feeel farafaearer UNIVERSITY OF DELHI
Hiaseugas ¥ fav aiffF srifasuee Aeawa Rare

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR JUNIOR ASSISTANT

FTIATTI/ TR/ TIATIT
OFFICE/FACULTY/DEPARTMENT

gaifea av/3afr &1 wfadea
REPORT FOR THE YEAR/PERIOD ENDING-----------------

3afFaF SURT PERSONAL DATA - (HTIT PART-I)

TSR 1 A1
Name of the Officer

SeAfaf (fea/AdE/ay)
Date of Birth(DD/MM/YYYY) : / /

(st A In words)

TR 9¢ & YeATH
Designation of post held

T TR 3] STTA/3M]. STeToiTicl/
3T Uoer g7 O &g g2
Whether the officer belongs to

Scheduled Caste/ST/OBC?

A A5 F IR gFT H Aty
Date of continuous appointment ; fesTie Date

in the present grade
A5 Grade:

a¥ & SNIeT sgEN(afatoroEr anfy & o)
O Uiyt 1 3aftr| afes Fa s

o gfRreor foram & o 39T fAavor §
Period of absence from duty (on

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

Sy Contd...P-2/-
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W’i’ﬁ SELF APPRAISAL -HATIT PART-2
(@H AWHERIEaRT 1 A1, SEdhr Rae fodr awi §)
(To be filled in by the Officer reported upon)
(Foar gfafSeal el & Ugel 3ffcell &I eAeqds g o )
(Please read carefully the instructions before filling the entries)

1. Hcaedr o Tfged faaRorBrief description of duties:

2. a dF & qu/3afr & eResmas garr fhw av @t @
HiaTcaaR-ged (f&ar et arelm WR-100 reai & 31 o )
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. U 3oo@ H & FAT qEAd Fest a¥ 1 3¥d Gufeq aie faaeh Fuifia ake
AT Solst a¥ ¥ IcRkadt a¥ H 31 FIay deh gof AT &F a5 oY) I AT ot faror
gl I A aRrE fordr e

Please state whether the annual return on immovable property for the preceding calendar year
was filed within the prescribed date i.e. 31% January of the year following the calendar year.
If not, the date of filing the return should be given.

T & arel HiUFH & gEanR
Signature of the Officer reported upon

sy Contd....P-3/-
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Rare fEa a st qanr Fedrwa-— smer-3

ASSESSMENT BY THE REPORTING OFFICER - PART-3

(Foar gfafSeanma & uga feen-Fgel @ waegds 96 o )
(Please read carefully the guidelines before filling the entries)

1. €aRT JAHIU/AATT & fow 3ifher AfSar & S =@rfRwsr dr 1-100 & AR |

gl Tfer fEd 197 arcy RAEcaaag3ik 10FacRizTaad 98 g

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.

(&) P UGS T Hediehel (36 @S dI dedlel 40%819M)

(A)Assessment of work output (weightage to this Section would be 40%0)

RaE foga arer srfaedy | weflem sfsrd qarr
ganT e T A3 wifaa I3 (If wawer 2
Grades by Reporting FHEAT A E )
Authority Revised Grades by
Reviewing Authority (if
doesn’t agree with col.2)
1 2 3
) Aeteag FRY/ mEfed b &
3TER e SR Al g

FLATAccomplishment of planned

work/work allotted as per subjects
allotted

ii) S T Ut
Quiality of work

iii)gehor & gdrorar Proficiency in
typing (speed and accuracy)

iv) dF # gdioraraed: @uiRa
et ik gt saafe &
@@ Proficiency in  work,

namely maintenance of prescribed
registers and charts etc.

F fasaes @ gwT AT (FA
[ |iv])

Overall Grading on “Work
Output’ (Total [ i to iv])

ATEIEW Initials

iy Contd ...P-4/-
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(T)eafFdera ot/ AATATRT Hediche (SHES I TedrsT 30%81aN)
(B)Assessment of Personal attributes (weightage to this section would be 30%0)

R fga a srfasrd
TanT AT I A3

Grades by Reporting
Authority

e foFrr garr
FNfAaT A5 (FfeFawsr 2
AFEAT A E )
Revised Grades by

Reviewing Authority (if
doesn’t agree with col.2)

1

i) & @ gfa arfdgica Attitude to

work

ii) 3ccaRaI—Aca hr Hg=T

Sense of responsibility

i) 3eIRMAT FeATT IGedT
Maintenance of discipline

WMEELMEINE

Communication skills

V) TaReIvuTIcAs Jegar
Analytical ability

Vi) & & T F F FT Hr
Agar Ability to work in team

Vii) FAT HAT FT dreled T hr
AT Ability to meet deadline

viii) 3icR-cafeFdad gaer

Inter personal relations

‘SqfFITaror /fARdwansithr wHar
AT (Fr [0 W vii])

Overall Grading on ‘Personal
Attributes’ (Total [i to viii])

ATEIEW Initials

()FRATcHS &THAT & Hedichel (SHES I daiol 30%81eN)
(C) Assessment of functional competency (weightage to this section would be 30%0)

RAE foest arer 31fRer | weftem e ganr
ganT fear a=m A3 wfeg g5 (Ife wqwer 2
Grades by Reporting q ggAd o8l § )
Authority Revised Grades by
Reviewing Authority (if
doesn’t agree with col.2)
1 2 3

i) FAE-FST & &7 A AT faagaT
[agfaat @1 A 3iRseg @EadE @
o #e dr Gegar Knowledge of

Rules/Regulations/Procedures in the
area of function and ability to apply
them correctly

sy Contd....P-5/-




i) GH=aT &THAT
Coordination ability

iii) uger AfFd Initiative

iV) heFEX W BRI e H 0T

Proficiency in working on computer

‘FETHS® AT I GHIT AT
(e [ i @ iv]) Overall grading on
‘Functional Competency’ (Total [i
to iv])

ATEIEW Initials

e Note:qHT AT, Auifa f 7 aeds & soa & wFasl & vAF wHAg § AT AW
F T 91X 3T g9l

The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned.

HTATT GENERAL-HTIT PART-4
1. SieTcl & 1Y "9& Relations with the public (STgleRg! @Te] & wherever applicable)
(Wmﬁaﬂwd¢q§qﬁq|wdl3m3ﬂﬁm$9ﬁrmﬁﬁw

fecquf) a) (Please comment on the officer’s accessibility to the public and responsiveness to their
needs)

2. gfre7oT Training
(FET ISR AT HRIRAT IR HE &AAT A GuURA g dfasy & efSc @ yiRremore
fAwIer &) Please give recommendations for training with a view to future improving the
effectiveness and capabilities of the officer)

3. Tareeg $i F&ufa State of Health

4, Fcafasar Integrity
(@9 3T hrE cafassr 9X feoqolr &Y Please comment on the integrity of the officer)

FrContd....P-6/-



5. &TAAB R HAAT &AM, HHURVT 39T, Hcaqol fA®elansi dur #AEN af &
wid 3fgfcd & &9 |figd fUarie @y Uil ) RO fows are iUl gary &

greg, [T (ST 100 rser #) 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. RO & aAPr-11 & @3 F,@ 3R 7 F & 98 dedls & IMUR R GAT 3Hifehen IS
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of

the Report.
gfades AUSRT & gearRr
Signature of the Reporting Officer
AT AT 3ERT A
T Place..........cue.... Name in Block letters:
geaATH
feeTrh Date:.......oovoeeee. Designation:

Rae & 3af & e
During the period of Report:

sy Contd....P-7/-
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Fefe FfFR gaRT Y FFaAT-$Ta-5

REMARKS OF THE REVIEWING OFFICER - PART-5

THET FT™SRT & degd darrelength of service under the Reviewing Officer

FAT ISR fasdiest 3R A3 T a4 F Rfdes qui/fadvanis d€w F R
foEs arel s garr U 90 Fediwa ¥ HeAd &2 {Heel: #Mr-3 3N HH-4(5)) (IR
39 JORAIAYATHT & fonely 8 3RS Hedihal & HgHAd w61 & o 38 TS # 39 favw
& 91T TFeT F HUAT Hedihel gof Y N 30el Glaftedt o 379er 3eaEr & )

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):

3reATd 1 U & $ROT a0 |Foar 00T Fod [SHA T FAT AT AT SIS
qEd g ?

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

HST/HSS. FURRT & H FAsUe FT Hediche el A RAE fo@sr arel fesrr $Hr
srfgia

C

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

sy Contd....P-8/-



5. AT 3TORRT caRT esq o | (GleTstar 100 eAsal #) FHodr eTHdBit 3N FHF o’ aTHar3i
& & 3R HAESR Fuit & 9fd HHgicd afgd RS & o qoit W fecavh Y|

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. RAlC & smor-38 w6, @s-w 3@z & & 7 TEder & R W FAT 3Hiferer AEar|

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

qafdelda FfUFR & granr
Signature of the Reviewing Officer
ATH AT 38RT #
Tl Place:......ccceeeeee. Name in Block letters:
ECEGIE)
fesTr Dater.....ooeene... Designation:
Rale $r 3@ & g

During the period of Report:

*hkkkikkkikk



(i)

(ii)

(iii)

(iv)

(v)

(vi)

TeFdAskAnnexure-1

HEATHAS AVAI0T & A1 THUHR o 9Fay feenfader

Guidelines regarding filing up of APAR with numerical grading

Wawasﬁiraﬁﬁaam;ﬁaﬂttmmammmaﬁgcmml
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3T T AT & fh 1 31y 2 % R aefietor (T R ar faRdwansit o $or  fAeme
AolieRor & wfdiger) @I fARISC 3AHAABT & A § Ford 7 & wdicd &9 @ i fean
ST AR A YRR 9 I¥ar 10 & fRelT Aot & Tew A fOftre Iucfsuat & d@ A
Jifaca fear arwem Aot 1-2 3ryar 9-10 TR BT € 31 3o Aifaca v aer &r s=a gl
wifeas Aol el FHd gU gfades G gafdeisns HftemRar S frar il T
SO 3eTeh 3TNl a€T HEAT H ToA H HId HEAA AT Joflell H Hl =R

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.

THUHR &1 8 & 10 & & T gafieior “Sepse” forar Swam qur FEeo/deleaid & fow

3T uredie T 0T aR F AT ureaie 9 fear SR
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.

mesamsﬁaﬁaaaaﬁwa?ﬁww“agﬁm’ﬁmmmm7ﬁm
SR

APARs graded between 6 and short of 8 will be rated as “Very Good” and will ~ be given a
score of 7.

TAUIR & 4 JAT 6 ¥ BT & g & Foffaxor “3eor foar Smwem gor greaies 5 f&ar
S|
APARs graded between 4 and 6 short of 6 will be rated as “Good * and given a score of 5.

TR T 4 @ wA qeffeor ‘e forar S|
APARs graded below 4 will be given a score of “Zero”.

*khkhkkhkk



Annexure-11

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 | 31 March.

concerned ( i.e., to officer to be reported upon | (This may be completed even a week
where self-appraisal has to be given and to | earlier).

reporting officers where self-appraisal is not be

given).

2. Submission of self-appraisal to reporting officer | 15" April
by officer to be reported upon (where
applicable).

3. Submission of report by reporting officer to | 30" June

reviewing officer.

4. Report to be completed by Reviewing Officer | 31" July
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever

provided.

5. Appraisal by accepting authority, wherever | 31% August
provided.

6. (a) Disclosure to the officer reported upon where | 1% September

there is no accepting authority.

(b) Disclosure to the officer reported upon where | 15" September
there is accepting authority.

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 | 21% September
APAR.
(b) where there is accepting authority for | 6™ October
APAR.
0. Disposal of representation by the competent | Within one month from the date of
authority. receipt of representation.
10. Communication of the decision of the competent | 15" November
authority on the representation by the APAR
Cell

11. End of entire APAR process, after which the | 30™ November
APAR will be finally taken on record




feeelr faRafaearer UNIVERSITY OF DELHI

Aot T wew & v afifs FRifasaee Aeaiwa R

ANNUAL PERFORMANCE ASSESSEMENT REPORT FOR MULTI TASKING STAFF

FTATAI /TR /TIHTIT
OFFICE/FACULTY/DEPARTMENT

gaifea av/3afr &1 wfadea
REPORT FOR THE YEAR/PERIOD ENDING-----------------

3IfFaF SURT PERSONAL DATA - (HTIT PART-I)

ISR 1 A1
Name of the Officer

UeoATH
Designation

SeAfafy (feea/aAdE/ay)
Date of Birth(DD/MM/YYYY) : / /

(=gt & In words)

T JTRADRY 3], ST/3T]. STAoiricl/
3T o g7 4 gEfg § ?

Whether the officer belongs to
Scheduled Caste/S T/OBC?

A IS H AR Agied @ ot
Date of continuous appointment ; fgar Date
to the present grade

I35 Grade:

a¥ & SNIeT SgEN(aRatoT, oY fEy & wwon)
O Uyt 1 3aftr| afes #a s

o gfetor forar § ar 39 f@avor &

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

&Y Contd...P-2/-
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Wm SELF APPRAISAL -HTIT PART-2
(e 31Ot &1 yfadee for@r ST §, 389& ganrT 817 ST )

(To be filled in by the Officer reported upon)
( PUAT GTATSel & ol & Ugel eI dl EAETYaS 96 o )
(Please read carefully the instructions before filling the entries)

1. forw 1T st @1 w@f@cd faaxoer Brief description of duties:

2. FUAT 3oo@ H & FAT qEAdT Fest a¥ 1 3¥d Gufeq aie faaveh Fuifia ok
AT Solst a¥ ¥ IccRkadt a¥ F 31 FIa) deh gof AT &F a5 oAf| I AT ot faror
gl I A aRrE fordr e

Please state whether the annual return on immovable property for the preceding calendar year

was filed within the prescribed date i.e. 31% January of the year following the calendar year.
If not, the date of filing the return should be given.

AT & arel HAFH & gEamR
Signature of the Officer reported upon

&y Contd....P-3/-



3
yiaaed St ST qedishd— WIT-3

ASSESSMENT BY THE REPORTING OFFICER - PART-3
(FTaT gfafs= 1 aea F ugar fRem-fAgert #r eam@es ug o )

(Please read carefully the guidelines before filling the entries)
TAF T T TAuarelt & o gfaead ITfEEmeT T 1-10 F Thet § S&ATcH® TS «f AT A1,

SRt 1 qa8 w0 YT 97 10 qa& ST{EF I 7 47T 2

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.

(7) TARTaaRT &7 qediehe (39 T &7 dest 40% g
(A) Assessment of work output (weightage to this Section would be 40%)

EINEEC RN LRI E ST R E AR
Reporting Reviewing Authority
Authority

1 2 3

i) & AT e &t afegetan/ =i F sramr

¥ reted T T w7

Accomplishment of work allotted as per subjects
allotted

i) T [AATEe it Fife
Quality of work output

iii) T g Wi/ T T T TEaT 2
Does he/she know the machine/ store

iv) FT a8 Faea = & gefitv/ we/aaT &
3k TEar g

Does he/she maintain the machine/ store/ building
properly and regularly.

V) FIT 9 TS HAT g 3T 416,597 w5/

TSTIOT AT/ TRET T SEATT FedT &
Does he/she clean and takes care of chart, visual
slides/ storage items/ premises.

vi) T 0 STrTfera red/sraaTaTaA s i i

TfquidT Accomplishment of exceptional
work/unforeseen tasks performed

‘T T 9% Tt TR YT Overall Grading
on ‘Work Output’

HTEHER
Initials
(31) AR EeaaTstt &7 qedish (9 9T &7 dest 30%3 [T)
(B)Assessment of Personal attribute (weightage to this section would be 30%b)
yfadesr Wit | gafdetssr wftsr garr
garT e v A5 | Rw 7w A5 (IR Flaw-2 #
Grades by e v I3 ¥ wewd @@t §)
Reporting Revised Grades by
Authority Reviewing Authority (if
doesn’t agree with col.2)
1 2 3
i) FTF T AT RTALtitude to work
i) oreeaTT &7 are
Sense of responsibility

&y Contd ...P-4/-



iii) Regularity and Punctuality
R feraar sl o it qraar

iv) STTTER &l AT TEH1
Maintenance of discipline

V) GUTOT YT

Communication skills

vi) T F FT § FTF A 6T AT

Ability to work in team

Vii) T AT F T T FIA Dl
TIAT Ability to meet deadline

viii) TFIT S RET Heer
Inter -personal relations

iX) Clean use of uniform

‘giTa frraars o Fo e 3T
(%= [ i & ix])Overall Grading on ‘Personal
Attributes’ (Total [i to ix])

ATCIER
Initials

(¥T) ST TS TAHAT T AT (TH AT & dest 30% FRT)

(C) Assessment of functional competency (weightage to this section would be 30%0)

FINE G T ED R

g Re T ae
Grades by
Reporting
Authority

NGIERIER R I EEA R R
Ru 17 I (7’ Fiew-2
# faw T e | wgHa Rl
%)

Revised Grades by
Reviewing Authority (if
doesn’t agree with col.2)

1

3

) Faw/fAaFTwEE g Jrgar & o9 o

ITRATE 3T I Hal TANT 0 ST

Knowledge of Rules/Regulations/Procedures
in the area of function and ability to apply
them correctly

i) H~=T &qdar
Coordination ability

iii) Tger oTf<F Initiative

iv) FET 9T FTF FLA § TA0CT, STEl 9%
3I9etser gl Proficiency in working on
computer,wherever available

‘THITHS GEFHAAT I T (AT AT

(%= [ i & iv])Overall grading on
‘Functional Competency’ (Total [i to iv])

TR
Initials

&Y Contd ...P-5/-
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Alc Note: Hhdld & TdF 49 & v MU RT F Iqer wata wE & sitwa = &

T GAT AT FT ITUR 2w

The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned

HATT GENERAL-HTT PART-4

1. STHAT o 972 AT Relations with the public (STET @R 27 wherever applicable)
(STeTaTT T MEARTHATN T Sccleled T SR deh HHITH W Hoar eoqol &) (Please

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

2. gfre7oT Training
(Far RS B gfadr Td B aTHART A IR e guR qur gig w7 et &
394 fAeTor & forw RAwMer &Y Please give recommendations for training with a view to future
improving the effectiveness and capabilities of the officer)

3. Ty FT feorfa State of Health

4, gcafasar Integrity
(9T JfORRT S Feafassr 9X feoqol & Please comment on the integrity of the officer)

5. gTaead ATIRTET GIRT ATARIT i qHEd AAqTarsatt it aeae (AT 100 st ), Sorew
AT & UF FH G o=, JATI STATLAT, HEead Ul ATHATTAT Td HFSIT a1

sia SATHRT ST fPen 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.

&y Contd ...P-6/-
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gfdded & $1-3 & W T, ff AR & A QU a0 RS & IR RN Fol Rl T&AHS
AfaT|

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

yfadesr Ff & gEanr
Signature of the Reporting Officer

ATH TUSE ey A

TUTAPlace:.....ccoeeeee Name in Block letters:

feeTrhDate:.......o.oovoe.e... Designation:

UadrH

gfddest $r 3afa &
During the period of Report:

gafdatde JfaH At regfFaai-amr-5

REMARKS OF THE REVIEWING OFFICER - PART-5

gefdelienet 3ifreRRY T dar raferlength of service under the Reviewing Officer

FAT AT -3 F AW-4 % R 0q w0 qor f@fes o & q@9g & gfoasw sfewrd g fro ao

AT o TgHT 872 FIT AT ATAFRTL T AT STA g1/ Ul SATFATTN F dael H o7 0
AT & HgHT 87 {Has: ANT-3 TAT ART-4(5)} ( 7f% o siaerse stfasrr g o o fergroara
& el S Tcqe qodiahd ° 9gAd dgl & T 1T FIAT 94T AT 39 @< § QU 10 wqeq # § 0
FUAT TTATSAT T AT Y )

Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes | 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):

SR Contd....P-7/-



A

3. 3TEA gl B U F FUIT gHS FROT daV| FAT Hs 0 I § G 39 FS
SEolelT IT gt IIgd & 2

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

4. YA SN @RI 9o WeeR| Hoar ARG H1 HA THLY 81T Td 3R HAGN
gt & gfa sfdgfea afgd 3uhr aaea fRAAvant & ar 7 fRoqur(erTeer 100 el #)
|

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. gfdded & $1-3 & W T, ff AR & A QU a0 9T & IR W Fol Al T&ATHS
AfaT|
Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in Part-3 of the Report.

gaAfdelsa JRAFR F gEanRr

Signature of the Reviewing Officer

AT TOSE e |

TATT Place:........ccoueeeeee. Name in Block letters:
YetH

et Dater.....ooeene... Designation:
Rale $r 3afer &

During the period of Report:

*khkhkkkkkkk



(i)

(ii)

(iii)

(iv)

(v)

(vi)

TedAskAnnexure-1

HEATHAS AVAI0T & AT THUAR o 9Fay feenfader

Guidelines regarding filing up of APAR with numerical grading

Uthtﬁ%ﬁiraﬁﬁaam:ﬁaﬂtemmammmaﬁgcmml
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3T &Y ST & o 1 3rar 2 & el aeffoor (et & an faQwensit ar gof  fAamex
AolieRor & wfdiger) @I fARISC 3AHAAB & AW @ Ford 7 & wdicad &9 @ i fean
ST AR A 9ER 9 F¥ar 10 & T Aot & Tew A fOftre Iuafsuat & d@ A
Jifaca fear arwem Aot 1-2 3ryar 9-10 TR BT € 31 3o ifaca v S &r s=a gl
m%ﬁmmﬁgﬂmﬁaqﬁﬁwmﬁwm Cal
SSNTALROT 37 el a8 HEAT # qAT H FRIRA FeAAT T Jofloll & e =R

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.

TAUHR &1 8 & 10 & & HT galioior “Sepse” AT Srwam qur FEeo/delid & o

3rFa grediR @ IO R F T gredis 9 fGar Sem|
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.

meGaaTsﬂaﬁa%aﬁawmﬁww“agaW’ﬁmmmm7ﬁm
SIRET|

APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a
score of 7.

TAUIR & 4 JA7 6 ¥ Bl & fiF & Foffaxor “3eor foar Smwem gon greais 5 f&ar
S|
APARs graded between 4 and 6 short of 6 will be rated as “Good * and given a score of 5.

THIUIR T 4 @ HA qeffeor ‘e forar S|
APARs graded below 4 will be given a score of “Zero”.

*khkhkkkkx



Annexure-I|

Time schedule for preparation/completion of APAR

(Reporting year — Financial year)

S.No.

Activity

Date by which to be completed

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).

31 March.
(This may be completed even a week
earlier).

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

15™ April

Submission of report by reporting officer to
reviewing officer.

30™ June

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

31% July

Appraisal
provided.

by accepting authority, wherever

31% August

(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.

1% September

15™ September

Receipt of representation, if any, on APAR.

15 days from the date of receipt of
communication.

Forwarding of representations to the competent
authority.

(@) where there is no accepting authority for
APAR.

(b) where there is accepting authority for
APAR.

21 September

6" October

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

15™ November

11.

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

30™ November
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feeelr faeafaeare UNIVERSITY OF DELHI

gicds werEF/3m-gicas WeraF & fow aiffe FF fasuree Fearrea R
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR PROFESSIONAL
ASSISTANT/SEMI PROFESSIONAL ASSISTANT

FTITTI/ TR/ TIATST
OFFICE/FACULTY/DEPARTMENT

RaE dr smafern:
PERIOD OF REPORT: FROM

dITFde STRT PERSONAL DATA - (HT3T PART-I)

. 3ITRRY FT AT
Name of the Officer

. YearHA Designation

SeAfaf (er/ade/ay)
Date of Birth (DD/MM/YYYY) : / /

(st A In words)

1 JfRRY eTqad Sfa/

FIFAS/ATT. G GERT g ?

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

. JAAE I3 H AR fAgied H fafy

Date of continuous appointment ; fgar Date
to the present grade

I35 Grade:

QETRICIT FehTS T ATH STEl
HIT & Name of the Library
Unit in which worked/working

. @Y & GRIeT 3T (fator, TEY Ay & T
O Ieqafeyfa &1 3afer| afies & wifds
o gfreror forar & ar 3 faawor &

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

SR Contd...P-2/-
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HTIT PART-2
(e e w1 yfades foar Sem §, 38 @R o’ )
(To be filled in by the Officer reported upon)
fpw v Frat &1 Gigrea faaxoer Brief description of duties:

T & S F8T/3R /AT IUA T&F 39 for FuTRa fro g ar 3muss o HuiRa
frT v & 39 (aRomEEET a1 3T w4 #) FEt & re-gq AS WAAGAT F IR ®
AT 3R TP 18T § 3Tl 3TUclsT §dv |

(3CTER0T- 3HTYeh HTHIET/HRITCr/qemT & foav aif¥e HrT g

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)

T&EI/3R /AT ELCICD)
Targets/Objectives/Goal Achievements

(A) FUAT #AG-2 # Al T eI/ J/EAA - wifed H g W@ HAG w1 G A
Jeoi@ HY| IfG et Fr uifta A IS 1410 W g f I Fd19|
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.

SR Contd...P-3/-



(SB) FUAT 3 Hal &1 M Ioo@ H ToleTdl Fohr 3ifeeh 3uafeedr W & 3N 3987 39e
AT & Y Seord HY

Please also indicate items in which there have been significantly higher achievements and
your contribution thereto.

4. FUII 3eol@ A b FAT qact Helsy a¥ AT el Gufed anves fqarolr FuiRa aka
3T Fist a¥ T IcaRkadt a¥ F 31 SFIay db gof T & a5 ATl I AT o avor
gl T A aRrg fody S

Please state whether the annual return on immovable property for the preceding calendar year
was filed within the prescribed date i.e. 31% January of the year following the calendar year.
If not, the date of filing the return should be given.

T & arel HiUFH & gEanr

fesTie Date:.......oeee.... Signature of the Officer reported upon
AT PART-3
HEIcH AT 1 fAuRoT giddes Tur Yefdeleer TR RT SarT fham S &5 1-10 & A

W gl AIfgTl S8l 1 g99 $F I JUT 10 FIF 31 AT o cArar &

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.

(FTar gl F A ¥ gga Rar-faget # caergds g o )
(Please read carefully the guidelines before filling the entries)

(Q) 9T SR T FHediehel (FH HIET T daT 40% §lam)

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

yfardesr ey yafdaida wfasrt
Reporting Authority | Reviewing Authority

) @ S & & aRguiarfawat &
MR X 3efed fhar = Ry

Accomplishment of planned work/work allotted as
per subjects allotted

SR Contd...P-4/-



ii) prfersarest T IOTCT
Quality of output

iii) faeeivoeAs Aegar
Analytical ability

iV) 3areieAs & @1 aRquiarfer o
YT H Accomplishment  of

exceptional work/unforeseen tasks performed

fadfa ' w Fa AaR AT Overall
Grading on “Work Output’

TR
Initials
(&) SATFAIT TAATATINT T HedTeheT (SH AT 1 AT 30% 1)
(B)  Assessment of personal attributes (weightage to this Section would be 30%b)
yfadesr ey qafdaid wfasrt
Reporting Authority | Reviewing Authority
i) T T AT
Attitude to work
i) FAGRY &1 Y

Sense of responsibility

i) 3IRMAT T 3TeIETOT
Maintenance of Discipline

iv) TOYOT ahierel

Communication skills

V) @ @ 90T Leadership qualities

vi) T fT H1GTT H FT A Hr &THAT
Capacity to work in team spirit

vii) THI-ERON HT ITEOT A H
&THAT Capacity to adhere to time-schedule

Viii) ¥R IFdad @&y
Inter-personal relations

iX) THT Bfd T IiFderd

Overall bearing and personality

‘TFdITd AV W Fol THeTR AT

Overall Grading on ‘Personal Attributes’

TR
Initials

ST Contd...P-5/-




(¥ YhrcHE WETHAT T Hedishel (H T 1 desT 30% §ram)
(C)  Assessment of functional competency (weightage to this Section would be 30%b)

yfardesr ey yafdaisa wfasrt
Reporting Authority | Reviewing Authority

Nema/RfFTa/eEd g Aevgar & a7 H
gfhall TT 3oich Hel JIAWRT HI SATeThil
Knowledge of Rules/Regulations/Procedures

in the area of function and ability to apply
them correctly.

ii) sfifaeg IIear aee T & Strategic
planning ability

iii) oot o= fr grerar
Decision making ability

IV) SHCTIETHAT
Coordination ability

v) INTET A URT Ta fAfid e @

&THT
Ability to motivate and develop subordinates

vi) 9ger afeFd Initiative

‘YHRITCHS FEATT W Fol Ay A

Overall Grading on ‘Functional
Competency’

AR

Initials

HTHATTT GENERAL — (HTRT PART-4)

1. SteTel & &1 #EMERT Relations with the public (ST@T o] &1 wherever applicable)

(STeTcTT T 3MMERIHAIHT T Seckel—ed Ud AR deh 3HFTH R FHodr feoqolr &) please
comment on the officer’s accessibility to the public and responsiveness to their needs)

2. gfre7oT Training
(FUar RSN B gfadr Td HR aTHABT A IR e guUR qur gig we B et &
3a% ufetor & fow fRAwiRer #Y Please give recommendations for training with a view to
future improving the effectiveness and capabilities of the officer)

ST Contd...P-6/-



3. Tareeyg & T®afa State of Health

4, "cafasar Integrity
(@ AR S Feafassr oX feoqulr & Please comment on the integrity of the officer)

5. gfadeel 3fRT garT ATUSERT Fr FFed fAATarst i aFER (SE1HeT 100 2reat #), oad aFeyd
&7 U9 FH WAL &1, NATURCT 3UATSHAl, Hecdqul B (Fest: #er 2 &1 3(31) va 3(9)
Td FHAGN gait & glasifdgica enfaer g
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. YfddesT & -3 & WS U, ff 3R A & T 7T I & HUR W Fel AR GCacams AT
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of

the Report.
gfcddge AfUFR F AR
Signature of the Reporting Officer
ATH TUST e H
T Place..........cue.... Name in Block letters:
B
feeTrh Date:....oo.ovveee. Designation:
Rarc $r afar &

During the period of Report:

ST Contd...P-7/-



AT PART-5

YeATdeitehel TSR T I8giercar
REMARKS OF THE REVIEWING OFFICER.

gffdeitehe 3RAIGRT & 3iceid dar rafer
Length of service under the Reviewing Officer

T 3T HET-3 d 914 & (90 S qur Affe ol & dee & gfades 3f¥aRY ganr fHe v
Hedishel ¥ HEAT 8?7 FAT 31T SR A 3WURT ST /FAGAOT HABANIAT & Haer 7
fohU T Hediehad @ WA §2[HesT: HET-3(T)(iv) TAT HET-4(5)]

(@fe 39 giddes AR g@nT fhu 31T fARAVAT3T & forddl HEachs Hediehd & HEAT 16l & of
39 HUAT AT Hedichad 0 WS H T 7T Twey F ¢ U1 9= yiafSeat i meger w1 )

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.)

gl Yes el No

3eAd g1 T YT # HUAT @ HROT ddAC| FAT HE W oG § O 39 Fo FEo=r qa
SgaT AmEd § 2

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

geAfdellehet HRAGRT aRT 9 o] Fuar fUaRy &1 w7 qEed & td 3§H AR 90 &
gfa sfgfcd wfea 3ah gaed AAVAEd & ar & fecqul (erersrer 100 ereaY #)
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.

ST Contd...P-8/-



5. gfdded & $1-3 & W T, ff IR W A QU a0 9T & YR R Fol Al T&AcHS

AfSaT|

Overall numerical grading on the basis of weightage given in Section-A, Section-B and

Section-C in Part-3 of the Report.

qAfdelha FAFRT & gEaRR
Signature of the Reviewing Officer
STH TISC 378RT A
Name in Block letters:

RrGic
Designation:

Rare &7 3afar &
During the period of Report:

% 3k K 3k %k * %k k



(ii)

(iii)

(iv)

v)

(vi)

HeddAskAnnexure-1

HEATcAS AUNHRIOT & AT THUHR 3 gFaer fgenfader

Guidelines regarding filing up of APAR with numerical grading

Wm%ww%@aammﬁm%mmammmaﬁwmaﬁm

The columns in the APAR should be filled in with due care and attentlon and “after devoting
adequate time.

Tg 3T 1 ST & o 1 3rar 2 & fopely aafieneor (efar & a1 faRIwemsit ar ol [@eme
Aoftaor & gfage) @ Afdrse w3t & A6 & Fowr T 7 =ed & @ e R
ST 3R A YRR 9 H¥ar 10 F fReT Ao & Tew A fOfse 3ucfsdt & & &
3R & sreem| Aol 1-2 3ryar 9-10 faver gidl § 31a: 3 3fRcy G o &t S
HiTEasd AN Yeld HTd §U iddes Ua Yefdelih IRl 1 el rfrery HT
SSATAEROT 3o7eh 3TeNaT Iy T&dT A oA H FRRA HeAAT & Jolell H =1 =0

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.

TAUHR &1 8 & 10 & & T galioior “Iepve” forar Srwam qur FEeo/delid & fow

3T uredie T 0T FR F AT uredie 9 fear SR
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.

trth'trman‘rfsa‘msﬁaﬁa%ﬁaaﬁraﬂﬁ?ﬂw“a@m’mmwuFmeudich7%'aT

S|

APARs graded between 6 and short of 8 will be rated as “Very Good” and will ~ be given a
score of 7.

THUAR & 4 dUT 6 & BT & &g & Jolior “eor foram Jwem qur grcde 5 f&ar
S|
APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5.

TAIU3R &1 4 @ A Jalienor “qea” fordr Srdam|
APARs graded below 4 will be given a score of “Zero”.

*khkkkkikk



Annexure-I|

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 | 31% March.

concerned ( i.e., to officer to be reported upon | (This may be completed even a week
where self-appraisal has to be given and to | earlier).

reporting officers where self-appraisal is not be

given).

2. Submission of self-appraisal to reporting officer | 15" April
by officer to be reported upon (where
applicable).

3. Submission of report by reporting officer to | 30" June

reviewing officer.

4, Report to be completed by Reviewing Officer | 31% July
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever

provided.

5. Appraisal by accepting authority, wherever | 31% August
provided.

6. (a) Disclosure to the officer reported upon where | 1% September

there is no accepting authority.

(b) Disclosure to the officer reported upon where | 15" September
there is accepting authority.

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 | 21" September
APAR.

(b) where there is accepting authority for | 6™ October
APAR.

9. Disposal of representation by the competent | Within one month from the date of
authority. receipt of representation.

10. Communication of the decision of the competent | 15" November
authority on the representation by the APAR
Cell

11. End of entire APAR process, after which the | 30™ November
APAR will be finally taken on record




feeellr faRafaearer UNIVERSITY OF DELHI

fRren ReavFMImvmEsEIaeR & AT affs srifasaes geamras Rae

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SYSTEM
ANALYSTS/PROGRAMMERS/ASSISTANT PROGRAMMERS

FTATAI/ TR/ TIHTIT
OFFICE/FACULTY/DEPARTMENT ---mmmmmmmmm e

gaifea av/3afr &1 wfadea
REPORT FOR THE YEAR/PERIOD ENDING---------=-------

AT PART I

1. TSR &1 317 Name of the Officer

2. YestH Designation

3. S=AfafY Date of Birth

4. 31garg Qualification
i) Farfoier Academic:

i) cgrgarfde Professional

5. 3T 3TTRRI. /3.3
Rosr at o1 §
Whether the officer belongs to
SC/ST/OBC?

6. e P & AR

Date of Initial appointment

7. g3AT Ug uid axa fr fafy

Date from which present post held

8. URIETUT/eF g 23 HE @ f&eh
oTgh)d HROT HeJafedfd rafer

Period of absence on account of : gfRre7oT Training:
Training/long leave (more than
3 months) ; TeT Leave:

Sy Contd...P-2/-
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HTT PART-1I
FIHAATHT SELF APPRAISAL

ROIE 30t & aRret i 3rgarg, afe +1s &t

Qualification acquired during the reporting period, if any:

FHS | GUET/EAR—S 3Fgard | fhd @8\ @ | UIokhA 3Ef
S.No. | Exam/Professional Ifog & 7S Duration of the course
Qualification Institution from which
acquired
)
i)
iii)

RAIE 3afer & gRreT gae SicAIfashr & Heftd SRISsH/EFAT/AHAR H HAET ol &l

ST Details of IT related training programmes/Conferences/Seminars attended during the

period under report.

AT | FTAGTOT FIRIHAN/TFAEA/AHART H ART forar = | 3@f™ Duration
S.No. | Training Programmes / Conferences / Seminars attended

i)

i)

iii)

3. RaXE 3afr & SR gumell/Siia/dieiecy I &1 HteT HT dfared faavor

Brief Description of system/job/projects on which during the period under report:

IR NIRRT Activity AT/ TeT
S.No. Achievements/Contributions

i) Rae @@ & Sk R
Rrca/acadsdcds W &I R
an(afe sifdsmaegs g ar faReFd gva
Teldd fohT ST0)

System/jobs/projects on which worked
during reporting period (Additional pages
may be attached, if absolutely necessary).

Sy Contd...P-3/-



3 (i) & Sfodfad eca/sia/sisee
& Heer & Hef3iel Y (HATGT HITS, SreT
fAaor g% e 3mie) Manual Work

(Scrutiny, coding, data control, proof
reading etc.)  with respect  to
system/job/project mentioned above at (i).

i)

3gdad () #H Sedf@a ude

S

Rrea/sia/Naae H1 Brea [y g

31fAFeusT HRISystem analysis and design

work on each of job/project mentioned in
(i) above.

3Fd () #H Sfeaf@a w3+
Reca/stadoeca X fhe v grenfHe
%I Programming work done on each of

the systems/jobs/projects mentioned in (i)
above.

FIT FT Jel@TDocumentation work

vi)

RaE 3afer & ek w&er & g 7
SranfHAeT, 4R, Tod, Yool

Major programming language, analysis,
tools, packages used during the assessment
period.

vii)

=g Ifafafar S aFEeER,  gfemor
Qehotof, TFH T, e AM/IELT
SeaTT(qEeT S & weifew) @
TS

Other activities like organizing seminars,
training packages, conferences, Road
Show/ Exhibition etc. (only IT related)

viii)

Reprs &1 Shegediator

Computerization of record

TI-3c9eT AT
Self-generated innovations

Ay syafeuar va AererT

Significant achievements and contributions
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Xi) IS ATR/ASTGY [ HROT 3cqrcend]
LT §T§ SHH gT A g G|

Any bottleneck/constraint which affect

productivity with suggestions to remove
the same.

4. FUI 3eol@ A b FAT qact SHelsy a¥ AT el Hufed anves fqarolr FuiRa aka
3T Fist a¥ T IcaRkadt a¥ F 31 FIay db gof T &f a5 ATl I AT o favor
gol T A aRrg ford S|

Please state whether the annual return on immovable property for the preceding calendar year
was filed within the prescribed date i.e. 31% January of the year following the calendar year.
If not, the date of filing the return should be given.

FIAT 3 1 HIUFRT F gEanEr
feAT Dated: Signature of Officer reported upon

HATTPART-I1II

(Raiféer s qarT Aearwa
Assessment by the Reporting Officer)

1. Raféar 3Ry & e : a REJ
R F Hr 3yafr

Period spent under the : From to
reporting officer

2. EEHSIhA RAE W @AY feoeolt
General comments on “Self : HgHAd Agree/HgAd a8 Do not agree/
Appraisal Report” fAFH T F AT Partial agree

Sy Contd...P-5/-



3. HEIIcAS ATSIT o1 TAUROT FfcidesT T YeAfdeilehed IMHRY @RT fhar ST=m &, St 1-10
F YA 9T BT TIRTI SEr 1 999 FH IS a7 10 g9 376 I3+ geiiag|

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.

31  (W)(A) GHAISR & Hediehel (SH HET T desl 40% g19M) Assessment of General work
(weightage to this section would be 40%)

shesh TOTAT/fIANAT3IT 7 favor HodiheTAssessment
S.No. Description of quality/ wfcdest iR EGIECIEE I BEANY

characteristics Reporting Authority | Reviewing Authority

(i) Tarezg $r TfATT General Health

(i) Tgema Temperament

(iii) Faffaar v gaafaser Regularity

and punctuality

(iv) 9T Diligence

(V) 3gemEe Discipline
(vi) Tehfaal ¥ TEY  Relation with
colleagues

(vil) | afest ¥ waw

Relation with superiors

(Vi) | g3t & |@ey

Relation with users

(ix) | gigHedr

S

Intelligence

(x) gedlinitiative

(xi) TcATIarT
Self confidence

(xii) SCTICD FEIIaT Technical

coordination

(xiii) | garaaTcA®  &THAT  Organizational
ability

(xiv) | #r@sr & sTaT Willingness to learn

(xv) | ARt g e i &#ar Ability to
guide

Sy Contd...P-6/-



(xvi) A T F HT &THAT Leadership
qualities

(xvii) | 9soT Communication

(xviil) | #if@s Verbal

(xix) faf@a Written

(xx) faeag=irar Dependability

(xi) | foeserr T saem

Sense of responsibility

(xxii) | gerafas Aol wd  gqEfRiar
Administrative  judgment  and
foresight

(xxii) | #F FT FH ggrar Efficiency in
the work

(xxiv) | yrfpee/faRea SFaer o

$r sTaT Willingness to accept
more work/extra responsibility

(Xxv) | gEiEdr Y W o A
dcaddr Promptness in attending to
users request

(xxvi) | FF wa F Gy feermed

General interest in work

(xxvii) | gRreET qerereT Project
management

(xxviii) | gcafasar Integrity

el Aoy AfFr  Overall

Grading (i to xxviii)

TeTETT
Initials

32 (d) Chollehl AT Td shegeX TR GiISTor HAANAN T Hodiehel (SH HET H
dcoT 30% ghem)

(B)Assessment of Technical Knowledge and Computer Education Training (weightage
to this section would be 30%0)

Sy Contd...P-7/-



d&etehr AT Technical Knowledge

(i) | faweH geusT

System management

(i) | EeH 71 oy

System development

(i) | gerger

Documentation

shegeX T 9fIeToT Computer education training

(iv) | e $r evHar
Ability to teach

(V) | 3737@ @1 dicet @ &TAAT Ability to
provide hands on experience

o e AfTT Overall Grading

(i to v)
ETE
Initials
3.3 (H) rawIids AU T 3cUedd Ad Tddledl T TRV FT Hediehed (SH HAET &
st 30%gHa)

(C) Assessment of Professional skills and Self Generated Innovations (weightage to this
section would be 30%)

ST JregdreProfessional skills
Hediehal Assessment
gicddgel JTidenir qeAfdollehel TTErhRT
Reporting Reviewing Authority
Authority

() HTMATT General

(i) | RArcw fRQeve v 3Fweud
System Analysis and Design

(i) | gyanfAIT Programming

Sy Contd...P-8/-



;8

TI 3ceeT AdudasiiSelf Generated Innovations

(Vi) | & Ars=msit &1 9= Introduction
of new schemes
(V) |7 uRASEEi & AegE @
3egarar  Economy through in
house projects
gl e AfFrOverall Grading (i
tov)
AL
Initials
4, SteTel & &1 #EfERT Relations with the public (ST@T o] &1 wherever applicable)
(STeTaTT T JTGRFhAT3T T Seclalded Td SR de e w Fuar fecqolr &) please
comment on the officer’s accessibility to the public and responsiveness to their needs)
5. gfIe7oT Training

(Foar ST T goTfaar vd HR aTHA & R e guR qur g #e & T § 38
gfreor & forv RAwIfker &{Please give recommendations for training with a view to future improving
the effectiveness and capabilities of the officer)

gfadeel fRT garT ATUSERT Fr FTFAEd fAATArst i GFEIR (@19 100 ereat #), Tad aFeyd
87 Ud FHA WHLY &7, FAYUNUT 3UTud], Ageaqul JNAGAMSI(HEH: HET 2 & 3 Ud FHHAR
gait & gfa sifdgfca anfder gt |

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.

Sy Contd...P-9/-



6. wliddesl & -3 & Ws T, of 3R @ A U 71w deoT & 3MUR R Fel A F&gicash AT
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of

the Report.
gfadee faarl & gEanr
Signature of the Reporting Officer
festier Dated: 1A Name
Yeartd Designation:
AT PART-IV
(qeAfaelieher AT Y rsgfFaAT Remarks by Reviewing Officer)

1. FT 39 RAfE HPRT SaRT T T Hedichel A TEAT &7 HUIT 3eold X 6 1 A9 36
RAE & Fo GAMUT FEA 3T TS SASAT A6 B
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. geAfdellehel HRORRT 2aRT 9 OeFer| Fuar fUaRY &1 w7 qEed &9 td 3§h FHHASR 90 &
ufd Hgfcd Afea 3ah FAEd AAVamst & aR & fecqui(erarstar 100 reat #) |
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.

Sy Contd...P-10/-



2 10::

gfddest & #91-3 & WS T, of R W A QU 7T 9 & IUR W Fel Ao F&dicAh
afsa|

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

gAAfdellsha JARAFR F gEARR
Signature of the Reviewing Officer

f&sATh Dated:

oTH Name:

YcarH Designation:

*hkkkhkkkk



(iii)

(iv)

(v)

(vi)

TedAFAnnexure-1

HEATHAS AT & A1 THUHR o 9Fay feenfader

Guidelines regarding filing up of APAR with numerical grading

Wawasmaﬁﬁaam;ﬁaﬂttmmammmaﬁgcmml
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3T T AT & fh 1 31y 2 % R aeffetor (T R ar faRwansit o $or  fAeme
Aolieror & wfdiger) @I fARISC 3AHAAB & AW @ Ford 7 & wdicad &9 @ i fear
ST AR A 9ER 9 I¥ar 10 & fRelT Aot & Tew A fOftre Iucfsuat & d@m A
Jifaca fear arwem Aot 1-2 3rgar 9-10 TR BT € 31 3o ifaca v oo &r sa gl
qifegen Ao Far FIT §U TfddesT T Iefdeiensr il r forelr srfeerr T
SSTTEROT 3eTeh 3TNl a€T HEAT H ToAT H HId HEAA 1 Joflell H Hm =R

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.

THUHR 1 8 & 10 & & T gafieior “epse” forar Swam qur FEeo/deleaid & o

3rFa grediR @ IO R & forv gredis 9 fGar Sem|
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.

mesamsﬁaﬁaaaaﬁwa?ﬁww“agﬁm’ﬁmmmm7ﬁm
SR

APARs graded between 6 and short of 8 will be rated as “Very Good” and will ~ be given a
score of 7.

TAUIR & 4 JA7 6 ¥ BT & g & Foffaxor “3eor foar Smwem gor greaies 5 f&ar
S|
APARSs graded between 4 and 6 short of 6 will be rated as “Good * and given a score of 5.

THIUR T 4 @ HA geffeor ‘g forar S|
APARs graded below 4 will be given a score of “Zero”.

*khkhkhkkkx



Annexure-I|

Time schedule for preparation/completion of APAR

(Reporting year — Financial year)

S.No.

Activity

Date by which to be completed

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).

31 March.
(This may be completed even a week
earlier).

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

15™ April

Submission of report by reporting officer to
reviewing officer.

30™ June

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

31% July

Appraisal
provided.

by accepting authority, wherever

31% August

(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.

1% September

15™ September

Receipt of representation, if any, on APAR.

15 days from the date of receipt of
communication.

Forwarding of representations to the competent
authority.

(@) where there is no accepting authority for
APAR.

(b) where there is accepting authority for
APAR.

21 September

6" October

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

15™ November

11.

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

30™ November




feeellr faRafaearer UNIVERSITY OF DELHI
Iopomar JfAFY & fov aiffs Frifasurees Feaea Rad

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SECTION OFFICER

FIATAI/ TR/ TIHTIT
OFFICE/FACULTY/DEPARTMEN T---nmmroemmmmemsemmamee e

AT a¥/319T T gfadceT
REPORT FOR THE YEAR/PERIOD ENDING-----=-nnmmnmmmmmmmmmmmmmm e

dTFde SART PERSONAL DATA - (HT3T PART-I)

JTPRT Fr AT
Name of the Officer

SeAfaf (fea/AdE/ay)
Date of Birth(DD/MM/YYYY) : / /

(st A In words)

A IS H AR Agied @ oty
Date of continuous appointment ; fesTier Date
to the present grade

AT Grade:
qOAE Ye aUT 30 W Agled & Ay
Present post and date of ) 9a Post
appointment thereto

feeTer Date

T 3T AT /3T

Seenfa/3..g. & gafed g2
Whetherthe officer belongs to SC/ST/OBC

ay & SR SEEN(FfEor g iy & Fwo)
O Ieqafeyfa &1 3afdr| afies & wifds
T gfretor foramr § ar 38 fAavor &

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

SR Contd...P-2/-
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HATIT PART-2

(e e 1 yfades forar e §,39% ganrT o e )
(To be filled in by the Officer reported upon)

fru arT Fgt @1 Gfered faaver Brief description of duties:

P & A AgT/3ER T/AAT YA T 39x for AUt e g ar 3 for @uifRa
frT a1 & 39 (IRomEAET a1 3T w9 #) St f re-gw AS WARSRAT F YR ®
FoITU 3R Jcdeh ofed & 39ell 39eifed §d1v |

(3CTGITT- 3T HTHIIT/HTATTT/[AHTT & ToIT ari¥en Hr Drofen)

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)

A3 /AT ELCICSD)
Targets/Objectives/Goal Achievements

(A) FUAT #AG-2 # A T a3 J/eAA 1 wiftd # g W@ HAA w1 G A
oo HY| Il ear T wifea H #IS S1ew W g ar 3 aadm’|
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.

SR Contd....P-3/-



(SB) FUAT 3 Hal &1 M Ioa@ H ToleTdl by 318 3uafeedr W & 3N 397 39e
AT & Y Seord HY

Please also indicate items in which there have been significantly higher achievements and
your contribution thereto.

4. FUI 3eol@ A b FAT qact SHelsy a¥ HT Aol Gufed anves fqarolr @uiRa afa
3T Fist a¥ T IcaRkadt a¥ F 31 FIay db gof T & a5 ATl I AT ar avor
gl T A aRg fody S|

Please state whether the annual return on immovable property for the preceding calendar year
was filed within the prescribed date i.e. 31% January of the year following the calendar year.
If not, the date of filing the return should be given.

T & arel HiUFEH & gEanR
fesTie Date:.......oeee..... Signature of the Officer reported upon

ANTPART-3

HEIIcAS TSI 7 feRor giddest qur qafdeiehed TiRRRT carr fohar Sem &5 1-10 & dAe
I BT TRUISTEl 1 FH HHF I 2T 10998 31fAF I3 & g2liar gl

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.

(FIaT g F A ¥ gga Rar-fadet # eaeqds g o )
(Please read carefully the guidelines before filling the entries)

(Q) fTT SR &1 Hediehel (FH AT AT dCT 40%819M)

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

gfadesr ity gaAfdeither grfasRT
Reporting Authority | Reviewing Authority

) @ S s #r aRquianfavet &
ITYR W 3Mafed forar =r &)

Accomplishment of planned work/work allotted as
per subjects allotted

SR Contd....P-4/-



ii) & fsdrest v agorar
Quality of output

iii) faeevomeAs Jegar
Analytical ability

iv) 39areTeHs H @ gRquianfee o
AT FF Accomplishment  of

exceptional work/unforeseen tasks
performed

fodfa &1 W Fo AamR AR Overall
Grading on “Work Output’

TR
Initials
(@eaTFTIT TAIATATIT T HedieheT (S AN T AT 30%819M)
(B)  Assessment of personal attributes (weightage to this Section would be 30%b)
yRdeA WRFR | qAfiaE
Reporting Reviewing Authority
Authority
i) R T AT
Attitude to work
i) FFAGRY &1 ay

Sense of responsibility

1ii) 3TeIRMAT T 3TT&TOT
Maintenance of Discipline

iv) TUYOT Hierel

Communication skills

V) & @ 90T Leadership qualities

vi) & F G A wF FA AT &THAT
Capacity to work in team spirit

vii) FHI-EIRON H IETEROT A
&TAar Capacity to adhere to time-schedule

viii) AR qIFIITT Tayg
Inter-personal relations

iX) THT Bfd U9 qaFdda
Overall bearing and personality

‘TAFAIT FAATAT TR Fel AR AT

Overall Grading on ‘Personal attributes’

TeTETT
Initials

SR Contd....P-5/-



o5

(¥) TehrTcHe: HETHAT T Hodiehel (SH T S dsT 30% FIIM)
(C)  Assessment of functional competency (weightage to this Section would be 30%b)

gfadesr ity gaAfdeither arfsR
Reporting Reviewing Authority
Authority

fea/fRafEa/ed ta aegar & a7 #
gfhalt UG 3elch HEl TANT HI SATARRY
Knowledge of

Rules/Regulations/Procedures in the area of
function and ability to apply them correctly.

i) Afdeg AT FAT Fr &7Har Strategic
planning ability

iii) oot o= fr ererar
Decision making ability

IV) §FaT &THT
Coordination ability

V) I A IRT g fahfad e @

&THAT

Ability to motivate and develop
subordinates

vi) ggel AfdFd Initiative

‘YhricH® FETHAT W Fel e AfFar

Overall Grading on ‘Functional
Competency’

HTETaTT

Initials

HTATCT GENERAL - (AT PART-4)

1. SIeTdT & |y #AENEHT Relations with the public (STgT o] & wherever applicable)

(STTeT & JTARISAN HT Seckel—ed T AVHRT deh IfFTA R FHogr feeqolr &) please
comment on the officer’s accessibility to the public and responsiveness to their needs)

2. gfre7oT Training
(FAT RS B Ffar Td B aTHABT A IR e guR Tur gig we #oEfte &
394 yfaror & fow fRAwifiver &Y Please give recommendations for training with a view to
future improving the effectiveness and capabilities of the officer)

SR Contd....P-6/-



3. Tareeyg i F&ufa State of Health

4, Fcafasar Integrity
(@9 3fORRT S Feafassr 9X feoqol & Please comment on the integrity of the officer)

5. gfddee 3RS garT AT H FATa fGAVArt fr dEdR (FeTeT 100 el #),
s Aol &9 vd &A WA &9, FWURT 3Ucieudl, Hgedqul rheldi3l (Fas:
HIIT 2 1 3(31) Ta 3(d) Ud HHASR Fait & GlasfAgicd enfaer grl
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. 9fddeet & #ET-3 & WS T, & 3N W & QU 3T qeS & MUR W Fel A d&AqcHR

afgar|
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of
the Report.
gyfaded FfOe Y & grairR
Signature of the Reporting Officer
ATH TUST & H
TUTeT Place:.......ccoeeneee. Name in Block letters:
ECEGIE)
et Dater.....ooeene... Designation:
Rarc $r afar &

During the period of Report:

SR Contd....P-7/-



AT PART-5

geAfdciiehal 3R T 3regieaar
REMARKS OF THE REVIEWING OFFICER.

gffdeiihe 3RAGRT & 3ceid dar rafer
Length of service under the Reviewing Officer

FAT AT H{ET-3 T HET-4 F T wF qur RAffes qoit & deu 7 gfades sftel qarr fae aw
Hedichd @ WA §? T 39 SRR H IATURT SYATRA/AGeaqol HABoIai3it & Haer H
foru aTT Heaid @ WeAd E2[HEIT: HET-3(T)(iv) TAT HET-4(5)]

@fE 3o gfddest 3RFRY ganr fv a7v fARIvand & fFar edcrs Aedichd & HgAT 8l § o
3T AT H9AT Hedichd 36 TS H U 3T TA#T # ¢ TAT 3911 FfafSedr &r ezar H{ )

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.)

g Yes el No

3 eAd gl T YT # HUAT 3@ HROT ddAC| FAT HE W o § 6 39 Fo Feoenr a
SrgaT Argd g 2

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

geAfdellehel HRAGRT ZaRT 9 | Huar SRy &1 w7 qEed & Td 3§H FHHASRK 9t &
gfa sfgfed @i 3ah gaAed AAVanEd & ar & fecqul (or@rsrer 100 erea} ) |
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.

SR Contd....P-8/-



5. gfddest & #91-3 & WS T, of 3R W A QU 7T 9 & IUR W Fel Aol F&dIcAh

AT

Overall numerical grading on the basis of weightage given in Section-A, Section-B and

Section-C in Part-3 of the Report.

gaAfdahs HfUF & gEanr
Signature of the Reviewing Officer
ST TISC 3eRT H
Name in Block letters:

geeATH
Designation:

Rare &1 3afr &
During the period of Report:

*hkkkikkkikk



(i)

(iii)

(iv)

(v)

(vi)

TeRdAskAnnexure-1

HEATHAS AVAI0T & A1 THUAR o 9Fay feenfader

Guidelines regarding filing up of APAR with numerical grading

THUHR & T#e faftiad amaur iR eaegde quT 9aicd TAT &3 gU R wifeC]
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3T T ST & fh 1 3ryar 2 & R aeffetor (T R ar fadwansit o $or  fAeme
AolieRor & wfdiger) @I fARISC 3AHAABT & AW § Ford 7 & wdicad &9 @ i fean
ST AR A 9ER 9 H¥ar 10 & fRelT Aot & Tew A fOftre Iuafsuat & d@ A
e fear arwem Aofr 1-2 3ryar 9-10 TR BT € 31 3o Aifaca v I &r s=a gl
qifegen Ao Fert FIT §U TfddesT T Iefdeisns ol r forelr siferr T
SSNTALROT 37 31T a8 HEAT # qAT H FRRA FgARAT T Jofloll & e =R

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.

THUHR 1 8 & 10 & & T gafieior “Sepse” folar STwam dur FEeo/deleid & o

3T grediR @ A0 R & forw gredis 9 fGar Sem|
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.

WHRWGH&TS@@H%&HWW“E@W’WWWW7W
SR

APARs graded between 6 and short of 8 will be rated as “Very Good” and will ~ be given a
score of 7.

TAUIR & 4 JA7 6 ¥ BT & g & Foffaxor “3eor foar smwem gor greaies 5 f&ar
S|
APARSs graded between 4 and 6 short of 6 will be rated as “Good * and given a score of 5.

THIUIR T 4 @ HA qeffeor ‘g forar S|
APARs graded below 4 will be given a score of “Zero”.

*khkhkkkkx



Annexure-I|

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 | 31% March.

concerned ( i.e., to officer to be reported upon | (This may be completed even a week
where self-appraisal has to be given and to | earlier).

reporting officers where self-appraisal is not be

given).

2. Submission of self-appraisal to reporting officer | 15" April
by officer to be reported upon (where
applicable).

3. Submission of report by reporting officer to | 30" June

reviewing officer.

4, Report to be completed by Reviewing Officer | 31% July
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever

provided.

5. Appraisal by accepting authority, wherever | 31% August
provided.

6. (a) Disclosure to the officer reported upon where | 1% September

there is no accepting authority.

(b) Disclosure to the officer reported upon where | 15" September
there is accepting authority.

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 | 21" September
APAR.

(b) where there is accepting authority for | 6™ October
APAR.

9. Disposal of representation by the competent | Within one month from the date of
authority. receipt of representation.

10. Communication of the decision of the competent | 15" November
authority on the representation by the APAR
Cell

11. End of entire APAR process, after which the | 30™ November
APAR will be finally taken on record




feeel faeafaeare™ UNIVERSITY OF DELHI

fasht wfRaERssdaidas weremdaiFasuessmfais & v
G\Q‘ ’
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR PRIVATE SECRETARY/SENIOR
PERSONAL ASSISTANT/PERSONAL ASSISTANT/STENOGRAPHER

AT /G /TTHTIT
OFFICE/FACULTY/DEPARTMEN T--c-nenmemmemmmmemmem e e memmeme e emmecceeee

AT au/319T T JfadceT
REPORT FOR THE YEAR/PERIOD ENDING------mnnmmmmmmmmmmmmmm e e

dYTFde SART PERSONAL DATA - (HT3T PART-I)

R &1 At
Name of the Officer

STeATARY (Re1/Aga/a)
Date of Birth(DD/MM/YYYY) : / /

(2rset # In words)

aTRd g T deeATH
Designation of post held

1 R g sfa/
A/ F gefa g ?

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

TAAE I3 A AR Fgfaa i AR
Date of continuous appointment : feste Date
to the present grade

I5 Grade:

gfadesT 37af & R TFag JTHRT
FT ATH TAT YSITH

Name of Officer with designation
with whom attached during the
period under report

ay & 1T TE, GIRIEToT 3fe & SRS
¥ Jeqareuta i 3afe|

Period of absence from duty on
Leave, training, etc. during the year.
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m‘\?q'iﬁ' SELF APPRAISAL -HTdT PART-2
(fora sy &1 ufddes fo@r Srer §,38% ganT #RT Sie )
(To be filled in by the Officer reported upon)
( U YA HT A  Ugel IeJeel H EIAAS GG oF )
(Please read carefully the instructions before filling the entries)

au/3afer & greT q % 39 gaRT fhU T It &1 dfared
faaror (fqavor 100 eregl & forar smr @nfgu)
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):

mmnﬁwmmﬁ%ﬂﬁa@mmﬁﬁﬁmmﬁmm
F1 & oo |

Please also indicate items in which there have been significantly higher achievements and
your contribution thereto.

AT HUA FAYC(3R AN I e H g W HiAAT TUT FHROM, I HIS g,ar 3ot qaq
H3 oo |
Please state, briefly, the shortfalls in your input and reasons therefore, if any.

ST Contd...P-3/-
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4. FUAT Soo@ H F FAT qEAAT Fest a¥ H IS Gufeq aie fGaveh Fuilia ok
AT Solst a¥ ¥ IccRkad! a¥ H 31 FIay deh gof AT &F a5 Y| I AT o favor
gol T A aRrE fordr e

Please state whether the annual return on immovable property for the preceding calendar year

was filed within the prescribed date i.e. 31% January of the year following the calendar year.
If not, the date of filing the return should be given.

U1 Place:........coccoooeeees I & ared HfUFR F gEanr
Signature of the Officer reported upon

HTT PART-3
Hediwa APPRAISAL

1. FIT AMT-2 & [qaTor @ giddest ARy ¥gad 87 Il 781, O fora @A g% 3r8eAd
Does the Reporting Officer agree with the statement made in part 2? If not, the extent of
disagreement and reasons thereof.

2. A% HI FH VAt & fav gfades wfteil garr 1-10 & o # d&aeAs Afsa
&1 ST AIfRT, STl 1 e &A I aAT 1099 3ifF I3 A ATl

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.

(9T gfafSeal & et & ugol feem-fAeeit &l eareiqds qg o )
(Please read carefully the guidelines before filling the entries)

(OFRTT SR &1 Hediehel (FH AT T daT 40%F1aM)
(A)Assessment of work output (weightage to this Section would be 40%b)

ATZar Grading

i) T T o Quality of work

ST Contd...P-4/-



ii) caTaaTAe SiereT Fr TR Level of professional skill

iii) CT T WA I AHA TAT HETSATT Pl A 7
TAEEATAT FATT WA T T

Trust worthiness in handling secret and top secret matters
and papers

V) S SRR T 3ERETOT 3R doehi, ETeHRT 31 & foTw
3TITH RGN & TAT W T el

Maintenance of engagement diary and timely submission
of necessary papers for meetings, interviews, etc.

‘fdta F’ w Fo et AR (FA(id iv])
Overall Grading on “Work Output’ (Total [i to iv])

AT

~

Initial

@) afFderd TAAYATHT ST Hodiehal (SH HET 1 AT 30%@!19M)

(B) Assessment of Personal Attributes (weightage to this section would be 30%0)

AfFITGrading

i) S T fAgicAALtitude to work

i) aoﬁa’ 3cgehdr Intelligence, keenness

i) 3TeJRTHT =T 37IX&T0T Maintenance of discipline

iv) T9FASRY &1 aer Sense of responsibility

V) EYYUT &THATE Communication skills

vi) S F T HeT Fr Aegar Ability to work in team

vii) FFT AT H SR qQU F H Qegar Ability to meet
deadline

viii) 3ufEafa & gafass/@af@aar aur @79 arest

Regularity and Punctuality in attendance

‘egfFaard RdvaEt w Fa e AT (FAF viii])
Overall Grading on ‘Personal Attributes’ ([i to viii])

AT

~

Initial

(H) ThrTcH® HETHAT T Hodichel (SH AT S a1 30%E1M)

(C)Assessment of functional competency (weightage to this section would be 30%0)

AfFITGrading

i) 3MRIfATT & & geoTar aur gar

Proficiency and accuracy in Stenographic work

ST Contd...P-5/-



e I

i) RER gfFaerd T«er Inter-personal relations

iii) H=aT FIA AT Coordination ability

iv) T H, Teel AfFd U B Fied U APIGH &
Ty 3TST SYdgR

Effective liaison, Initiative and tact in dealing with telephone
calls & visitor

‘ThTcHS WaTAd’ W Fo Aamst A (F@(id iv])
Overall grading on ‘Functional Competency’ ([i to iv])
3ATCALTY

~

Initial

dic Note: ¥¥a® & Y% 9 ¥ fAv e Re F qur F@&fta woEh & sitwa st w7

QT AT AT FT IMUR g
The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned.

AT PART-4
HIHATT GENERAL

1. SIeTdl & |y #AENEHT Relations with the public (STgT «m9] g wherever applicable)
(ST & HTALIHA3NT H13 cealfca v AfUFR do fRe W Fon feoqoh &)

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

2. gfre7oT Training
(FUAT ST B gfadr Td HR aTHABT # IR e guR qur gig we #oEfve &
39 gfetor & forv fRAwier &Y

Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer)

3. Tareeyg & T®afd State of Health

4, "cafasar Integrity
(@ AR S Feafassr oX feoqult & Please comment on the integrity of the officer)

ST Contd...P-6/-
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5. gfddee 3RS garT AT H FATa fGAVArt fr dEdR (91T 100 el #),
e wed & v FA wEed a1, 3TURUT 39Afeudi, FHgcaqul HEed Ul
SASIR Tt & i 3fAgicd emfFer gr 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.

gfddest & #91-3 & WS T, of R W 7 QU 7T d¢F & YR W Fel Aol q&dicA®

afsa|
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of
the Report.
gfades e F geanRr
Signature of the Reporting Officer
ST TISC 3eRT H
TUTeT Place:......cccooeeeeee. Name in Block letters:
BT
fesTieh Date:..veeeeenne... Designation:
gfddesT $r afar &

During the period of Report:

*khkhkkkkk



(i)

(ii)

(iii)

(iv)

(v)

(vi)

TeRdAskAnnexure-1

HEATHAS AUAI0T & A1 THUAR o 9Fay feenfader

Guidelines regarding filing up of APAR with numerical grading

Uthtﬁ%ﬁiraﬁﬁaam:ﬁaﬂtemmammmaﬁgcmml
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3T T ST & fh 1 31y 2 & R geffetor (T R ar faRdwansit o dor  fAeme
Aolieor & wfdiger) @I fARISC 3AHeAAB & AW @ Ford 7 & wdicd &9 @ i fear
ST AR A gER 9 H¥ar 10 & fRelT Aot & Tew A faftre Iucfsuat & d@m A
e fear arwem Aot 1-2 3rgar 9-10 TR gidr € 31 3o ifaca v oo & s=a gl
qifegeh Ao get FIT §U TfddesT T Iefdeiens il r forelr siferr T
SSNTALROT 37 31T a8 HEAT # qAT H FRIRA FgARAT T Jofloll & & =R

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.

THUHR &1 8 & 10 & & T gafieior “Sepse” forar Swam qur FEeo/deleaid & v

3T grediR @ A0 R F T gredis 9 fGar Sem|
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.

meGaaTsﬂaﬁa%aﬁawmﬁww“agaW’ﬁmmmm7ﬁm
SR

APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a
score of 7.

TRUIR & 4 JAT 6 ¥ BT & g & Foffaxor “3eor foar Swem gor greaies 5 f&ar
S|
APARs graded between 4 and 6 short of 6 will be rated as “Good * and given a score of 5.

THIUIR T 4 @ HA qeffeor ‘e forar S|
APARs graded below 4 will be given a score of “Zero”.

*khkhkkkkx



Annexure-I|

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 | 31% March.

concerned ( i.e., to officer to be reported upon | (This may be completed even a week
where self-appraisal has to be given and to | earlier).

reporting officers where self-appraisal is not be

given).

2. Submission of self-appraisal to reporting officer | 15" April
by officer to be reported upon (where
applicable).

3. Submission of report by reporting officer to | 30" June

reviewing officer.

4, Report to be completed by Reviewing Officer | 31% July
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever

provided.

5. Appraisal by accepting authority, wherever | 31% August
provided.

6. (a) Disclosure to the officer reported upon where | 1% September

there is no accepting authority.

(b) Disclosure to the officer reported upon where | 15" September
there is accepting authority.

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 | 21" September
APAR.

(b) where there is accepting authority for | 6™ October
APAR.

9. Disposal of representation by the competent | Within one month from the date of
authority. receipt of representation.

10. Communication of the decision of the competent | 15" November
authority on the representation by the APAR
Cell

11. End of entire APAR process, after which the | 30™ November
APAR will be finally taken on record




feeel faeafaeare™ UNIVERSITY OF DELHI

altss werw/aeasd & fav aifte Frifasaesa geamrr Rae

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SENIOR ASSISTANT/ASSISTANT

FTIATTI/ TR/ TIATIT
OFFICE/FACULTY/DEPARTMENT

gaifea av/3afr &1 wfadea
REPORT FOR THE YEAR/PERIOD ENDING-----------------

3afFaF SURT PERSONAL DATA - (HTIT PART-I)

TSR 1 A1
Name of the Officer

SeAfaf (fea/AdE/ay)
Date of Birth(DD/MM/YYYY) : / /

(st A In words)

TR 9¢ & YeATH
Designation of post held

T TR 3] STTA/3M]. STeToiTicl/
3T Ao g 9 gafag &7

Whether the officer belongs to
Scheduled Caste/S T/OBC?

A A5 F IR gFT H Aty
Date of continuous appointment ; fesTie Date
to the present grade

A5 Grade:

a¥ & SNIeT sgEN(afatoroEr anfy & o)
O Uiyt 1 3aftr| afes Fa s

 gfetor forar § ar 39 f@avor &

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

Sy 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

ﬁﬂ‘?ﬂm SELF APPRAISAL -#HTIT PART-2

(e 3t &1 gfaded fo@r Jer 8,39 gaRT -7 A1)
(To be filled in by the Officer reported upon)

( PUAT GTATSel & ol & Ugel eI dl EAETYaS 96 o )

(Please read carefully the instructions before filling the entries)

fru arT Ft @1 Gfered faaver Brief description of duties:

a¥/3afr & ek q dFHAIF carT fhv T FHEF @
gfered faaror (faaRor 100 ersel & far e anfw )

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)

FUAT Jeol@ HY b FAT qdadt Hholst a¥ H I FUfed ai¥er el fouiRa il sl
$oist ¥ ¥ 3ccRkdd! a¥ HF 31 FAad dF gor HU af A5 AN Ffg FE O faaRer g e Hr
g fordr o)

Please state whether the annual return on immovable property for the preceding calendar year

was filed within the prescribed date i.e. 31% January of the year following the calendar year.
If not, the date of filing the return should be given.

qaaT & arek HfUFR F gEanr
Signature of the Officer reported upon

S Contd....P-3/-
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yfadesr sfaedY qanT Feaiwa- smr-3
ASSESSMENT BY THE REPORTING OFFICER - PART-3
(F9T gfafSeal & st & ggel feer-fAeelt &l earerqds qg o )

(Please read carefully the guidelines before filling the entries)

AE H A At & fav gfddes wiReRl gart 1-10 & Shad § GC&AcAS AT & St

AIRT, STEf 1 Ja§ SA I JUT 1098 31™F I3 =1 |

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.

(T )frTdehrent Hedishel (S HET &1 d140% gIam)
(A)Assessment of work output (weightage to this Section would be 40%0)

few av Iz v Iz (I FleF-2 & U arw
Grades by Reporting | 33 & @gad 87 §)
Authority Revised Grades by Reviewing
Authority (if doesn’t agree
with col.2)
1 2 3

i) gEfafad w7 dr aRquianfass &

YR GR Efed frar amar

aryAccomplishment of planned

work/work allotted as per subjects

allotted

i) S T TqoTer

Quality of work

iil) FF fosuesd e A gdoTar 3raTq

fuRa ot w acw e &

@@ Proficiency in work, namely

maintenance of prescribed registers

and charts etc.

ot 1 W Fa e AT (F |

i @ iii])

Overall Grading on “Work Output’ (Total

[i to iii])

TR

Initials

(&) SafFdera fAATAT3T 1 HedTehel (SH HET HT AT 30%FHaM)
(B) Assessment of Personal attribute (weightage to this section would be 30%b)

few av I3 v I (A FlaH-2 # U arw
Grades by Reporting | 35 & @gHd 81 &)

Authority

Revised Grades by Reviewing
Authority (if doesn’t agree
with col.2)

1

3

) ®r T ifdrgica Attitude to work

i) SFAeY @1 g Sense of
responsibility

sy Contd ...P-4/-




i) 3R T FATT TGAT
Maintenance of discipline

iV) HOoTeRterer
Communication skills

V) faeevuTcARIRIdr
Analytical ability

Vi) &F & T H 1T HA AT JIgar
Ability to work in team

Vii) §FT HAT H S qU w H
AT Ability to meet deadline

Viil) RER gfFaerd dey
Inter personal relations

‘SFaId vt w Fa
et Ao (Fer [ @ viil])
Overall Grading on ‘Personal
Attributes’ (Total [i to viii])

TR
Initials

(¥) TehrilcHAs HETATT T Hedichel (38 AT &1 dT 30% gram)
(C) Assessment of functional competency (weightage to this section would be 30%0)

e v I3 v I3 (IfT FraF-2 F U 1w
Grades by Reporting |35 & @gad &7 & )
Authority Revised Grades by Reviewing
Authority (if doesn’t agree
with col.2)
1 2 3

i) Taa/RfFTaEE @ devgar & aF
A 9fead AR 3% @G gIer A
SATeThIRY Knowledge of
Rules/Regulations/Procedures in the

area of function and ability to apply
them correctly

il) §AaT &THT
Coordination ability

iii) uger afFa Initiative

IV) FIE W H F H gdiorar
Proficiency in working on computer

‘ThrATcHS WETAAT R Fo Fam
AT (Fr [ § F iv]) Overall

grading on ‘Functional
Competency’ (Total [i to iv])

TR
Initials

dlc Note:® ass ¥ed® 9 & fav AuiRa R & Iqar d&fta wEh & sdwa sa &1 v go7

AT &1 3R gem)
The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned.

&y Contd ...P-5/-



HTATT GENERAL - AT PART-4

SieTell & &1 #EfERT Relations with the public (ST@T o] &1 wherever applicable)
(STeTaTT T TEARTHATN P Sccleled T SR deh HHITH T Foar eoqol &) (Please

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

gfIe7oT Training

(Far ST B gfadr Td HR aTHABT A IR e guR qur gig we B et &
394 9fAeTor & fow RAwMer Y Please give recommendations for training with a view to future
improving the effectiveness and capabilities of the officer)

Tareeg i F&ufa State of Health

Fcafasar Integrity
(@9 JfORRY & Feafassr 9X feoqult & Please comment on the integrity of the officer)

gfadee 3RFRT garT AWET H FATa fGRAVArt fr dEdR (91T 100 el #),
e wed & ud FA wEed &1, 3TURU 3UAfeudi, Hgcaqul HEed e
HASR Gt & ufd fdgica anfAe giPen 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.

sy Contd ...P-6/-
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6. gfdded & $1-3 & W T, ff IR & A QU a0 RS & YR W Fol Rl T&AHS

AT
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of
the Report.
gfadeer O+ & gEanr
Signature of the Reporting Officer
ST TISC 37eRT H
TUTAPlace:........cceeneeeee. Name in Block letters:
BT
feATRDate: ..o, Designation:
gfddce &r 3afa &
During the period of Report:
yafdatea sfawdy 1 srgfaaar-smr-5
REMARKS OF THE REVIEWING OFFICER - PART-5
1. YeAfdeitehel TR T Aar3rafer Length of service under the Reviewing Officer

2. FAT Y HET-3 T H9-4 & AT S TUT AP O & Fau # giddes ST gary fHe v
HAedished & TEA 87 FAT 3T AUFR HT IFAURT ST/ AGAUIBEEAAAT & Faer 7 farw
AT FAediseT § TEAT g2{HGH: HAE-3 dAT HRT-4(5)} ( IRE 39 fddest AR ganr fwe o
A3 & Thdl GChicH® Hedichd & HEHT g & ol 39 FUAT YT Hedichd 38 @S A fou
AT FGFA H & dUT H9A gfafSedt & Hegar +i )
Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes | 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):

SR Contd....P-7/-



A

3. 3EEAT gl HT TUfd A F9AT 38 FROT FATC| FAT FIS W 910 ¢ OF 3T FT SEoT T
SIS a1Ed § 2

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

4, geAfdellehel HRORRT 2aRT 9 UeFer| Fuar fUaRT &1 w7 aEed &7 td 3§h FHHASR 90 &
ufd fgfcd @fea 3ah FAEd AAVAmst & aR & fecqui(erarstar 100 reat #) Y|

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. yicdest & #91-3 & TS T, & 3R A H U 71T QRS & IJUR W Feol A GCacHs AT

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

qAfdelha FAFRT & gEARR

Signature of the Reviewing Officer

ATH TUSC ey A

T Place..........cue.... Name in Block letters:
YcodTH

feeTrh Date:....oo.ovveee. Designation:
Raré &7 3afer &

During the period of Report:

*khkhkkkkkkk



(i)

(iii)

(iv)

(v)

(vi)

TeRdAskAnnexure-1

HEATHAS AVAI0T & A1 THUAR o 9Fay feenfader

Guidelines regarding filing up of APAR with numerical grading

THAUHR & T+ fAftiad araur iR eaegde quT 9aicd TAT 43 gU R =ifeC]

The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3T T ST & fh 1 3ryar 2 & R aeffetor (T R ar fadwansit o $or  fAeme
Aolieor & wfdiger) @I fARISC 3AHeAAB & AW @ Ford 7 & wdicd &9 @ i fean
ST 3R A YER 9 H¥ar 10 & AT Aot & Tew A faftre Iucfsuat & d@ A
Jifaca fear arwem Aofr 1-2 3rgar 9-10 TR BT € 31 3o Aifaca G o= &r s=a gl
qifeged Ao Fet FIT §U TfddesT T Iefdeirensr il  fpal iferr T
SSNTALROT 37 3refeT ag) FEAT # qAT H FRINA FgARAT T Jololl A & =R

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.

THUHR 1 8 & 10 & & T gafieior “Sepse” folar STwam dur FEeo/deleid & o

3T grediR @ A0 R & forw gredis 9 fGar Sem|
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.

WHRWGH&TS@@H%&HWW“E@W’WWWW7W
SR

APARs graded between 6 and short of 8 will be rated as “Very Good” and will ~ be given a
score of 7.

TAUIR & 4 JA7 6 ¥ BT & g & Foffaxor “3eor foar smwem gor greaies 5 f&ar
S|
APARSs graded between 4 and 6 short of 6 will be rated as “Good * and given a score of 5.

THIUIR T 4 @ HA qeffeor ‘g forar S|
APARs graded below 4 will be given a score of “Zero”.

*khkhkkkkx



Annexure-I|

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 | 31% March.

concerned ( i.e., to officer to be reported upon | (This may be completed even a week
where self-appraisal has to be given and to | earlier).

reporting officers where self-appraisal is not be

given).

2. Submission of self-appraisal to reporting officer | 15" April
by officer to be reported upon (where
applicable).

3. Submission of report by reporting officer to | 30" June

reviewing officer.

4, Report to be completed by Reviewing Officer | 31% July
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever

provided.

5. Appraisal by accepting authority, wherever | 31% August
provided.

6. (a) Disclosure to the officer reported upon where | 1% September

there is no accepting authority.

(b) Disclosure to the officer reported upon where | 15" September
there is accepting authority.

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 | 21" September
APAR.

(b) where there is accepting authority for | 6™ October
APAR.

9. Disposal of representation by the competent | Within one month from the date of
authority. receipt of representation.

10. Communication of the decision of the competent | 15" November
authority on the representation by the APAR
Cell

11. End of entire APAR process, after which the | 30™ November
APAR will be finally taken on record




feeelr faRafaearer UNIVERSITY OF DELHI

THRAPITERRI/ARTS doheilehl TETIH/ddheilehl TETIH/ATETR TEIH/IAINATAT HeISH & v
aif¥s Frifasaed Hearha RaE
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR TECHNICAL OFFICER/SENIOR

TECHNICAL ASSISTANT/TECHNICAL ASSISTANT/STATISTICAL ASSISTANT/LABORATORY
ASSISTANT

TR/ IAATT /T
FACULTY/DEPARTMENT/OFFICE =----nnnnmmmmmmmmmmmmm e

AT av/3afer &1 gfaded
REPORT FOR THE YEAR/PERIOD ENDING--------nxxxmmmmmmeeeem e

39fFaF s8R PERSONAL DATA - (1T PART-I)

1. JTPRT Fr AT
Name of the Officer

2. SeA (Re/agenay)
Date of Birth(DD/MM/YYYY) : / /

(el # In words)

3. odEe A5 # AR R & R

Date of continuous appointment : feeT Date
to the present grade

IT Grade:

4. F1 ARSI IEggRd S/

AT d gEfRa g ?

Whether the officer belongs to
S.C./S. T./IOBC?

5. aémﬂqaammwﬁgﬁ?raﬁrﬁfir

Present post and date of : Ye Post
appointment thereto

feaTieh Date

6.  a¥ & NI SYE(TRIGTOT, TET MMM o HRON A Huieyfa v afer| afe sea s
o fRreTor form & & 38er faavor &)

Period of absence from duty (on Training, leave etc.) during the year. If he/she has under gone
training, specify.
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AT PART-2

(e s w1 yfades forar e §,389% ganrT 3 ae )
(To be filled in by the Officer reported upon)

forw a0 st @1 aférea faaxer Brief description of duties:

T F A J8T/3FY /AT IS ToT 30 for FeiRa Fe & ar ;v v @uiRa o aw g
3o (IRAOVAET AT T TG H) FAT AT H16-6H A TATASAT & YR | FA0 3R IAF 8T
q 39T 3USATSY §dTv |

(3CTEIUT- 3T ITeAT/riTera/fasmeT & fav aif¥e Hr Jrern)

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)

qET/3Y /T 3UcIfeerar
Targets/Objectives/Goal Achievements

(A) FUAT #AG-2 # A T eI/ J/EAA - wifcd H g W@ HAG w1 G A
3eold@ HY| Il &t &t wifed A HIg Sy Ig@r g ar 3 Iarg|
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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(SB) FAT 34 Hal &1 1 Sooi@ Y TSt Hohr 3if8eh 3uafeedr W & 3N 3o 39e
AaTETeT H 8 Seor@ |

Please also indicate items in which there have been significantly higher achievements and
your contribution thereto.

4. FUAT 3oo@ H & FAT qEAA Fest a¥ N IS Hufeq aie fGaveh Fuifia ok
AT Soist a¥ ¥ IcRkad! a¥ F 31 FIat deh gof AT &F a5 oAf| I AT o favor
gol I A aRrE fordr e

Please state whether the annual return on immovable property for the preceding calendar year
was filed within the prescribed date i.e. 31% January of the year following the calendar year.
If not, the date of filing the return should be given.

qaaT & Atk HfUFR F gEanR

e Date:.......occvevee. Signature of the Officer reported upon
HTIT PART-3
HEIIcAsS TSI 7 feRoT giddest qur qefdeiehed WiRRRT earr fohar Sem &5 1-10 & dAe

X glell AIfeU| SEl 1 T & A3 AT 10 T 3fAF I 1 gAfdr gl

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.

(FIaT g F A ¥ gga Rar-fadet # eaeqds g o )
(Please read carefully the guidelines before filling the entries)

(Q) 9T SR ol FHediehel (FH HIET T deaT 40% §lam)

(A) Assessment of work output (weightage to this section would be 40%)
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gfadesr wiftrer
Reporting Authority

gafdeisda g
Reviewing Authority

) @ Fafea s & aRqutarfawat &
YR W 3Tefed far a—r 1|

Accomplishment of planned work/work
allotted as per subjects allotted

ii) prfersaresT T IOTCT
Quality of output

iii) faeevuTcAR AT
Analytical ability

iV) 3aeicAs® ® @ qRUTEfeT AT
g & Accomplishment  of

exceptional work/unforeseen tasks performed

fadfa & W Fa et ATTAOVerall
Grading on “Work Output’

TR
Initials
(&) STTFAaTT TAATAT3N T Hediehol (S #TT T desT 30%g1)
(B)  Assessment of personal attributes (weightage to this Section would be 30%b)

ufde wRER | qAfietE S
Reporting Reviewing Authority
Authority

i) R T AT

Attitude to work

i) FFAGRY &1 ay

Sense of responsibility

1) 3TeIRMAT T 3TIT&TOT
Maintenance of Discipline

iv) TUYOT Hierel

Communication skills

V) & o 0T
Leadership qualities

vi) T @ HIgAT H PRI F HT &THAT
Capacity to work in team spirit

SR Contd....P-5/-



Vi) FHI-ERON #T IFEROT  HIE HT ATHAT
Capacity to adhere to time-schedule

Viill)RER afFderd degr
Inter-personal relations

iX)g#T ofd ud <afddea Overall bearing and
personality

‘FiFad  fAvant W g@ R
afdTOverall Grading on  ‘Personal
attributes’

TR
Initials

(¥) YhrTcHeS WETHAT &1 Hediehel (SH HET &1 dT 30% gIam)
(C)  Assessment of functional competency (weightage to this Section would be 30%b)

yfadger arfererd yafdatse yfwd
Reporting Authority | Reviewing Authority

| ferm/RfeTm/aE vd degar & & & yfkare
T4 3 el 9AeT & SRt Knowledge of

Rules/Regulations/Procedures in the area of
function and ability to apply them correctly.

i) Nfasg TS sa=r i efEar  Strategic
planning ability

iii) AU o dr &rHar
Decision making ability

IV) §A=aY &TH T
Coordination ability

V) 3NAEY i 9RT v ARfAa e T aTAdr
Ability to motivate and develop subordinates

vi) ggar afFa Initiative

‘YHRITCHS FEATT W Fol Ay A

Overall Grading on ‘Functional
Competency’

TR

Initials

AATT GENERAL — (HTT PART-4)

1. Stetar & @y AeferiRelations with the public (sigT @9y glwherever applicable)

(ST T 3MARIASHATIN H SecRalded Td ISR ooh 31T WX FHor fecqolr &)please comment
on the officer’s accessibility to the public and responsiveness to their needs)
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gfr87oT Training

(Faar ISR T gefaar va SR AT # 3R e gUR aur gig we @ T @
300 9feTor & forw fAwIRer &Y Please give recommendations for training with a view to future
improving the effectiveness and capabilities of the officer)

Tareeyg & T®afa State of Health

"cafasar Integrity
(FT 3R S Fcafassr 9X feoqull & Please comment on the integrity of the officer)

gfddesr 3SR garT 3RE & FrEed FTATAET Hr TER (ST 100 AsEr H),
e oy 819 Td FA el 8, IR 3UTeud], Agcaqol FAEan3 (HEsT:
HIAT 2 &1 3(37) TG 3(¥) T AR @t & i fAgicd anfdrer &

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.
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5. 9fddest & #9-3 & WS T, o 3R A A QT T deo & IMUR W Fel [AAHR TSR
afsa
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of
the Report.

gfaded FfOFH F granEr
Signature of the Reporting Officer

AT TOSE e &

TYT Place:.......cccoeeeee.. Name in Block letters:
geATH

fesTieh Date:....oooeeeeeee.. Designation:
Rare &1 3afr &

During the period of Report:

HATIT PART-5

gﬂﬁ?—ﬂ?ﬁf 3T fir H&W REMARKS OF THE REVIEWING OFFICER.

gffdeiihe 3RAGRT & 3ceid dar rafer
Length of service under the Reviewing Officer

T 3T HET-3 d 914 & (390 S qur Affer oit & dee & gfades 3f¥aR ganr f&e v
Hedishel ¥ HEAT 8?7 FAT 3T IS T 3WURT ST /FAGAOT HABANAT F Haer 7
U T Hediehad @ WA §2[HEsT: HET-3(T)(iv) TAT HET-4(5)]

(@fe 39 gidest SR @R fhu 7T AAVATST & frdl HEacHs Hediehd & AT 16l & of
T HOAT AT Hedichel 38 TS H U a0 Tqew # & qar 3roeh vfafSeat it smezear i)

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.)

8 Yes sTer No
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;8

3. 3EAd Bl T YT # HUAT 3@ HROT ddAC| FAT HE W oG § O 39 Fo Feo=r a

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

4. geAfdellehel HRAGRT ZaRT 9o | Huar fUaRy &1 w7 qEed &7 Td 3§H FHHASRK 9l &

gfa sfgfed wfea 3ah gaAed RAAVAET & aR & fecqui(erEmser 100 reaf #) H{|
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. gfddest & $97-3 & @3 T, & 3R A A QU a0 e & IMUR R Fol Aelw T&acAh AfET|

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

gaAfdellsa JARAFR F g

Signature of the Reviewing Officer

AT TOSE e |

TYT Place:.......ccoeaeee.. Name in Block letters:
geATH

fesTieh Date:....oooeeenee. Designation:
Rare &1 3afr &

During the period of Report:

*hkkkikkkikk



(iii)

(iv)

(v)

(vi)

TeRdAFkAnnexure-1

HEATHAS AVA0T & A1 THUHR o 9Fay feenfader

Guidelines regarding filing up of APAR with numerical grading

Uthtﬁ%ﬁiraﬁﬁaam:ﬁaﬂtemmammmaﬁgcmml
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3T &Y S & o 1 3rar 2 & el aefioor (et & ar fRwensit ar gof  fAomex
Aol & wfdiger) @I fARISC 3AHAABT & AW @ Ford T & wdicad &9 @ i fear
ST 3R A YER 9 H¥ar 10 & fRelT Aot & Tew A fOftre Iuafsuat & d@ A
Jifaca fear arwem Aofr 1-2 3r¥ar 9-10 TR gidr € 31 3o ifaca v oo &r s=a gl
mwmmymwmmﬁmm Cal
SSTAEROT 3eTeh 3Nl a€T HEAT H qoAET H HI HeAAT &1 Jofloll H Hel =R

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.

TAUHR &1 8 & 10 & & T gafieior “Sepse” folar Swam qur FEeo/deleid & o

3T uredies T 0T FR F AT uredie 9 fear SR
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.

meﬁamsﬁaﬁaasaﬁwa?ﬁww“agam’ﬁmmwm7ﬁm
SIRET|

APARs graded between 6 and short of 8 will be rated as “Very Good” and will ~ be given a
score of 7.

TAUIR & 4 JA7 6 ¥ Bl & g & Feffaxor “3eor foar Smwem gor greaies 5 f&ar
S|
APARs graded between 4 and 6 short of 6 will be rated as “Good * and given a score of 5.

THIUIR T 4 @ HA qeffeor ‘e forar S|
APARs graded below 4 will be given a score of “Zero”.

*khkhkkkkx



Annexure-11

Time schedule for preparation/completion of APAR

(Reporting year — Financial year)

S.No.

Activity

Date by which to be completed

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).

31% March.

(This may be completed even a week

earlier).

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

15" April

Submission of report by reporting officer to
reviewing officer.

30™ June

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

31% July

Appraisal
provided.

by accepting authority, wherever

31% August

(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.

1% September

15" September

Receipt of representation, if any, on APAR.

15 days from the date of receipt of
communication.

Forwarding of representations to the competent
authority.

(@) where there is no accepting authority for
APAR.

(b) where there is accepting authority for
APAR.

21 September

6" October

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

15™ November

11.

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

30™ November




