
 
 

 
 

�दल्ल �वश्व�वद्या UNIVERSITY OF DELHI 
 

क�नष ्सहायक के �लए वा�षर्क काय�नष ्पदन मूल ्याकन �रपोटर् 
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR JUNIOR ASSISTANT 

 
 

कायार्ल/सकंाय/�वभाग  

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

 
समािप्त वष/अव�ध का प्र�तवेद 

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

वयैिक्क ब ्यरा PERSONAL DATA - (भाग PART-I) 
 
 

1. अ�धकार� का नाम  
Name of the Officer   : ____________________________________

   
2. जन् �त�थ (�दन/मह�ना/वषर)  

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

: (शब् द म� In words)____________________ 
     

       ____________________________________ 
 

3. धा�रत पद का पदनाम  
Designation of post held  : ____________________________________ 

 
4. क् य अ�धकार� अन.ुजा�त/अन.ु जनजा�त/ 
 अन्  �पछड़ा वगर् से सबं�ंधत है? 

Whether the officer belongs to : ____________________________________ 
 Scheduled Caste/ST/OBC? 
 
5. वतर्मा ग्रेड म� लगातार �नयुिक्त क� �त 

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

      : ग्र Grade:___________________________  
 
   

6. वषर के दौरान ड्यू ट(प्र�श,छुट्टआ�द  के कारण) 

 से अनपुिस्थ�त क अव�ध। य�द उ क्  का�मर्  

 ने प्र�श�ण �लया है तो उसका �ववरण द� 
Period of absence from duty (on : ___________________________________  

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

 
 

जार� Contd…P-2/- 
       
 
 
 
 

 

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

(उस अ�धकार�द्वारा भरा जा,िजसक� �रपोटर् �लखी जानी ह)  
(To be filled in by the Officer reported upon) 

 

(कृपया प्र�विष्टयभरने से पहले अनदेुश� को ध् यनपवूर्क पढ़ ल�)   
(Please read carefully the instructions before filling the entries) 

 
1. कत्तर्व्का स�ं�प्  �ववरणBrief description of duties: 

  
 
 
 
 
 
 

  
         

2. ______________से ______________तक के वषर/अव�ध के दौरानआपके द्वरा �कए गए काय� का 
स�ं�प् सार-वतृ्त(�दया जाने वाला सार-100 शब ्द से अ�धक न हो) 
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. कृपया उल् लख कर� �क क् य पवूर्वत� कैल�डर  वषर् क� अचल संपित्त वा�षर्क �ववरणी �नधार्�रत त
अथार् त् कैल�डर  वषर् से उतरवत� वषर् को31 जनवर� तक दजर् करा द� गई थी। य�द नह�ं तो �ववरण
दजर् कराने क� तार�ख�लखी जाए। 
Please state whether the annual return on immovable property for the preceding calendar year 
was filed within the prescribed date i.e. 31 P

st
P January of the year following the calendar year.  

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

 
 
 
 

 
 
स् थन Place:...................... 
�दनांक Date:...................... 
 

सचूना देने वाले अ�धकार� के हस ्त�र  
Signature of the Officer reported upon 

 
जार� Contd….P-3/- 
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�रपोटर् �लखने वालेअ�धकार� द्वारा मूल् यकन– भाग-3 
ASSESSMENT BY THE REPORTING OFFICER – PART-3 

 

(कृपया प्र�विष्टभरने से पहले �दशा-�नदेश� को ध् यनपवूर्क पढ़ ल�)  
(Please read carefully the guidelines before filling the entries) 

 

1. द्वाराप्रत्कगणु/�वशेषता के �लए आं�कक ग्रे�डंग द� जान चा�हएजो क� 1-10तक के पमैाने पर 

होनी चा�हए िजसमे 1का तात्पयर् �नमन्तमऔर 10कातात्पयउच्चतमग्रेसेहै।  

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

 

(क) कायर �नष्पादनका मलू् याकन (इस खंड क� तहर�ज 40%होगा) 

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

 �रपोटर्  �लखने वाले अ�धकार�
द्वारा�दया  गया ग्रे 
Grades by Reporting 
Authority 

समी�ा अ�धकार� द्वारा
संशो�धत ग्रे (य�द स्तम्2 
से सहमत नह�ं ह�  )  
Revised Grades by 
Reviewing Authority (if 
doesn’t agree with col.2) 

1 2 3 
i) योजनाबद्कायर/ आब�ंटत �वषय�  के  
अनसुार आब�ंटत कायर् को परूा 
करनाAccomplishment of planned 
work/work allotted as per subjects 
allotted 

  

ii) कायर क� गणुवत्ता 
Quality of work 

  

iii)टंकण म� प्रवीण  Proficiency in 
typing (speed and accuracy) 

  

iv) कायर म� प्रवीण,नामत:  �नधार्�रत
रिजस् र� और चाट�  इत्या�द का 
रखरखाव Proficiency in work, 
namely maintenance of prescribed 
registers and charts etc. 

  

‘कायर्  �नष्पादन ’ समय गर्े�डं (कुल 
[ i सेiv ]) 
Overall Grading on ‘Work 
Output’ (Total [ i to iv]) 

  

आद्य�र Initials 
 

  

 

  
 

 
        जार� Contd …P-4/- 
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(ख)व् िक्तगतगुण/�वशेषताका मलू् याकन (इसखडं क� तहर�ज 30%होगा) 

(B)Assessment of Personal attributes (weightage to this section would be 30%) 
 �रपोटर्  �लखने वाले अ�धकार�

द्वारा�दया  गया ग्रे 
Grades by Reporting 
Authority 

समी�ा अ�धकार� द्वारा
संशो�धत ग्रे (य�दस्तम्2 
से सहमत नह�ं ह� )  
Revised Grades by 
Reviewing Authority (if 
doesn’t agree with col.2) 

1 2 3 
i) कायर क� प्र�अ�भविृत् Attitude to 
work 

  

ii) उत्तरदा�यत्व क� भाव 
Sense of responsibility 

  

iii) अनशुासन बनाए रखना   
Maintenance of discipline 

  

iv) सपं्रेकौशल  
Communication skills 

  

v) �वश् लषणात् क योग् ता    
Analytical ability 

  

vi) ट�म के रूप म� कायर् करने क
योग् ता Ability to work in team 

  

vii) समय सीमा का पालन करने क�   
   योग् ता Ability to meet deadline 

  

viii) अतंर-व् िक्तगत संबं 
Inter personal relations 

  

‘व ्िक्तगगणु /�वशषेताओ’ंक� समग 
ग्रे�डं (कुल [ i से viii]) 
Overall Grading on ‘Personal 
Attributes’ (Total [i to viii]) 

  

आद्य�र Initials 
 

  

 

(ग)कायार्त्क �मता का मलू् याकन (इसखडं क� तहर�ज 30%होगी) 
(C) Assessment of functional competency (weightage to this section would be 30%) 
 

 �रपोटर् � लखने वाले अ�धकार�
द्वारा�दया  गया ग्रे 
Grades by Reporting 
Authority 

समी�ा अ�धकार� द्वारा
संशो�धत ग्रे (य�द स्तम्2 
से सहमत नह�ं ह� )  
Revised Grades by 
Reviewing Authority (if 
doesn’t agree with col.2) 

1 2 3 
i) काम-काज के �ेत्र म �नयम� /�वनयम� 
/पद्ध�तय� क  ा �ा औरइन्ह� सह�तर�के से 
लागू करने क� योग्यत Knowledge of 
Rules/Regulations/Procedures in the 
area of function and ability to apply 
them correctly 

  

 
जार� Contd….P-5/- 
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ii) समन् य �मता  
Coordination ability 

  

iii) पहल शिक्तInitiative  
 

 

iv) कंप् यटर पर कायर् करने म� प्रवीण
Proficiency in working on computer 

  

‘कायार्त्क �मता’पर समग्ग्रे�डं
(कुल [ i से iv]) Overall grading on 
‘Functional Competency’ (Total [i 
to iv]) 

  

आद्य�र Initials 
 

  

 

नोट Note:समग ग्रे�ड , �नधार्�र क� गई तहर�ज के अनपुात म� सकेंतक� के प्रत्यसमहू के माध्य मान 
के योग पर आधा�रत होगी  
The overall grading will be based on addition of the mean value of each group of  
indicators in proportion to weightage assigned. 

 
      

सामान ् GENERAL-भाग PART-4 
 

1. जनता के साथ सपंकर ्Relations with the public (जहाँकह� लाग ूहो wherever applicable) 
 (कृपया जनता क� अ�धकार� तकपहुँच क� योग्यता और उनक� ज   रूरत� के प्    उत्तरदा�यत्व प

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

 

2. प्र�श Training  
(कृपया अ�धकार� क� कारगरता और कायर् �मता म� सुधारलाने हेत ु भ�वष्य क� दृिष्ट से प्र  क� 
�सफ़ा�रश दे) Please give recommendations for training with a view to future improving the 
effectiveness and capabilities of the officer) 
 
 
 
 

 

3. स् वस ्थ् क� िस्थ�तState of Health 
 
 
 
 

 

4. सत् �नष् ठ Integrity 
(कृपया अ�धकार� क� स त् �नष् ठ पर �टप् णी कर� Please comment on the integrity of the officer) 
 
 
 
 
 

 
 
 

जार�Contd….P-6/- 
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5. �मताओ ंऔर कमतर �मताओ,ं असाधारण उपलिब्धया, महत् पूणर् �वफलताओ ंतथा कमजोर वग� के 
प्र�अ�भविृत् के �ेत्र स�हअ�धकार�के समग गणु� पर �रपोटर् � लखने वाले अ�धकार� द्वार क� 
शब्द �चत  (लगभग 100 शब ्द म�) Pen Picture by Reporting Officer (in about 100 words) on the 
overall qualities of the officer including area of strengths and lesser strength, extraordinary 
achievements, significant failures and attitude towards weaker sections. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

          
6. �रपोटर्के भाग-III म� खडं क,ख और ग म� द� गई तहर�ज के आधार पर समग्र आं�कग्रे�ड । 

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

  
 
 
 

 
 
 
 
         प्र�तवे अ�धकार� के हस ्त�र  
         Signature of the Reporting Officer 
 
 
 
 
 
 

     नाम मोटे अ�र� म�  

स् थन Place:.....................  Name in Block letters: ______________________________ 
     पदनाम 

�दनाक Date:.....................  Designation: _____________________________________ 
�रपोटर्  क� अव�ध के दौरान  

     During the period of Report: ________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 

 
1. समी�ा अ�धकार� के तहत सेवाकालLength of service under the Reviewing Officer 
 

 
 
 
 

 
2. क् य आपकायर् �नष ्पादन औ भाग-3 तथा भाग-4 म� �व�भन्न गुण /�वशेषताओंके सबंधं म� �रपोटर्

�लखने वाले अ�धकार� द्वारा �कए गए मूल् यकन से सहमत ह�? {सदंभर: भाग-3 और भाग-4(5)} (य�द 
आप गणु�/�वशेषताओं के �कसी भी आं�शक मलू्यांकन�से सहमत नह� ंह� तो उस खंड म� आपके �लए 
�दये गए स्तम्भ म� अपना मूल्यांकन दजर् करे और अपनी प्र�विष्अपना आद्या�रकर� ) 
Do you agree with the assessment made by the reporting officer with respect to the work 
output and the various attributes in  Part-3 and Part-4?  {Ref: Part-3 and Part-4 (5)}  (In case 
you do not agree with any of the numerical assessments of attributes please record your 
assessment in the column provided for you in that section and initial your entries):  
 
 
 
 
 
 
 

  
3.    असहम�त क� िस्थ�त म� कारणबताए।कृपया ऐसा कुछह� िजसमे आप सशंोधन करना अथवा जोड़ना 

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

 
4. अ.जा./अ.ज.जा. अ�धकार� के कायर् �नष्पादन कामलू्यांकनकरने म� �रपोटर्�लखने वाले अ�धकार� क� 

अ�भव�ृत  
The  attitude of the Reporting Officer in assessing the performance of SC/ST officer 
 
 
 
 
 
 
 

 
 

जार� Contd….P-8/- 
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5.  समी�ा अ�धकार� द्वाराशब्द �चत। (लगभग 100 शब ्द म�) कृपया �मताओं और कम तर �मताओ ं

के �ेत्र औकमजोर वग� के प्र�त अ�भवृित्त स�अ�धकार� के समग गणु� पर �टप्पणीकर�। 
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.  �रपोटर्के भाग-3म� खंड-क,खंड-ख औरखंड-ग म� द� गई तहर�ज के आधार पर समय आं�कक ग्रे�ड । 
Overall numerical grading on the basis of weightage given in Section-A, Section-B and 
Section-C in Part-3 of the Report. 

 
 
 
 
 

 
 
 
 

 
पनु�वर्लोकन अ�धकार� के हस   �र 

       Signature of the Reviewing Officer 
 

नाम मोटे अ�र� म�  

स् थन Place:.....................  Name in Block letters: ______________________________ 
     पदनाम 

�दनाक Date:.....................  Designation: _____________________________________ 
�रपोटर क� अव�ध के दौरान  

     During the period of Report: ________________________ 
 
 
 
 
 
 

********** 
 
 
 
 
 

 
 



 

 
संलग ्कAnnexure-I 

 
संख्यात्मक श्रेणीकरण क े साथ एपीएआर भरने सम�दशा�नद�श 

 
Guidelines regarding filing up of APAR with numerical grading 

(i) एपीएआर के स त्ंम्भ �व�धवत सावधानी और ध्यानपूवर्क तथा पयार्प्त समय देते हुए भरने  
 The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii) यह आशा क� जाती है �क 1 अथवा 2 के �कसी वग�करण (�नगर् त कायर् या �वशेषताओं या कु  �मलाकर 
 श्रेणीकरण के प्र�  ) को �व�शष्ट असफलताओं के मागर से कलम �चत्र म� पयार्प्त से औ�चत्य � दया
 जाएगा और इसी प्रका 9 अथवा 10 के �कसी श्रेणी के स    बंध मे �व�शष्ट उपलिब्धय� के संबंध       
 औ�चत्य �दया जाएगा। श्रे1-2 अथवा 9-10 �वरल होती ह� अत: उनका औ�चत्य �दए जाने क� जरूरत है। 
 सांिख्यक  श्रेणी प्ररते हुए प्र�तवेदन एंपुन�वर् लोकन अ�धका�रय�को �कसी अ�धकार�  का 
 दजार्�नधार्रण उनके अधीन वह� संख्या  म� वतर्मान म� कायर्रत सहयो�गय�  क� तुलना मे  चा�हए। 

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

 
(iii) एपीएआर का 8 से 10 के बीच का वग�करण “उत्कृष ” �लया जाएगा तथा सूचीकरण/पदौन्न�त के �लए  
 औसत प्राप्तांक क� गणना करने  के �लए प्राप9 �दया जायेगा। 
 APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 
 9 for the purpose of calculating average scores for empanelment /promotion. 
 
(iv) एपीएआर का 6 तथा 8 से छोटा के बीच का वग�करण “बहुत अच्छ” �लया जाएगा तथा प्राप्ता7 �दया 
 जायेगा। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
 
(v) एपीएआर का 4 तथा 6 से छोटा के बीच का वग�करण “अच्छ” �लया जाएगा तथा प्राप्ता 5 �दया 
 जायेगा। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) एपीएआर का 4 से कम वग�करण “शून्” �लया जायेगा। 
 APARs graded below 4 will be given a score of “Zero”. 
 
 
      ******* 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



 
Annexure-II 

Time schedule for preparation/completion of APAR 

 
(Reporting year – Financial year) 

S.No. Activity 
 
Date by which to be completed 

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

31st

(This may be completed even a week 
earlier). 

 March. 

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

15th April 

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

30th June 

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

31st July 

5. Appraisal by accepting authority, wherever 
provided. 
 

31st August 

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

1st

 
 September 

 
15th September 

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

8. Forwarding of representations to the competent 
authority. 
 

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

 
 
 
21st

 
 September 

 
6th October 

9. Disposal of representation by the competent 
authority. 

Within one month from the date of 
receipt of representation. 
 

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

15th November 

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

30th November 

 
 



 

 
 

�दल्ल �वश्व�वद्या UNIVERSITY OF DELHI 
 

 
मल्ट� टास�क ंग स्टाफ के �लए वा�षर्क क�नष ्पदन मूल ्याकन �रपोटर् 

ANNUAL PERFORMANCE ASSESSEMENT REPORT FOR MULTI TASKING STAFF 
 
 

कायार्ल/सकंाय/�वभाग  

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

 
समािप्त वष/अव�ध का प्र�तवेद 

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

वयैिक्क ब ्यरा PERSONAL DATA - (भाग PART-I) 
 
 

1. अ�धकार� का नाम  
Name of the Officer   : ____________________________________ 
 
 

2. पदनाम  
Designation     : ____________________________________ 

 
   

3. जन् �त�थ (�दन/मह�ना/वषर)  
Date of Birth(DD/MM/YYYY) : __________/________/_________________ 

       
: (शब् द म� In words)____________________ 

     

       ____________________________________ 
 

4. क् य अ�धकार� अन.ुजा�त/अन.ु जनजा�त/ 
 अन्  �पछड़ा वगर् सेसबं�ंधत है ? 

Whether the officer belongs to : ____________________________________ 
 Scheduled Caste/S T/OBC? 
 
5. वतर्मा ग्रेड म� लगातार �नयुिक्त क� �त 

Date of continuous appointment : �दनांक Date_________________________ 
 to the present grade  
      : ग्र Grade:___________________________  
 
   

6. वषर के दौरान ड्यू ट(प्र�श, छुट्टी आ�द  के का ) 

 से अनपुिस्थ�त क अव�ध। य�द उ क्  का�मर्  

 ने प्र�श�ण �लया है तो उसका �ववरण द� 
Period of absence from duty (on : ___________________________________  

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

 
 

जार� Contd…P-2/- 
       
 
 

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

 
(To be filled in by the Officer reported upon) 

 

( कृपया प्र�विष्टय� को भरने से पहले अनुदेश� को धनपवूर्क पढ़ ल�)   
(Please read carefully the instructions before filling the entries) 

 
 
1. �कए गए काय� का स�ं�प्  �ववरण Brief description of duties: 

  
 
 
 
 
 
 
 
 
 
 
 

  
         

 

2. कृपया उल् लख कर� �क क् य पवूर्वत� कैल�डर  वषर् क� अचल संपित्त वा�षर्क �ववरणी �नधार्�रत त
अथार् त् कैल�डर  वषर् से उतरवत� वषर् को31 जनवर� तक दजर् करा द� गई थी। य�द नह�ं तो �ववरण
दजर् कराने क� तार�ख�लखी जाए। 
Please state whether the annual return on immovable property for the preceding calendar year 
was filed within the prescribed date i.e. 31st

 

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

 
 
 
 

 
 

 
 
 
 

 
सचूना देने वाले अ�धकार� के  हस् त�र  

       Signature of the Officer reported upon 
 
 
 

स् थन Place:...................... 
 
�दनांक Date:...................... 

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

 

(कृपया �िवि�य� को भरने से पहले �दशा-िनदशे� को ध ्यनपूवर्क पढ़ ल�)  
(Please read carefully the guidelines before filling the entries) 

 �त ्यक कायर् क� िवश षता� के ि लए �ितवेदन �ािधकारी �ारा1-10 के स् क ल म� संख ्यत् क ��ेडंग दी जानी चािहए, 
जहाँ 1 सबसे कम �डे तथा 10 सबसे अिधक �डे को दशार्ता है ।  
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. 

 

(ए) िनगर्तकाय का मूल ्याकन (इस भाग का वेटेज 40% होगा) 
(A) Assessment of work output (weightage to this Section would be 40%) 

 �ितवदेन �ािधकारी  
Reporting  
Authority 

पनु�वर्लोकन �ािधकारी 
Reviewing Authority  

1 2 3 
i) पूवर िनयोिजत कायर क� प�रपूणर्त/िवषय� के आधार 
पर आबं�टत �कया गया कायर् 
Accomplishment of work allotted as per subjects 
allotted 

  

ii) कायर िनष ्पादन क� को�ट 
Quality of work output 

  

iii) क्या वह मशी/ स्टोर का ज्ञान रखता।  
Does he/she know the machine/ store 

  

iv) क्या वह िनयिमत �प से मशी/ स्टो/भवन को 
ठीक रखता ह ै
Does he/she maintain the machine/ store/ building 
properly and regularly. 

  

v) क्या वह सफाई करता है  औरचाटर,दशृ्य स्ल/  
भडंारण आइटम/ प�रसर क� दखेभाल करता ह ै
Does he/she clean and takes care of chart, visual 
slides/ storage items/ premises. 

  

vi) �कए गए अ�त ्यािशत कायर/अपवादात् मक कायर क� 
प�रपूणर्त Accomplishment of exceptional 
work/unforeseen tasks performed 

  

‘िनगर्  कायर’ पर कुल िमलाकर �े�डगं Overall Grading 
on ‘Work Output’ 

  

आद्य�र 
Initials  

  

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

 प्र�तवेदन प्रा�धक
द्वारा �दए गए ग्र 
Grades by 
Reporting 
Authority 

पुन�वर्लोकनप्�धकार� द्वारा
�दए गए ग्रे(य�द कॉलम-2 म� 
�दए गए ग्रेड से सहमत नह�  ं)  
Revised Grades by 
Reviewing Authority (if 
doesn’t agree with col.2) 

1 2 3 
i) कायर क� अिभवृि�Attitude to work  

 
 

ii) िजम् मदारी का बोध 
Sense of responsibility 

  

 
जार� Contd …P-4/- 
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iii) Regularity and Punctuality  
िनयिमतता और समय क� पाबंदी 

  

iv) अनशुासन को बनाए रखना 
Maintenance of discipline 

  

v) सं�ेषण कौशल 
Communication skills 

  

vi) टीम के �प म� कायर् करने क� योग्ता 
Ability to work in team 

  

vii) समय सीमा म� कायर् पूरा करने क 
योग् ता Ability to meet deadline 

  

viii) परस् र व ्ि�गत संबंध 
Inter -personal relations 

  

ix) Clean use of uniform  
 

 

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

  

आद्य�र 
Initials  

  

 

(सी) �कायार्त्क सक्षमता का मूल् कन (इस भाग का वेटेज 30% होगा) 
(C) Assessment of functional competency (weightage to this section would be 30%) 

 �ितवदेन �ािधकारी 
�ारा �दए गए �डे  
Grades by 
Reporting 
Authority 

पनु�वर्लोकन �ािधकारी �ारा
�दए गए �डे (य�द कॉलम-2 
म� �दए गए �डे स ेसहमत नह� 
ह�  )  
Revised Grades by 
Reviewing Authority (if 
doesn’t agree with col.2) 

1 2 3 
i) िनयम/िविनयम/कायर् एवं   योग्ता के कष्े� म
���याएं और उनके सही �योग क� जानकारी 
Knowledge of Rules/Regulations/Procedures 
in the area of function and ability to apply 
them correctly 

  

ii) समन् य क्षम 
Coordination ability 

  

iii) पहल शि� Initiative  
 

 

iv) कंप ्यटर पर कायर् करने म� �वीणत, जहां  पर 
उपलब्ध होProficiency in working on 
computer,wherever available 

  

‘�कायार्त्क सक्षम’ पर कुल िमलाकर ��ेडगं 
(कुल [ i स ेiv])Overall grading on 
‘Functional Competency’ (Total [i to iv]) 

  

आद्य�र 
Initials  

  

 
        जार� Contd …P-5/- 
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नोट Note: संकेतक  के  प्रत्क ग्रुप क�लए �नधार्�रत वेटेज के अनुसार स  बं�धत समूह� के  औसत अंक� का

योग समग्ग्रे�डं का आधार होगा।  
The overall grading will be based on addition of the mean value of each group of    
indicators in proportion to weightage assigned 

      
 

सामान ् GENERAL-भाग PART-4 
 

1. जनता के साथ भागीदारी Relations with the public (जहाँ लागू हो wherever applicable) 
 (जनता क� आवश् कताओं का उत् रदा�यत्  एव ंअ�धकार� तक अ�भगम पर कृपया �टप् णी द�) (Please 

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

 

2. प्र�श Training  
(कृपया अ�धकार� क� प्रभा�वता एवं कायर् �मताओं म� और अ�धक सुधार तथा वृ�द्ध करने क� दृि
उसके प्र�श�ण के �लए  �सफा�रश करPlease give recommendations for training with a view to future 
improving the effectiveness and capabilities of the officer) 
 
 
 
 

 

3. स् वस ्थ् क� िस्थि State of Health 
 
 
 
 

 

4. सत् �नष् ठ Integrity 
(कृपया अ�धकार� क� सत् �नष् ठ पर �टप् णी द� Please comment on the integrity of the officer) 
 
 
 
 
 

 

5. �ितवेदन अिधकारी �ारा अिधकारी क� समस्  िवशेषता� क� तस् वर (लगभग 100 शब् द म�), िजसम� 
सामथ् य क्षे� एवं कम सामथ्  क्ष, असाधारण उपलिब्धया, महत् पूणर् असफलता� एवं कमजोर वग� के
�ित अिभवृि� शािमल होPen Picture by Reporting Officer (in about 100 words) on the overall 
qualities of the officer including area of strengths and lesser strength, extraordinary achievements, 
significant failures and attitude towards weaker sections. 
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6. प्र�तवे के भाग-3 के खंड ए, बी और सी म� �दए गए वेटेज के आधार पर कुल �मलाकर सखं् यत् क 

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

  
 
 
 

 
 
 
 
 
        प्र�तवे अ�धकार� के  हस् त�र  
        Signature of the Reporting Officer 
 

नाम स् ष्  अ�र� म�  

स् थनPlace:.....................  Name in Block letters: ______________________________ 
     पदनाम 

�दनाकDate:.....................  Designation: _____________________________________ 
प्र�तवेदक� अव�ध म�  

     During the period of Report: ________________________ 
 
 

पनु�वर्लोक अ�धकार� क� अ भ ्यिक्तया-भाग-5    
REMARKS OF THE REVIEWING OFFICER - PART-5 

 

 
1. पुन�वर् लोक अ�धकार� क� सेवा अव�धLength of service under the Reviewing Officer 
 

 
 
 
 
 

 
2. क ्य आप भाग-3 व भाग-4 के िनगर्त कायर् तथा    िविभन गणु� के संबंध म� �ितवेदन अिधकारी �ारा �कए गए 

मूल ्याकन से सहमत ह�? क ्य आप अिधकारी क� असाधारण उपलिब्धय/महत् पूणर् असफलता� के संबंध म� �कए गए
मूल ्याकन से सहमत ह�? {संदभर: भाग-3 तथा भाग-4(5)} ( य�द आप �ितवेदन अिधकारी �ारा �कए गए िवशषेता� 
के �कसी संख ्यत् क मूल ्याकन से सहमत नह� ह� तो आप कृपया अपना मूल ्याकन इस खंड म� �दए गए स् म्  म� द� तथा 
अपनी �िवि�य� को आ�क्षर कर) 
Do you agree with the assessment made by the reporting officer with respect to the work 
output and the various attributes I Part-3 and Part-4?  {Ref: Part-3 and Part-4 (5)}  (in case 
you do not agree with any of the numerical assessments of attributes please record your 
assessment in the column provided for you in that section and initial your entries):  
 

 
 
 
 
 
 
 
 

 
जार� Contd….P-7/- 
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3.    असहमत होने क� िस्थ�त म� कृपया   इसके कारण बत ाए। क् य कोई ऐसी बात है िजसे  आप कुछ 

बदलना या जोड़ना चाहते ह� ? 
In case of disagreement, please specify the reasons. Is there anything you wish to modify or 
add?  
 
 
 
 
 
 
 

    
4.  पनु�वर् लोक अ�धकार� द्वारा पेन �पक्र। कृपया अ�धकार� क� कम सामथ् य �ते्र एवं उसक� कमजो

वग� के प्र�त अ�भवृित्त स�हत उसक� सम �वशेषताओं के बारे म� �टप् ण(लगभग 100 शब् द म�) 
कर�। 
Pen picture by Reviewing Officer.  Please comment (in about 100 words) on the overall 
qualities of the officer including area of strengths and lesser strength and his attitude towards 
weaker section. 
 
 
 
 
 
 
 
 
 
 
 

 

5.  प्र�तवे के भाग-3 के खंड ए, बी और सी म� �दए गए वेटेज के आधार पर कुल �मलाकर सखं् यत् क 
ग्रे�डंग  
Overall numerical grading on the basis of weightage given in Section-A, Section-B and 
Section-C in Part-3 of the Report. 

 
 
 
 
 

 
 
 
 

 
पुन�वर्लोकन अ�धकार� के हस   �र 

       Signature of the Reviewing Officer 
 

नाम स् ष्  अ�र� म�  

स् थन Place:.....................  Name in Block letters: ______________________________ 
     पदनाम 

�दनाक Date:.....................  Designation: _____________________________________ 
�रपोटर क� अव�ध म�  

     During the period of Report: ________________________ 
 
 

********** 
 



 
 

 

 
संलग् कAnnexure-I 

 
संख्यात्मक श्रेणीकरण क े साथ एपीएआर भरने सम्बंध �दशा 

 
Guidelines regarding filing up of APAR with numerical grading 

(i) एपीएआर के स त्ंम्भ �व�धवत सावधानी और ध्यानपूवर्क तथा पयार्प्त समय देते हुए भरने  
 The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii) यह आशा क� जाती है �क 1 अथवा 2 के �कसी वग�करण (�नगर् त कायर् या �वशेषताओं या कु  �मलाकर 
 श्रेणीकरण के प्र�  ) को �व�शष्ट असफलताओं के मागर् से कलम  �चत्र म� पयार्प से औ�चत्य � दया
 जाएगा और इसी प्रका 9 अथवा 10 के �कसी श्रेणी के स    बंध मे �व�शष्ट उपलिब्धय� के संबंध       
 औ�चत्य �दया जाएगा। श्रे1-2 अथवा 9-10 �वरल होती ह� अत: उनका औ�चत् �दए जाने क�  जरूरत है। 
 सांिख्यक  श्रेणी प्रदान करते हुए प्र�तवेपुन�वर् लोकन अ�धका�रय�को �कसी अ�धकार�  का 
 दजार्�नधार्रण उनके अधीन वह� संख्या  म� वतर्मान म� कायर्रत सहयो�गय�  क� तुलना मे  चा�हए। 

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

 
(iii) एपीएआर का 8 से 10 के बीच का वग�करण “उत्कृष ” �लया जाएगा तथा सूचीकरण/पदौन्न�त के �लए  
 औसत प्राप्तांक क� गणना करने  के �लए प्राप9 �दया जायेगा। 
 APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 
 9 for the purpose of calculating average scores for empanelment /promotion. 
 
(iv) एपीएआर का 6 तथा 8 से छोटा के बीच का वग�करण “बहुत अच्छ” �लया जाएगा तथा प्राप्ता7 �दया 
 जायेगा। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
 
(v) एपीएआर का 4 तथा 6 से छोटा के बीच का वग�करण “अच्छ” �लया जाएगा तथा प्राप्ता 5 �दया 
 जायेगा। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) एपीएआर का 4 से कम वग�करण “शून्” �लया जायेगा। 
 APARs graded below 4 will be given a score of “Zero”. 
 
 
      ******* 

 
 
 

 
 

 
 
 
 
 
 
 
 
 



 
 
 

 
Annexure-II 

Time schedule for preparation/completion of APAR 

 
(Reporting year – Financial year) 

S.No. Activity 
 
Date by which to be completed 

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

31st

(This may be completed even a week 
earlier). 

 March. 

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

15th April 

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

30th June 

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

31st July 

5. Appraisal by accepting authority, wherever 
provided. 
 

31st August 

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

1st

 
 September 

 
15th September 

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

8. Forwarding of representations to the competent 
authority. 
 

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

 
 
 
21st

 
 September 

 
6th October 

9. Disposal of representation by the competent 
authority. 

Within one month from the date of 
receipt of representation. 
 

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

15th November 

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

30th November 

 
 
 
 
 
 
 
 
 

 
 



 

 
�दल ्ल �वश ्�वद्याल UNIVERSITY OF DELHI 

 
विृत्त सहायक/अधर-विृत्तक सहायक क े �ल वा�षर् क काय �नष ्पदन मूल् याकन �रपोटर 

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR PROFESSIONAL 
ASSISTANT/SEMI PROFESSIONAL ASSISTANT 

 
 कायार्ल/सकंाय/�वभाग  
 OFFICE/FACULTY/DEPARTMENT____________________________________________ 

 
 �रपोटर क� अव�ध:_____________________________________________________ 

PERIOD OF REPORT: FROM ___________________________________________ 
 

      
वयैिक्क ब ्यरा PERSONAL DATA - (भाग PART-I) 

 

 
1. अ�धकार� का नाम  

Name of the Officer    : ________________________________ 
 

2. पदनाम Designation   : ______________________________ 
 

3. जन ्�त�थ (�दन/मह�ना/वषर)  
Date of Birth (DD/MM/YYYY) : __________/________/___________ 

       
: (शब ्द म� In words)_______________ 

     

       ______________________________ 
 

4. क ्य अ�धकार� अनसु�ूचत जा�त/ 
अ.ज.जा./अ.�प.व. से सबं�ंधत है ? 
Whether the officer belongs to : ______________________________ 
S. C./S. T./OBC? 
 

5. वतर्मान ग्रेड म� लगातार �नयुिक्त क� � 

Date of continuous appointment : �दनांक Date_____________________ 
 to the present grade  

      : ग्र Grade:______________________  
6. पसु ्कालय इकाई का नाम जहाँ  

कायर्रत ह�Name of the Library   

Unit in which worked/working   :  _____________________________ 
 

7. वषर के दौरान ड्यूट (प्र�श, छुट्टी आ�द  के का ) 
 से अनपुिस्थ�त क अव�ध। य�द उ क ् का�मर्  

 ने प्र�श�ण �लया है तो उसका �ववरण द� 
Period of absence from duty (on : _______________________________  

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

जार� Contd…P-2/- 
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भाग PART-2 

(िजस अ�धकार� का प्र�तवेदन �लखा जाना , उसके  द्वारा भरा जा)   
(To be filled in by the Officer reported upon) 

 

1. �कए गए काय� का स�ं�प ् �ववरण Brief description of duties: 
 
 
 
 
 
 
 
 
 

 

 

2. कायर के जो ल� य/उद्देश /ध ्यय आपने स ्य ंअपने �लए �नधार ्�रत �कए ह� या आपके �लए �नधार्�र 
�कए गए ह� उन (प�रणाम/मात्रा या अन रूप� म) काय� क� आठ-दस मद� प् थ�मकता के आधार पर 
बनाएं और प्रत्क ल� य से अपनी उपलिब्ध बताएं  
(उदाहरण- आपके अनभुाग/कायार्ल/�वभाग के �लए वा�षर्क कायर् योज)  
Please specify targets/objectives/goals (in quantitative or other terms) of work you set for 
yourself or that were set for you, eight to ten items of work in the order of priority and your 
achievement against each target.  
(Example Annual Action Plan for your Section/Office/Department) 
 

 

ल� य/उद्द ेश/ध् यय 
Targets/Objectives/Goal 

उपलिब्धयाँ  
Achievements 

 
 
 
 
 
 
 
 
 
 
 
 

 

           

3. (अA) कृपया मद-2 म� बताएं गए ल� य�/उद्देश् /ध ्यय� क� प्रािप्त म� हो रह� क�मय� का सं�ेप 
उल ्लख कर�। य�द ल� य� क� प्रािप्त म� कोई बाधाएं रह� ह� तो वे बत। 
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. 

 

 
 
 
 
 
 
 
 
 
 
 

 
जार� Contd…P-3/- 
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(बB) कृपया उन मद� का भी उल ्लख कर� िजनम� काफ� अ�धक उपलिब्ध्याँ रह� ह� और उनम� अपन
योगदान का भी उल ्लख कर�। 
Please also indicate items in which there have been significantly higher achievements and 
your contribution thereto. 
 
 
 
 
              

4. कृपया उल ्लख कर� �क क ्य पवूर्वत� कैल�डर वषर् क� अचल संपित्त वा�षर्क �ववरणी �नधार ्�रत त
अथार् त्  कैल�डर वषर् से उत रवत� वषर्  को31 जनवर� तक दजर्  करा द� गई थी। य�द नह�ं तो �ववरण
दजर्  कराने क� तार�ख�लखी जाए। 
Please state whether the annual return on immovable property for the preceding calendar year 
was filed within the prescribed date i.e. 31st

 

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

 
 
 
 

 
 

 
 
 
 

सचूना देने वाले अ�धकार� के  हस् त�र  
�दनांक Date:......................                       Signature of the Officer reported upon 
 

 
भाग PART-3 

 

सखं ्यत ्क ग्रे�डंग का �नधार ्रण प्र�तवेदन तथा पुन�वर्लोकन प्रा�धकार� द्वारा �कय,जो 1-10 के पमैाने 
पर होना चा�हए। जहाँ 1 सबसे कम ग्रेड तथ10 सबसे अ�धक ग्रेको दशार्त है।  
Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale 
of 1-10, where 1 refers to the lowest grade and 10 to the highest. 
 
 

(कृपया प्र�विष्टय� को भरने से पहले �-�नदेश� को ध् यनपवूर् क पढ़ ल�)  
(Please read carefully the guidelines before filling the entries) 

 
 

 

(ए) �नगर् त कायरका मूल ्याकन (इस भाग का वेटेज 40% होगा) 
(A) Assessment of work output (weightage to this section would be 40%) 

 
 प्र�तवेदन प्रा�धक 

Reporting Authority 
पनु�वर्लोकनप्रा�धकार 
Reviewing Authority 

i) पूवर �नयोिजत  कायर्  क� प�रपूणर् /�वषय�  के 
आधार पर आब�ंटत �कया गया कायर्  
Accomplishment of planned work/work allotted as 
per subjects allotted 

  

 
 

जार�  Contd…P-4/- 
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ii) कायर्�नष् दन क� गणुता     
Quality of output 
 

  

iii) �वश ्लषणात ्क योग ्ता    
Analytical ability 
 

  

iv) अपवादात ्क कायर्  क� प�रपूणर् /�कए गए 
अप्रत्�शत  कायर् Accomplishment of 
exceptional work/unforeseen tasks performed 

  

‘�नगर्  कायर’ पर कल �मलाकर ग्रे �ड Overall 
Grading on ‘Work Output’ 

  

आद्य�र 
Initials 

  

 
(बी) व ्िक्तगत �वशेषताओं का मूल  यकन (इस भाग का वेटेज 30% होगा) 

(B) Assessment of personal attributes (weightage to this Section would be 30%) 
 
 प्र�तवेदन प्रा�धक 

Reporting Authority 
पनु�वर्लोकनप्रा�धकार 
Reviewing Authority  

i) कायर क� अ�भविृत्त 
Attitude to work 

  

ii) िजम ्मदार� का बोध  
Sense of responsibility 

  

iii) अनशुासन का अनरु�ण  
Maintenance of Discipline 

  

iv) सपं्रे कौशल 
Communication skills 

  

v) नेत तृ ् गणु Leadership qualities   

vi) ट�म क� भावना  म� कायर्  करने क� �मता 
Capacity to work in team spirit 

  

vii)  समय-सा�रणी  का  अनसुरण    करने क� 
�मता Capacity to adhere to time-schedule  

  

Viii) परस्पर व्यिक्तसंबंध 
 Inter-personal relations 

  

ix) समग छ�व एव ंव्यिक्त 
Overall bearing and personality 

  

‘व्यिक्त �वशषेताओ’ं पर कुल �मलाकर ग्रे�ड  
Overall Grading on ‘Personal Attributes’ 

  

आद्य�र 
Initials 

  

 
 

जार� Contd…P-5/- 
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(सी) प्रकायार्क स�मता का मूल ्याकन (इस भाग का वेटेज 30% होगा) 
(C) Assessment of functional competency (weightage to this Section would be 30%) 

 
 प्र�तवेदन प्रा�धक 

Reporting Authority 
पनु�वर्लोकनप्रा�धकार 
Reviewing Authority  

i)�नयम/�व�नयम/कायर्  एवं योग  ता  के �े त् र म
प्र�क्रयाए  ंएवं उनके सह� प्रयोग      को जा
Knowledge of Rules/Regulations/Procedures 
in the area of function and ability to apply 
them correctly. 

  

ii) नी�तबद योजना बनाने क� �मता Strategic 
planning ability 

  

iii) �नणर्  लेने क� �मता     
Decision making ability 

  

iv) समन ्य�मता 
Coordination ability 

  

v) अधीनस ् को प्रे�रत एवं �वक�सत करने क  
�मता  
Ability to motivate and develop subordinates 

  

vi) पहल शिक्तInitiative  
 

 

‘प्रकायार्क स�मता’ पर कल �मलाकर ग्रे �ड 
Overall Grading on ‘Functional 
Competency’ 

  

आद्य�र 
Initials 

  

              
 

सामान्  GENERAL – (भाग PART-4) 
 

1. जनता के साथ भागीदार� Relations with the public (जहाँ लाग ूहो wherever applicable) 
 (जनता क� आवश ्कताओ का उत ्रदा�यत ् एवं  अ�धकार� तक अ�भगम पर कृपया  �टप ्णी द�) please 

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

 
2. प्र�श Training  

(कृपया अ�धकार� क� प्रभा�वता एवं कायर् �मताओं म� और अ�धक सुधार तथा वृ�द्ध करने क� दृि
उसके प्र�श�ण के   �लए �सफा�रश करPlease give recommendations for training with a view to 
future improving the effectiveness and capabilities of the officer) 
 
 
 
 
 

 
जार� Contd…P-6/- 
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3. स ्वस ्थ्  क� िस्थ�तState of Health 

 
 
 
 

 

4. सत ्�नष ्ठ Integrity 
(कृपया अ�धकार� क� सत ्�नष ्ठ पर �टप ्णी द� Please comment on the integrity of the officer) 
 
 
 
 

   

5. प्र�तवे अ�धकार� द्वारा अ�धकार� क� समस  �वशेषताओ क� तस ्वर (लगभग 100 शब् द म�), िजसम� सामथ ्य 
�ेत्र एवं कम सामथ् �ेत, असाधारण उपलिब्धया, महत ्पूणर्  असफलताओ(संदभर: भाग 2 का 3(अ) एव ं3(ब) 
एवं कमजोर वग� के प्र�तअ�भवृित्त शा�मल ह 

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

 
 
 
 
 
 
 
 
 
 
 

 

6. प्र�तवे के भाग-3 के खंड ए, बी और सी म� �दए गए वेटेज के आधार पर कुल �मलाकर संख ्यत ्क ग्रे�डंग  

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

 
 
 

 
     
  
  
        प्र�तवे अ�धकार� के  हस् त�र  
        Signature of the Reporting Officer 
 

नाम स ्ष ् अ�र� म�  

स ्थन Place:.....................  Name in Block letters: ______________________________ 
      पदनाम 

�दनांक Date:.....................  Designation: _____________________________________ 
�रपोटर क� अव�ध म�  

     During the period of Report: ________________________ 
 

जार� Contd…P-7/- 
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भाग PART-5 

 

1. पनु�वर्लोक अ�धकार� क� अभ ्यिक्तया 
REMARKS OF THE REVIEWING OFFICER. 

    पु�न�वर्लोकन अ�धकार� के अंतगर ्त सेवा अव� 
   Length of service under the Reviewing Officer   

 
 
 

 

2. क ्य आप भाग-3 व भाग-4 के �नगर् त कायर् तथा �व�भन गुण� के संबंध म� प्र�तवेदन अ�धकार� द्वारा �कए 
मूल ्याकन से सहमत ह�? क ्य आप अ�धकार� क� असाधारण उपलिब्धय/महत ्पूणर्  असफलताओं के संबंध म�
�कए गए मूल ्याकन से सहमत ह�?[संदभर: भाग-3(ए)(iv) तथा भाग-4(5)] 
(य�द आप प्र�तवेदन अ�धकार� द्वारा �कए गए �वशेषताओं के �क सी संखत ्क मूल ्याकन से सहमत नह�ं ह� तो 
आप कृपया अपना मूल ्याकन इस खंड म� �दए गए स ्म ् म� द� तथा अपनी प्र�विष्टय� को आद्य�र ) 
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.) 
 

हा ँYes 
 

नह�ं No 

 
            

3.  असहमत होने क� िस्थ�त म� कृप या इसके कारण बताएं। क    कोई ऐसी बात  है िजसे आप कुछ बदलना या 
जोड़ना चाहत ेह� ? 
In case of disagreement, please specify the reasons. Is there anything you wish to modify or 
add?  
 
 
 
 

    
4.  पुन�वर्लोक अ�धकार� द्वारा पेन �पक्र। कृपया अ�धकार� क� कम सामथ ्य �े त् र एवं उसक� कमजोर वग� क

प्र�त अ�भवृित्त स�हत उसक� सम �वशेषताओ के बारे म� �टप्पणी(लगभग 100 शब् द म�) कर�। 
Pen picture by Reviewing Officer.  Please comments (in about 100 words) on the overall 
qualities of the officer including area of strengths and lesser strength and his attitude towards 
weaker section. 
 
 
 
 
 
 
 
 
 
 
 
 

 
  

जार� Contd…P-8/- 
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5.  प्र�तवे के भाग-3 के खंड ए, बी और सी म� �दए गए वेटेज के आधार पर कुल �मलाकर सखं ्यत ्क 

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

 

 
 
 
 

 
 
 
 
 

पुन�वर्लोकन अ�धकार� क े हस  �र 
       Signature of the Reviewing Officer 
 

नाम स ्ष ् अ�र� म�  

स ्थन Place:.....................  Name in Block letters: ______________________________ 
      पदनाम 

�दनांक Date:.....................  Designation: _____________________________________ 
�रपोटर क� अव�ध म�  

     During the period of Report: ________________________ 
 

 
 
 
 

******** 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
संलग् कAnnexure-I 

 
 

संख्यात्मक श्रेणीकरण क े साथ एपीएआर भरने सम्बंध �दशा 

 
Guidelines regarding filing up of APAR with numerical grading 

(i) एपीएआर के स त्ंम्भ �व�धवत सावधानी औध्यानपूवर्क तथा पयार्प्त समय देते हुए भरने चा 
 The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii) यह आशा क� जाती है �क 1 अथवा 2 के �कसी वग�करण (�नगर् त कायर् या �वशेषताओं या कु  �मलाकर 
 श्रेणीकरण के प्र�  ) को �व�शष्ट असफलताओं के मागर् से  कलम �चत्र म� पयार्प से औ�चत्य �द या
 जाएगा  और इसी  प्रका 9 अथवा  10 के �कसी  श्रेणी के स    बंध मे �व�शष्ट    उपलिब् धय� के संबंध   
 औ�चत्य �दया जाएगा। श्रे1-2 अथवा 9-10 �वरल होती ह� अत: उनका औ�चत् �दए जाने क�  जरूरत है। 
 सांिख्यक  श्रेणी प्रदान करते हुए प्र�तवेपुन�वर्लोकन अ�धका�रय�को �कसी अ�धकार�  का 
 दजार्�नधार्रण उनके अधीन वह� संख ्या म� वतर्मान म� कायर्रत सहयो�गय�  क� तुलना मे  चा�हए। 

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

 
(iii) एपीएआर का  8 से 10 के बीच का  वग�करण  “उत्कृष ” �लया  जाएगा त था  सूचीकरण/पदौन्न�त के �लए  
 औसत प्राप्तांक क� गणना करन के �लए प्राप9 �दया जायगा। 
 APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 
 9 for the purpose of calculating average scores for empanelment /promotion. 
 
(iv) एपीएआर का  6 तथा  8 से छोटा  के बीच का  वग�करण  “बहुत अच्छ” �लया जाएगा तथा  प्राप्ता 7 �दया 
 जायगा। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
 
(v) एपीएआर का  4 तथा  6 से छोटा  के बीच का  वग�करण  “अच्छ” �लया  जाएगा त था  प्राप्ता 5 �दया 
 जायगा। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) एपीएआर का 4 से कम वग�करण “शून्” �लया जायगा। 
 APARs graded below 4 will be given a score of “Zero”. 
 
 
      ******* 

 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
Annexure-II 

Time schedule for preparation/completion of APAR 

 
(Reporting year – Financial year) 

S.No. Activity 
 
Date by which to be completed 

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

31st

(This may be completed even a week 
earlier). 

 March. 

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

15th April 

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

30th June 

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

31st July 

5. Appraisal by accepting authority, wherever 
provided. 
 

31st August 

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

1st

 
 September 

 
15th September 

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

8. Forwarding of representations to the competent 
authority. 
 

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

 
 
 
21st

 
 September 

 
6th October 

9. Disposal of representation by the competent 
authority. 

Within one month from the date of 
receipt of representation. 
 

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

15P

th
P November 

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

30P

th
P November 

 
 
 



 
 
 
 

�दल्ल �वश्व�वद्या UNIVERSITY OF DELHI 
 
 

�सस ्म �वश ्लषक/प्रोग्/सहायकप्रोग्रामर क े �लए वा�षर्क�नष ्पदन मूल ्याकन �रपोटर् 
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SYSTEM 

ANALYSTS/PROGRAMMERS/ASSISTANT PROGRAMMERS 
 
 

कायार्ल/सकंाय/�वभाग  
OFFICE/FACULTY/DEPARTMENT----------------------------------------------------------------------- 

 
 

समािप्त वष/अव�ध का प्र�तवेद 
REPORT FOR THE YEAR/PERIOD ENDING----------------------------------------------------------- 

 

 
भाग PART –I 

 
1. अ�धकार� का नाम Name of the Officer : _____________________________  
 
2. पदनाम Designation    : _____________________________ 

 
3. जन् �त�थ Date of Birth   : _____________________________ 
 
4. अहर्ताए Qualification  

i) श�ै�णक Academic:   : _____________________________ 
 

ii) व् यवसा�यक Professional  : _____________________________ 

5.क् य अ�धकार�अ.जा./अ.ज.जा./अन्   
 �पछड़ा वगर का है 

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

 

6.  प्रारं� �नयिुक्त क� �त� 
Date of Initial appointment   : _____________________________ 

 
7.  वतर्मा पद धा�रत करने क� �त�थ 

Date from which present post held  : ________________________________ 
 

8.  प्र�श/लम ्ब छु ट्(3 मह�ने से अ�धक  

 नह�ं)के कारण अनपुिस्थ�त अव� 
Period of absence on account of  : प्र�श Training:______________ 
Training/long leave (more than  
3 months)     : छुट् Leave:___________________ 

 
 

जार� Contd…P-2/- 
 
 
 
 
 
 

 

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

स ्मूलयांकन SELF APPRAISAL 
 

 
1. �रपोटर अव�ध के दौरान अिजर् त अहर्ता, य�द कोई ह� 

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

पर��ा/व् यवसा�यक अहर्ताएं 
Exam/Professional 
Qualification 

�कस संस् थन से 
अिजर् त क� गई 
Institution from which 
acquired 

पाठक्रम अव� 
Duration of the course 

i)  
 
 

  

ii) 
 

 
 
 

  

iii) 
 

 
 
 

  

 
2. �रपोटर अव�ध के दौरान सचूना प्रौद्यो�गक� स ेसंबं�धत काय/सम् मलन/सेमीनार म� भाग लेने का 

ब् यरा Details of IT related training programmes/Conferences/Seminars attended during the 
period under report. 
क्रमां 

S.No. 

प्र�श�ण कायर्/सम् मलन�/सेमीनार� म� भाग �लया गया 
Training Programmes / Conferences / Seminars attended 

अव�ध Duration 

i)  
 
 

 

ii) 
 

 
 
 

 

iii)  
 

 

 
 

3. �रपोटर अव�ध के दौरान प्रणा/जॉब/प्रोजेक् पर कायर् करने कास�ं�प्  �ववरण 
Brief Description of system/job/projects on which during the period under report: 
क्रमा 
S.No. 

ग�त�व�धया Activity उपलिब्धया/योगदान 
Achievements/Contributions 

i) �रपोटर् अव�ध के दौरान �कस    
�सस् म/जॉब् /प्रोजेकस पर कायर्   �कया
गया(य�द अ�तआवश् क हो तो अ�त�रक्  पषृ्  
सलंग्  �कए जाए)  
System/jobs/projects on which worked 
during reporting period (Additional pages 
may be attached, if absolutely necessary). 
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ii) उपयुर्क  (i) म� उिल्ल�खत �सस्म/जॉब/प्रोजेक 

के सबंधं म� मनैअुल कायर् (सवंी�ा,को�डगं, डाटा 
�नयतं्रण  प्रूफ शोधन  ) Manual Work 
(Scrutiny, coding, data control, proof 
reading etc.) with respect to 
system/job/project mentioned above at (i). 

 
 
 
 
 

iii) उपयुर्क  (i) म� उिल्ल�खत  प्रतक 
�सस् म/जॉब/प्रोजेक का �सस् म �वश् लषण एव ं
अ�भकल् न कायरSystem analysis and design 
work on each of job/project mentioned in 
(i) above. 

 
 
 
 
 

iv) उक्  (i) म� उिल्ल�खत  प्रतक 
�सस् म/जॉब/प्रोजेक् पर �कए गए  प्रोग्रा�
कायर् Programming work done on each of 
the systems/jobs/projects mentioned in (i) 
above. 

 

v) कायर का प र्लेDocumentation work 
 

 
 
 
 

vi) �रपोटर अव�ध के दौरान प्रयोग क� गई मुख 
प्रोग्रा , �वश् लषक, टूल् , पेकेजेज   
Major programming language, analysis, 
tools, packages used during the assessment 
period. 

 

vii) अन्  ग�त�व�धयाँ जैसे सेमीनार, प्र�श�
पेकेजेज,सम् मलन, रोड शो/प्रदशर्
इत् य�द(सचूना प्रोद्यो�गक� स ेसंबं)   का 
आयोजन  
Other activities like organizing seminars, 
training packages, conferences, Road 
Show/ Exhibition etc. (only IT related) 

 

viii) �रकाडर का कंप् यटर�करण  
Computerization of record 
 

 
 
 
 

ix) स् -उत् न्  नवप्रवतर्न 
Self-generated innovations 

 
 
 
 
 

x) �वशेष उपलिब्धयां एवं योगदान 
Significant achievements and contributions 

 
 
 
 
 

 
जार� Contd…P-4/- 
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xi) कोई ग�तरोध/मजबरू� िजसके कारण उत् पदकता 
प्रभा�वत ह, इसको दरू करने हेत ुसझुाव।  
Any bottleneck/constraint which affect 
productivity with suggestions to remove 
the same. 
 

 

 
4. कृपया उल् लख कर� �क क् य पवूर्वत� कैल�डर  वषर् क� अचल संपित्त वा�षर्क �ववरणी �नधार्�रत त

अथार् त् कैल�डर  वषर् सउत् रवत� वषर् को31 जनवर� तक दजर् करा द� गई थी। य�द नह�ं तो �ववरण
दजर् कराने क� तार�ख �लख जाए। 
Please state whether the annual return on immovable property for the preceding calendar year 
was filed within the prescribed date i.e. 31st

 

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

 
 
 
 

 
 
 
 
 
 

सूचना देने वाले अ�धकार� के हस ्त�र  
�दनाक Dated:      Signature of Officer reported upon 
 
 
 
 

भागPART-III 
 

(�रपो�ट�ग अ�धकार� द्वारा मूल् यकन 
Assessment by the Reporting Officer) 

 
 
 
1. �रपो�ट�ग अ�धकार� के अधीन  : ____________ से _____________तक 
 कायर् करने क� अव�ध 

Period spent under the   : From____________  to _____________ 
 reporting officer 
 
 
2. ‘स् मूल् याकन �रपोटर’ पर सामान्  �टप् प्   

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

 Appraisal Report”    आं�शक रूप से सहमतPartial agree 
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3. सखं् यत् क ग्रे�डंग का �नधार्रण प्र�तवेदन तथा पुन�वर्लोकन प्रा�धकार � द्वारा �कय, जो 1-10 
 के पमैाने पर होना चा�हए। जहाँ 1 सबसे कम ग्रेड तथ10 सबसे अ�धक ग्रेको दशार्ताहै। 
 Numerical grading is to be awarded by reporting and reviewing authority which should be on 
 a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest. 
     
3.1 (ए)(A) सामान् कायर् का मूल् यकन (इस भाग का वेटेज 40% होगा) Assessment of General work  

(weightage to this section would be 40%) 
 

 
क्रमां 
S.No. 

गुणता/�वशेषताओं का �ववरण 
Description of quality/ 

characteristics 

मूल् याकनAssessment 
प्र�तवेदन प्रा�धक 
Reporting Authority 

पनु�वर् लोकन प्रा�धका 
Reviewing Authority 

(i) स् वस ्थ् क� िस्थ� General Health   

(ii) स् भाव Temperament  
 

 

(iii) �नय�मतता एव ंसमय�नष् ठ Regularity 
and punctuality 

  

(iv) लगन Diligence  
 

 

(v) अनशुासन Discipline  
 

 

(vi) सहक�मर्य से सबंधं Relation with 
colleagues 

  

(vii) व�रष् ठ से सबंधं  
Relation with superiors 

  

(viii) प्रयोक्ओं से सबंधं 
Relation with users 

  

(ix) ब�ुद्धमत्    
Intelligence 

  

(x) पहलInitiative  
 

 

(xi) आत् �वश् वस 
Self confidence 

  

(xii) तकनीक� सहयोग Technical 
coordination 

  

(xiii) सगंठनात् क �मता Organizational 
ability 

  

(xiv) सीखने क� इच् छ Willingness to learn   
(xv) मागर दशर्  करने क� �मता Ability to 

guide 
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(xvi) नेत तृ्  करने क� �मता Leadership 

qualities 
  

(xvii) सपं्रे Communication  
 
 

 

(xviii) मौ�खक Verbal  
 
 

 

(xix) �ल�खत Written  
 
 

 

(xx) �वश् सनीयता Dependability  
 

 

(xxi) िजम् मदार� क� भावना   
Sense of responsibility 

 
 
 

 

(xxii) प्रशास� �नणर्य एवं दूरद�शर  ् 
Administrative judgment and 
foresight 

  

(xxiii) कायर करने म� द�ता Efficiency in 
the work 
 

  

(xxiv) अ�धककाम/अ�त�रक्  िजम् मदार� लेने 
क� इच् छ Willingness to accept 
more work/extra responsibility 

  

(xxv) प्रयोक् अनरुोध पर ध् यन देने म� 
तत् रता Promptness in attending to 
users request 

  

(xxvi) कायर् करने म� सामान् �दलचस् प  
General interest in work 

  

(xxvii) प�रयोजना प्रबंध Project 
management 

 
 
 

 

(xxviii) सत् �नष् ठ Integrity  
 
 

 

 कुल  �मलाकर ग् रे �ड Overall 
Grading (i to xxviii) 

  

 आद्य�र 
Initials 

  

 
 
3.2  (बी) तकनीक� �ान एव ंकंप् यटर �श�ा प्र�श�क��वशेषताओ ंका मूल् याकन (इस भाग का 

वेटेज 30% होगा) 
 (B)Assessment of Technical Knowledge and Computer Education Training (weightage 

to this section would be 30%) 
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   तकनीक� �ान Technical Knowledge 
 
(i) �सस् म प्रबंध 

System management 
  

(ii) �सस् म का �वकास  
System development 

  

(iii) प र्लेख 
Documentation 

  

    
   कंप् यटर �श�ा प्र�श�Computer education training 
 
(iv) �सखाने क� �मता  

Ability to teach 
  

(v) अनभुव को बांटने क� �मता Ability to 
provide hands on experience 

  

 कुल  �मलाकर ग्रे �ड Overall Grading 
(i to v) 

  

 आद्य�र 
Initials 

  

 
3.3 (सी) व् यवसा�यक योग् ताएएव ंस्  उत् न्  नव प्रवतर्क� �वशेषताओं का मलू् याकन (इस भाग का 

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

section would be 30%) 
 
  व् यवसा�यक योग् ताएंProfessional skills 
 
  मूल् याकन Assessment 

प्र�तवेदन प्रा�धक 
Reporting  
Authority 

पनु�वर् लोकन प्रा�धका 
Reviewing Authority 

(i) सामान्  General  
 
 

 

(ii) �सस् म �वश् लषक एवं अ�भकल् न 
System Analysis and Design 

  

(iii) प्रोग्रा Programming 
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  स्  उत् न्  नवप्रवतरSelf Generated Innovations 
(vi) नई योजनाओं का प�रचय Introduction 

of new schemes 
  

(v) गहृ प�रयोजनाओं के माध् म से 
अथर्व्वस् थ Economy through in 
house projects 

  

 कुल �मलाकर ग्रे �डOverall Grading (i 
to v) 

  

 आद्य�र 
Initials 

  

 
 

4. जनता के साथ भागीदार� Relations with the public (जहाँ लाग ूहो wherever applicable) 
 (जनता क� आवश् कताओं का उत् रदा�यत्  एव ंअ�धकार� तक अ�भगम पर कृपया �टप् णी द�) please 

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

 

5. प्र�श Training  
(कृपया अ�धकार� क� प्रभा�वता एवं कायर् �मताओं म� अ�धक सुधार तथा व�ृद्ध करने क� दृिष्ट से उ
प्र�श�ण के �लए �सफा�रश क Please give recommendations for training with a view to future improving 
the effectiveness and capabilities of the officer) 
 
 
 
 
 
 

 
6. प्र�तवे अ�धकार� द्वारा अ�धकार� क� समस  �वशेषताओं क� तस् वर (लगभग 100 शब ्द म�), िजसम� सामथ् य 

�ेत्र एवं कम सामथ् �ेत, असाधारण उपलिब्धया, महत् पूणर् असफलताओ(संदभर: भाग 2 का 3 एव ंकमजोर 

वग� के प्र�त अ�भवृित्त शा�मल हो 

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer 
including area of strengths and lesser strength, extraordinary achievements, significant failure 
(ref. 3 of Part-2 and attitude towards weaker sections. 
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:: 9:: 

 
6. प्र�तवे के भाग-3 के खंड ए, बी और सी म� �दए गए वेटेज के आधार पर कुल �मलाकर संख् यत् क ग्रे�डंग  

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

 
 
 

 
 
         
           _______________________  
        प्र�तवे अ�धकार� के हस ्त�र  
        Signature of the Reporting Officer 
�दनांक Dated:      नाम Name :______________________ 
       पदनाम Designation:__________________ 
 
 

भाग PART-IV 
 

(पनु�वर्लोक अ�धकार� क� अभ्यिक्तयांRemarks by Reviewing Officer) 
      
1. क् य आप �रपो�ट�ग अ�धकार� द्वारा �कए गए मूल् यकन से सहमत ह�? कृपया उल् लख कर� �क क् य आप इस 

�रपोटर् म� कुछ संशोधन करना अथवा कुछ जोड़ना चाह  ते ह� 
Do you agree with the assessment given by the Reporting Officer?  Please indicate 

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

 
 
 
 
 
 

 

2.  पुन�वर् लोक अ�धकार� द्वारा पेन �पक्र। कृपया अ�धकार� क� कम सामथ् य �ेत्र एवं उसक� कमजोर व के 
प्र�त अ�भवृित्त स�हत उसक� सम �वशेषताओं के बारे म� �टप् ण(लगभग 100 शब ्द म�) कर�। 
Pen picture by Reviewing Officer.  Please comment (in about 100 words) on the overall 
qualities of the officer including area of strengths and lesser strength and his attitude towards 
weaker section. 
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3.  प्र�तवे के भाग-3 के खंड ए, बी और सी म� �दए गए वेटेज के आधार पर कुल �मलाकर सखं् यत् क 

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

 

 
 
 

 
 
 
 

        ___________________________ 
पुन�वर्लोकन अ�धकार� के हस्  �र 

        Signature of the Reviewing Officer 
 �दनाक Dated:     

       नाम Name:_________________________ 
        
       पदनाम Designation:__________________ 
 
       
 
 

******* 
 

 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
संलग ्कAnnexure-I 

 
संख्यात्मक श्रेणीकरण क े साथ एपीएआर भरने सम्बंध �दशा 

 
Guidelines regarding filing up of APAR with numerical grading 

(i) एपीएआर के स त्ंम्�व�धवत सावधानी और ध्यानपूवर्क तथा पयार्प्त समय देते हुए भरने चा 
 The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii) यह आशा क� जाती है �क 1 अथवा 2 के �कसी वग�करण (�नगर् त कायर् या �वशेषता या कुल  �मलाकर 
 श्रेणीकरण के प्र�  ) को �व�शष्ट असफलताओं के मागर् से कलम �चत्र म�  पयार्प से औ�चत्य � दया
 जाएगा और इसी प्रका 9 अथवा 10 के �कसी श्रेणी के स    बंध मे �व�शष्ट उपलिब्धय� के संबंध       
 औ�चत्य �दया जाएगा। श्रे1-2 अथवा 9-10 �वरल होती ह� अत: उनका औ�चत्य �दए जाने क� जरूरत है। 
 सांिख्यक  श्रेणी प्रदान करते हुए प्र�तवेपुन�वर् लोकन अ�धका�रय�को �कसी अ�धकार�  का 
 दजार्�नधार्रण उनके अधीन वह� संख्या  म� वतर्मान म� कायर्रत सहयो�गय�  क� तुलना मे  चा�हए। 

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

 
(iii) एपीएआर का 8 से 10 के बीच का वग�करण “उत्कृष ” �लया जाएगा तथा सूचीकरण/पदौन्न�त के �लए  
 औसत प्राप्तांक क� गणना करने  के �लए प्राप9 �दया जायेगा। 
 APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 
 9 for the purpose of calculating average scores for empanelment /promotion. 
 
(iv) एपीएआर का 6 तथा 8 से छोटा के बीच का वग�करण “बहुत अच्छ” �लया जाएगा तथा प्राप्त 7 �दया 
 जायेगा। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
 
(v) एपीएआर का 4 तथा 6 से छोटा के बीच का वग�करण “अच्छ” �लया जाएगा तथा प्राप्ता 5 �दया 
 जायेगा। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) एपीएआर का 4 से कम वग�करण “शून्” �लया जायेगा। 
 APARs graded below 4 will be given a score of “Zero”. 
 
 
      ******* 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
Annexure-II 

Time schedule for preparation/completion of APAR 

 
(Reporting year – Financial year) 

S.No. Activity 
 
Date by which to be completed 

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

31st

(This may be completed even a week 
earlier). 

 March. 

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

15th April 

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

30th June 

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

31st July 

5. Appraisal by accepting authority, wherever 
provided. 
 

31st August 

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

1st

 
 September 

 
15th September 

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

8. Forwarding of representations to the competent 
authority. 
 

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

 
 
 
21st

 
 September 

 
6th October 

9. Disposal of representation by the competent 
authority. 

Within one month from the date of 
receipt of representation. 
 

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

15th November 

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

30th November 

 
 
 
 
 
 
 

 
 
  



 
 

 
 

�दल्ल �वश्व�वद्या UNIVERSITY OF DELHI 
 

अनुभाग अ�धकार� के �लए वा�षर्क काय�नष ्पदन मूल् याकन �रपोटर् 
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SECTION OFFICER 

 
कायार् ल/संकाय/�वभाग  
OFFICE/FACULTY/DEPARTMENT------------------------------------------------------------ 

 
समािप्त वष/अव�ध का प्र�तवेद 

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

वयैिक्क ब् यरा PERSONAL DATA - (भाग PART-I) 

 
1. अ�धकार� का नाम  

Name of the Officer   : ____________________________________
   
2. जन् �त�थ (�दन/मह�ना/वषर)  

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

: (शब् द म� In words)____________________ 
     

       ____________________________________ 
 
3. वतर्मा ग्रेड म� लगातार �नयुिक्त क� �त 

Date of continuous appointment : �दनांक Date_________________________ 
 to the present grade  
      : ग्र Grade:___________________________ 
  
4. वतर्मा पद तथा उस पर �नयुिक्तक� �त�थ 

Present post and date of  : पद Post_____________________________ 
 appointment thereto  
      : �दनांक Date_________________________ 
 
5. क् य आप अनुस�ूचत जा�त/अनुस�ूचत 
 जनजा�त/अ.�प.व. से सबं�ंधत ह�? 

Whetherthe officer belongs to SC/ST/OBC : _____________________________  
 
 
6. वषर के दौरान ड्य ट(प्र�श,छुट्टी आ� के कारण) 
 से अनुपिस्थ�त क अव�ध। य�द उ क्  का�मर्  

 ने प्र�श�ण �लया है तो उसका �ववरण द� 
Period of absence from duty (on : ___________________________________  

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

जार� Contd…P-2/- 
 
 
 
 
 
 

 

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

(िजस अ�धकार� का प्र�तवेदन �लखा जाना ,उसके द्वारा भरा जाए)   
(To be filled in by the Officer reported upon) 

 

1. �कए गए काय� का स�ं�प्  �ववरण Brief description of duties: 
 
 
 
 
 
 
 

 

 

2. कायर के जो ल� य/उद्देश /ध् यय आपने स् य ंअपने �लए �नधार �्रत �कए ह� या आपके �लए �नधार्�र  
�कए गए ह� उन (प�रणाम/मात्रा या अन रूप� म) काय� क� आठ-दस मद� प् थ�मकता के आधार पर 
बनाएं और प्रत्क ल� य से अपनी उपलिब्ध बताएं  
(उदाहरण- आपके अनुभाग/कायार्ल/�वभाग के �लए वा�षर्क कायर् योज) 
Please specify targets/objectives/goals (in quantitative or other terms) of work you set for 
yourself or that were set for you, eight to ten items of work in the order of priority and your 
achievement against each target.  
(Example Annual Action Plan for your Section/Office/Department) 
 

 

ल� य/उद्द ेश/ध् यय 
Targets/Objectives/Goal 

उपलिब्धयाँ  
Achievements 

 
 
 
 
 
 
 
 
 
 
 
 

 

           

3. (अA) कृपया मद-2 म� बताएं गए ल� य�/उद्देश् /ध् यय� क� प्रािप्त म� हो रह� क�मय� का सं�ेप 
उल् लख कर�। य�द ल� य� क� प्रािप्त म� कोई बाधाएं रह� ह� तो वे बत। 
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. 

 

 
 
 
 
 
 
 
 
 
 
 

 
जार� Contd….P-3/- 
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(बB) कृपया उन मद� का भी उल् लख कर� िजनम� काफ� अ�धक उपलिब्ध्याँ रह� ह� और उनम� अपन
योगदान का भी उल् लख कर�। 
Please also indicate items in which there have been significantly higher achievements and 
your contribution thereto. 
 
 
 
 
              

4. कृपया उल् लख कर� �क क् य पवूर्वत� कैल�डर  वषर् क� अचल संपित्त वा�षर्क �ववरणी �नधार्�रत त
अथार् त् कैल�डर  वषर् से उतरवत� वषर् को31 जनवर� तक दजर् करा द� गई थी। य�द नह�ं तो �ववरण
दजर् कराने क� तार�ख�लखी जाए। 
Please state whether the annual return on immovable property for the preceding calendar year 
was filed within the prescribed date i.e. 31st

 

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

 
 
 

 
 

 
 

सचूना देने वाले अ�धकार� के हस् त�र  
�दनांक Date:......................                       Signature of the Officer reported upon 
 
 

 
भागPART-3 

 

सखं् यत् क ग्रे�डंग का �नध रण प्र�तवेदन तथा पुन�वर्लोप्रा�धकार� द्वारा �कया जाना,जो 1-10 के पमैाने 
पर होना चा�हए।जहाँ 1 सबसे कम ग्रेड तथ10सबसे अ�धक ग्रेको दशार्त है।  
Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale 
of 1-10, where 1 refers to the lowest grade and 10 to the highest. 
 
 

(कृपया प्र�विष्टय� को भरन से पहले �-�नदेश� को ध् यनपवूर्क पढ़ ल�)  
(Please read carefully the guidelines before filling the entries) 

 
 

 

(ए) �नगर् त कायरका मूल् याकन (इस भाग का वेटेज 40%होगा) 
(A) Assessment of work output (weightage to this section would be 40%) 

 
 प्र�तवेदन प्रा�धक 

Reporting Authority 
पनु�वर्लोकनप्रा�धकार 
Reviewing Authority 

i) पूवर �नयोिजत कायर् क� प�रपूणर  ्/�वषय� के 
आधार पर आब�ंटत �कया गया कायर्  
Accomplishment of planned work/work allotted as 
per subjects allotted 

  

 
जार� Contd….P-4/- 
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ii) कायर �नष् पदन क� गुणता     
Quality of output 
 

  

iii) �वश् लषणात् क योग् ता    
Analytical ability 
 

  

iv) अपवादात् क कायर् क� प�रपूणर  ्/�कए गए 
अप्रत्�शत कायर् Accomplishment of 
exceptional work/unforeseen tasks 
performed 

  

‘�नगर्  कायर’ पर कुल �मलाकर ग्रे �ड Overall 
Grading on ‘Work Output’ 

  

आद्य�र 
Initials 

  

 
(बी)व् िक्तगत �वशेषताओं का मूल् यकन (इस भाग का वेटेज 30%होगा) 

(B) Assessment of personal attributes (weightage to this Section would be 30%) 
 
 प्र�तवेदन प्रा�धक 

Reporting  
Authority 

पनु�वर्लोकनप्रा�धकार 
Reviewing Authority  

i) कायर क� अ�भविृत्त 
Attitude to work 

  

ii) िजम् मदार� का बोध  
Sense of responsibility 

  

iii) अनुशासन का अनुर�ण  
Maintenance of Discipline 

  

iv) सपं्रे कौशल 
Communication skills 

  

v) नेत तृ्  गुण Leadership qualities   

vi) ट�म क� भावना म� कायर् करने क� �मता 
Capacity to work in team spirit 

  

vii)  समय-सा�रणी का अनुसरण  करने क� 
�मता Capacity to adhere to time-schedule  

  

viii) परस ्पर व ्यिक्तग संबंध 
 Inter-personal relations 

  

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

  

‘व ्यिक्तग �वशेषताओ’ं पर कुल  �मलाकर ग्रे�ड  
Overall Grading on ‘Personal attributes’ 

  

आद्य�र 
Initials 

  

 
 

जार� Contd….P-5/- 
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(सी) प्रकायार्क स�मता का मूल् याकन (इस भाग का वेटेज 30% होगा) 
(C) Assessment of functional competency (weightage to this Section would be 30%) 

 
 प्र�तवेदन प्रा�धक 

Reporting  
Authority 

पनु�वर्लोकनप्रा�धकार 
Reviewing Authority  

i)�नयम/�व�नयम/कायर् एवं  योग्ता के �ेत्र म
प्र�क्रयाए  ं एवं उनके   सह� प्रयोग   को जा
Knowledge of 
Rules/Regulations/Procedures in the area of 
function and ability to apply them correctly. 

  

ii) नी�तबद योजना बनाने क� �मता Strategic 
planning ability 

  

iii) �नणर्  लेने क� �मता     
Decision making ability 

  

iv) समन् य �मता 
Coordination ability 

  

v) अधीनस्  को प्रे�रत एवं �वक�सत करने क
�मता  
Ability to motivate and develop 
subordinates 

  

vi) पहल शिक्तInitiative  
 

 

‘प्रकायार्क स�मता’ पर कुल �मलाकर ग्रे �ड 
Overall Grading on ‘Functional 
Competency’ 

  

आद्य�र 
Initials 

  

              
 

सामान्  GENERAL – (भाग PART-4) 
 

1. जनता के साथ भागीदार� Relations with the public (जहाँ लाग ूहो wherever applicable) 
 (जनता क� आवश् कताओ का उत् रदा�यत्  एवं  अ�धकार� तक अ�भगम पर कृपया �टप् णी द�) please 

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

 

2. प्र�श Training  
(कृपया अ�धकार� क� प्रभा�वता एवं कायर् �मताओं म� और अ�धक सुधार तथा वृ�द्ध करने क� दृि
उसके प्र�श�ण के �लए �सफा�रश कर  Please give recommendations for training with a view to 
future improving the effectiveness and capabilities of the officer) 
 
 
 
 
 

 

 
 

जार� Contd….P-6/- 
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3. स् वस ्थ् क� िस्थ�तState of Health 

 
 
 
 

 

4. सत् �नष् ठ Integrity 
(कृपया अ�धकार� क� सत् �नष् ठ पर �टप् णी द� Please comment on the integrity of the officer) 
 
 
 

   

5. प्र�तवे अ�धकार� द्वारा अ�धकार� क� समस     �वशेषताओ ं क� तस् वर (लगभग 100 शब् द म�), 
िजसम� सामथ् य �ते्र एवं कम सामथ् �ेत, असाधारण उपलिब्धया, महत् पणूर् असफलताओ (सदंभर: 
भाग 2 का 3(अ) एव ं3(ब) एव ंकमजोर वग� के प्र�तअ�भवृित्त शा�मल।  
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. प्र�तवे के भाग-3 के खंड ए, बी और सी म� �दए गए वेटेज के आधार पर कुल  �मलाकर सखं् यत् क 
ग्रे�डंग  
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of 
the Report. 

 
 
 

 
     
  
  
        प्र�तवे अ�धकार� के हस् त�र  
        Signature of the Reporting Officer 
 

नाम स् ष्  अ�र� म�  

स् थन Place:.....................  Name in Block letters: ______________________________ 
     पदनाम 

�दनाक Date:.....................  Designation: _____________________________________ 
�रपोटर क� अव�ध म�  

     During the period of Report: ________________________ 
 

 
जार� Contd….P-7/- 
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भाग PART-5 

 

1. पुन�वर् लोक अ�धकार� क� अभ् यिक्तया 
REMARKS OF THE REVIEWING OFFICER. 

   पु�न�वर् लोकन अ�धकार� के अंतगर्त सेवा अव�  
   Length of service under the Reviewing Officer   

 
 
 

 

2. क् य आप भाग-3 व भाग-4 के �नगर् त कायर् तथा �व�भन गुण� के संबंध म� प्र�तवेदन अ�धकार� द्वारा �कए 
मूल् याकन से सहमत ह�? क् य आप अ�धकार� क� असाधारण उपलिब्धय/महत् पूणर् असफलताओं के संबंध म�
�कए गए मूल् याकन से सहमत ह�?[संदभर: भाग-3(ए)(iv) तथा भाग-4(5)] 
(य�द आप प्र�तवेदन अ�धकार� द्वारा �कए गए �वशेषताओं  के �कसी संखत् क मूल् याकन से सहमत नह�ं ह� तो 
आप कृपया अपना मूल् याकन इस खंड म� �दए गए स् म्  म� द� तथा अपनी प्र�विष्टय� को आद्य�र ) 
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.) 
 

हाँ Yes 
 

नह�ं No 

             

3.  असहमत होने  क� िस्थ�त म� कृपया इसके कारण बताएं। क्    कोई ऐसी बात है िजसे आप कुछ बदलना या 
जोड़ना चाहते ह� ? 
In case of disagreement, please specify the reasons. Is there anything you wish to modify or 
add?  
 
 
 
 

    
4.  पुन�वर् लोक अ�धकार� द्वारा पेन �पक्र। कृपया अ�धकार� क� कम सामथ् य �ेत्र एवं उसक� कमजोर वग� क

प्र�त अ�भवृित्त स�हत उसक� सम �वशेषताओं के बारे म� �टप्पणी(लगभग 100 शब् द म�) कर�। 
Pen picture by Reviewing Officer.  Please comments (in about 100 words) on the overall 
qualities of the officer including area of strengths and lesser strength and his attitude towards 
weaker section. 
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5.  प्र�तवे के भाग-3 के खंड ए, बी और सी म� �दए गए वेटेज के आधार पर कुल  �मलाकर सखं् यत् क 

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

 

 
 
 

 
 
 
 
 

पुन�वर्लोकन अ�धकार� के हस्  �र 
       Signature of the Reviewing Officer 
 

नाम स् ष्  अ�र� म�  

स् थन Place:.....................  Name in Block letters: ______________________________ 
     पदनाम 

�दनाक Date:.....................  Designation: _____________________________________ 
�रपोटर क� अव�ध म�  

     During the period of Report: ________________________ 
 
 
 
 
 
 

********** 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
संलग् कAnnexure-I 

 
संख्यात्मक श्रेणीकरण क े साथ एपीएआर भरने सम्बंध �दशा 

 
Guidelines regarding filing up of APAR with numerical grading 

(i) एपीएआर के स त्ंम्भ �व�धवत सावधा और ध्यानपूवर्क तथा पयार्प्त समय देते हुए भरने चा 
 The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii) यह आशा क� जाती है �क 1 अथवा 2 के �कसी वग�करण (�नगर् त कायर् या �वशेषताओं या कु  �मलाकर 
 श्रेणीकरण के प्र�  ) को �व�शष्ट असफलताओं के मागर् से कलम �चत्र म�  पयार्प से औ�चत्य � दया
 जाएगा और इसी प्रका 9 अथवा 10 के �कसी श्रेणी के स    बंध मे �व�शष्ट उपलिब्धय� के संबंध       
 औ�चत्य �दया जाएगा। श्रे1-2 अथवा 9-10 �वरल होती ह� अत: उनका औ�चत्य �दए जाने क� जरूरत है। 
 सांिख्यक  श्रेणी प्रदान करते हुए प्र�तवेपुन�वर् लोकन अ�धका�रय�को �कसी अ�धकार�  का 
 दजार्�नधार्रण उनके अधीन वह� संख्या  म� वतर्मान म� कायर्रत सहयो�गय�  क� तुलना मे  चा�हए। 

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

 
(iii) एपीएआर का 8 से 10 के बीच का वग�करण “उत्कृष ” �लया जाएगा तथा सूचीकरण/पदौन्न�त के �लए  
 औसत प्राप्तांक क� गणना करने  के �लए प्राप9 �दया जायेगा। 
 APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 
 9 for the purpose of calculating average scores for empanelment /promotion. 
 
(iv) एपीएआर का 6 तथा 8 से छोटा के बीच का वग�करण “बहुत अच्छ” �लया जाएगा तथा प्राप्ता7 �दया 
 जायेगा। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
 
(v) एपीएआर का 4 तथा 6 से छोटा के बीच का वग�करण “अच्छ” �लया जाएगा तथा प्राप्ता 5 �दया 
 जायेगा। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) एपीएआर का 4 से कम वग�करण “शून्” �लया जायेगा। 
 APARs graded below 4 will be given a score of “Zero”. 
 
 
      ******* 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
Annexure-II 

Time schedule for preparation/completion of APAR 

 
(Reporting year – Financial year) 

S.No. Activity 
 
Date by which to be completed 

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

31st

(This may be completed even a week 
earlier). 

 March. 

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

15th April 

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

30th June 

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

31st July 

5. Appraisal by accepting authority, wherever 
provided. 
 

31st August 

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

1st

 
 September 

 
15th September 

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

8. Forwarding of representations to the competent 
authority. 
 

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

 
 
 
21st

 
 September 

 
6th October 

9. Disposal of representation by the competent 
authority. 

Within one month from the date of 
receipt of representation. 
 

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

15th November 

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

30th November 

 
 



 
 

 
 

�दल्ल �वश्व�वद्या UNIVERSITY OF DELHI 
 

 

�नजी स�चव/व�रष ्वैयिक्तकसहायक/वैयिक्तसहायक/आशु�ल�पक के �लए  
वा�षर्क काय�नष् पदन मूल् याकन �रपोटर् 

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

 
 
 

कायार् ल/संकाय/�वभाग  
OFFICE/FACULTY/DEPARTMENT------------------------------------------------------------ 

 
 

समािप्त वष/अव�ध का प्र�तवेद 
REPORT FOR THE YEAR/PERIOD ENDING------------------------------------------------ 

 
 

वयैिक्क ब् यरा PERSONAL DATA - (भाग PART-I) 
 
 

1. अ�धकार� का नाम 
Name of the Officer   : ____________________________________ 
 

2. जन् �त�थ (�दन/मह�ना/वषर) 
Date of Birth(DD/MM/YYYY) : __________/________/_________________ 

       
: (शब् द म� In words)____________________ 

     

       ____________________________________ 
 

3. धा�रत पद का पदनाम 
Designation of post held  : ____________________________________ 

 
4. क् य अ�धकार� अनुसू�चत जा�त/ 
 अ.ज.जा./अ.�प.व. से संबं�धत है ? 

Whether the officer belongs to : ____________________________________ 
 S. C./S. T./OBC? 
 
5. वतर्मा ग्रेड म� लगातार �नयुिक्त क� � 

Date of continuous appointment : �दनांक Date_________________________ 
 to the present grade  
      : ग्र Grade:___________________________  
 
6. प्र�तवे अव�ध के दौरान सम्द्ध अ�धका 
 का नाम तथा पदनाम  

Name of Officer with designation : _________________________________ 
 with whom attached during the    
 period under report    _________________________________ 
 
7. वषर के दौरान छुट्, प्र�श�ण आ के कारणड्यूट 
 से अनुपिस्थ�त क अव�ध।   

Period of absence from duty on : __________________________________  
 Leave, training, etc. during the year.  

 
 

 जार� Contd…P-2/- 
 
 
       

 

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


:: 2:: 
 
 

स् मूल् याकन SELF APPRAISAL –भाग PART-2 
(िजस अ�धकार� का प्र�तवेदन �लखा जाना ,उसके द्वारा भरा जाए)   

(To be filled in by the Officer reported upon) 
 

( कृपया प्र�विष्टय� को भरने से पहल  ेअनुदेश� को धनपूवर्क पढ़ ल�)   
(Please read carefully the instructions before filling the entries) 

 
 

1. वषर/अव�ध के दौरान ______________से______________ तक आपके द्वारा�कए गए काय� का सं��प्  
�ववरण (�ववरण 100 शब् द  म� �लखा जाना चा�हए) 
Brief  resume of the work done by you during the year/period from__________________to 
_______________ (The resume to be furnished should be limited to 100 words): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

2. कृपया उन मद� का भी उल् लख कर� िजनम� बहुत अ�धक उपलिब्ध्याँ रह�ं ह� और उनम� अपने योगदा
का भी उल् लख कर�।  
Please also indicate items in which there have been significantly higher achievements and 
your contribution thereto. 
 
 
 
 
 
 
 
 

 
 
 

3. कृपया अपने इनपटु(उद्देश् ) क� प्रािप्त म� हो रह� क�मय� तथा का, य�द कोई ह�,तो उनका स�ंेप 
म� उ ल् लख कर�।  
Please state, briefly, the shortfalls in your input and reasons therefore, if any. 
 
 
 
 
 
 
 
 
 

 
 

जार� Contd…P-3/- 
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4. कृपया उल् लख कर� �क क् य पवूर्वत� कैल�डर  वषर् क� अचल संपित्त वा�षर्क �ववरणी �नधार्�रत त

अथार् त् कैल�डर  वषर् से उतरवत� वषर् को31 जनवर� तक दजर् करा द� गई थी। य�द नह�ं तो �ववरण
दजर् कराने क� तार�ख�लखी जाए। 
Please state whether the annual return on immovable property for the preceding calendar year 
was filed within the prescribed date i.e. 31st

 

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

 
 
 

 

 
 
 

स् थन Place:......................    सचूना देने वाले अ�धकार� के हस् त�र  
       Signature of the Officer reported upon 
�दनांक Date:..................... 

 
 

भाग PART-3 

मूल् याकन APPRAISAL  
 
1. क् य भाग-2 के �ववरण से प्र�तवेदन अ�धकार� सहमत ?  य�द नह�,ं तो �कस सीमा तक असहमत 

ह� और क् य कारण ह�? 
Does the Reporting Officer agree with the statement made in part 2?  If not, the extent of 
disagreement and reasons thereof. 

 
 
 
 
 
 
 
 

 
2. प्रत्क कायर् क� �वशेषताओं के �लए प ्र�तवेप्�धकार� द्वारा1-10 के स् क ल म� सखं् यत् क ग्रे�डं

द� जानी चा�हए, जहाँ 1 सबसे कम ग्रेड तथ10सबसे अ�धक ग्रेको दशार्ताहै। 
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. 
 

(कृपया प्र�विष्टय� को भरने से पहले �-�नदेश� को ध् यनपवूर्क पढ़ ल�)  
(Please read carefully the guidelines before filling the entries) 

 

 
(ए)�नगर्  कायर् का मूल् याकन (इस भाग का वेटेज 40%होगा) 

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

 ग्रे�ड  Grading 
i) कायर क� गणुता Quality of work 
 

 

 
जार� Contd…P-4/- 
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ii) व् यवसा�यक कौशल का स् र Level of professional skill 
 

 

iii) गपु्  एव ंपरम गपु्  मामल� तथा कागजात को �नपटाने म�  
�वश् सनीयता बनाए रखने क� योग् ता  
Trust worthiness in handling secret and top secret matters  
and papers 

 

iv) कायर डायर� का अनरु�ण और बठैक�, सा�ात् कर� आ�द के �लए 
आवश् क कागज़ात को समय पर प्रस्त करना  
Maintenance of engagement diary and timely submission  
of necessary papers for meetings, interviews, etc. 

 

‘�नगर् त काय’ पर कुल �मलाकर ग्रे �डं(कुल[iसे iv]) 
Overall Grading on ‘Work Output’ (Total [i to iv]) 

 

आद्य�र 
Initial 

 

 
 

  (बी) व् िक्तगत �वशेषताओं का मूल् यकन (इस भाग का वेटेज 30%होगा) 
(B) Assessment of Personal Attributes (weightage to this section would be 30%) 

 
 

 ग्रे �डGrading 
i) कायर क� अ�भविृत्Attitude to work 
 

 

ii) ब�ुद, उत् सकता Intelligence, keenness 
 

 

iii) अनशुासन का अनरु�ण Maintenance of discipline  
 

 

iv) िजम् मदार� का बोध Sense of responsibility 
 

 

v) सपं्रे �मताए Communication skills 
 

 

vi) ट�म म� कायर् करने क� योग्ता Ability to work in team 
 

 

vii) समय सीमा म� कायर् पूरा करने क� योग्ता Ability to meet 
deadline 

 

viii) उपिस्थ� म� �नयम�नष् ठ/�नय�मतता तथा समय पालन 
Regularity and Punctuality in attendance 
 

 

‘व् िक्तग �वशेषताओं’ पर कुल �मलाकर ग्रे �डं(कुल[iसे viii])  
Overall Grading on ‘Personal Attributes’ ([i to viii]) 

 

आद्य�र 
Initial 

 

 

 

(सी) प्रकायार्क स�मता का मूल् याकन (इस भाग का वेटेज 30%होगा) 
 (C)Assessment of functional competency (weightage to this section would be 30%) 
 

 ग्रे �डGrading 
i) आश�ुल�पक�य कायर् म� प्रवीणता तथा शुद 
Proficiency and accuracy in Stenographic work 

 

 
 

जार� Contd…P-5/- 
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ii) परस् र व् िक्तगत संबंधInter-personal relations  

iii) समन् य करने योग् ता Coordination ability  

iv) प्रभा सपंकर , पहल शिक्त एवं टेल�फोन कॉल् तथा आगतंकु�  के 
साथ अच् छ व् वहार  
Effective liaison, Initiative and tact in dealing with telephone 
calls & visitor 

 

‘प्रकायार्क स�मत’ पर कुल �मलाकर ग्रे �डं(कुल[iसे iv])  
Overall grading on ‘Functional Competency’ ( [i to iv]) 

 

आद्य�र 
Initial 

 

 
नोट Note: संकतक के प्रत्क ग्रुप क  �लए �नधार्�रत वेटेज के अनुसार संबं�धत समहू� के औसत अंक� का 

योग समग्ग्रे �डंका आधार होगा।  
The overall grading will be based on addition of the mean value of each group of    
indicators in proportion to weightage assigned. 

 
भाग PART-4 

सामान्  GENERAL 
 

1. जनता के साथ भागीदार� Relations with the public (जहाँ लाग ूहो wherever applicable) 
 (जनता क� आवश् कताओ का उ त् रदा�यत्  एव ंअ�धकार� तक अ�भगम पर कृपया �टप् णी द�)  
 (Please comment on the officer’s accessibility to the public and responsiveness to their needs) 

 
 
 
 
 

 
2. प्र�श Training  

(कृपया अ�धकार� क� प्रभा�वता एवं कायर् �मताओं म� और अ�धक सुधार तथा वृ�द्ध करने क� दृि
उसके प्र�श�ण के �लए  �सफा�रश कर 
Please give recommendations for training with a view to future improving the effectiveness and 
capabilities of the officer) 
 
 
 
 

 

 
3. स् वस ्थ् क� िस्थ�तState of Health 

 
 
 
 

 

 
4. सत् �नष् ठ Integrity 

(कृपया अ�धकार� क� सत् �नष् ठ पर �टप् णी द� Please comment on the integrity of the officer) 
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5. प्र�तवे अ�धकार� द्वारा अ�धकार� क� समस     �वशेषताओ ं क� तस् वर (लगभग 100 शब् द म�), 
िजसम� सामथ् य �ते्र एवं कम सामथ्    �ेत, असाधारण उपलिब्धया, महत् पणूर् असफलत ाओं एवं
कमजोर वग� के प्र अ�भविृत्त शा�मल ह Pen Picture by Reporting Officer (in about 100 words) on 
the overall qualities of the officer including area of strengths and lesser strength, extraordinary 
achievements, significant failures and attitude towards weaker sections. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

          
प्र�तवे के भाग-3 के खंड ए, बी और सी म� �दए गए वेटेज के आधार पर कुल �मलाकर सखं् यत् क 
ग्रे�डंग  
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of 
the Report. 

  
 
 
 

 
 
 
 
 
 
        प्र�तवे अ�धकार� के हस् त�र  
        Signature of the Reporting Officer 
 

नाम स् ष्  अ�र� म�  

स् थन Place:.....................  Name in Block letters: ______________________________ 
     पदनाम 

�दनाक Date:.....................  Designation: _____________________________________ 
प्र�तवेदक� अव�ध म�  

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



 
 
 
 

 
संलग् कAnnexure-I 

 
संख्यात्मक श्रेणीकरण क े साथ एपीएआर भरने सम्बंध �दशा 

 
Guidelines regarding filing up of APAR with numerical grading 

(i) एपीएआर के स त्ंम्भ �व�धवत सावधानी और ध्यानपूवर्क तथा पयार्प्त समय देते हुए भरने  
 The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii) यह आशा क� जाती है �क 1 अथवा 2 के �कसी वग�करण (�नगर् त कायर् या �वशेषताओं या कु  �मलाकर 
 श्रेणीकरण के प्र�  ) को �व�शष्ट असफलताओं के मागर् से कलम �चत्र म�  पयार्प से औ�चत्य � दया
 जाएगा और इसी प्रका 9 अथवा 10 के �कसी श्रेणी के स    बंध मे �व�शष्ट उपलिब्धय� के संबंध       
 औ�चत्य �दया जाएगा। श्रे1-2 अथवा 9-10 �वरल होती ह� अत: उनका औ�चत् �दए जाने क�  जरूरत है। 
 सांिख्यक  श्रेणी प्रदान करते हुए प्र�तवेपुन�वर् लोकन अ�धका�रय�को �कसी अ�धकार�  का 
 दजार्�नधार्रण उनके अधीन वह� संख्या  म� वतर्मान म� कायर्रत सहयो�गय�  क� तुलना मे  चा�हए। 

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

 
(iii) एपीएआर का 8 से 10 के बीच का वग�करण “उत्कृष ” �लया जाएगा तथा सूचीकरण/पदौन्न�त के �लए  
 औसत प्राप्तांक क� गणना करने  के �लए प्राप9 �दया जायेगा। 
 APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 
 9 for the purpose of calculating average scores for empanelment /promotion. 
 
(iv) एपीएआर का 6 तथा 8 से छोटा के बीच का वग�करण “बहुत अच्छ” �लया जाएगा तथा प्राप्ता7 �दया 
 जायेगा। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
 
(v) एपीएआर का 4 तथा 6 से छोटा के बीच का वग�करण “अच्छ” �लया जाएगा तथा प्राप्ता 5 �दया 
 जायेगा। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) एपीएआर का 4 से कम वग�करण “शून्” �लया जायेगा। 
 APARs graded below 4 will be given a score of “Zero”. 
 
 
      ******* 

 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
Annexure-II 

Time schedule for preparation/completion of APAR 

 
(Reporting year – Financial year) 

S.No. Activity 
 
Date by which to be completed 

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

31st

(This may be completed even a week 
earlier). 

 March. 

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

15th April 

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

30th June 

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

31st July 

5. Appraisal by accepting authority, wherever 
provided. 
 

31st August 

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

1st

 
 September 

 
15th September 

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

8. Forwarding of representations to the competent 
authority. 
 

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

 
 
 
21st

 
 September 

 
6th October 

9. Disposal of representation by the competent 
authority. 

Within one month from the date of 
receipt of representation. 
 

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

15th November 

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

30th November 

 
 



 
 

 
 

�दल्ल �वश्व�वद्या UNIVERSITY OF DELHI 
 

व�रष ् सहायक/सहायक के �लए वा�षर्क काय�नष ्पदन मूल ्याकन �रपोटर् 
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SENIOR ASSISTANT/ASSISTANT 

 
 

कायार्ल/सकंाय/�वभाग  

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

 
समािप्त वष/अव�ध का प्र�तवेद 

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

वयैिक्क ब ्यरा PERSONAL DATA - (भाग PART-I) 
 
 

1. अ�धकार� का नाम  
Name of the Officer   : ____________________________________

   
2. जन् �त�थ (�दन/मह�ना/वषर)  

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

: (शब् द म� In words)____________________ 
     

       ____________________________________ 
 

3. धा�रत पद का पदनाम  
Designation of post held  : ____________________________________ 

 
4. क् य अ�धकार� अन.ुजा�त/अन.ु जनजा�त/ 
 अन्  �पछड़ा वगर् से सबं�ंधत है? 

Whether the officer belongs to : ____________________________________ 
 Scheduled Caste/S T/OBC? 
 
5. वतर्मा ग्रेड म� लगातार �नयुिक्त क� �त 

Date of continuous appointment : �दनांक Date_________________________ 
 to the present grade  
      : ग्र Grade:___________________________  
 
   

6. वषर के दौरान ड्यू ट(प्र�श,छुट्टआ�द  के कारण) 

 से अनपुिस्थ�त क अव�ध। य�द उ क्  का�मर्  

 ने प्र�श�ण �लया है तो उसका �ववरण द� 
Period of absence from duty (on : ___________________________________  

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

 
 

जार� Contd…P-2/- 
       
 
 
 
 

 

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

(To be filled in by the Officer reported upon) 
 

( कृपया प्र�विष्टय� को भरने से पहले अनुदेश� को धनपवूर्क पढ़ ल�)   
(Please read carefully the instructions before filling the entries) 

 
1. �कए गए काय� का स�ं�प्  �ववरण Brief description of duties: 

  
 
 
 
 
 
 
 

  
         

2. वषर/अव�ध के दौरान ______________से ______________तकआपके द्वारा �कए गए काय� का   
स�ं�प्  �ववरण (�ववरण 100 शब ्द म� �दया जाना चा�हए ) 
Brief resume of the work done by you during the year/period from__________________ 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

3. कृपया उल् लख कर� �क क् य पूवर्वत� कैल�डर   वषर् क� अचल संपित्त  वा�षर्क �ववरणी �नधार   ्�रत तार�ख  अथ
कैल�डर वषर् से उत रवत� वषर् को31 जनवर� तक दजर् करा द� गई थी। य�द नह�ं तो �ववरण दजर् कराने क
तार�ख �लखी जाए। 
Please state whether the annual return on immovable property for the preceding calendar year 
was filed within the prescribed date i.e. 31 P

st
P January of the year following the calendar year.  

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

 
 
 
 

 
स् थन Place:...................... 
�दनांक Date:...................... 

सचूना देने वाले अ�धकार� के हस ्त�र  
       Signature of the Officer reported upon 
 

जार� Contd….P-3/- 
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प्र�तवे अ�धकार� द्वारा मूल् यकन– भाग-3 
ASSESSMENT BY THE REPORTING OFFICER – PART-3 

 

(कृपया प्र�विष्टय� को भरने से पहले �-�नदेश� को ध् यनपवूर्क पढ़ ल�)  
(Please read carefully the guidelines before filling the entries) 

 
 प्रत्क कायर् क� �वशेषताओं के �लए प ्र�तवेप्�धकार� द्वारा1-10 के स् क ल म� सखं् यत् क ग्रे�डंग द जानी 

चा�हए, जहा ँ1 सबसे कम ग्रेड तथ10सबसे अ�धक ग्रेको दशार्तहै।  
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. 

 

(ए )�नगर् कायरका मलू् याकन (इस भाग का वेटेज40% होगा) 
(A)Assessment of work output (weightage to this Section would be 40%) 

 प्र�तवेदन प्रा�धकार� द् 
�दए गए ग्रे 
Grades by Reporting 
Authority 

पुन�वर् लोकन प्रा�धकार� द्वारा 
गए ग्रे(य�द कॉलम-2 म� �दए गए 
ग्रेड से सहमत नह�ं ) 
Revised Grades by Reviewing 
Authority (if doesn’t agree 
with col.2) 

1 2 3 
i) पूवर�नयोिजत कायर् क� प�रपूणर्/�वषय के 
आधार पर आबं�टत �कया गया 
कायरAccomplishment of planned 
work/work allotted as per subjects 
allotted 

  

ii) कायर क� गुणता 
Quality of work 

  

iii) कायर �नष् पदन करने म� प्रवीणता अथार्
�नधार्�रत रिजस् र� एवं चाट्र्स आ�द क 
रखरखाव Proficiency in work, namely 
maintenance of prescribed registers 
and charts etc. 

  

‘�नगर्  कायर’ पर कुल �मलाकर ग्रे �डं(कुल [ 
i से iii]) 
Overall Grading on ‘Work Output’ (Total 
[i to iii]) 

  

आद्य�र 
Initials 

  

 

 (बी) व् िक्तगत �वशेषताओंका मलू् याकन (इस भाग का वेटेज 30%होगा) 
(B) Assessment of Personal attribute (weightage to this section would be 30%) 

 
 प्र�तवेदन प्रा�धकार� द् 

�दए गए ग्रे 
Grades by Reporting 
Authority 

पुन�वर् लोकन प्रा�धकार� द्वारा 
गए ग्रे(य�द कॉलम-2 म� �दए गए 
ग्रेड से सहमत नह�ं ह)  
Revised Grades by Reviewing 
Authority (if doesn’t agree 
with col.2) 

1 2 3 
i) कायर क� अ�भविृत् Attitude to work   
ii) िजम् मदार� का बोध Sense of 
responsibility 

  

 
जार� Contd …P-4/- 
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iii) अनुशासन को बनाए रखना 
Maintenance of discipline 

  

iv) सपं्रेकौशल 
Communication skills 

  

v) �वश् लषणात् कयोग् ता 
Analytical ability 

  

vi) ट�म के रूप म� कायर् करने क� योगता 
Ability to work in team 

  

vii) समय सीमा म� कायर् पूरा करने क 
योग् ता Ability to meet deadline 

  

viii) परस् र व् िक्तगत संबं 
Inter personal relations 

  

‘व ्िक्तगत �वशेषताओ’ पर कुल 
�मलाकर गर्े �डं(कुल [ i से viii]) 
Overall Grading on ‘Personal 
Attributes’ (Total [i to viii]) 

  

आद्य�र 
Initials 

  

 

(सी) प्रकायार्क स�मता का मलू् याकन (इस भाग का वेटेज 30% होगा) 
(C) Assessment of functional competency (weightage to this section would be 30%) 

 प्र�तवेदन प्रा�धकार� द् 
�दए गए ग्रे 
Grades by Reporting 
Authority 

पुन�वर् लोकन प्रा�धकार� द्वारा 
गए ग्रे(य�द कॉलम-2 म� �दए गए 
ग्रेड से सहमत नह�ं ह�)  
Revised Grades by Reviewing 
Authority (if doesn’t agree 
with col.2) 

1 2 3 
i) �नयम/�व�नयम/कायर् एवं योग्  ता के �ेत्
म� प्र�क्रय ाएं और उनके    सह� प्रय
जानकार� Knowledge of 
Rules/Regulations/Procedures in the 
area of function and ability to apply 
them correctly 

  

ii) समन् य �मता 
Coordination ability 

  

iii) पहल शिक् Initiative  
 

 

iv) कंप् यटर पर कायर् करने म� प्रवी 
Proficiency in working on computer 

  

‘प्रकायार्क स�मता’पर कुल �मलाकर 
ग्रे �डं(कुल [ i से iv]) Overall 
grading on ‘Functional 
Competency’ (Total [i to iv]) 

  

आद्य�र 
Initials 

  

 
नोट Note:सकंे तकके प्रत्क ग्रुप क  �लए �नधार्�रत वेटेज के अनुसार स ंबं�धतसमूह�  के औसत अंक� का योग समग्

ग्रे �डंका आधार होगा।   
The overall grading will be based on addition of the mean value of each group of  

  indicators in proportion to weightage assigned. 
 

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

1. जनता के साथ भागीदार� Relations with the public (जहाँ लाग ूहो wherever applicable) 
 (जनता क� आवश् कताओ का उत् रदा�यत्  एव ंअ�धकार� तक अ�भगम पर कृपया �टप् णी द�) (Please 

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

 

2. प्र�श Training  
(कृपया अ�धकार� क� प्रभा�वता एवं कायर् �मताओं म� और अ�धक सुधार तथा वृ�द्ध करने क� दृि
उसके प्र�श�ण के �लए  �सफा�रश करPlease give recommendations for training with a view to future 
improving the effectiveness and capabilities of the officer) 
 
 
 
 

 

3. स् वस ्थ् क� िस्थ�तState of Health 
 
 
 
 

 

4. सत् �नष् ठ Integrity 
(कृपया अ�धकार� क� सत् �नष् ठ पर �टप् णी द� Please comment on the integrity of the officer) 
 
 
 
 
 

 

5. प्र�तवे अ�धकार� द्वारा अ�धकार� क� समस     �वशेषताओ ं क� तस् वर (लगभग 100 शब ्द म�), 
िजसम� सामथ् य �ते्र एवं कम सामथ्    �ेत, असाधारण उपलिब्धया, महत् पूणर् असफलत ाओं एवं
कमजोर वग� के प्र अ�भविृत्त शा�मल हPen Picture by Reporting Officer (in about 100 words) on 
the overall qualities of the officer including area of strengths and lesser strength, extraordinary 
achievements, significant failures and attitude towards weaker sections. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

           
जार� Contd …P-6/- 
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6. प्र�तवे के भाग-3 के खंड ए, बी और सी म� �दए गए वेटेज के आधार पर कुल �मलाकर सखं् यत् क 

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

  
 
 
 

 
 
 
 
 
        प्र�तवे अ�धकार� के हस ्त�र  
        Signature of the Reporting Officer 
 

नाम स् ष्  अ�र� म�  

स् थनPlace:.....................  Name in Block letters: ______________________________ 
     पदनाम 

�दनाकDate:.....................  Designation: _____________________________________ 
प्र�तवेदक� अव�ध म�  

     During the period of Report: ________________________ 
 
 
 

पुन�वर्लोक अ�धकार� क� अ भ ्यिक्तया-भाग-5    
REMARKS OF THE REVIEWING OFFICER - PART-5 

 

 
1. पनु�वर् लोक अ�धकार� क� सेवाअव�ध Length of service under the Reviewing Officer 
 

 
 
 
 

 
2. क् य आप भाग-3 व भाग-4 के �नगर् त कायर् तथा �व�भन गुण� के संबंध म� प्र�तवेदन अ�धकार� द्वारा �कए 

मूल् याकन से सहमत ह�? क् य आप अ�धकार� क� असाधारण उपलिब्धय/महत् पूणर्असफलताओं के संबंध म� �कए
गए मूल् याकन से सहमत ह�?{संदभर: भाग-3 तथा भाग-4(5)} ( य�द आप प्र�तवेदन अ�धकार� द्वारा �कए 
�वशेषताओ के �कसी सखं् यत् क मूल् याकन से सहमत नह�ं ह� तो आप कृपया अपना मूल् याकन इस खंड म� �दए 
गए स् म्  म� द� तथा अपनी प्र�विष्टको आद्य�र कर�) 
Do you agree with the assessment made by the reporting officer with respect to the work 
output and the various attributes I Part-3 and Part-4?  {Ref: Part-3 and Part-4 (5)}  (in case 
you do not agree with any of the numerical assessments of attributes please record your 
assessment in the column provided for you in that section and initial your entries):  
 
 
 
 
 
 
 

 
जार� Contd….P-7/- 
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3.    असहमत होने  क� िस्थ�त म� कृपया इसके कारण बताए  । क् य कोई ऐसी बात है िजसे आप कुछ बदलना या 

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

    
4.  पुन�वर् लोक अ�धकार� द्वारा पेन �पक्र। कृपया अ�धकार� क� कम सामथ् य �ेत्र एवं उसक� कमजोर वग� क

प्र�त अ�भवृित्त स�हत उसक� सम �वशेषताओं के बारे म� �टप् ण(लगभग 100 शब ्द म�) कर�। 
Pen picture by Reviewing Officer.  Please comment (in about 100 words) on the overall 
qualities of the officer including area of strengths and lesser strength and his attitude towards 
weaker section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

5.  प्र�तवे के भाग-3 के खंड ए, बी और सी म� �दए गए वेटेज के आधार पर कुल �मलाकर संख् यत् क ग्रे�ड । 
Overall numerical grading on the basis of weightage given in Section-A, Section-B and 
Section-C in Part-3 of the Report. 

 
 
 
 

 
 
 
 

 
पुन�वर्लोकन अ�धकार� के हस   �र 

       Signature of the Reviewing Officer 
 

नाम स् ष्  अ�र� म�  

स् थन Place:.....................  Name in Block letters: ______________________________ 
     पदनाम 

�दनाक Date:.....................  Designation: _____________________________________ 
�रपोटर क� अव�ध म�  

     During the period of Report: ________________________ 
 

********** 
 
 



 
 

 
संलग ्कAnnexure-I 

 
संख्यात्मक श्रेणीकरण क े साथ एपीएआर भरने सम्बंध �दशा 

 
Guidelines regarding filing up of APAR with numerical grading 

(i) एपीएआर के स त्ंम्भ �व�धवत सावधानी और ध्यानपूवर्क तथा पयार्प्त समय देते हुए भरने  
 The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii) यह आशा क� जाती है �क 1 अथवा 2 के �कसी वग�करण (�नगर् त कायर् या �वशेषताओं या कु  �मलाकर 
 श्रेणीकरण के प्र�  ) को �व�शष्ट असफलताओं के मागर् से कलम �चत्र म�  पयार्प से औ�चत्य � दया
 जाएगा और इसी प्रका 9 अथवा 10 के �कसी श्रेणी के स    बंध मे �व�शष्ट उपलिब्धय� के संबंध       
 औ�चत्य �दया जाएगा। श्रे1-2 अथवा 9-10 �वरल होती ह� अत: उनका औ�चत् �दए जाने क�  जरूरत है। 
 सांिख्यक  श्रेणी प्रदान करते हुए प्र�तवेपुन�वर् लोकन अ�धका�रय�को �कसी अ�धकार�  का 
 दजार्�नधार्रण उनके अधीन वह� संख्या  म� वतर्मान म� कायर्रत सहयो�गय�  क� तुलना मे  चा�हए। 

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

 
(iii) एपीएआर का 8 से 10 के बीच का वग�करण “उत्कृष ” �लया जाएगा तथा सूचीकरण/पदौन्न�त के �लए  
 औसत प्राप्तांक क� गणना करने  के �लए प्राप9 �दया जायेगा। 
 APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 
 9 for the purpose of calculating average scores for empanelment /promotion. 
 
(iv) एपीएआर का 6 तथा 8 से छोटा के बीच का वग�करण “बहुत अच्छ” �लया जाएगा तथा प्राप्ता7 �दया 
 जायेगा। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
 
(v) एपीएआर का 4 तथा 6 से छोटा के बीच का वग�करण “अच्छ” �लया जाएगा तथा प्राप्ता 5 �दया 
 जायेगा। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) एपीएआर का 4 से कम वग�करण “शून्” �लया जायेगा। 
 APARs graded below 4 will be given a score of “Zero”. 
 
 
      ******* 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
Annexure-II 

Time schedule for preparation/completion of APAR 

 
(Reporting year – Financial year) 

S.No. Activity 
 
Date by which to be completed 

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

31st

(This may be completed even a week 
earlier). 

 March. 

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

15th April 

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

30th June 

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

31st July 

5. Appraisal by accepting authority, wherever 
provided. 
 

31st August 

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

1st

 
 September 

 
15th September 

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

8. Forwarding of representations to the competent 
authority. 
 

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

 
 
 
21st

 
 September 

 
6th October 

9. Disposal of representation by the competent 
authority. 

Within one month from the date of 
receipt of representation. 
 

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

15th November 

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

30th November 

 
 



 
 

 
 

�दल्ल �वश्व�वद्या UNIVERSITY OF DELHI 
 

तकनीक�अ�धकार�/व�रष ् तकनीक� सहायक/तकनीक� सहायक/सांिख्यक� सहाय/प्रयोगशाला सहायक के �ल
वा�षर्क कायर्�नष्दन मलू ्याकन �रपोटर 

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

ASSISTANT 
 

सकंाय/�वभाग/कायार्ल 
FACULTY/DEPARTMENT/OFFICE ------------------------------------------------------------ 

 
समािप्त वष/अव�ध का प्र�तवेद 
REPORT FOR THE YEAR/PERIOD ENDING------------------------------------------------ 

 
 

वयैिक्क ब ्यरा PERSONAL DATA - (भाग PART-I) 
 
 

1. अ�धकार� का नाम  
Name of the Officer   : ____________________________________ 
  

2. जन् �त�थ (�दन/मह�ना/वषर)  

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

: (शब् द म� In words)____________________ 
     

       ____________________________________ 
 
3. वतर्मा ग्रेड म� लगातार �नयुिक्त क� �त 

Date of continuous appointment :  �दनांक Date_________________________ 
 to the present grade  
      : ग्र Grade:___________________________  
 
4. क् य अ�धकार� अनुस�ूचत जा�त/ 
 अ.ज.जा./अ.�प.व. से सबं�ंधत है ? 

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

5. वतर्मा पद तथा उस पर �नयुिक्त क� �त�थ 

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

 
6. वषर के दौरान ड्य ट(प्र�श, छुट्टी आ�के कारण) से अनुपिस्थ�त क अव�ध। य�द उक्  का�मर्  

 ने प्र�श�ण �लया है तो उसका �ववरण । 
Period of absence from duty (on Training, leave etc.) during the year. If he/she has under gone 
training, specify. 
 
 
 
 
 

 
जार� Contd…P-2/- 

 

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

(िजस अ�धकार� का प्र�तवेदन �लखा जाना ,उसके द्वारा भरा जाए)   
(To be filled in by the Officer reported upon) 

 
1. �कए गए काय� का स�ं�प्  �ववरण Brief description of duties: 

 
 
 
 
 
 
 

 
2. कायर के जो ल� य/उद्देश /ध् यय आपने स् यं अपने �लए �नधार्�रत �कए ह� या आपके �ल  �नधार्�रत �कए गए ह�

उन (प�रमाण/मात्रा या अन रूप� म) काय� क� आठ-दस मद� प् थ�मकता के आ धार पर बनाएं और प्रत्क ल� य 
से अपनी उपलिब्ध बताएं  
(उदाहरण- आपके अनुभाग/कायार्ल/�वभाग के �ल ए वा�षर्क कायर् योज)  
Please specify targets/objectives/goals (in quantitative or other terms) of work you set for 
yourself or that were set for you, eight to ten items of work in the order of priority and your 
achievement against each target.  
(Example Annual Action Plan for your Section/Office/Department) 

 

ल� य/उद्देश /ध् यय 
Targets/Objectives/Goal 

उपलिब्धयाँ  
Achievements 

 
 
 
 
 
 
 
 
 
 
 
 

 

           
3. (अA) कृपया मद-2 म� बताएं गए ल� य�/उद्देश् /ध् यय� क� प्रािप्त म� हो रह� क�मय� का सं�ेप 

उल् लख कर�। य�द ल� य� क� प्रािप्त म� कोई बाधाएं रह� ह� तो वे बत। 
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. 

 
 
 
 
 
 
 
 
 
 
 
 

 
जार� Contd….P-3/- 
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(बB) कृपया उन मद� का भी उल् लख कर� िजनम� काफ� अ�धक उपलिब्ध्याँ रह� ह� और उनम� अपन
योगदान का भी उल् लख कर�। 
Please also indicate items in which there have been significantly higher achievements and 
your contribution thereto. 

 

 
 
 
 
 
 
 
 
 

             

4. कृपया उल् लख कर� �क क् य पवूर्वत� कैल�डर  वषर् क� अचल संपित्त वा�षर्क �ववरणी �नधार्�रत त
अथार् त् कैल�डर  वषरसे  उत् रवत� वषर् को31 जनवर� तक दजर् करा द� गई थी। य�द नह�ं तो �वरण 
दजर् कराने क� तार�ख�लखी जाए। 
Please state whether the annual return on immovable property for the preceding calendar year 
was filed within the prescribed date i.e. 31st

 

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

 
 
 
 
 
 

 
 
 
 
 
 
 

सचूना देने वाले अ�धकार� के हस ्त�र  
�दनांक Date:......................                      Signature of the Officer reported upon 
 
 
 
 

भाग PART-3 
 
सखं् यत् क ग्रे�डंग का �नधार्रण प्र� तवेदन तथा पुन�वर्लोकन प्रा�धकार� द्वारा �कय,जो 1-10 के पमैाने 
पर होना चा�हए। जहाँ 1 सबसे कम ग्रेड तथ10 सबसे अ�धक ग्रेको दशार्त है।  
Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale 
of 1-10, where 1 refers to the lowest grade and 10 to the highest. 
 

(कृपया प्र�विष्टय� को भरने से पहले �-�नदेश� को ध ्यनपवूर्क पढ़ ल�)  
(Please read carefully the guidelines before filling the entries) 

 
 

(ए) �नगर् त कायरका मूल् याकन (इस भाग का वेटेज 40% होगा) 
(A) Assessment of work output (weightage to this section would be 40%) 

 
 

 
जार� Contd….P-4/- 
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 प्र�तवेदन प्रा�धक 
Reporting Authority 

पुन�वर्लोकन प्रा�धका 
Reviewing Authority 

i) पवूर �नयोिजत  कायर् क� प�रपूणर  ्/�वषय�  के 
आधार पर आब�ंटत �कया गया कायर्  
Accomplishment of planned work/work 
allotted as per subjects allotted 

  

ii) कायर् �नष् दन क� गुणता     
Quality of output 

  

iii) �वश् लषणात् कयोग् ता    
Analytical ability 

  

iv) अपवादात् क कायर् क� प�रपूणर  ्/�कए गए 
अप्रत्�शत  कायर् Accomplishment of 
exceptional work/unforeseen tasks performed 

  

‘�नगर्  कायर’ पर कुल � मलाकर ग्रे �डOverall 
Grading on ‘Work Output’ 

  

आद्य�र 
Initials 

  

 

 
 (बी) व् िक्तगत �वशेषताओं का मूल् यकन (इस भाग का वेटेज 30%होगा) 

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

 

 प्र�तवेदन प्रा�धक 
Reporting  
Authority 

पनु�वर्लोकनप्रा�धकार 
Reviewing Authority  

i) कायर क� अ�भविृत्त 
Attitude to work 

  

ii) िजम् मदार� का बोध  
Sense of responsibility 

  

iii) अनुशासन का अनुर�ण  
Maintenance of Discipline 

  

iv) सपं्रे कौशल 
Communication skills 

  

v) नेत तृ्  गुण 
Leadership qualities 

  

vi) ट�म क�  भावना  म� कायर् करने क� �मत    
Capacity to work in team spirit 

  

 
 
 

जार� Contd….P-5/- 
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vii)  समय-सा�रणी  का  अनुसरण    करने  क�  �मता 
Capacity to adhere to time-schedule  

  

viii)परस् र व् िक्तगत संबं 
 Inter-personal relations 

  

ix)समग छ�व एवं व् िक्तत् Overall bearing and 
personality 

  

‘व ्िक्तगत �वशेषत ाओ’ पर कुल � मलाकर 
ग्रे �डOverall Grading on ‘Personal 
attributes’ 

  

आद्य�र 
Initials 

  

 

(सी) प्रकायार्क स�मता का मलू् याकन (इस भाग का वेटेज 30% होगा) 
(C) Assessment of functional competency (weightage to this Section would be 30%) 

 
 

 प्र�तवेदन प्रा�धक 
Reporting Authority 

पनु�वर्लोकनप्रा�धकार 
Reviewing Authority  

i)�नयम/�व�नयम/कायर् एवं योग्ता के �ेत्र म� प्र�क्
एवं  उनके सह� प्रयोग को जानर� Knowledge of 
Rules/Regulations/Procedures in the area of 
function and ability to apply them correctly. 

  

ii) नी�तबद योजना  बनाने  क�  �मता Strategic 
planning ability 

  

iii) �नणर्  लेने क� �मता 
Decision making ability 

  

iv) समन् य �मता 
Coordination ability 

  

v) अधीनस्  को प्रे�रत एवं �वक�सत करने क� �म 
Ability to motivate and develop subordinates 

  

vi) पहल शिक् Initiative  
 

 

‘प्रकायार्क स�मता’ पर कुल �मलाकर ग्रे �ड 
Overall Grading on ‘Functional 
Competency’ 

  

आद्य�र 
Initials 

  

 

सामान ् GENERAL – (भाग PART-4) 
 

1. जनता के साथ भागीदार�Relations with the public (जहाँ लागू होwherever applicable) 
 (जनता क� आवश् कताओ का उत् रदा�यत्  एवं अ�धकार� तक अ�भगम पर कृपया �टप् णी द�)please comment 

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

 

 
 जार� Contd….P-6/- 
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2. प्र�श Training  

(कृपया अ�धकार� क� प्रभा�वता एवं कायर् �मताओं म� और अ�धक सुधार तथा वृ�द्ध करने क� दृि
उसके प्र�श�ण के �लए �सफा�रश कर Please give recommendations for training with a view to future 
improving the effectiveness and capabilities of the officer) 
 
 
 
 
 
 

 

3. स् वस ्थ् क� िस्थ�तState of Health 
 
 
 
 

 

4. सत् �नष् ठ Integrity 
(कृपया अ�धकार� क� सत् �नष् ठ पर �टप् णी द� Please comment on the integrity of the officer) 
 
 
 
 
 

   

5. प्र�तवे अ�धकार� द्वारा अ�धकार� क� समस      �वशेषताओ ं क� त स् वर (लगभग 100 शब ्द म�), 

िजसम� सामथ् य �ते्र एवं कम सामथ् �ेत, असाधारण उपलिब्धया, महत् पणूर् असफलताओ (सदंभर: 

भाग 2 का 3(अ) एव ं3(ब)  एव ंकमजोर वग� के प्र�त अ�भवृित्त शा�मल ह 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
जार� Contd….P-7/- 
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5. प्र�तवे के भाग-3 के खंड ए, बी और सी म� �दए गए वेटेज के आ धार पर कुल � मलाकर सखं् यत् क 

ग्रे�डंग  

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

 
 
 

 
  
 
 
     
  
        प्र�तवे अ�धकार� के हस ्त�र  
        Signature of the Reporting Officer 
 

नाम स् ष्  अ�र� म�  

स् थन Place:.....................  Name in Block letters: ______________________________ 
     पदनाम 

�दनांक Date:.....................  Designation: _____________________________________ 
�रपोटर क� अव�ध म�  

     During the period of Report: ________________________ 
 
 

भाग PART-5 
 
1. पुन�वर् लोक अ�धकार� क� अभ् यिक्तयाँ REMARKS OF THE REVIEWING OFFICER. 
 
   पु�न�वर् लोकन अ�धकार� के अंतगर्त सेवा अव�  
   Length of service under the Reviewing Officer   

 
 
 
 

 

2. क् य आप भाग-3 व भाग-4 के �न गर् त कायर् तथा �व�भन गुण� के संबंध म� प्र�तवेदन अ�धकार� द्वारा �कए 
मूल् याकन से सहमत ह�? क् य आप अ�धकार� क� असाधारण उपलिब्धय/महत् पूणर् असफलताओं के संबंध म�
�कए गए मूल् याकन से सहमत ह�?[संदभर: भाग-3(ए)(iv) तथा भाग-4(5)] 
(य�द आप प्र�तवेदन अ�धकार� द्वारा �कए गए �वशेषताओं के �क सी संखत् क मूल् याकन से सहमत नह�ं ह� तो 
आप कृपया अपना मूल् याकन इस खंड म� �दए गए स् म्  म� द� तथा अपनी प्र�विष्टय� को आद्य�र ) 
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.) 
 

हाँ Yes 
 

नह�ं No 

             
     जार� Contd….P-8/- 
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3.  असहमत होने  क�  िस्थ�त म� कृपया इसके कारण बताएं। क्    कोई ऐसी बात  है िजसे आप कुछ बदलना या 
जोड़ना चाहते ह� ? 
In case of disagreement, please specify the reasons. Is there anything you wish to modify or 
add?  
 
 
 
 
 
 

    
4.  पुन�वर् लोक अ�धकार� द्वारा पेन �पक्र। कृपया अ�धकार� क� कम सामथ् य �ेत्र एवं उसक� कमजोर वग� क

प्र�त अ�भवृित्त स�हत उसक� सम �वशेषताओं के बारे म� �टप् ण(लगभग 100 शब ्द म�) कर�। 
Pen picture by Reviewing Officer.  Please comment (in about 100 words) on the overall 
qualities of the officer including area of strengths and lesser strength and his attitude towards 
weaker section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

5.  प्र�तवे के भाग-3 के खंड ए, बी और सी म� �दए गए वेटेज के आ धार पर कुल � मलाकर संख् यत् क ग्रे�डं  
Overall numerical grading on the basis of weightage given in Section-A, Section-B and 
Section-C in Part-3 of the Report. 

 

 
 
 

 
 
 
 

पुन�वर्लोकन अ�धकार� के हस्  �र 
        Signature of the Reviewing Officer 
 

नाम स् ष्  अ�र� म�  

स् थन Place:.....................  Name in Block letters: ______________________________ 
     पदनाम 

�दनांक Date:.....................  Designation: _____________________________________ 
�रपोटर क� अव�ध म�  

     During the period of Report: ________________________ 
 
 

********** 
 
 
 
 
 
 



 
 

 
संलग ्कAnnexure-I 

 
संख्यात्मक श्रेणीकरण क े साथ एपीएआर भरने सम्बंध �दशा 

 
Guidelines regarding filing up of APAR with numerical grading 

(i) एपीएआर के स त्ंम्भ �व�धवत सावधानी और ध्यानपूवर्क तथा पयार्प्त समय देते हुए भरने  
 The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii) यह आशा क� जाती है �क 1 अथवा 2 के �कसी वग�करण (�नगर् त कायर् या �वशेषताओं या कु  �मलाकर 
 श्रेणीकरण के प्र�  ) को �व�शष्ट असफलताओं के मागर् से कलम �चत्र म�  पयार्प से  औ�चत्य � दया
 जाएगा  और इसी  प्रका 9 अथवा  10 के  �कसी  श्रेणी के स    बंध मे �व�शष्ट उपलिब्धय� के संबंध       
 औ�चत्य �दया जाएगा। श्रे1-2 अथवा 9-10 �वरल होती ह� अत: उनका औ�चत् �दए जाने क�  जरूरत है। 
 सांिख्यक  श्रेणी प्रदान करते हुए प्र�तवेपुन�वर् लोकन अ�धका�रय�को �कसी अ�धकार�  का 
 दजार्�नधार्रण उनके अधीन वह� संख्या म� वतर् मान म� कायर्रत सहयो�गय�  क� तुलना मे  चा�हए। 

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

 
(iii) एपीएआर का  8 से  10 के  बीच का  वग�करण  “उत्कृष ” �लया  जाएगा त था  सूचीकरण/पदौन्न�त  के �लए 
 औसत प्राप्तांक क� गणना करने के �लए प ्राप9 �दया जायेगा। 
 APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of 
 9 for the purpose of calculating average scores for empanelment /promotion. 
 
(iv) एपीएआर का 6 तथा 8 से छोटा के  बीच का  वग�करण  “बहुत अच्छ” �लया जाएगा तथा  प्राप्ता7 �दया 
 जायेगा। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
 
(v) एपीएआर का  4 तथा  6 से  छोटा  के  बीच का  वग�करण  “अच्छ” �लया  जाएगा त था  प्राप्ता 5 �दया 
 जायेगा। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) एपीएआर का 4 से कम वग�करण “शून्” �लया जायेगा। 
 APARs graded below 4 will be given a score of “Zero”. 
 
 
      ******* 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 



 
 

 
Annexure-II 

Time schedule for preparation/completion of APAR 

 
(Reporting year – Financial year) 

S.No. Activity 
 
Date by which to be completed 

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

31st

(This may be completed even a week 
earlier). 

 March. 

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

15th April 

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

30th June 

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

31st July 

5. Appraisal by accepting authority, wherever 
provided. 
 

31st August 

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

1st

 
 September 

 
15th September 

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

8. Forwarding of representations to the competent 
authority. 
 

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

 
 
 
21st

 
 September 

 
6th October 

9. Disposal of representation by the competent 
authority. 

Within one month from the date of 
receipt of representation. 
 

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

15th November 

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

30th November 

 
 


