  पुे �वर्  के अ�धक्रल वव्र् पते �पक  र। कृपद् अ�धक्रल कत कम स्मथ दर �तत ाव ंउसकत कमज र 

वग� कत  प्् अ्भविृप् स�ह् उसकत समस ्  �वशतव््ओं कत  ब्रत म� �ूप पश(्गभग 100�शब�दह म�) 
कर�। 
Pen picture by Reviewing Officer.  Please comment (in about 100 words) on the overall 
qualities of the officer including area of strengths and lesser strength and his attitude towards 
weaker section. 
 
 
 
 
 
 
 
 
 
 
 

 

5.  प््वतदे कत  भ्ग-3 कत  �ंर ा, ब् मर स् म� �दा गा वत तूज कत  ीध्र पर कु् ्म््कर सखं द्प मक 
गतररगं।  
Overall numerical grading on the basis of weightage given in Section-A, Section-B and 
Section-C in Part-3 of the Report. 

 
 
 
 
 

 
 
 
 

 
 ुनवए� ो�न�अ�ध�टरट�� �ह �् ट�र 

       Signature of the Reviewing Officer 
 

े्म स पव ू अ�रद म�  

स थ्े Place:.....................  Name in Block letters: ______________________________ 
     पदे्म 

�दे्ंक Date:.....................  Designation: _____________________________________ 
नरप रू कत अव�ध म�  

     During the period of Report: ________________________ 
 
 

********** 
�



�
�

�

 
ाक ग�न�Annexure-I 

 
ाकख ट्म��क श्�रश�� �ाटे�� ्�आर�भरन �ानंकध� दशट�नदशश�

 
Guidelines�regarding�filing�up�of�APAR�with�numerical�grading�

(i) ाप्ाीर कत  स्ंंभ �व�धव् स्वध्े् मर कद्ेपयवरक ्थ् पद्रप् समद दत्त हुा भर ते  ्�हा। 
 The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii) दह ीश् कत ज््् है �क 1 अथव् 2 कत  �कस् वगतकरश (्ेगर्  क्दर द् �वशतव््ओं द् कु्  ्म््कर 
 शतश्करश कत  प््कय ्) क  �व्शवू अस�्््ओं कत  म्गर सत क्म � त म� पद्रप् रप  सत म� पद �दद् 
 ज्ाग् मर  स् पक्र 9 अथव् 10 कत  �कस् शतश् कत  सं बंध मत �व्शवू उप्िबधदद कत  सं बंध मत 
 म� पद �दद् ज्ाग्। शतश् 1-2 अथव् 9-10 �वर् ह ्् ह� अ्: उेक् म� पद �दा ज् ते कत  जरर्  है। 
 स्ंिखदक  शतश् पद्े कर्त हुा प््वतदे ांव पुे�वर्  के अ�धक्नरदद क  �कस् अ�धक्रल  क् 
 दज्र्ेध्ररश उेकत  अध्े वहल संखद् म� व्रम्े म� क्दरर् सहद �गदद  कत ्ु्े् मत करे्   ्�हा। 

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

 
(iii) ाप्ाीर क् 8 सत 10 कत  ब्  क् वगतकरश “उपकृवू” ््द् ज्ाग् ्थ् सय ्करश/पदौने्् कत  ््ा 
 मस् प्प््ंक कत गशे् कर ते कत  ््ा प्प््ंक 9 �दद् ज्दतग्। 
 APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 
 9 for the purpose of calculating average scores for empanelment /promotion. 
 
(iv) ाप्ाीर क् 6 ्थ् 8 सत छ ू् कत  ब्  क् वगतकरश “बहु् अचछ्” ््द् ज्ाग् ्थ् प्प््ंक 7 �दद् 
 ज्दतग्। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
 
(v) ाप्ाीर क् 4 ्थ् 6 सत छ ू् कत  ब्  क् वगतकरश “अचछ्” ््द् ज्ाग् ्थ् प्प््ंक 5 �दद् 
 ज्दतग्। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) ाप्ाीर क् 4 सत कम वगतकरश “शयनद” ््द् ज्दतग्। 
 APARs graded below 4 will be given a score of “Zero”. 
 
 
      ******* 

 
 
 

 
 

 
 
 
 
 
 
 
 
 



 
 
 

 
Annexure-II 

Time schedule for preparation/completion of APAR 

 
(Reporting year – Financial year) 

S.No. Activity 
 
Date by which to be completed 

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

31st

(This may be completed even a week 
earlier). 

 March. 

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

15th April 

3. Submission of report by reporting officer to 
reviewing officer. 
 

30th June 

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

31st July 

5. Appraisal by accepting authority, wherever 
provided. 
 

31st August 

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

1st

 
 September 

 
15th September 

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

8. Forwarding of representations to the competent 
authority. 
 

 (a) where there is no accepting authority for 
APAR. 
 
(b)  where there is accepting authority for 
APAR. 
 

 
 
 
21st

 
 September 

 
6th October 

9. Disposal of representation by the competent 
authority. 

Within one month from the date of 
receipt of representation. 
 

10. Communication of the decision of the competent 
authority on the representation by the APAR 
Cell�

15th November 

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

30th November 

 
 
 
 
 
 
 
 
 

 
 



 

 
�दल ्ल्�वशव्�वद्य ् UNIVERSITY OF DELHI 

 
विृत्त सहायत/अधर-विृत्तकसहायतकतक क �ल्वा�षरतकतायर �नषक ादनकमूलकयाातनक�र ोटर 

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR PROFESSIONAL 
ASSISTANT/SEMI PROFESSIONAL ASSISTANT 

 
 कय्यर ्/सकंय्/�वभयग् 
 OFFICE/FACULTY/DEPARTMENT____________________________________________ 

 
् �रपोटर्क�्अव�ध:_____________________________________________________ 

PERIOD OF REPORT: FROM ___________________________________________ 
 

      
वै् िक्क्ब्् ोरय्PERSONAL DATA - (भाग्PART-I) 

 

 
1. अ�धकयरल्कय्नयम् 

Name of the Officer््् : ________________________________ 
 

2. पदनयम्Designation   : ______________________________ 
 

3. जनम्�्�थ्(�दन/महलनय/वषर)् 
Date of Birth (DD/MM/YYYY) : __________/________/___________ 

       
: (शबद्द्म�्In words)_______________ 

     

       ______________________________ 
 

4. क्् य्अ�धकयरल्अनसु�ूच््जय�्/्
अ.ज.जय./अ.�प.व.्से्सबं�ंध््है्? 
Whether the officer belongs to : ______________________________ 
S. C./S. T./OBC? 
 

5. व्रमयन् े््म�् गय्यर्�न्िुक््क�्�्�थ् 

Date of continuous appointment : �दनयंक्Date_____________________ 
 to the present grade  

      :  े््Grade:______________________  
6. पसु््कय ््इकयई्कय्नयम्जहयँ् 

कय्रर््हह्Name of the Library््  

Unit in which worked/working   :्् _____________________________ 
 

7. वषर् के्दौरयन्ड्टूल्(प्श�श,्छुट््ी�द््के्कयरश)्
् से्अनपुिसथ�््क�्अव�ध।््�दउ् क्् ्कय्मरक 

् ने्प्श�श्् ्य्है््ो्उसकय्�ववरश्द�्् 
Period of absence from duty (on : _______________________________  

 Training, leave etc.)during the year.  
 If he/she has under gone training, 
 specify. 
 

जयरल Contd…P-2/- 
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भाग्PART-2 

(िजसकअ�धतार�कताकप�्वकदनक ��ाकजानाकह , उसतक कदवाराकभराकजाल)  ्
(To be filled in by the Officer reported upon) 

 

1. �कए्गए्कय्�्कय्स�ं�प्् ्�ववरश्Brief description of duties: 
 
 
 
 
 
 
 
 
 

 

 

2. कय्र् के्जो् �्् /उदेश ्् /ध्् े््ीपने्सव््ं् अपने्् ए्�नधयर �र््�कए्हद््य्ीपके्् ए्�नधयर�र््
�कए्गए्हद्उन्(प�रशयम/मयतय््य्अन्् ्रपद्म�)्कय्�्क�्ीठ-दस्मद�्पयथ््मक्य्के्ीधयर्पर्
बनयएं्और्प््् ेक् �्् ्से्अपन््उप िबध्ब्यएं्।्
(उदयहरश-्ीपके्अनभुयग/कय्यर ्/�वभयग्के्् ए्वय�षरक्कय्र् ्ोजनय)््
Please specify targets/objectives/goals (in quantitative or other terms) of work you set for 
yourself or that were set for you, eight to ten items of work in the order of priority and your 
achievement against each target.  
(Example Annual Action Plan for your Section/Office/Department) 
 

 

��कय/उदकद कय/धकयकय 
Targets/Objectives/Goal 

उ �िबधयााक 
Achievements 

 
 
 
 
 
 
 
 
 
 
 
 

 

           

3. (अA) कृप्य्मद-2्म�्ब्यएं्गए् �्् द/उदेश ्् द/ध्् े्द्क�्पयिप््म�्हो्रहल्क्म्द्कय्स�ंेप्म�्
उल े्ख्कर�।््�द् �्् द्क�्पयिप््म�्कोई्बयधयएं्रहल्हद््ो्वे्ब्यएं।्
Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in 
item 2.  Please specify constraints, if any, in achieving the targets. 

 

 
 
 
 
 
 
 
 
 
 
 

्
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(बB) कृप्य्उन्मदद्कय्भ््उल े्ख्कर�्िजनम�्कयफ�्अ�धक्उप िबध्यँ्रहल्हद्और्उनम�्अपने्
्ोगदयन्कय्भ््उल े्ख्कर�।्
Please also indicate items in which there have been significantly higher achievements and 
your contribution thereto. 
 
 
 
 
              

4.् कृप्य्उल े्ख्कर�्�क्क्् य्पवूरव्त्कै �्र्वषर् क�्अच ्सपंि्््वय�षरक्�ववरश््�नधयर�र्््यरलख्
अथयर् त् कै �्र्वषर् से्उ््् रव्त्वषर् को्31्जनवरल््क्दजर् करय्दल्गई्थ्।््�द्नहलं््ो्�ववरश्
दजर् करयने्क�््यरलख्् ख््जयए।्
Please state whether the annual return on immovable property for the preceding calendar year 
was filed within the prescribed date i.e. 31st

 

 January of the year following the calendar year.  
If not, the date of filing the return should be given. 

 
 
 
 

 
 

 
 
 
 

सचूना दकनककवा�ककअ�धतार�कतक कहसक् ा�रक 
�दनयंक्Date:......................्््््््््््््््््््््् Signature of the Officer reported upon 
 

 
भाग्PART-3 

 

सखं्् य्म्क् ेर्गं्कय्�नधयररश्प�्वेदन््थय्पनु�वर ोकन्पय�धकयरल्दवयरय्�क्य्जयनय्है,जो्1-10्के्पमैयने्
पर्होनय्चय�हए।्जहयँ्1्सबसे्कम् े्््थय्10 सबसे्अ�धक् े््को्दशयर्य्है।् 
Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale 
of 1-10, where 1 refers to the lowest grade and 10 to the highest. 
 
 

(तृ याकप�विषटय्कतोकभरनककसकक ह�ककलद ा-�नदक �कतोकधकयान वूरतक पक�लक)  
(Please read carefully the guidelines before filling the entries) 

 
 

 

(ए) �नगर् ्कय्र् कय्मूल्् यंकन्(इस्भयग्कय्वेटेज्40% होगय) 
(A) Assessment of work output (weightage to this section would be 40%) 

 
 प�्वकदनकपा�धतार�क 

Reporting Authority 
 नु�वर�ोतनकपा�धतार�क 
Reviewing Authority 

i) पूवर् �न्ोिज्् कय्र् क�् प�रपूशर् य/�वष्द् के्
ीधयर्पर्ीब�ंट््�क्य्ग्य्कय्र। 
Accomplishment of planned work/work allotted as 
per subjects allotted 

  

्
्

जयरल  Contd…P-4/- 
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्
ii) कय्र�ननप्यदन्क�्गशु्य्््््
Quality of output 
 

  

iii) �वश े्षशय्म्क््ोग्् ्य््््
Analytical ability 
 

  

iv) अपवयदय्म्क् कय्र् क�् प�रपशूर् य/�कए् गए्
अप््् य्श्् कय्र् Accomplishment of 
exceptional work/unforeseen tasks performed 

  

‘�नगर्  तायर’  रकतु�क  म�ातरकगकरे ाग्Overall 
Grading on ‘Work Output’ 

  

आदय�रक 
Initials्

  

 
(ब्) व्् िक्ग््�वशषे्यां्कय्मूल्् यंकन्(इस्भयग्कय्वेटेज्30% होगय) 

(B) Assessment of personal attributes (weightage to this Section would be 30%) 
 
 प�्वकदनकपा�धतार�क 

Reporting Authority 
 नु�वर�ोतनकपा�धतार�क 
Reviewing Authority  

i) कय्र् क�्अ्भविृ््््
Attitude to work्

  

ii) िजममे्दयरल्कय्बोध् 
Sense of responsibility्

  

iii) अनशुयसन्कय्अनरु�श् 
Maintenance of Discipline्

  

iv) सपेंषश्कौश  
Communication skills्

  

v) ने् ृ् व््गशु्Leadership qualities   

vi) टलम् क�् भयवनय् म�् कय्र् करने् क�् �म्य्
Capacity to work in team spirit 

  

vii)  सम्-सय�रश्् कय् अनसुरश् ् करने् क�्
�म्य्Capacity to adhere to time-schedule  

  

Viii)्परसपर्व्िक्ग््संबंध 
 Inter-personal relations 

  

ix)्सम ्छ�व्एवं् व्िक्ग् 
Overall bearing and personality 

  

‘व्िक्ग््�वशषे्या’ं पर्कु ््म यकर् ेर्गं 
Overall Grading on ‘Personal Attributes’ 

  

आदय�रक 
Initials 
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(स्) पकय्यर् म्क्स�म्य्कय्मूल्् यंकन्(इस्भयग्कय्वेटेज्30% होगय) 
(C) Assessment of functional competency (weightage to this Section would be 30%) 

 
 प�्वकदनकपा�धतार�क 

Reporting Authority 
 नु�वर�ोतनकपा�धतार�क 
Reviewing Authority  

i)�न्म/�व�न्म/कय्र् एवं् ्ोग्् ्य् के् �े त् म�्
प�र्यएं् एवं् उनके् सहल् प्ोग् को् जयनकयरल्
Knowledge of Rules/Regulations/Procedures 
in the area of function and ability to apply 
them correctly. 

  

ii) न्�्बद््ोजनय्बनयने्क�्�म्य्Strategic 
planning ability्

  

iii) �नशर् ् ेने्क�्�म्य्््््
Decision making ability्

  

iv) समनव््�म्य्
Coordination ability्

  

v) अध्नसथ्् को् पे�र्् एवं् �वक्स््करने् क�्
�म्य््
Ability to motivate and develop subordinates्

  

vi) पह ्शिक््Initiative्  
 

 

‘पतायारतकमतकस�म्ा’  रकतु�क म�ातरकगकरे ाग 
Overall Grading on ‘Functional 
Competency’ 

  

आदय�रक 
Initials 

  

              
 

सामानकय्GENERAL – (भाग्PART-4) 
 

1. जन्य्के्सयथ्भयग्दयरल्Relations with the public (जहयँ् यगू् हो्wherever applicable) 
 (जन्य्क�्ीवश््क्यां्कय्उ््् रदय�््व््एवं ्अ�धकयरल््क्अ्भगम्पर्कृप्य् �टपप्श््द�)्please 

comment on the officer’s accessibility to the public and responsiveness to their needs) 
 
 
 
 
 
 

 
2. प्श�श्Training  

(कृप्य्अ�धकयरल्क�्पभय�व्य्एवं्कय्र् �म्यां्म�्और्अ�धक्सुधयर््थय्व�ृद्करने्क�्ेिनट् से्
उसके्प्श�श्के् ् ए््सफय�रश्कर�्Please give recommendations for training with a view to 
future improving the effectiveness and capabilities of the officer) 
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3. सव्यस ््् ्क�्िसथ�््State of Health 

 
 
 
 

 

4. स््् �ननठ्य्Integrity 
(कृप्य्अ�धकयरल्क�्स््् �ननठ्य्पर्�टपप्श््द�्Please comment on the integrity of the officer) 
 
 
 
 

   

5. प�्वेदन्अ�धकयरल्दवयरय्अ�धकयरल्क�्समस्् ्�वशेष्यां्क�््सव््र्( गभग्100  बकद््म�),्िजसम�्सयम ्् र्
�ेत्एवं् कम्सयम ्् र् �ेत,्असयधयरश्उप िबध्यं,्मह्व्पूशर् असफ ्यां(संदभर:्भयग्2्कय्3(अ)्एवं् 3(ब)्
एवं्कमजोर्वग�्के्प�्अ्भविृ्््शय्म ्हो।् 

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

 
 
 
 
 
 
 
 
 
 
 

 

6. प�्वेदन्के्भयग-3्के्खं््ए,्ब््और्स््म�्�दए्गए्वेटेज्के्ीधयर्पर्कु ््म यकर्संख्् य्म्क् ेर्गं।् 

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

 
 
 

 
     
  
  
        प�्वकदन अ�धतार�कतक कहसक् ा�रक 
        Signature of the Reporting Officer 
 

नयम्सप्नट््अ�रद्म�् 

सथ्यन्Place:.....................  Name in Block letters: ______________________________ 
 ्््् पदनयम 

�दनयंक्Date:.....................  Designation: _____________________________________ 
�रपोटर्क�्अव�ध्म�् 

     During the period of Report: ________________________ 
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भाग्PART-5 

 

1. पनु�वर ोकन्अ�धकयरल्क�्अभ्् िुक््यँ्
REMARKS OF THE REVIEWING OFFICER. 

 ्् पु�न�वर ोकन्अ�धकयरल्के्अं् गर् ्सेवय्अव�ध् 
   Length of service under the Reviewing Officer   

 
 
 

 

2. क्् य्ीप्भयग-3्व्भयग-4्के्�नगर् ्कय्र् ्थय्�व्भनन््गुशद्के्संबंध्म�्प�्वेदन्अ�धकयरल्दवयरय्�कए्गए्
मूल्् यंकन् से्सहम््हह?्क्् य्ीप्अ�धकयरल्क�्असयधयरश्उप िबध्द/मह्व्पूशर् असफ ्यां् के्संबंध्म�्
�कए्गए्मूल्् यंकन्से्सहम््हह?[संदभर:्भयग-3(ए)(iv)््थय्भयग-4(5)]्
(्�द्ीप्प�्वेदन्अ�धकयरल्दवयरय्�कए्गए्�वशेष्यां्के्�कस््संख्् य्म्क्मूल्् यंकन्से्सहम््नहलं्हह््ो्
ीप्कृप्य्अपनय्मूल्् यंकन्इस्खं््म�्�दए्गए्स्् मभ््म�्द�््थय्अपन््प�विनट्द्को्ीद्�र्कर�्)्
Do you agree with the assessment made by the reporting officer with respect to the work 
output and the various attributes in Part-3 and Part-4?  Do you agree with the assessment of 
reporting officer in respect of extraordinary achievements/significant failures of the officer 
reported upon?  [Ref. Part-3(A) (iv) and Part-4(5)] 
(In case you do not agree with any of the numerical assessments of attributes please record 
your assessment on the column provided for you in that section and initial your entries.) 
 

हयँ् Yes 
 

नहलं्No 

 
            

3.्् असहम््होने्क�् िसथ�््म�् कृप्य्इसके्कयरश्ब्यएं।्क्् य्कोई्ऐस््बय्् है् िजसे्ीप्कुछ्बद नय््य्
जोड़नय्चयह्े् हह ? 
In case of disagreement, please specify the reasons. Is there anything you wish to modify or 
add?  
 
 
 
 

    
4.  पुन�वर ोकन्अ�धकयरल्दवयरय्पेन्�पकच्र।्कृप्य्अ�धकयरल्क�्कम्सयम ्् र् �े त् एवं् उसक�्कमजोर्वग�्के्

प�््अ्भविृ्््स�ह््उसक�्समस्् ्�वशेष्यां्के्बयरे्म�्�टपपश््( गभग्100  बकद््म�)्कर�।्
Pen picture by Reviewing Officer.  Please comments (in about 100 words) on the overall 
qualities of the officer including area of strengths and lesser strength and his attitude towards 
weaker section. 
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5.  प�्वेदन्के्भयग-3्के्खं््ए,्ब््और्स््म�्�दए्गए्वेटेज्के्ीधयर्पर्कु ््म यकर्सखं्् य्म्क्

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

 

 
 
 
 

 
 
 
 
 

 ुन�वर�ोतनकअ�धतार�कतक कहसक् ा�र 
       Signature of the Reviewing Officer 
 

नयम्सप्नट््अ�रद्म�् 

सथ्यन्Place:.....................  Name in Block letters: ______________________________ 
 ्््् पदनयम 

�दनयंक्Date:.....................  Designation: _____________________________________ 
�रपोटर्क�्अव�ध्म�् 

     During the period of Report: ________________________ 
 

 
्
्
्

********्
्
्
्
्
्
्
्
्
्
्
्
्
्
्
्
्
्
्



्
 

 
सा�गकनतAnnexure-I 

 
 

साखयातमतकककश्तरशकतक कसाेकल ्लआरकभरनककसनेाधकलद ा�नदश  

्
Guidelines regarding filing up of APAR with numerical grading 

(i)् एप्एीर्के्स्ंमभ्�व�धव््सयवधयन््और्ध्यनपूवरक््थय्प्यरप््सम््दे्े् हुए्भरने्चय�हए।्
् The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii)् ्ह्ीशय्क�्जय्््है्�क्1्अथवय्2्के्�कस््वगतकरश्(�नगर् ्कय्र् ्य्�वशेष्यां््य्कु ्् ्म यकर्
् शेश्करश्के्प�्कू )्को्�व्शनट्असफ ्यां्के्मयगर् से्क म्�चत्म�्प्यरप््रप् से्् औ�च््् �द्य्
् जयएगय् और् इस्् पकयर् 9् अथवय् 10् के् �कस्् शेश्् के् सं बंध् मे् �व्शनट् उप िबध्द् के् सं बंध् मे्
् औ�च्््�द्य्जयएगय।्शेश््1-2्अथवय्9-10्�वर ्हो्््हह्अ्:्उनकय्औ�च्््�दए्जयने्क�्ज्रर्््है।्
् सयंिख्क््शेश््पदयन्कर्े् हुए्प�्वेदन्एंव्पुन�वर ोकन्अ�धकय�र्द्को्�कस््अ�धकयरल्् कय्
् दजयर�नधयररश्उनके्अध्न्वहल्संख्य्म�्व्रमयन्म�्कय्रर््सह्ो�ग्द््क�््ु नय्मे्करनय्् चय�हए।्

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

 
(iii)् एप्एीर् कय् 8् से् 10् के् ब्च् कय् वगतकरश् “उ्कृनट”् ् ्य् जयएगय् ्थय् सूच्करश/पदौनन�्् के् ् ए्
् औस््पयप्यंक्क�्गशनय्करने्के्् ए्पयप्यंक्9्�द्य्जय्ेगय।्
् APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 
 9 for the purpose of calculating average scores for empanelment /promotion. 
 
(iv)् एप्एीर्कय् 6््थय् 8् से्छोटय् के् ब्च्कय् वगतकरश् “बहु््अचछय”् ् ्य्जयएगय््थय् पयप्यंक् 7् �द्य्
् जय्ेगय। 
् APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
्
(v) एप्एीर् कय् 4् ्थय् 6् से् छोटय् के् ब्च् कय् वगतकरश् “अचछय”् ् ्य् जयएगय् ्थय् पयप्यंक् 5् �द्य्
् जय्ेगय।्
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) एप्एीर्कय्4्से्कम्वगतकरश्“शून्”्् ्य्जय्ेगय। 
 APARs graded below 4 will be given a score of “Zero”. 
 
 
      ******* 

 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
Annexure-II 

Time schedule for preparation/completion of APAR 

 
(Reporting year – Financial year) 

S.No. Activity 
 
Date by which to be completed 

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

31st

(This may be completed even a week 
earlier). 

 March. 

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

15th April 

3. Submission of report by reporting officer to 
reviewing officer. 
 

30th June 

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

31st July 

5. Appraisal by accepting authority, wherever 
provided. 
 

31st August 

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

1st

 
 September 

 
15th September 

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

8. Forwarding of representations to the competent 
authority. 
 

 (a) where there is no accepting authority for 
APAR. 
 
(b)  where there is accepting authority for 
APAR. 
 

 
 
 
21st

 
 September 

 
6th October 

9. Disposal of representation by the competent 
authority. 

Within one month from the date of 
receipt of representation. 
 

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

15P

th
P November 

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

30P

th
P November 

 
 
 



 
 
 
 

�दल्ल �वशव�ववद््द UNIVERSITY OF DELHI 
 
 

�सस ्म्�वश ्लषक/प्रोम्/सहोयकप्रोम््कल ्� े्वो�षवक्कोयव�नष ्ोदन्मूलय्ोाकन्�् ् व््
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SYSTEM 

ANALYSTS/PROGRAMMERS/ASSISTANT PROGRAMMERS 
 
 

क्द्र्द/सकं्द/�वभ्ग  
OFFICE/FACULTY/DEPARTMENT----------------------------------------------------------------------- 

 
 

सम्िप् ववर/अव�ध क् प््वतदे  
REPORT FOR THE YEAR/PERIOD ENDING----------------------------------------------------------- 

 

 
भोग PART –I 

 
1. अ�धक्रल क् े्म Name of the Officer : _____________________________  
 
2. पदे्म Designation    : _____________________________ 

 
3. जन म््�थ Date of Birth   : _____________________________ 
 
4. अहर््ां Qualification  

i) श�ै�णक Academic:   : _____________________________ 
 

ii) व द्वस््दक Professional  : _____________________________ 

5.क द् अ�धक्रलअ.ज्./अ.ज.ज्./अन द  
 �पछड़् वगर क् है 

Whether the officer belongs to 
 SC/ST/OBC?     :  _____________________________ 

 

6.  प्रंरभक ्ेदिुक् कक ््�थ 
Date of Initial appointment   : _____________________________ 

 
7.  व्रम्े पद ध्�र् कर ते कक ््�थ 

Date from which present post held  : ________________________________ 
 

8.  परश�ण/्म  ब छु टब(3 महल ते सत अ�धक  

 ेहलं)कत  क्रण अेपुिसथ्् अव�ध 
Period of absence on account of  : परश�ण Training:______________ 
Training/long leave (more than  
3 months)     : छुटब Leave:___________________ 
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भोग्PART-II  

सव्मू योाकन्SELF APPRAISAL 
 

 
1. �रपोटर अव�ध कत  दौर्े अिजर्  अहर््ां, द�द कोई ह� 

Qualification acquired during the reporting period, if any: 
कम्ंक 
S.No. 

परल�्/व द्वस््दक अहर््ां  
Exam/Professional 
Qualification 

�कस संस थ्े सत 
अिजर्  कक गई  
Institution from which 
acquired 

प्ठकम अव�ध  
Duration of the course 

i)  
 
 

  

ii) 
 

 
 
 

  

iii) 
 

 
 
 

  

 
2. �रपोटर अव�ध कत  दौर्े सचूे् पौवदो�गकक सत स ं�ंध् क्दरकम/सम मत्े/सतमबे्र म� भ्ग त् ते क् 

ब दौर् Details of IT related training programmes/Conferences/Seminars attended during the 
period under report. 
कम्ंक  

S.No. 

परश�ण क्दरकम�/सम मत्े�/सतमबे्र� म� भ्ग र्द् गद् 
Training Programmes / Conferences / Seminars attended 

अव�ध Duration 

i)  
 
 

 

ii) 
 

 
 
 

 

iii)  
 

 

 
 

3. �रपोटर अव�ध कत  दौर्े पण््ल/जॉ /पोजतक कस पर क्दर कर ते क् स�ं�प ्  �ववरण 
Brief Description of system/job/projects on which during the period under report: 
कम्ंक 
S.No. 

ग््�व�धद्ं Activity उप्िबधद्ं/दोगद्े 
Achievements/Contributions 

i) �रपोटर अव�ध कत  दौर्े �कस 
रसस टम/जॉब स/पोजतक टस पर क्दर  �कद् 
गद्(द�द अ््आवश दक हो ्ो अ््�रक ्  पषृ ठ 
सं् ग े  �का ज्ा)  
System/jobs/projects on which worked 
during reporting period (Additional pages 
may be attached, if absolutely necessary). 

 
 
 
 
 
 
 
 
 

्
् ् ् ् ् ् ् ् ् ् ज्रल Contd…P-3/-्
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ii) उपदुरक ्  (i) म� उिल्��् रसस टम/जॉ /पोजतक ट 

कत  स ंधं म� मैे अु् क्दर (सवंब�्,को�डगं, ड्ट् 
्ेदतंण पपू शोधे आ�द) Manual Work 
(Scrutiny, coding, data control, proof 
reading etc.) with respect to 
system/job/project mentioned above at (i). 

 
 
 
 
 

iii) उपदुरक ्  (i) म� उिल्��् पप दतक 
रसस टम/जॉ /पोजतक ट क् रसस टम �वश ् तवण ाव ं
अरभकल पे क्दरSystem analysis and design 
work on each of job/project mentioned in 
(i) above. 

 
 
 
 
 

iv) उक ्  (i) म� उिल्��् पप दतक 
रसस टम/जॉ /पोजतक कस पर �का गा  पोर्रमगं 
क्दर Programming work done on each of 
the systems/jobs/projects mentioned in (i) 
above. 

 

v) क्दर क् प त्�ेDocumentation work 
 

 
 
 
 

vi) �रपोटर अव�ध कत  दौर्े पदोग कक गई ममु द 
पोर्रमगं, �वश ् तवक, टूल स, पतकत जतज   
Major programming language, analysis, 
tools, packages used during the assessment 
period. 

 

vii) अन द ग््�व�धद्ँ जैसत सतमबे्र, परश�ण 
पतकत जतज,सम मत्े, रोड शो/पदशरे ब 
इप द्�द(सचूे् पोवदो�गकक सत स ं�ंध्)   क् 
आदोजे  
Other activities like organizing seminars, 
training packages, conferences, Road 
Show/ Exhibition etc. (only IT related) 

 

viii) �रक्डर क् कंप दटूरलकरण  
Computerization of record 
 

 
 
 
 

ix) स व-उप पन े  ेवपव्रे �   
Self-generated innovations 

 
 
 
 
 

x) �वशतव उप्िबधद् ंाव ंदोगद्े  
Significant achievements and contributions 

 
 
 
 
 

्
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xi) कोई ग््रोध/मज रूल िजसकत  क्रण उप प्दक्् 
पभ्�व् हुई, इसको दरू कर ते हत् ुसझु्व।  
Any bottleneck/constraint which affect 
productivity with suggestions to remove 
the same. 
 

 

 
4. कृपद् उल ् त� कर� �क क द् पवूरव्त कै �्डर ववर कक अच् सपंिप् व्�वरक �ववरणब ्ेध्र�र् ््रल� 

अथ्र् त कै �्डर ववर सत उप ् रव्त ववर को 31 जेवरल ्क दजर कर् दल गई थब। द�द ेहलं ्ो �ववरण 
दजर कर् ते कक ््रल� र्�ब ज्ा। 
Please state whether the annual return on immovable property for the preceding calendar year 
was filed within the prescribed date i.e. 31st

 

 January of the year following the calendar year.  
If not, the date of filing the return should be given. 

 
 
 
 

 
 
 
 
 
 

सूचनो्दलनल्वो ल्अ�धको्�्कल ्हस ्ो�्् 
�दे्ंक Dated:      Signature of Officer reported upon 
 
 
 
 

भोगPART-III 
 

(�् ्� �ग्अ�धको्�्दवो्ो्मूलय्ोाकन्
Assessment by the Reporting Officer) 

 
 
 
1. �रपो�ट�ग अ�धक्रल कत  अधबे  : ____________ सत _____________्क 
 क्दर करेत कक अव�ध  

Period spent under the   : From____________  to _____________ 
 reporting officer 
 
 
2. ‘स वमूल द्ंके �रपोटर’ पर स्म्न द �टप प णब  

General comments on “Self  : सहम ्Agree/सहम ्नह�ा् Do not agree/ 

 Appraisal Report”    आा�शक्र ्सल्सहम ्Partial agree 
 

्
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3. समं द्प मक रत�डगं क् ्ेध्ररण प््वतदे ्थ् पुे �वर् ोके प्�धक्रल वव्र् �कद् ज्े् है, जो 1-10 
 कत  पमै् ते पर होे् च्�हा। जह्ँ 1 स सत कम रतड ्थ् 10्स सत अ�धक रतड को दश्र््है।  
 Numerical grading is to be awarded by reporting and reviewing authority which should be on 
 a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest. 
     
3.1 (ा)(A) स्म्न दक्दर क् मलू द्ंके (इस भ्ग क् वतटतज 40% होग्) Assessment of General work  

(weightage to this section would be 40%) 
 

 
कम्ंक  
S.No. 

गुण््/�वशतव््ओं क् �ववरण 
Description of quality/ 

characteristics 

मूल द्ंकेAssessment 
प््वतदे प्�धक्रल  
Reporting Authority 

पुे �वर् ोके प्�धक्रल  
Reviewing Authority 

(i) स व्स   द कक िसथ्् General Health   

(ii) स वभ्व Temperament  
 

 

(iii) ्ेदरम््् ाव ंसमद्ेष ठ् Regularity 
and punctuality 

  

(iv) ्गे Diligence  
 

 

(v) अेशु्से Discipline  
 

 

(vi) सहकरमरद� सत स ंधं Relation with 
colleagues 

  

(vii) व�रष ठ� सत स ंधं  
Relation with superiors 

  

(viii) पदोक ् ्ओं सत स ंधं 
Relation with users 

  

(ix)  �ुदमप ् ्    
Intelligence 

  

(x) पह्Initiative  
 

 

(xi) आप म�वश व्स 
Self confidence 

  

(xii) ्केबकक सहदोग Technical 
coordination 

  

(xiii) सगंठे्प मक �म्् Organizational 
ability 

  

(xiv) सब� ते कक इच छ् Willingness to learn   
(xv) म्गर दशरे  कर ते कक �म्् Ability to 

guide 
  

 
्
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(xvi) त्े पृ व कर ते कक �म्् Leadership 

qualities 
  

(xvii) सपंतवण Communication  
 
 

 

(xviii) मौ��क Verbal  
 
 

 

(xix) र्��् Written  
 
 

 

(xx) �वश वसेबद्् Dependability  
 

 

(xxi) िजम मतद्रल कक भ्वे्   
Sense of responsibility 

 
 
 

 

(xxii) पश्स्ेक ्ेणरद ाव ं दरूदरशर् ् 
Administrative judgment and 
foresight 

  

(xxiii) क्दर कर ते म� द�्् Efficiency in 
the work 
 

  

(xxiv) अ�धकक्म/अ््�रक ्  िजम मतद्रल त् ते 
कक इच छ् Willingness to accept 
more work/extra responsibility 

  

(xxv) पदोक ् ् अेरुोध पर ध द्े दत ते म� 
्प पर्् Promptness in attending to 
users request 

  

(xxvi) क्दर कर ते म� स्म्न द �द्चस पब  
General interest in work 

  

(xxvii) प�रदोजे् प धंे Project 
management 

 
 
 

 

(xxviii) सप द्ेष ठ् Integrity  
 
 

 

 कु ् �म ोक्् रलरे ाग Overall 
Grading (i to xxviii) 

  

 आदय�्् 
Initials्

  

 
 
3.2  ( ब) ्केबकक �्े ाव ंकंप दूटर रश�् परश�ण कक�वशतव््ओ ंक् मूल द्ंके (इस भ्ग क् 

वतटतज 30% होग्) 
 (B)Assessment of Technical Knowledge and Computer Education Training (weightage 

to this section would be 30%) 
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 ् ् ्  
् ् ्  कनीक�्�ोन्Technical Knowledge 
 
(i) रसस टम प धंे  

System management 
  

(ii) रसस टम क् �वक्स  
System development 

  

(iii) प त्�े  
Documentation 

  

    
   कंप दूटर रश�् परश�ण Computer education training 
 
(iv) रस�् ते कक �म््  

Ability to teach 
  

(v) अेभुव को  ्ंट ते कक �म्् Ability to 
provide hands on experience 

  

 कु ् �म ोक््रलरे ाग Overall Grading 
(i to v) 

  

 आदय�्् 
Initials्

  

्
3.3 (सी)्व द्वस््दक दोग द््ांाव ंस व उप पन े  ेव पव्रे � कक �वशतव््ओं क् मलू द्ंके (इस भ्ग क् 

वतटतज 30%होग्)  
 (C) Assessment of Professional skills and Self Generated Innovations (weightage to this 

section would be 30%) 
 
  व द्वस््दक दोग द््ांProfessional skills 
 
  मूल द्ंके Assessment 

प््वतदे प्�धक्रल  
Reporting  
Authority 

पुे �वर् ोके प्�धक्रल  
Reviewing Authority 

(i) स्म्न द General  
 
 

 

(ii) रसस टम �वश ् तवक ावं अरभकल पे 
System Analysis and Design 

  

(iii) पोर्रमगं Programming 
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  स व उप पन े  ेवपव्रे �Self Generated Innovations 
(vi) ेई दोजे्ओं क् प�रचद Introduction 

of new schemes 
  

(v) गहृ प�रदोजे्ओं कत  म्ध दम सत 
अथरव दवस थ् Economy through in 
house projects 

  

 कु ्�म ोक््रलरे ागOverall Grading (i 
to v) 

  

 आदय�्् 
Initials्

  

 
 

4. जे्् कत  स्थ भ्गबद्रल Relations with the public (जह्ँ ््ग ूहो wherever applicable) 
 (जे्् कक आवश दक््ओं क् उप ् रद््दप व ाव ंअ�धक्रल ्क अरभगम पर कृपद् �टप पणब द�) please 

comment on the officer’s accessibility to the public and responsiveness to their needs) 
 
 
 
 
 

 

5. परश�ण Training  
(कृपद् अ�धक्रल कक पभ्�व्् ावं क्दर �म््ओं म� मर अ�धक सुध्र ्थ् व�ृद कर ते कक �िषट सत उसकत  
परश�ण कत  र्ा रसप्�रश कर�Please give recommendations for training with a view to future improving 
the effectiveness and capabilities of the officer) 
 
 
 
 
 
 

 
6. प््वतदे अ�धक्रल वव्र् अ�धक्रल कक समस ्  �वशतव््ओं कक ्स वबर (्गभग 100्शबद्द म�), िजसम� स्म  दर 

�तत ाव ंकम स्म  दर �तत, अस्ध्रण उप्िबधद्ं, महप वपूणर असप्््ओं(संदभर: भ्ग 2 क् 3 ाव ंकमजोर 

वग� कत  प्् अरभविृप् श्रम् हो ।  

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer 
including area of strengths and lesser strength, extraordinary achievements, significant failure 
(ref. 3 of Part-2 and attitude towards weaker sections. 
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6. प््वतदे कत  भ्ग-3 कत  �ंड ा,  ब मर सब म� �दा गा वतटतज कत  आध्र पर कु् रम््कर संम द्प मक रत�डगं।  

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

 
 
 

 
 
         
           _______________________  
        प� वलदन्अ�धको्�्कल ्हस ्ो�्् 
        Signature of the Reporting Officer 
�दे्ंक Dated:      े्म Name :______________________ 
       पदे्म Designation:__________________ 
 
 

भोग्PART-IV 
 

( नु�वव ्कन्अ�धको्�्क�्अभयिुक योा्Remarks by Reviewing Officer) 
      
1. क द् आप �रपो�ट�ग अ�धक्रल वव्र् �का गा मूल द्ंके सत सहम् ह�? कृपद् उल ् त� कर� �क क द् आप इस 

�रपोटर म� कुछ संशोधे करे् अथव् कुछ जोड़े् च्ह्त ह�। 
Do you agree with the assessment given by the Reporting Officer?  Please indicate 

 whether you would like to modify or add anything to this report 
 

 
 
 
 
 
 

 

2.  पुे�वर् ोके अ�धक्रल वव्र् पते �पक चर। कृपद् अ�धक्रल कक कम स्म  दर �तत ाव ंउसकक कमजोर वग� कत  
प्् अरभविृप् स�ह् उसकक समस ्  �वशतव््ओं कत   ्रत म� �टप पण(्गभग 100्शबद्द म�) कर�। 
Pen picture by Reviewing Officer.  Please comment (in about 100 words) on the overall 
qualities of the officer including area of strengths and lesser strength and his attitude towards 
weaker section. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
्

ज्रल Contd…P-10/-्
्
्
्
्
्



्
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3.  प््वतदे कत  भ्ग-3 कत  �ंड ा,  ब मर सब म� �दा गा वतटतज कत  आध्र पर कु् रम््कर समं द्प मक 

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

 

 
 
 

 
 
 
 

        ___________________________ 
 ुन�वव ्कन्अ�धको्�्कल ्हस ्ो�् 

       ् Signature of the Reviewing Officer 
 �दे्ंक Dated:     

       े्म Name:_________________________ 
        
       पदे्म Designation:__________________ 
 
       
 
 

******* 
 

 
 
 
 
 
 
 
 

 
 
 
 
 

्
्
्
्
्
्
्
्
्
्
्
्
्



्
्

 
सा गन्कAnnexure-I 

 
साखयोामक्कलशीक्श्कल ्सोे्े ीेआ््भ्नल्सनेाध्�दशो�नदशश्

 
Guidelines्regarding्filing्up्of्APAR्with्numerical्grading्

(i) ापबाआर कत  स्ंमभ �व�धव् स्वध्ेब मर धद्ेपूवरक ्थ् पद्रप् समद दत्त हुा भर ते च्�हा। 
 The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii) दह आश् कक ज््ब है �क 1 अथव् 2 कत  �कसब वगतकरण (्ेगर्  क्दर द् �वशतव््ओं द् कु्  रम््कर 
 शतणबकरण कत  प््कू्) को �वरशषट असप्््ओं कत  म्गर सत क्म �चत म� पद्रप् रप  सत म�चपद �दद् 
 ज्ाग् मर इसब पक्र 9 अथव् 10 कत  �कसब शतणब कत  सं  ंध मत �वरशषट उप्िबधद� कत  सं  ंध मत 
 म�चपद �दद् ज्ाग्। शतणब 1-2 अथव् 9-10 �वर् हो्ब ह� अ्: उेक् म�चपद �दा ज् ते कक  जरर्  है। 
 स्ंिमदक  शतणब पद्े कर्त हुा प््वतदे ांव पुे�वर् ोके अ�धक्�रद� को �कसब अ�धक्रल  क् 
 दज्र्ेध्ररण उेकत  अधबे वहल संमद् म� व्रम्े म� क्दरर् सहदो�गद�  कक ्ु्े् मत करे्  च्�हा। 

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

 
(iii) ापबाआर क् 8 सत 10 कत   बच क् वगतकरण “उपकृषट” र्द् ज्ाग् ्थ् सूचबकरण/पदौने्् कत  र्ा 
 मस् प्प््ंक कक गणे् कर ते कत  र्ा प्प््ंक 9 �दद् ज्दतग्। 
 APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 
 9 for the purpose of calculating average scores for empanelment /promotion. 
 
(iv) ापबाआर क् 6 ्थ् 8 सत छोट् कत   बच क् वगतकरण “ हु् अचछ्” र्द् ज्ाग् ्थ् प्प््ंक 7 �दद् 
 ज्दतग्। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
 
(v) ापबाआर क् 4 ्थ् 6 सत छोट् कत   बच क् वगतकरण “अचछ्” र्द् ज्ाग् ्थ् प्प््ंक 5 �दद् 
 ज्दतग्। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) ापबाआर क् 4 सत कम वगतकरण “शूनद” र्द् ज्दतग्। 
 APARs graded below 4 will be given a score of “Zero”. 
 
 
      ******* 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
Annexure-II 

Time schedule for preparation/completion of APAR 

 
(Reporting year – Financial year) 

S.No. Activity 
 
Date by which to be completed 

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

31st

(This may be completed even a week 
earlier). 

 March. 

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

15th April 

3. Submission of report by reporting officer to 
reviewing officer. 
 

30th June 

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

31st July 

5. Appraisal by accepting authority, wherever 
provided. 
 

31st August 

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

1st

 
 September 

 
15th September 

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

8. Forwarding of representations to the competent 
authority. 
 

 (a) where there is no accepting authority for 
APAR. 
 
(b)  where there is accepting authority for 
APAR. 
 

 
 
 
21st

 
 September 

 
6th October 

9. Disposal of representation by the competent 
authority. 

Within one month from the date of 
receipt of representation. 
 

10. Communication of the decision of the competent 
authority on the representation by the APAR 
Cell्

15th November 

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

30th November 

 
 
 
 
 
 
 

 
 
  



 
 

 
 

�दल्ल �वशव�ववद््द UNIVERSITY OF DELHI 
 

अनुभाग अ�धकार� के �लए वा�षरक काार�नष  ादन मूल ाााकन �र ोटर  
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SECTION OFFICER 

 
क्द र्् द/संक्द/�वभ्ग  
OFFICE/FACULTY/DEPARTMENT------------------------------------------------------------ 

 
सम्िप् ववर/अव�ध क् प््वतदे  

REPORT FOR THE YEAR/PERIOD ENDING------------------------------------------------ 
 
 

वदैिक्क ब दयर् PERSONAL DATA - (भाग PART-I) 

 
1. अ�धक्रल क् े्म  

Name of the Officer   : ____________________________________
   
2. जन म््�थ (�दे/महले्/ववर)  

Date of Birth(DD/MM/YYYY) : __________/________/_________________ 
       

: (शब दद म� In words)____________________ 
     

       ____________________________________ 
 
3. व्रम्े गतर म� ्ग्््र ्ेदनिक् कत ््�थ  

Date of continuous appointment : �दे्ंक Date_________________________ 
 to the present grade  
      : गतर Grade:___________________________ 
  
4. व्रम्े पद ्थ् उस पर ्ेदनिक् कत ््�थ 

Present post and date of  : पद Post_____________________________ 
 appointment thereto  
      : �दे्ंक Date_________________________ 
 
5. क द् आप अेनस�ूच् ज्््/अेनस�ूच् 
 जेज्््/अ.�प.व. सत सबं�ंध् ह�? 

Whetherthe officer belongs to SC/ST/OBC : _____________________________  
 
 
6. ववर कत  दौर्े डदूू ल(प्श�श,छन ट् आ�द  कत  क्रश) 
 सत अेनपिसथ्् कत अव�ध। द�द उ क ्  क््मरक 

 ते प्श�श ््द् है ्य उसक् �ववरश द�   
Period of absence from duty (on : ___________________________________  

 Training, leave etc.)during the year.  
 If he/she has under gone training, 
 specify. 
 

ज्रल Contd…P-2/- 
 
 
 
 
 
 

 

http://www.google.co.in/imgres?q=university+of+delhi&um=1&hl=en&biw=1366&bih=673&tbm=isch&tbnid=25OKk5k9yz4CAM:&imgrefurl=http://deepaknegi.com/blog/about-university-of-delhi-d-u/delhi-university-logo/&docid=uubsTt1SRGzOlM&imgurl=http://deepaknegi.com/blog/wp-content/uploads/2009/01/delhi-university-logo.gif&w=392&h=390&ei=5IjyT_KtDIbKrAfi05ziBg&zoom=1&iact=hc&vpx=384&vpy=168&dur=2116&hovh=224&hovw=225&tx=127&ty=114&sig=113056676524616444250&page=1&tbnh=134&tbnw=135&start=0&ndsp=19&ved=1t:429,r:1,s:0,i:100�
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भाग PART-2 

(िजस अ�धकार� का प�रवेदन �ल�ा जाना ा ,उसके दवारा भरा जाए )   
(To be filled in by the Officer reported upon) 

 

1. �कए गए क्द� क् स�ं�प ्  �ववरश Brief description of duties: 
 
 
 
 
 
 
 

 

 

2. क्दर कत  जय ्� द/उदतश  द/ध दतद आप ते स वद ंअप ते ््ए ्ेध्र र्् �कए हद द् आपकत  ््ए ्ेध र्् र् 
�कए गए हद उे (प्रश्म/म्त् द् अन द रपद म�) क्द� कत आठ-दस मद� प् थ्मक्् कत  आध्र पर 
बे्एं और प् दतक ्� द सत अपे् उप्िबध ब््एं । 
(उद्हरश- आपकत  अेनभ्ग/क्द्र्द/�वभ्ग कत  ््ए व्�वरक क्दर दयजे्) 
Please specify targets/objectives/goals (in quantitative or other terms) of work you set for 
yourself or that were set for you, eight to ten items of work in the order of priority and your 
achievement against each target.  
(Example Annual Action Plan for your Section/Office/Department) 
 

 

ल� ा/उदेद  ा/ध ाेा 
Targets/Objectives/Goal 

उ लिबधााा  
Achievements 

 
 
 
 
 
 
 
 
 
 
 
 

 

           

3. (अA) कृपद् मद-2 म� ब््एं गए ्� दद/उदतश  दद/ध दतदद कत प्िप् म� हय रहल क्मदद क् स�ंतप म� 
उल ् तख कर�। द�द ्� दद कत प्िप् म� कय  ब्ध्एं रहल हद ्य वत ब््एं। 
Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in 
item 2.  Please specify constraints, if any, in achieving the targets. 

 

 
 
 
 
 
 
 
 
 
 
 

 
ज्रल Contd….P-3/- 
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(बB) कृपद् उे मदद क् भ् उल ् तख कर� िजेम� क्फत अ�धक उप्िबधद्य रहल हद और उेम� अप ते 
दयगद्े क् भ् उल ् तख कर�। 
Please also indicate items in which there have been significantly higher achievements and 
your contribution thereto. 
 
 
 
 
              

4. कृपद् उल ् तख कर� �क क द् पवूरव्त कै �्रर ववर कत अच् सपंि्् व्�वरक �ववरश् ्ेध्र्र् ््रलख 
अथ्र् त कै �्रर ववर सत उ् ् रव्त ववर कय 31 जेवरल ्क दजर कर् दल ग  थ्। द�द ेहलं ्य �ववरश 
दजर कर् ते कत ््रलख ््ख् ज्ए। 
Please state whether the annual return on immovable property for the preceding calendar year 
was filed within the prescribed date i.e. 31st

 

 January of the year following the calendar year.  
If not, the date of filing the return should be given. 

 
 
 

 
 

 
 

सचूना देने वाले अ�धकार� के ास रा�र  
�दे्ंक Date:......................                       Signature of the Officer reported upon 
 
 

 
भागPART-3 

 

सखं द्् मक गतररगं क् ्ेध्ररश प््वतदे ्थ् पने �वर् यके प्�धक्रल वव्र् �कद् ज्े् है,जय 1-10 कत  पमै् ते 
पर हये् च्�हए।जह्य 1 सबसत कम गतर ्थ् 10सबसत अ�धक गतर कय दश्र्् है।  
Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale 
of 1-10, where 1 refers to the lowest grade and 10 to the highest. 
 
 

(कृ ाा प�विषटा् को भरने से  ाले लद ा-�नदे � को ध ाान वूरक  प लल )  
(Please read carefully the guidelines before filling the entries) 

 
 

 

(ए) ्ेगर्  क्दर क् मूल द्ंके (इस भ्ग क् वत तूज 40%हयग्) 
(A) Assessment of work output (weightage to this section would be 40%) 

 
 प�रवेदन पा�धकार�  

Reporting Authority 
 नु�वरलोकन पा�धकार�  
Reviewing Authority 

i) पूवर ्ेदयिज् क्दर कत प्रपूशर् ्/�ववदद कत  
आध्र पर आब�ंू् �कद् गद् क्दर। 
Accomplishment of planned work/work allotted as 
per subjects allotted 

  

 
ज्रल Contd….P-4/- 
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ii) क्दर ्ेष प्दे कत गनश््     
Quality of output 
 

  

iii) �वश ् तवश्् मक दयग द््    
Analytical ability 
 

  

iv) अपव्द्् मक क्दर कत प्रपशूर् ्/�कए गए 
अप् द््श् क्दर Accomplishment of 
exceptional work/unforeseen tasks 
performed 

  

‘�नगरर काार’  र कुल �मलाकर गेरे ाग Overall 
Grading on ‘Work Output’ 

  

आदा�र  
Initials 

  

 
(ब्)व दिक्ग् �वशतव््ां क् मूल द्ंके (इस भ्ग क् वत तूज 30%हयग्) 

(B) Assessment of personal attributes (weightage to this Section would be 30%) 
 
 प�रवेदन पा�धकार�  

Reporting  
Authority 

 नु�वरलोकन पा�धकार�  
Reviewing Authority  

i) क्दर कत अ्भविृ््  
Attitude to work 

  

ii) िजम मतद्रल क् बयध  
Sense of responsibility 

  

iii) अेनश्से क् अेनर�श  
Maintenance of Discipline 

  

iv) सपंतवश कौश् 
Communication skills 

  

v) त्े ृ्  व गनश Leadership qualities   

vi) ूलम कत भ्वे् म� क्दर कर ते कत �म्् 
Capacity to work in team spirit 

  

vii)  समद-स््रश् क् अेनसरश  कर ते कत 
�म्् Capacity to adhere to time-schedule  

  

viii) परस त पर व त दिक्ग् संबंध 
 Inter-personal relations 

  

ix) समग छ�व एव ंव त दिक्् त व 
Overall bearing and personality 

  

‘व त दिक्ग् �वशतव््ा’ं पर कन ् ्म््कर गतररगं 
Overall Grading on ‘Personal attributes’ 

  

आदा�र  
Initials 

  

 
 

ज्रल Contd….P-5/- 
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(स्) पक्द र््  मक स�म्् क् मूल द्ंके (इस भ्ग क् वत तूज 30% हयग्) 
(C) Assessment of functional competency (weightage to this Section would be 30%) 

 
 प�रवेदन पा�धकार�  

Reporting  
Authority 

 नु�वरलोकन पा�धकार�  
Reviewing Authority  

i)्ेदम/�व्ेदम/क्दर एव ं दयग द्् कत  �तत म� 
प�रद्एं एव ं उेकत  सहल पदयग कय ज्ेक्रल 
Knowledge of 
Rules/Regulations/Procedures in the area of 
function and ability to apply them correctly. 

  

ii) े्््बद दयजे् बे् ते कत �म्् Strategic 
planning ability 

  

iii) ्ेशरद त् ते कत �म््     
Decision making ability 

  

iv) समन वद �म्् 
Coordination ability 

  

v) अध्ेस थ कय पत् र् एव ं �वक्स् कर ते कत 
�म््  
Ability to motivate and develop 
subordinates 

  

vi) पह् शिक् Initiative  
 

 

‘पकााारा मक स�मरा’  र कुल �मलाकर गेरे ाग 
Overall Grading on ‘Functional 
Competency’ 

  

आदा�र  
Initials 

  

              
 

सामान ा GENERAL – (भाग PART-4) 
 

1. जे्् कत  स्थ भ्ग्द्रल Relations with the public (जह्य ््ग ूहय wherever applicable) 
 (जे्् कत आवश दक््ां क् उ् ् रद््द् व एवं  अ�धक्रल ्क अ्भगम पर कृपद् �ूप पश् द�) please 

comment on the officer’s accessibility to the public and responsiveness to their needs) 
 
 
 
 
 

 

2. प्श�श Training  
(कृपद् अ�धक्रल कत पभ्�व्् एवं क्दर �म््ां म� और अ�धक सनध्र ्थ् व�ृद कर ते कत ेिषू सत 
उसकत  प्श�श कत  ््ए ्सफ््रश कर� Please give recommendations for training with a view to 
future improving the effectiveness and capabilities of the officer) 
 
 
 
 
 

 

 
 

ज्रल Contd….P-6/- 
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3. स व्स   द कत िसथ्् State of Health 

 
 
 
 

 

4. स् द्ेष ठ् Integrity 
(कृपद् अ�धक्रल कत स् द्ेष ठ् पर �ूप पश् द� Please comment on the integrity of the officer) 
 
 
 

   

5. प््वतदे अ�धक्रल वव्र् अ�धक्रल कत समस ्  �वशतव््ा ं कत ्स व्र (्गभग 100  ब द् म�), 
िजसम� स्म  दर �तत एव ंकम स्म  दर �तत, अस्ध्रश उप्िबधद्,ं मह् वपशूर असफ्््ा ं (सदंभर: 
भ्ग 2 क् 3(अ) एव ं3(ब) एव ंकमजयर वग� कत  प््अ्भविृ्् श््म् हय।  
Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer 
including area of strengths and lesser strength, extraordinary achievements, significant failure 
(ref. 3(A) & 3(B) of Part-2 and attitude towards weaker sections. 

 
 
 
 
 
 
 
 
 
 
 
 

6. प््वतदे कत  भ्ग-3 कत  खंर ए, ब् और स् म� �दए गए वत तूज कत  आध्र पर कन ् ्म््कर सखं द्् मक 
गतररगं।  
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of 
the Report. 

 
 
 

 
     
  
  
        प�रवेदन अ�धकार� के ास रा�र  
        Signature of the Reporting Officer 
 

े्म स पष ू अ�रद म�  

स थ्े Place:.....................  Name in Block letters: ______________________________ 
     पदे्म 

�दे्ंक Date:.....................  Designation: _____________________________________ 
्रपय रू कत अव�ध म�  

     During the period of Report: ________________________ 
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भाग PART-5 

 

1. पने �वर् यके अ�धक्रल कत अभ दनिक्द्य 
REMARKS OF THE REVIEWING OFFICER. 

   पन्े�वर् यके अ�धक्रल कत  अं् गर्  सतव् अव�ध  
   Length of service under the Reviewing Officer   

 
 
 

 

2. क द् आप भ्ग-3 व भ्ग-4 कत  ्ेगर्  क्दर ्थ् �व्भन े  गनशद कत  संबंध म� प््वतदे अ�धक्रल वव्र् �कए गए 
मूल द्ंके सत सहम् ह�? क द् आप अ�धक्रल कत अस्ध्रश उप्िबधदद/मह् वपूशर असफ्््ां कत  संबंध म� 
�कए गए मूल द्ंके सत सहम् ह�?[संदभर: भ्ग-3(ए)(iv) ्थ् भ्ग-4(5)] 
(द�द आप प््वतदे अ�धक्रल वव्र् �कए गए �वशतव््ां कत  �कस् संख द्् मक मूल द्ंके सत सहम् ेहलं ह� ्य 
आप कृपद् अपे् मूल द्कंे इस खंर म� �दए गए स ् म भ म� द� ्थ् अपे् प�विषूदद कय आवद�र कर� ) 
Do you agree with the assessment made by the reporting officer with respect to the work 
output and the various attributes in Part-3 and Part-4?  Do you agree with the assessment of 
reporting officer in respect of extraordinary achievements/significant failures of the officer 
reported upon?  [Ref. Part-3(A) (iv) and Part-4(5)] 
(In case you do not agree with any of the numerical assessments of attributes please record 
your assessment on the column provided for you in that section and initial your entries.) 
 

ह्य Yes 
 

ेहलं No 

             

3.  असहम् हय ते  कत िसथ्् म� कृपद् इसकत  क्रश ब््एं। क द् कय  ऐस् ब्् है िजसत आप कन छ बद्े् द् 
जयड़े् च्ह्त ह� ? 
In case of disagreement, please specify the reasons. Is there anything you wish to modify or 
add?  
 
 
 
 

    
4.  पने�वर् यके अ�धक्रल वव्र् पते �पक चर। कृपद् अ�धक्रल कत कम स्म  दर �तत एव ंउसकत कमजयर वग� कत  

प्् अ्भविृ्् स�ह् उसकत समस ्  �वशतव््ां कत  ब्रत म� �ूपपश् (्गभग 100  ब द् म�) कर�। 
Pen picture by Reviewing Officer.  Please comments (in about 100 words) on the overall 
qualities of the officer including area of strengths and lesser strength and his attitude towards 
weaker section. 
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5.  प््वतदे कत  भ्ग-3 कत  खंर ए, ब् और स् म� �दए गए वत तूज कत  आध्र पर कन ् ्म््कर सखं द्् मक 

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

 

 
 
 

 
 
 
 
 

 ुन�वरलोकन अ�धकार� के ास रा�र 
       Signature of the Reviewing Officer 
 

े्म स पष ू अ�रद म�  

स थ्े Place:.....................  Name in Block letters: ______________________________ 
     पदे्म 

�दे्ंक Date:.....................  Designation: _____________________________________ 
्रपय रू कत अव�ध म�  

     During the period of Report: ________________________ 
 
 
 
 
 
 

********** 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
सालग नकAnnexure-I 

 
साखााामक केश्करश के साे ए ्एआर भरने सनेाध लद ा�नदश  

 
Guidelines regarding filing up of APAR with numerical grading 

(i) एप्एआर कत  स्ंमभ �व�धव् स्वध्े् और धद्ेपूवरक ्थ् पद्रप् समद दत्त हनए भर ते च्�हए। 
 The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii) दह आश् कत ज््् है �क 1 अथव् 2 कत  �कस् वगतकरश (्ेगर्  क्दर द् �वशतव््ां द् कन ्  ्म््कर 
 शतश्करश कत  प््कू्) कय �व्शषू असफ्््ां कत  म्गर सत क्म �चत म� पद्रप् रप  सत औ�च्द �दद् 
 ज्एग् और इस् पक्र 9 अथव् 10 कत  �कस् शतश् कत  सं बंध मत �व्शषू उप्िबधदद कत  सं बंध मत 
 औ�च्द �दद् ज्एग्। शतश् 1-2 अथव् 9-10 �वर् हय्् ह� अ्: उेक् औ�च्द �दए ज् ते कत  जरर्  है। 
 स्ंिखदक  शतश् पद्े कर्त हनए प््वतदे एंव पने�वर् यके अ�धक््रदद कय �कस् अ�धक्रल  क् 
 दज्र्ेध्ररश उेकत  अध्े वहल संखद् म� व्रम्े म� क्दरर् सहदय�गदद  कत न््े् मत करे्  च्�हए। 

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

 
(iii) एप्एआर क् 8 सत 10 कत  ब्च क् वगतकरश “उ्कृषू” ््द् ज्एग् ्थ् सूच्करश/पदौने्् कत  ््ए 
 औस् प्प््ंक कत गशे् कर ते कत  ््ए प्प््ंक 9 �दद् ज्दतग्। 
 APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 
 9 for the purpose of calculating average scores for empanelment /promotion. 
 
(iv) एप्एआर क् 6 ्थ् 8 सत छयू् कत  ब्च क् वगतकरश “बहन् अचछ्” ््द् ज्एग् ्थ् प्प््ंक 7 �दद् 
 ज्दतग्। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
 
(v) एप्एआर क् 4 ्थ् 6 सत छयू् कत  ब्च क् वगतकरश “अचछ्” ््द् ज्एग् ्थ् प्प््ंक 5 �दद् 
 ज्दतग्। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) एप्एआर क् 4 सत कम वगतकरश “शूनद” ््द् ज्दतग्। 
 APARs graded below 4 will be given a score of “Zero”. 
 
 
      ******* 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
Annexure-II 

Time schedule for preparation/completion of APAR 

 
(Reporting year – Financial year) 

S.No. Activity 
 
Date by which to be completed 

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

31st

(This may be completed even a week 
earlier). 

 March. 

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

15th April 

3. Submission of report by reporting officer to 
reviewing officer. 
 

30th June 

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

31st July 

5. Appraisal by accepting authority, wherever 
provided. 
 

31st August 

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

1st

 
 September 

 
15th September 

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

8. Forwarding of representations to the competent 
authority. 
 

 (a) where there is no accepting authority for 
APAR. 
 
(b)  where there is accepting authority for 
APAR. 
 

 
 
 
21st

 
 September 

 
6th October 

9. Disposal of representation by the competent 
authority. 

Within one month from the date of 
receipt of representation. 
 

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

15th November 

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

30th November 

 
 



 
 

 
 

�दल्ल �वशव�ववद््द UNIVERSITY OF DELHI 
 

 

�नजी स�चव/व�रष  वैयिक्त सहायत/वैयिक्तसहायत/आशु�ल�पत ते �लए  
वा�षरत तायर�नष पादन मूल याातन �रपोटर  

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR  PRIVATE SECRETARY/SENIOR 
PERSONAL ASSISTANT/PERSONAL ASSISTANT/STENOGRAPHER 

 
 
 

क्द र्् द/संक्द/�वभ्ग  
OFFICE/FACULTY/DEPARTMENT------------------------------------------------------------ 

 
 

सम्िप् ववर/अव�ध क् प््वतदे  
REPORT FOR THE YEAR/PERIOD ENDING------------------------------------------------ 

 
 

वदैिक्क ब दयर् PERSONAL DATA - (भाग PART-I) 
 
 

1. अ�धक्रल क् े्म 
Name of the Officer   : ____________________________________ 
 

2. जन म््�थ (�दे/महले्/ववर) 
Date of Birth(DD/MM/YYYY) : __________/________/_________________ 

       
: (शब दद म� In words)____________________ 

     

       ____________________________________ 
 

3. ध्�र् पद क् पदे्म 
Designation of post held  : ____________________________________ 

 
4. क द् अ�धक्रल अेुसू�च् ज्््/ 
 अ.ज.ज्./अ.�प.व. सत संबं�ध् है ? 

Whether the officer belongs to : ____________________________________ 
 S. C./S. T./OBC? 
 
5. व्रम्े गतर म� ्ग्््र ्ेदुिक् कत ््�थ 

Date of continuous appointment : �दे्ंक Date_________________________ 
 to the present grade  
      : गतर Grade:___________________________  
 
6. प््वतदे अव�ध कत  दौर्े समबद अ�धक्रल 
 क् े्म ्थ् पदे्म  

Name of Officer with designation : _________________________________ 
 with whom attached during the    
 period under report    _________________________________ 
 
7. ववर कत  दौर्े छुट्, प्श�श ण�द कत  क्रशडदूूल 
 सत अेुपिसथ्् कत अव�ध।   

Period of absence from duty on : __________________________________  
 Leave, training, etc. during the year.  
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http://www.google.co.in/imgres?q=university+of+delhi&um=1&hl=en&biw=1366&bih=673&tbm=isch&tbnid=25OKk5k9yz4CAM:&imgrefurl=http://deepaknegi.com/blog/about-university-of-delhi-d-u/delhi-university-logo/&docid=uubsTt1SRGzOlM&imgurl=http://deepaknegi.com/blog/wp-content/uploads/2009/01/delhi-university-logo.gif&w=392&h=390&ei=5IjyT_KtDIbKrAfi05ziBg&zoom=1&iact=hc&vpx=384&vpy=168&dur=2116&hovh=224&hovw=225&tx=127&ty=114&sig=113056676524616444250&page=1&tbnh=134&tbnw=135&start=0&ndsp=19&ved=1t:429,r:1,s:0,i:100�


:: 2:: 
 
 

स वमूल याातन SELF APPRAISAL –भाग PART-2 
(िजस अ�धक्रल क् प््वतदे ््�् ज्े् है,उसकत  वव्र् भर् ज्ा )   

(To be filled in by the Officer reported upon) 
 

( कृपद् प�विवूदद कय भर ते सत पह त् अेुदतशद कय क द्ेपूवरक पप �् )   
(Please read carefully the instructions before filling the entries) 

 
 

1. ववर/अव�ध कत  दौर्े ______________सत______________ ्क णपकत  वव्र् �का गा क्द� क् सं��प ्  
�ववरश (�ववरश 100 शब दद  म� ््�् ज्े् च्�हा) 
Brief  resume of the work done by you during the year/period from__________________to 
_______________ (The resume to be furnished should be limited to 100 words): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

2. कृपद् उे मदद क् भ् उल ् त� कर� िजेम� बहु् अ�धक उप्िबकद्य रहलं हद �र उेम� अप ते दयगद्े 
क् भ् उल ् त� कर�।  
Please also indicate items in which there have been significantly higher achievements and 
your contribution thereto. 
 
 
 
 
 
 
 
 

 
 
 

3. कृपद् अप ते इेपुू (उदतश  दद) कत प्िप् म� हय रहल क्मदद ्थ् क्रशद, द�द कयई हद,्य उेक् स�ंतप 
म� उ ल ् त� कर�।  
Please state, briefly, the shortfalls in your input and reasons therefore, if any. 
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4. कृपद् उल ् त� कर� �क क द् पवूरव्त कै �्रर ववर कत अच् सपंिप् व्�वरक �ववरश् ्ेध्र�र् ््रल� 

अथ्र् त कै �्रर ववर सत उप ् रव्त ववर कय 31 जेवरल ्क दजर कर् दल गई थ्। द�द ेहलं ्य �ववरश 
दजर कर् ते कत ््रल� ््�् ज्ा। 
Please state whether the annual return on immovable property for the preceding calendar year 
was filed within the prescribed date i.e. 31st

 

 January of the year following the calendar year.  
If not, the date of filing the return should be given. 

 
 
 

 

 
 
 

स थ्े Place:......................    सचूना देने वाले अ�धतार� ते हस ् ा�र  
       Signature of the Officer reported upon 
�दे्ंक Date:..................... 

 
 

भाग PART-3 

मूल याातन APPRAISAL  
 
1. क द् भ्ग-2 कत  �ववरश सत प््वतदे अ�धक्रल सहम् ह ?  द�द ेहल,ं ्य �कस स्म् ्क असहम् 

ह  �र क द् क्रश ह ? 
Does the Reporting Officer agree with the statement made in part 2?  If not, the extent of 
disagreement and reasons thereof. 

 
 
 
 
 
 
 
 

 
2. पप दतक क्दर कत �वशतव््ा ंकत  ््ा प््वतदे प्�धक्रल वव्र् 1-10 कत  स कत ् म� सखं द्प मक गतररगं 

दल ज्े् च्�हा, जह्य 1 सबसत कम गतर ्थ् 10सबसत अ�धक गतर कय दश्र््है।  
Numerical grading is to be awarded for each of the attributes by the reporting authority which 
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest. 
 

(कृपद् प�विवूदद कय भर ते सत पह त् �दश्-्ेदतश� कय क द्ेपवूरक पप �् )  
(Please read carefully the guidelines before filling the entries) 

 

 
(ए)्ेगर्  क्दर क् मूल द्ंके (इस भ्ग क् वत तूज 40%हयग्) 

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

 गतररगं Grading 
i) क्दर कत गशु्् Quality of work 
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ii) व द्वस््दक कौश् क् स ् र Level of professional skill 
 

 

iii) गपु ्  ाव ंपरम गपु ्  म्म्द ्थ् क्गज्् कय ्ेपू् ते म�  
�वश वसे्द्् बे्ा र� ते कत दयग द््  
Trust worthiness in handling secret and top secret matters  
and papers 

 

iv) क्दर र्दरल क् अेरु�श �र बठैकद, स्�्प क्रद ण�द कत  ््ा 
णवश दक क्गज़्् कय समद पर पस ् ु्  करे्  
Maintenance of engagement diary and timely submission  
of necessary papers for meetings, interviews, etc. 

 

‘�नगर्  तायर’ पर तुल �मलातर गेरे ाग (तुल[iसे iv]) 
Overall Grading on ‘Work Output’ (Total [i to iv]) 

 

आदय�र  
Initial 

 

 
 

  (बी) व दिक्ग् �वशतव््ां क् मूल द्ंके (इस भ्ग क् वत तूज 30%हयग्) 
(B) Assessment of Personal Attributes (weightage to this section would be 30%) 

 
 

 गेरे ागGrading 
i) क्दर कत अ्भविृप्Attitude to work 
 

 

ii) ब�ुद, उप सकु्् Intelligence, keenness 
 

 

iii) अेशु्से क् अेरु�श Maintenance of discipline  
 

 

iv) िजम मतद्रल क् बयध Sense of responsibility 
 

 

v) सपंतवश �म््ां Communication skills 
 

 

vi) ूलम म� क्दर कर ते कत दयग द्् Ability to work in team 
 

 

vii) समद स्म् म� क्दर परू् कर ते कत दयग द्् Ability to meet 
deadline 

 

viii) उपिसथ्् म� ्ेदम्ेव ठ्/्ेद्म््् ्थ् समद प््े 
Regularity and Punctuality in attendance 
 

 

‘व यिक्ग् �वशेष्ाओा’ पर तुल �मलातर गेरे ाग (तुल[iसे viii])  
Overall Grading on ‘Personal Attributes’ ([i to viii]) 

 

आदय�र  
Initial 

 

 

 

(सी) पक्द र्प मक स�म्् क् मूल द्ंके (इस भ्ग क् वत तूज 30%हयग्) 
 (C)Assessment of functional competency (weightage to this section would be 30%) 
 

 गेरे ागGrading 
i) णशु् ्�पकतद क्दर म� पव्श्् ्थ् शदु््  
Proficiency and accuracy in Stenographic work 
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ii) परस पर व दिक्ग् सबंधं Inter-personal relations  

iii) समन वद कर ते दयग द्् Coordination ability  

iv) पभ्व् सपंकर , पह् शिक् ाव ं तू्ल�ये ककल स ्थ् णगं् कुद  कत  
स्थ अच छ् व दवह्र  
Effective liaison, Initiative and tact in dealing with telephone 
calls & visitor 

 

‘पतायारा मत स�म्’ पर तुल �मलातर गेरे ाग (तुल[iसे iv])  
Overall grading on ‘Functional Competency’ ( [i to iv]) 

 

आदय�र  
Initial 

 

 
नोट Note: साते्त ते पा येत गपु ते �लए �नधार�र् वेटेज ते अनसुार साबा�ध् समहूद ते औस् अातद ता 

योग समग गेरे ाग ता आधार होगा।  
The overall grading will be based on addition of the mean value of each group of    
indicators in proportion to weightage assigned. 

 
भाग PART-4 

सामान य GENERAL 
 

1. जे्् कत  स्थ भ्ग्द्रल Relations with the public (जह्य ््ग ूहय wherever applicable) 
 (जे्् कत णवश दक््ां क् उ प ् रद््दप व ाव ंअ�धक्रल ्क अ्भगम पर कृपद् �ूप पश् द�)  
 (Please comment on the officer’s accessibility to the public and responsiveness to their needs) 

 
 
 
 
 

 
2. प्श�श Training  

(कृपद् अ�धक्रल कत पभ्�व्् ावं क्दर �म््ां म� �र अ�धक सुध्र ्थ् व�ृद कर ते कत ेिवू सत 
उसकत  प्श�श कत  ््ा ्स�्�रश कर�  
Please give recommendations for training with a view to future improving the effectiveness and 
capabilities of the officer) 
 
 
 
 

 

 
3. स व्स   द कत िसथ्् State of Health 

 
 
 
 

 

 
4. सप द्ेव ठ् Integrity 

(कृपद् अ�धक्रल कत सप द्ेव ठ् पर �ूप पश् द� Please comment on the integrity of the officer) 
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5. प््वतदे अ�धक्रल वव्र् अ�धक्रल कत समस ्  �वशतव््ा ं कत ्स व्र (्गभग 100 शब दद म�), 
िजसम� स्म  दर �तत ाव ं कम स्म  दर �तत, अस्ध्रश उप्िबधद्,ं महप वपशूर अस�्््ा ं ाव ं
कमजयर वग� कत  प्् अ्भविृप् श््म् हय Pen Picture by Reporting Officer (in about 100 words) on 
the overall qualities of the officer including area of strengths and lesser strength, extraordinary 
achievements, significant failures and attitude towards weaker sections. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

          
प््वतदे कत  भ्ग-3 कत  �ंर ा, ब् �र स् म� �दा गा वत तूज कत  णध्र पर कु् ्म््कर सखं द्प मक 
गतररगं।  
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of 
the Report. 

  
 
 
 

 
 
 
 
 
 
        प�्वेदन अ�धतार� ते हस ् ा�र  
        Signature of the Reporting Officer 
 

े्म स पव ू अ�रद म�  

स थ्े Place:.....................  Name in Block letters: ______________________________ 
     पदे्म 

�दे्ंक Date:.....................  Designation: _____________________________________ 
प््वतदे कत अव�ध म�  

     During the period of Report: ________________________ 
 
 
 
 
 
      ******** 
 
 
 
 
 
 
 



 
 
 
 

 
सालग नतAnnexure-I 

 
साखयाामत केशीतरश ते साे एपीएआर भरने सनबाध ्दशा�नदशश 

 
Guidelines regarding filing up of APAR with numerical grading 

(i) ाप्ाणर कत  स्ंमभ �व�धव् स्वध्े् �र कद्ेपूवरक ्थ् पद्रप् समद दत्त हुा भर ते च्�हा। 
 The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii) दह णश् कत ज््् है �क 1 अथव् 2 कत  �कस् वगतकरश (्ेगर्  क्दर द् �वशतव््ां द् कु्  ्म््कर 
 शतश्करश कत  प््कू्) कय �व्शवू अस�्््ां कत  म्गर सत क्म �चत म� पद्रप् रप  सत ��चपद �दद् 
 ज्ाग् �र इस् पक्र 9 अथव् 10 कत  �कस् शतश् कत  सं बंध मत �व्शवू उप्िबधदद कत  सं बंध मत 
 ��चपद �दद् ज्ाग्। शतश् 1-2 अथव् 9-10 �वर् हय्् ह  अ्: उेक् ��चपद �दा ज् ते कत  जरर्  है। 
 स्ंिखदक  शतश् पद्े कर्त हुा प््वतदे ांव पुे�वर् यके अ�धक्�रदद कय �कस् अ�धक्रल  क् 
 दज्र्ेध्ररश उेकत  अध्े वहल संखद् म� व्रम्े म� क्दरर् सहदय�गदद  कत ्ु्े् मत करे्  च्�हा। 

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

 
(iii) ाप्ाणर क् 8 सत 10 कत  ब्च क् वगतकरश “उपकृवू” ््द् ज्ाग् ्थ् सूच्करश/पदौने्् कत  ््ा 
 �स् प्प््ंक कत गशे् कर ते कत  ््ा प्प््ंक 9 �दद् ज्दतग्। 
 APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 
 9 for the purpose of calculating average scores for empanelment /promotion. 
 
(iv) ाप्ाणर क् 6 ्थ् 8 सत छयू् कत  ब्च क् वगतकरश “बहु् अचछ्” ््द् ज्ाग् ्थ् प्प््ंक 7 �दद् 
 ज्दतग्। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
 
(v) ाप्ाणर क् 4 ्थ् 6 सत छयू् कत  ब्च क् वगतकरश “अचछ्” ््द् ज्ाग् ्थ् प्प््ंक 5 �दद् 
 ज्दतग्। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) ाप्ाणर क् 4 सत कम वगतकरश “शूनद” ््द् ज्दतग्। 
 APARs graded below 4 will be given a score of “Zero”. 
 
 
      ******* 

 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
Annexure-II 

Time schedule for preparation/completion of APAR 

 
(Reporting year – Financial year) 

S.No. Activity 
 
Date by which to be completed 

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

31st

(This may be completed even a week 
earlier). 

 March. 

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

15th April 

3. Submission of report by reporting officer to 
reviewing officer. 
 

30th June 

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

31st July 

5. Appraisal by accepting authority, wherever 
provided. 
 

31st August 

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

1st

 
 September 

 
15th September 

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

8. Forwarding of representations to the competent 
authority. 
 

 (a) where there is no accepting authority for 
APAR. 
 
(b)  where there is accepting authority for 
APAR. 
 

 
 
 
21st

 
 September 

 
6th October 

9. Disposal of representation by the competent 
authority. 

Within one month from the date of 
receipt of representation. 
 

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

15th November 

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

30th November 

 
 



 
 

 
 

�दल्ल �वशव�ववद््द UNIVERSITY OF DELHI 
 

व�रष ््सहायक/सहायक्के्�लए्वा�षरक्कायर�नष ्ादन्मूलय्ााकन्�र ोटर् 
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SENIOR ASSISTANT/ASSISTANT 

 
 

क्द्र्द/सकं्द/�वभ्ग  

OFFICE/FACULTY/DEPARTMENT------------------------------------------------------------ 

 
सम्िप् ववर/अव�ध क् प््वतदे  

REPORT FOR THE YEAR/PERIOD ENDING------------------------------------------------ 
 
 

वयैिक्क्बय्ोरा्PERSONAL DATA - (भाग PART-I) 
 
 

1. अ�धक्रल क् े्म  
Name of the Officer   : ____________________________________

   
2. जन म््�थ (�दे/महले्/ववर)  

Date of Birth(DD/MM/YYYY) : __________/________/_________________ 
       

: (शब दद म� In words)____________________ 
     

       ____________________________________ 
 

3. ध्�र् पद क् पदे्म  
Designation of post held  : ____________________________________ 

 
4. क द् अ�धक्रल अे.ुज्््/अे.ु जेज्््/ 
 अन द �पछड़् वगर सत सबं�ंध् है? 

Whether the officer belongs to : ____________________________________ 
 Scheduled Caste/S T/OBC? 
 
5. व्रम्े गतर म� ्ग्््र ्ेदिुक् कत ््�थ  

Date of continuous appointment : �दे्ंक Date_________________________ 
 to the present grade  
      : गतर Grade:___________________________  
 
   

6. ववर कत  दौर्े डदयू ल(प्श�श,छुट् आ�द  कत  क्रश) 

 सत अेपुिसथ्् कत अव�ध। द�द उ क ्  क््मरक 

 ते प्श�श ््द् है ्  उसक् �ववरश द�   
Period of absence from duty (on : ___________________________________  

 Training,leave etc.)during the year.  
 If he/she has under gone training,specify. 
 
 

 
 

जार�्Contd…P-2/- 
       
 
 
 
 

 

http://www.google.co.in/imgres?q=university+of+delhi&um=1&hl=en&biw=1366&bih=673&tbm=isch&tbnid=25OKk5k9yz4CAM:&imgrefurl=http://deepaknegi.com/blog/about-university-of-delhi-d-u/delhi-university-logo/&docid=uubsTt1SRGzOlM&imgurl=http://deepaknegi.com/blog/wp-content/uploads/2009/01/delhi-university-logo.gif&w=392&h=390&ei=5IjyT_KtDIbKrAfi05ziBg&zoom=1&iact=hc&vpx=384&vpy=168&dur=2116&hovh=224&hovw=225&tx=127&ty=114&sig=113056676524616444250&page=1&tbnh=134&tbnw=135&start=0&ndsp=19&ved=1t:429,r:1,s:0,i:100�


 
      :: 2:: 
 

सव्मूलय्ााकन SELF APPRAISAL –भाग PART-2 
(िजस अ�धक्रल क् प््वतदे ््�् ज्े् है,उसकत  वव्र् भर् ज्ए) ्

(To be filled in by the Officer reported upon) 
 

( कृपद् प�विवूदद क  भर ते सत पह त् अेदुतशद क  क द्ेपयवरक पप �् )  ्
(Please read carefully the instructions before filling the entries) 

 
1. �कए गए क्द� क् स�ं�प ्  �ववरश Brief description of duties: 

  
 
 
 
 
 
 
 

  
         

2. ववर/अव�ध कत  दौर्े ______________सत ______________्कआपकत  वव्र् �कए गए क्द� क् 
स�ं�प ्  �ववरश (�ववरश 100्शबद्द म� �दद् ज्े् च्�हए ) 
Brief resume of the work done by you during the year/period from__________________ 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

3. कृपद् उल ् त� कर� �क क द् पयवरव्त कै �्रर ववर कत अच् संपिप् व्�वरक �ववरश् ्ेध्र�र् ््रल� अथ्र् अ 
कै �्रर ववर सत उप ् रव्त ववर क  31 जेवरल ्क दजर कर् दल गग थ्। द�द ेहलं ्  �ववरश दजर कर् ते कत 
््रल� ््�् ज्ए। 
Please state whether the annual return on immovable property for the preceding calendar year 
was filed within the prescribed date i.e. 31 P

st
P January of the year following the calendar year.  

If not, the date of filing the return should be given. 
 

 
 
 
 

 
स थ्े Place:...................... 
�दे्ंक Date:...................... 

सचूना्देने्वाले्अ�धकार�्के्हस्् ा�र् 
       Signature of the Officer reported upon 
 

जार� Contd….P-3/- 
 
 
 
 



 
:: 3:: 

 

प�्वेदन्अ�धकार�्दवारा्मूलय्ााकन– भाग-3 
ASSESSMENT BY THE REPORTING OFFICER – PART-3 

 

(कृपद् प�विवूदद क  भर ते सत पह त् �दश्-्ेदतश� क  क द्ेपयवरक पप �् )  
(Please read carefully the guidelines before filling the entries) 

 
 पप दतक क्दर कत �वशतव््ां कत  ््ए प््वतदे प्�धक्रल वव्र् 1-10 कत  स कत ् म� सखं द्प मक गतररगं दल ज्े् 

च्�हए, जह् ँ1 सबसत कम गतर ्थ् 10सबसत अ�धक गतर क  दश्र््है।  
Numerical grading is to be awarded for each of the attributes by the reporting authority which 
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest. 

 

(ए्)्ेगर् क्दरक् मयल द्ंके (इस भ्ग क् वत तूज40% ह ग्) 
(A)Assessment of work output (weightage to this Section would be 40%) 

 प््वतदे प्�धक्रल वव्र् 
�दए गए गतर  
Grades by Reporting 
Authority 

पुे�वर्  के प्�धक्रल वव्र् �दए 
गए गतर (द�द कॉ्म-2 म� �दए गए 
गतर सत सहम् ेहलं ह ) 
Revised Grades by Reviewing 
Authority (if doesn’t agree 
with col.2) 

1 2 3 
i) पयवर् ेद िज् क्दर कत प�रपयशर् ्/�ववद कत  
आध्र पर आबं�ू् �कद् गद् 
क्दरAccomplishment of planned 
work/work allotted as per subjects 
allotted 

  

ii) क्दर कत गुश्् 
Quality of work 

  

iii) क्दर ्ेव प्दे कर ते म� पव्श्् अथ्र् अ 
्ेध्र�र् रिजस ूरद एवं च्टरस आ�द क् 
र�र�्व Proficiency in work, namely 
maintenance of prescribed registers 
and charts etc. 

  

‘�नगर् ्कायर’् र्कुल्�मलाकर्गेरे ाग्(कुल्[ 
i्से iii]) 
Overall Grading on ‘Work Output’ (Total 
[i to iii]) 

  

आदय�र् 
Initials 

  

 

 (ब्) व दिक्ग् �वशतव््ां क् मयल द्ंके (इस भ्ग क् वत तूज 30%ह ग्) 
(B) Assessment of Personal attribute (weightage to this section would be 30%) 

 
 प््वतदे प्�धक्रल वव्र् 

�दए गए गतर  
Grades by Reporting 
Authority 

पुे�वर्  के प्�धक्रल वव्र् �दए 
गए गतर (द�द कॉ्म-2 म� �दए गए 
गतर सत सहम् ेहलं ह  )  
Revised Grades by Reviewing 
Authority (if doesn’t agree 
with col.2) 

1 2 3 
i) क्दर कत अ्भविृप् Attitude to work   
ii) िजम मतद्रल क् ब ध Sense of 
responsibility 

  

 
जार� Contd …P-4/- 
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iii) अेुश्से क  बे्ए र�े् 
Maintenance of discipline 

  

iv) सपंतवशकौश् 
Communication skills 

  

v) �वश ् तवश्प मकद ग द्् 
Analytical ability 

  

vi) ूलम कत  रप म� क्दर कर ते कत द ग द्् 
Ability to work in team 

  

vii) समद स्म् म� क्दर पयर् कर ते कत 
द ग द्् Ability to meet deadline 

  

viii) परस पर व दिक्ग् सबंधं 
Inter personal relations 

  

‘वय्िक्ग््�वशषे्ााा’् र्कुल्
�मलाकर्गरेे ाग्(कुल्[ i्से viii]) 
Overall Grading on ‘Personal 
Attributes’ (Total [i to viii]) 

  

आदय�र् 
Initials 

  

 

(स्) पक्द्रप मक स�म्् क् मयल द्ंके (इस भ्ग क् वत तूज 30% ह ग्) 
(C) Assessment of functional competency (weightage to this section would be 30%) 

 प््वतदे प्�धक्रल वव्र् 
�दए गए गतर  
Grades by Reporting 
Authority 

पुे�वर्  के प्�धक्रल वव्र् �दए 
गए गतर (द�द कॉ्म-2 म� �दए गए 
गतर सत सहम् ेहलं ह   )  
Revised Grades by Reviewing 
Authority (if doesn’t agree 
with col.2) 

1 2 3 
i) ्ेदम/�व्ेदम/क्दर एवं द ग द्् कत  �तत 
म� प�रद्एं ार उेकत  सहल पद ग कत 
ज्ेक्रल Knowledge of 
Rules/Regulations/Procedures in the 
area of function and ability to apply 
them correctly 

  

ii) समन वद �म्् 
Coordination ability 

  

iii) पह् शिक् Initiative  
 

 

iv) कंप दयू र पर क्दर कर ते म� पव्श्् 
Proficiency in working on computer 

  

‘पकायाराम्क्स�म्ा’ र्कुल्�मलाकर्
गेरे ाग्(कुल्[ i्से iv]) Overall 
grading on ‘Functional 
Competency’ (Total [i to iv]) 

  

आदय�र् 
Initials 

  

 
नोट्Note:साके ्कके्पाये्क्गु ्के्�लए्�नधार�र््वेटेज्के्अनुसार्सांा�ध््समूहद् के्औस््अाकद्का्योग्समग्

गेरे ाग्का्आधार्होगा।्् 
The overall grading will be based on addition of the mean value of each group of  

  indicators in proportion to weightage assigned. 
 

जार� Contd …P-5/- 
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सामानय् GENERAL - भाग PART-4 
 

1. जे्् कत  स्थ भ्ग्द्रल Relations with the public (जह्ँ ््गय ह  wherever applicable) 
 (जे्् कत आवश दक््ां क् उप ् रद््दप व एव ंअ�धक्रल ्क अ्भगम पर कृपद् �ूप पश् द�) (Please 

comment on the officer’s accessibility to the public and responsiveness to their needs) 
 
 
 
 
 
 

 

2. प्श�श Training  
(कृपद् अ�धक्रल कत पभ्�व्् एवं क्दर �म््ां म� ार अ�धक सुध्र ्थ् व�ृव कर ते कत ेिवू सत 
उसकत  प्श�श कत  ््ए ्स�्�रश कर� Please give recommendations for training with a view to future 
improving the effectiveness and capabilities of the officer) 
 
 
 
 

 

3. स व्स   द कत िसथ्् State of Health 
 
 
 
 

 

4. सप द्ेव  ् Integrity 
(कृपद् अ�धक्रल कत सप द्ेव  ् पर �ूप पश् द� Please comment on the integrity of the officer) 
 
 
 
 
 

 

5. प््वतदे अ�धक्रल वव्र् अ�धक्रल कत समस ्  �वशतव््ा ं कत ्स व्र (्गभग 100् शबद्द म�), 
िजसम� स्म  दर �तत एव ं कम स्म  दर �तत, अस्ध्रश उप्िबधद्,ं महप वपयशर अस�्््ा ं एव ं
कमज र वग� कत  प्् अ्भविृप् श््म् ह Pen Picture by Reporting Officer (in about 100 words) on 
the overall qualities of the officer including area of strengths and lesser strength, extraordinary 
achievements, significant failures and attitude towards weaker sections. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

           
जार� Contd …P-6/- 
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6. प््वतदे कत  भ्ग-3 कत  �ंर ए, ब् ार स् म� �दए गए वतू तज कत  आध्र पर कु् ्म््कर सखं द्प मक 

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

  
 
 
 

 
 
 
 
 
        प�्वेदन्अ�धकार�्के्हस्् ा�र् 
        Signature of the Reporting Officer 
 

े्म स पव ू अ�रद म�  

स थ्ेPlace:.....................  Name in Block letters: ______________________________ 
     पदे्म 

�दे्ंकDate:.....................  Designation: _____________________________________ 
प््वतदे कत अव�ध म�  

     During the period of Report: ________________________ 
 
 
 

 ुन�वरलोकन्अ�धकार�्क�्अभ्य्ुिक्याा-भाग-5््् 
REMARKS OF THE REVIEWING OFFICER - PART-5 

 

 
1. पुे �वर्  के अ�धक्रल कत सतव्अव�ध Length of service under the Reviewing Officer 
 

 
 
 
 

 
2. क द् आप भ्ग-3 व भ्ग-4 कत  ्ेगर्  क्दर ्थ् �व्भन े  गुशद कत  संबंध म� प््वतदे अ�धक्रल वव्र् �कए गए 

मयल द्ंके सत सहम् ह ? क द् आप अ�धक्रल कत अस्ध्रश उप्िबधदद/महप वपयशरअस�्््ां कत  संबंध म� �कए 
गए मयल द्कंे सत सहम् ह ?{संदभर: भ्ग-3 ्थ् भ्ग-4(5)} ( द�द आप प््वतदे अ�धक्रल वव्र् �कए गए 
�वशतव््ां कत  �कस् सखं द्प मक मयल द्ंके सत सहम् ेहलं ह  ्  आप कृपद् अपे् मयल द्ंके इस �ंर म� �दए 
गए स ् म भ म� द� ्थ् अपे् प�विवूदद क  आवद�र कर� ) 
Do you agree with the assessment made by the reporting officer with respect to the work 
output and the various attributes I Part-3 and Part-4?  {Ref: Part-3 and Part-4 (5)}  (in case 
you do not agree with any of the numerical assessments of attributes please record your 
assessment in the column provided for you in that section and initial your entries):  
 
 
 
 
 
 
 

 
ज्रल्Contd….P-7/- 

       
 
 



 
 
 
      :: 7 :: 
 
3.    असहम् ह ते  कत िसथ्् म� कृपद् इसकत  क्रश ब््एं। क द् क ग ऐस् ब्् है िजसत आप कुछ बद्े् द् 

ज ड़े् च्ह्त ह  ? 
In case of disagreement, please specify the reasons. Is there anything you wish to modify or 
add?  
 
 
 
 
 
 

    
4.  पुे�वर्  के अ�धक्रल वव्र् पते �पक चर। कृपद् अ�धक्रल कत कम स्म  दर �तत एव ंउसकत कमज र वग� कत  

प्् अ्भविृप् स�ह् उसकत समस ्  �वशतव््ां कत  ब्रत म� �ूप पश(्गभग 100्शबद्द म�) कर�। 
Pen picture by Reviewing Officer.  Please comment (in about 100 words) on the overall 
qualities of the officer including area of strengths and lesser strength and his attitude towards 
weaker section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

5.  प््वतदे कत  भ्ग-3 कत  �ंर ए, ब् ार स् म� �दए गए वतू तज कत  आध्र पर कु् ्म््कर संख द्प मक गतररगं। 
Overall numerical grading on the basis of weightage given in Section-A, Section-B and 
Section-C in Part-3 of the Report. 

 
 
 
 

 
 
 
 

 
 ुन�वरलोकन्अ�धकार�्के्हस्् ा�र 

       Signature of the Reviewing Officer 
 

े्म स पव ू अ�रद म�  

स थ्े Place:.....................  Name in Block letters: ______________________________ 
     पदे्म 

�दे्ंक Date:.....................  Designation: _____________________________________ 
�रप रू कत अव�ध म�  

     During the period of Report: ________________________ 
 

********** 
्
्



्
्

 
सालगन्कAnnexure-I 

 
साखयाामक्केश्करश्के्साे्ए ्एआर्भरने्सनंाध््दशा�नदशश्

 
Guidelines्regarding्filing्up्of्APAR्with्numerical्grading्

(i) एप्एआर कत  स्ंमभ �व�धव् स्वध्े् ार कद्ेपयवरक ्थ् पद्रप् समद दत्त हुए भर ते च्�हए। 
 The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii) दह आश् कत ज््् है �क 1 अथव् 2 कत  �कस् वगतकरश (्ेगर्  क्दर द् �वशतव््ां द् कु्  ्म््कर 
 शतश्करश कत  प््कय ्) क  �व्शवू अस�्््ां कत  म्गर सत क्म �चत म� पद्रप् रप  सत ा�चपद �दद् 
 ज्एग् ार इस् पक्र 9 अथव् 10 कत  �कस् शतश् कत  सं बंध मत �व्शवू उप्िबधदद कत  सं बंध मत 
 ा�चपद �दद् ज्एग्। शतश् 1-2 अथव् 9-10 �वर् ह ्् ह  अ्: उेक् ा�चपद �दए ज् ते कत  जरर्  है। 
 स्ंिखदक  शतश् पद्े कर्त हुए प््वतदे एंव पुे�वर्  के अ�धक्�रदद क  �कस् अ�धक्रल  क् 
 दज्र्ेध्ररश उेकत  अध्े वहल संखद् म� व्रम्े म� क्दरर् सहद �गदद  कत ्ु्े् मत करे्  च्�हए। 

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

 
(iii) एप्एआर क् 8 सत 10 कत  ब्च क् वगतकरश “उपकृवू” ््द् ज्एग् ्थ् सयच्करश/पदौने्् कत  ््ए 
 ास् प्प््ंक कत गशे् कर ते कत  ््ए प्प््ंक 9 �दद् ज्दतग्। 
 APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 
 9 for the purpose of calculating average scores for empanelment /promotion. 
 
(iv) एप्एआर क् 6 ्थ् 8 सत छ ू् कत  ब्च क् वगतकरश “बहु् अचछ्” ््द् ज्एग् ्थ् प्प््ंक 7 �दद् 
 ज्दतग्। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
 
(v) एप्एआर क् 4 ्थ् 6 सत छ ू् कत  ब्च क् वगतकरश “अचछ्” ््द् ज्एग् ्थ् प्प््ंक 5 �दद् 
 ज्दतग्। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) एप्एआर क् 4 सत कम वगतकरश “शयनद” ््द् ज्दतग्। 
 APARs graded below 4 will be given a score of “Zero”. 
 
 
      ******* 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
Annexure-II 

Time schedule for preparation/completion of APAR 

 
(Reporting year – Financial year) 

S.No. Activity 
 
Date by which to be completed 

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

31st

(This may be completed even a week 
earlier). 

 March. 

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

15th April 

3. Submission of report by reporting officer to 
reviewing officer. 
 

30th June 

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

31st July 

5. Appraisal by accepting authority, wherever 
provided. 
 

31st August 

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

1st

 
 September 

 
15th September 

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

8. Forwarding of representations to the competent 
authority. 
 

 (a) where there is no accepting authority for 
APAR. 
 
(b)  where there is accepting authority for 
APAR. 
 

 
 
 
21st

 
 September 

 
6th October 

9. Disposal of representation by the competent 
authority. 

Within one month from the date of 
receipt of representation. 
 

10. Communication of the decision of the competent 
authority on the representation by the APAR 
Cell्

15th November 

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

30th November 

 
 



 
 

 
 

�दल्ल �वशव�ववद््द UNIVERSITY OF DELHI 
 

तकनीक�अ�धकार�/व�रष ््तकनीक�्सहायक/तकनीक�्सहायक/सांिखयक�्सहायक/पयरयोाशा्सहायक्क ्ेश�्
वा�षरक्कायररनषष्ादन्मलूय्ाकंन्�रषरटर 

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR TECHNICAL OFFICER/SENIOR 
TECHNICAL ASSISTANT/TECHNICAL ASSISTANT/STATISTICAL ASSISTANT/LABORATORY 

ASSISTANT 
 

सकं्द/�वभ्ग/क्द्र्द 
FACULTY/DEPARTMENT/OFFICE ------------------------------------------------------------ 

 
सम्िप्तववर/अव�धतक्तप््वतदेत 
REPORT FOR THE YEAR/PERIOD ENDING------------------------------------------------ 

 
 

वयैिकतक्बय्ररा्PERSONAL DATA - (भाय PART-I) 
 
 

1. अ�धक्रल क्ते्मत 
Name of the Officer   : ____________________________________ 
  

2. जनतम््�थ (�दे/महले्/ववर)  

Date of Birth(DD/MM/YYYY)  : __________/________/_________________ 
       

: (शबतदद म�तIn words)____________________ 
     

       ____________________________________ 
 
3. व्रम्े गतरतम�त्ग्््रत्ेदनिु्तकतत््�थत 

Date of continuous appointment :  �दे्ंक Date_________________________ 
 to the present grade  
      : गतर Grade:___________________________  
 
4. ुतद् अ�धक्रलतअेनस�ूच्तज्््/ 
 अ.ज.ज्./अ.�प.व. सततसबं�ंध्तहै ? 

Whether the officer belongs to  : ____________________________________ 
 S. C./S. T./OBC? 
 
   

5. व्रम्े पदत्थ्तउसतपरत्ेदनिु्तकतत््�थत 

Present post and date of  :  पद Post_____________________________ 
 appointment thereto  
      : �दे्ंक Date_________________________ 
   

 
6. ववर कत तदौर्ेतडदूू ल(प्श�श, छन ट्ती�दतकत तक्रश) सततअेनपिसथ््तकत अव�ध।तद�दतउुत् तक््मरक 

 तेतप्श�शत््द्तहैत् तउसक्त�ववरशतद�। 
Period of absence from duty (on Training, leave etc.) during the year. If he/she has under gone 
training, specify. 
 
 
 
 
 

 
ज्रल्Contd…P-2/- 

 

http://www.google.co.in/imgres?q=university+of+delhi&um=1&hl=en&biw=1366&bih=673&tbm=isch&tbnid=25OKk5k9yz4CAM:&imgrefurl=http://deepaknegi.com/blog/about-university-of-delhi-d-u/delhi-university-logo/&docid=uubsTt1SRGzOlM&imgurl=http://deepaknegi.com/blog/wp-content/uploads/2009/01/delhi-university-logo.gif&w=392&h=390&ei=5IjyT_KtDIbKrAfi05ziBg&zoom=1&iact=hc&vpx=384&vpy=168&dur=2116&hovh=224&hovw=225&tx=127&ty=114&sig=113056676524616444250&page=1&tbnh=134&tbnw=135&start=0&ndsp=19&ved=1t:429,r:1,s:0,i:100�


 
 

:: 2:: 
 

 
भाय PART-2 

(िजस्अ�धकार�्का्परतव दन्ेश�ा्जाना्है,उसक ्दवारा्भरा्जा�्)्् 
(To be filled in by the Officer reported upon) 

 
1. �कए गएतक्द�तक्तस�ं�पत् त�ववरशतBrief description of duties: 

 
 
 
 
 
 
 

 
2. क्दर कत तज त्�तद/उदतश तद/धतदतदतीप तेतसतवदंतअप तेत््एत्ेध्र्र्त�कएतहदतद्तीपकत त््ए ्ेध्र्र्त�कएतगएतहदत

उेत(प्रम्श/म्त्तद्तअनतदतरपदतम�) क्द�तकततीठ-दसतमद�तप् थ्मक््तकत तीध्रतपरतबे्एंतऔरतप्तदतकत्�तद 
सततअपे्तउप्िबधतब््एंत। 
(उद्हरश- ीपकत तअ नेभ्ग/क्द्र्द/�वभ्गतकत त््एतव्�वरकतक्दरतद जे्)  
Please specify targets/objectives/goals (in quantitative or other terms) of work you set for 
yourself or that were set for you, eight to ten items of work in the order of priority and your 
achievement against each target.  
(Example Annual Action Plan for your Section/Office/Department) 

 

्�तद/उदतश तद/धतदतद 
Targets/Objectives/Goal 

उप्िबधद्ातत 
Achievements 

 
 
 
 
 
 
 
 
 
 
 
 

 

           
3. (अA) कृपद् मद-2 म�तब््एंतगएत्�तदद/उदतश तदद/धतदतददतकततप्िप्तम�तह तरहलतक्मददतक्तस�ंतपतम�त

उलत् तखतकर�।तद�दत्�तददतकततप्िप्तम�तक  तब्ध्एंतरहलतहदत् तवततब््एं। 
Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in 
item 2.  Please specify constraints, if any, in achieving the targets. 

 
 
 
 
 
 
 
 
 
 
 
 

 
ज्रल Contd….P-3/- 
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(बB) कृपद् उेतमददतक्तभ्तउलत् तखतकर�तिजेम�तक्फततअ�धकतउप्िबधद्ातरहलतहदतऔरतउेम�तअप तेत
द गद्ेतक्तभ्तउलत् तखतकर�। 
Please also indicate items in which there have been significantly higher achievements and 
your contribution thereto. 

 

 
 
 
 
 
 
 
 
 

             

4. कृपद् उलत् तखतकर�त�कतुतद्तपवूरव्ततकै �्ररतववरतकततअच्तसपंि््तव्�वरकत�ववरश्त्ेध्र्र्त््रलखत
अथ्र् ततकै �्ररतववरतसतत उ्त् रव्ततववरतक त31 जेवरलत्कतदजरतकर्तदलतग तथ्।तद�दतेहलंत् त�ववरशत
दजरतकर् तेतकतत््रलखत््ख्तज्ए। 
Please state whether the annual return on immovable property for the preceding calendar year 
was filed within the prescribed date i.e. 31st

 

 January of the year following the calendar year.  
If not, the date of filing the return should be given. 

 
 
 
 
 
 

 
 
 
 
 
 
 

सचूना्द न ्वाश ्अ�धकार�्क ्हसत्ा�र् 
�दे्ंक Date:......................                      Signature of the Officer reported upon 
 
 
 
 

भाय PART-3 
 
सखंतद््तमक गतररगंतक्त्ेध्ररशतप््वतदेत्थ्तपने �वर्  केतप्�धक्रलतवव्र्त�कद्तज्े्तहै,ज त1-10 कत तपमै् तेत
परतह े्तच्�हए।तजह्ात1 सबसततकमतगतरत्थ्त10्सबसततअ�धकतगतरतक तदश्र्् है।त 
Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale 
of 1-10, where 1 refers to the lowest grade and 10 to the highest. 
 

(कृषया्प�विषटय््कर्भरन ्स ्षहश ्लदोा-रनद ो�्कर्धय्ानषवूरक्षप्शल्)् 
(Please read carefully the guidelines before filling the entries) 

 
 

(ए) ्ेगर् तक्दरतक्तमूलतद्ंकेत(इस भ्गतक्तवत तूजत40% ह ग्) 
(A) Assessment of work output (weightage to this section would be 40%) 

 
 

 
ज्रल Contd….P-4/- 
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 परतव दन्पा�धकार�् 
Reporting Authority 

षुन�वरशरकन्पा�धकार�् 
Reviewing Authority 

i) पवूर ्ेद िज्त क्दरत कतत प्रपशूर् ्/�ववददत कत त
ीध्रतपरतीब�ंू्त�कद्तगद्तक्दर। 
Accomplishment of planned work/work 
allotted as per subjects allotted 

  

ii) क्दर् ेनतप्दे कततगनश््तततत 
Quality of output 

  

iii) �वशत् तवश््तमकद गतद््ततत 
Analytical ability 

  

iv) अपव्द््तमक क्दरत कतत प्रपशूर् ्/�कएत गएत
अप्तद््श्त क्दरत Accomplishment of 
exceptional work/unforeseen tasks performed 

  

‘रनयरत् कायर’् षर् कुश् ेमशाकर् ग रेयंOverall 
Grading on ‘Work Output’ 

  

आदय�र् 
Initials 

  

 

 
 (ब्) वतदिु्ग्त�वशतव््ांतक्तमूलतद्ंकेत(इस भ्गतक्तवत तूजत30%ह ग्) 

(B) Assessment of personal attributes (weightage to this Section would be 30%) 
 

 

 परतव दन्पा�धकार�् 
Reporting  
Authority 

षनु�वरशरकन्पा�धकार�् 
Reviewing Authority  

i) क्दर कततअ्भविृ््त 
Attitude to work 

  

ii) िजमतमतद्रल क्तब धत 
Sense of responsibility 

  

iii) अेनश्से क्तअेनर�शत 
Maintenance of Discipline 

  

iv) सपंतवश कौश् 
Communication skills 

  

v) त्े ृ् तव गनश 
Leadership qualities 

  

vi) ूलम कतत भ्वे्त म�त क्दरत कर तेत कतत �म्् 
Capacity to work in team spirit 

  

 
 
 

ज्रल Contd….P-5/- 
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vii)  समद-स््रश्त क्त अ नेसरशत त कर तेत कतत �म्् 
Capacity to adhere to time-schedule  

  

viii)परसतपरतवतदिु्ग्तसबंधं 
 Inter-personal relations 

  

ix)समग छ�वतएवंतवतदिु््तव Overall bearing and 
personality 

  

‘वय्िकतयत् �वो षताां’् षर् कुश् ेमशाकर्
ग रेयंOverall Grading on ‘Personal 
attributes’ 

  

आदय�र् 
Initials 

  

 

(स्) पक्द्र्तमकतस�म््तक्तमलूतद्ंकेत(इस भ्गतक्तवत तूजत30% ह ग्) 
(C) Assessment of functional competency (weightage to this Section would be 30%) 

 
 

 परतव दन्पा�धकार�् 
Reporting Authority 

षनु�वरशरकन्पा�धकार�् 
Reviewing Authority  

i)्ेदम/�व्ेदम/क्दरतएवंतद गतद््तकत त�तततम�तप�पद्एंत
एवं तउेकत तसहलतपद गतक तज्ेक्रल Knowledge of 
Rules/Regulations/Procedures in the area of 
function and ability to apply them correctly. 

  

ii) े्््बद द जे्त बे् तेत कतत �म्् Strategic 
planning ability 

  

iii) ्ेशरद त् तेतकतत�म्् 
Decision making ability 

  

iv) समनतवद �म्् 
Coordination ability 

  

v) अध्ेसतथ क तपत्र्तएवंत�वक्स्तकर तेतकतत�म्् 
Ability to motivate and develop subordinates 

  

vi) पह् शिु् Initiative  
 

 

‘पकायाराम्क्स�मता’्षर्कुश्ेमशाकर्ग रेयं 
Overall Grading on ‘Functional 
Competency’ 

  

आदय�र् 
Initials 

  

 

सामानय् GENERAL – (भाय PART-4) 
 

1. जे्् कत तस्थतभ्ग्द्रलRelations with the public (जह्ा ््गूतह wherever applicable) 
 (जे््तकततीवशतदक््ांतक्तउ्त् रद््द्तवतएवंतअ�धक्रलत्कतअ्भगमतपरतकृपद्त�ूपतपश्तद�)please comment 

on the officer’s accessibility to the public and responsiveness to their needs) 
 
 
 
 
 

 

्
 ज्रल Contd….P-6/- 
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2. प्श�श Training  

(कृपद्तअ�धक्रलतकततपभ्�व््तएवंतक्दरत�म््ांतम�तऔरतअ�धकतसनध्रत्थ्तव�ृदतकर तेतकततेिनूतसतत
उसकत तप्श�शतकत त््एत्सफ््रशतकर�तPlease give recommendations for training with a view to future 
improving the effectiveness and capabilities of the officer) 
 
 
 
 
 
 

 

3. सतव्सत तद कततिसथ््तState of Health 
 
 
 
 

 

4. स्तद्ेनतठ् Integrity 
(कृपद् अ�धक्रलतकततस्तद्ेनतठ्तपरत�ूपतपश्तद�तPlease comment on the integrity of the officer) 
 
 
 
 
 

   

5. प््वतदे अ�धक्रलत वव्र्त अ�धक्रलत कतत समसत् त �वशतव््ातं कतत ्सतव्रत (्गभगत 100् ोबद्् म�), 

िजसम�तस्म तदरत�तततएवतंकमतस्म तदरत�तत, अस्ध्रशतउप्िबधद्,ं मह्तवपशूरतअसफ्््ा ं (सदंभर: 

भ्गत2 क्त3(अ) एवतं3(ब)  एवतंकमज रतवग�तकत तप््तअ्भविृ््तश््म्तह ।त 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
ज्रल Contd….P-7/- 
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5. प््वतदे कत तभ्ग-3 कत तखंरतए, ब्तऔरतस्तम�त�दएतगएतवत तूजतकत तीध्रतपरतकन ्त्म््करतसखंतद््तमकत

गतररगं।त 

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

 
 
 

 
  
 
 
     
  
        परतव दन्अ�धकार�्क ्हसत्ा�र् 
        Signature of the Reporting Officer 
 

े्म सतपनतूतअ�रदतम�त 

सतथ्े Place:.....................  Name in Block letters: ______________________________ 
     पदे्म 

�दे्ंक Date:.....................  Designation: _____________________________________ 
्रप रू कततअव�धतम�त 

     During the period of Report: ________________________ 
 
 

भाय्PART-5 
 
1. पने�वर्  के अ�धक्रलतकततअभतदनिु्द ा्तREMARKS OF THE REVIEWING OFFICER. 
 
   पन्े�वर्  केतअ�धक्रलतकत तअं् गर् तसतव्तअव�धत 
   Length of service under the Reviewing Officer   

 
 
 
 

 

2. ुतद् ीपतभ्ग-3 वतभ्ग-4 कत त्ेगर् तक्दरत्थ्त�व्भनते तगनशदतकत तसंबंधतम�तप््वतदेतअ�धक्रलतवव्र्त�कएतगएत
मूलतद्ंकेतसततसहम्तह�? ुतद्तीपतअ�धक्रलतकततअस्ध्रशतउप्िबधदद/मह्तवपूशरतअसफ्््ांतकत तसंबंधतम�त
�कएतगएतमूलतद्ंकेतसततसहम्तह�?[संदभर: भ्ग-3(ए)(iv) ्थ्तभ्ग-4(5)] 
(द�दतीपतप््वतदेतअ�धक्रलतवव्र्त�कएतगएत�वशतव््ांतकत त�कस्तसंखतद््तमकतमूलतद्ंकेतसततसहम्तेहलंतह�त् त
ीपतकृपद्तअपे्तमूलतद्कंेतइसतखंरतम�त�दएतगएतसत् मतभतम�तद�त्थ्तअपे्तप�विनूददतक तीवद�रतकर�त) 
Do you agree with the assessment made by the reporting officer with respect to the work 
output and the various attributes in Part-3 and Part-4?  Do you agree with the assessment of 
reporting officer in respect of extraordinary achievements/significant failures of the officer 
reported upon?  [Ref. Part-3(A) (iv) and Part-4(5)] 
(In case you do not agree with any of the numerical assessments of attributes please record 
your assessment on the column provided for you in that section and initial your entries.) 
 

ह्ातYes 
 

ेहलं No 

             
     ज्रल Contd….P-8/- 

 
 
 
 
 



 
:: 8:: 

  

3.  असहम्तह ते तकतत िसथ््तम�त कृपद्तइसकत तक्रशतब््एं।तुतद्तक  तऐस्तब््त हैत िजसततीपतकन छतबद्े्तद्त
ज ड़े्तच्ह्ततह� ? 
In case of disagreement, please specify the reasons. Is there anything you wish to modify or 
add?  
 
 
 
 
 
 

    
4.  पने�वर्  के अ�धक्रलतवव्र्तपतेत�पुतचर।तकृपद्तअ�धक्रलतकततकमतस्म तदरत�तततएवतंउसकततकमज रतवग�तकत त

प््तअ्भविृ््तस�ह्तउसकततसमसत् त�वशतव््ांतकत तब्रततम�त�ूपतपश(्गभगत100्ोबद्् म�) कर�। 
Pen picture by Reviewing Officer.  Please comment (in about 100 words) on the overall 
qualities of the officer including area of strengths and lesser strength and his attitude towards 
weaker section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

5.  प््वतदे कत तभ्ग-3 कत तखंरतए, ब्तऔरतस्तम�त�दएतगएतवत तूजतकत तीध्रतपरतकन ्त्म््करतसंखतद््तमकतगतररगं। 
Overall numerical grading on the basis of weightage given in Section-A, Section-B and 
Section-C in Part-3 of the Report. 

 

 
 
 

 
 
 
 

षुन�वरशरकन्अ�धकार�्क ्हसत्ा�र 
       ् Signature of the Reviewing Officer 
 

े्म सतपनतूतअ�रदतम�त 

सतथ्े Place:.....................  Name in Block letters: ______________________________ 
     पदे्म 

�दे्ंक Date:.....................  Designation: _____________________________________ 
्रप रू कततअव�धतम�त 

     During the period of Report: ________________________ 
 
 

********** 
 
 
 
 
 
 



 
 

 
संशगन्कAnnexure-I 

 
संखयाामक्क शीकरश्क ्साे्�षी�आर्भरन ्सनेंध्लदोारनदशो्

 
Guidelines्regarding्filing्up्of्APAR्with्numerical्grading्

(i) एप्एीरतकत तस्ंमभत�व�धव्तस्वध्े्तऔरतधद्ेपूवरकत्थ्तपद्रप्तसमदतदत्ततहनएतभर तेतच्�हए। 
 The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii) दहतीश्तकततज्््तहैत�कत1 अथव्त2 कत त�कस्तवगतकरशत(्ेगर् तक्दरतद्त�वशतव््ांतद्तकन ्त ्म््करत
 शतश्करशतकत तप््कू्) क त�व्शनूतअसफ्््ांतकत तम्गरतसततक्मत�चततम�तपद्रप्तरपत सतत औ�च्दत �दद्त
 ज्एग्त औरत इस्त पक्रत 9 अथव्त 10 कत त �कस्त शतश्त कत त सं बंधत मतत �व्शनूत उप्िबधददत कत त सं बंधत मतत
 औ�च्दत�दद्तज्एग्।तशतश्त1-2 अथव्त9-10 �वर्तह ््तह�तअ्: उेक्तऔ�च्दत�दएतज् तेतकतत जरर्त है।त
 स्ंिखदकततशतश्तपद्ेतकर्ततहनएतप््वतदेतएंवतपने�वर्  केतअ�धक््रददतक त�कस्तअ�धक्रलत क्त
 दज्र्ेध्ररशतउेकत तअध्ेतवहलतसंखद्तम�तव्रम्ेतम�तक्दरर्तसहद �गददततकतत न््े्तमततकरे्त च्�हए। 

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

 
(iii) एप्एीरत क्त 8 सतत 10 कत त ब्चत क्त वगतकरशत “उ्कृनू” ््द्त ज्एग्त ्थ्त सूच्करश/पदौने््त कत त ््एत
 औस्तप्प््ंकतकततगशे्तकर तेतकत त््एतप्प््ंकत9 �दद्तज्दतग्। 
 APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 
 9 for the purpose of calculating average scores for empanelment /promotion. 
 
(iv) एप्एीरतक्त6 ्थ्त8 सततछ ू्तकत त ब्चतक्त वगतकरशत “बहन्तअचछ्” ््द्तज्एग्त्थ्त प्प््ंकत7 �दद्त
 ज्दतग्। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
 
(v) एप्एीरत क्त 4 ्थ्त 6 सतत छ ू्त कत त ब्चत क्त वगतकरशत “अचछ्” ््द्त ज्एग्त ्थ्त प्प््ंकत 5 �दद्त
 ज्दतग्। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) एप्एीरतक्त4 सततकमतवगतकरशत“शूनद” ््द्तज्दतग्। 
 APARs graded below 4 will be given a score of “Zero”. 
 
 
      ******* 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 



 
 

 
Annexure-II 

Time schedule for preparation/completion of APAR 

 
(Reporting year – Financial year) 

S.No. Activity 
 
Date by which to be completed 

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

31st

(This may be completed even a week 
earlier). 

 March. 

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

15th April 

3. Submission of report by reporting officer to 
reviewing officer. 
 

30th June 

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

31st July 

5. Appraisal by accepting authority, wherever 
provided. 
 

31st August 

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

1st

 
 September 

 
15th September 

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

8. Forwarding of representations to the competent 
authority. 
 

 (a) where there is no accepting authority for 
APAR. 
 
(b)  where there is accepting authority for 
APAR. 
 

 
 
 
21st

 
 September 

 
6th October 

9. Disposal of representation by the competent 
authority. 

Within one month from the date of 
receipt of representation. 
 

10. Communication of the decision of the competent 
authority on the representation by the APAR 
Cell्

15th November 

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

30th November 

 
 


