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Annual Performance Appraisal Report  

(Assistant Professor Stage I and Stage II) 

As per CAS 2018 

(To be submitted at the end of every academic year) 

 

Academic Year: 2020-2021 

(Information provided should pertain to the academic year referred above) 

 

 

PART-A: GENERAL INFORMATION AND ACADEMIC BACKGROUND 

 

1. Name (in Block Letters):    

 

2. Father’s Name/Mother’s Name:  

 

3. Date and Place of Birth:    

 

4. Sex:      

 

5. Marital Status:    

 

6. Nationality:      

 

7. Department:     

 

8. Current Designation and Academic Level:  

 

9. Date of Last Appointment/Promotion: 

 

10. Category (SC/ST/OBC/PWD/General): 

 

11. Address for Correspondence (with Pin code): 

 

Address:   _____________________   
 
_____________________ 

 

Telephone No: 

 

 
_____________________   

Mobile No: 

 
_____________________ 

 

 

12. Permanent Address (with Pin code), in case different from Sl.No.11: 
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13. Academic Qualifications: 

 

Examination Name 

of 

Exam 

University Year of 

Passing 

Percentage 

of Marks 

obtained 

Division/ 

Class/ 

Grade 

Main 

Subjects 

Graduation       

Post- 

Graduation 

      

Other 

Examinations, 
if any 

      

 

 

14. Research Degree (s) 

 

Degrees Name of the 
University 

Title of dissertation/thesis Date of 
submission 

Date of 
award 

M.Phil.     

Ph.D/ D.Phil.     

D.Sc/D.Lit.     

 

 

15. Courses taught at various levels during the academic year (Name the course giving details): 

 

(a) Undergraduate: 

 

(b) Postgraduate: 

 

 

16. Field of Specialization under the Subject/Discipline: 
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17. Details of Course/Programmes/Workshop/MOOCs attended or completed. 

 

17.1 Details of refresher/orientation course/research methodology/workshop/syllabus up-gradation/ 

teaching –learning-evaluation/technology programmes/Faculty Development Programme 

 

 

S.No. Details  Place Period Sponsoring/Organising Agency 

From To  

  

 

    

  

 

    

 

 

17.2 MOOCs completed with e-certification 

 

S.No. Details 

of  

MOOC  

Subject Certification 

providing 

agency 

Date of 

certification 

Level 

(UG/PG/Other) 

E-

certification 

no. 

       

       

       

 

17.3 Contribution towards development of e-content/MOOCs in 4- quadrants 

 

S.No. Details of E-

contents/ 

MOOCs in 

4-quadrants 

Quadrants 

developed 

No. of 

Modules 

Course  Sponsoring 

agency 

Year Level 

(UG/PG/Other) 

        

        

        

 

17.4 Contribution towards conduct of MOOCs 

 

S.No. Details 

of  

MOOC  

Subject Sponsoring 

agency 

Level 

(UG/PG/Other) 

E-

certification 

no. 
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PART-B: ACADEMIC PERFORMANCE ASSESSMENT 

(Please refer to “Detailed Guidelines” for completing Part B) 

  

SECTION B.1:  

TEACHING, LEARNING, EVALUATION RELATED ACTIVITIES  

1. Teaching Activity (Details of Lectures, Tutorials, Practicals, and other teaching related 

activities) 
Grading Criteria: 

 
1. 80% & above – Good 
2. Below 80% but 70% & above – Satisfactory 
3. Less than 70% - Not Satisfactory 

 

S. 

No. 

Year/ 

Semester 

Course/ 

paper 

Level 

(PG/UG) 

Teaching 

Mode 

Lectures/ 

Tutorials/Practicals/ 

Other related 

activities 

% of 

Assigned 

Classes 

Taught 

Classes 

Assigned 

Classes 

Taught 

      

 

  

      

 

  

Grading   

  

   

SECTION B.2 

ADMINISTRATIVE SUPPORT, PARTICIPATION IN STUDENT’S CO-CURRICULAR AND 

EXTRA- CURRICULAR  ACTIVITIES, PERSONAL DEVELOPMENT RELATED TO 

TEACHING AND RESEARCH ACTIVITIES. 

 
2. Student related activities/ Research Activities 

Grading criteria: 

 

Good - Involved in at least 3 activities 

Satisfactory -  1-2 activities 

Not-satisfactory - Not involved / undertaken any of the activities 

 

(a) Administrative responsibilities such as Head, Chairperson/ Dean/ Director/coordinator, Warden 

etc. 

S.No. Nature of Activity Designati

on 

Institution/Departme
nt 

Period 

From To  
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(b) Examination and evaluation duties assigned by the college / university or attending the 

examination paper evaluation. 

S.No. Nature of Activity Designati

on 

Institution/Departme
nt 

Period 

From To  

      

      

 

(c) Student related co-curricular, extension and field based activities such as student clubs, career 

counselling, study visits, student seminars and other events, cultural, sports, NCC, NSS and 

community services. 

 

S.No. Nature of Activity Level 

(UG/PG) 

Institution/Departme
nt 

Period 

From To  

      

      

 

(d) Organising seminars/ conferences/workshops, other college/university activities. 

 

S.No. Details  Place Period Sponsoring/Organising Agency 

From To  

  

 

    

  

 

    

 

(e) Evidence of actively involved in guiding Ph.D students. 

 

Level of Guidance Registered Thesis/ Dissertation 

Submitted 

Degree Awarded 

Ph.D.     

 

 

(f) Conducting minor or major research project sponsored by national or international agencies. 

 

S.No. Title Period 

 

Major/Minor Sponsoring/ 

Funding Agency 
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From To  

      

      

      

 

 

(g) At least one single or joint publication in peer- reviewed or UGC list of Journals. 

 
S. 

No. 

Title 

of the 

Paper 

Journal 

Name 

Year Vol. 

No. 

Page 

No. 

ISSN 

No. 

Impact 

Factor 

Whether 

SCOPUS 

Indexed 

Authorship Reference 

number of 

UGC - 

CARE List 

           

           

           

 

Note: 

Impact factor to be determined as per Thomson Reuters list 

The Authorship is to be filled as follows: 

 One of Two Authors 

 For more than two Authors: 

 First/Principal/Corresponding Author 

 Joint Author 

 

 

OVERALL GRADING FOR B.2 

 

No. of Activities covered*  

Overall grading  

 *Note:  

 Number of activities can be within or across the broad categories of activities. 

 

(Please attach supporting documents as per requirement) 
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SUMMARY OF GRADING FOR THE ACADEMIC YEAR 
 

S.No. Activity Section Gradation 

(To be given/verified 

by HoD) 

1. Teaching Activity B.1  

2. Student Related /Research Activity B.2  

 

 

Overall Grading for the Academic Year for the Section B.1 and B.2*    ______________________ 
 
*Note: Overall Grading for the Academic Year is to be defined as follows: 

 

Good: Good in teaching and satisfactory or good in activity in Section B.2. Or 

Satisfactory: Satisfactory in teaching and good or satisfactory in activity in Section B.2. 

Not Satisfactory: If neither good nor satisfactory in overall grading 

 

 PART-C: OTHER RELEVANT INFORMATION 

 

 

(a) Membership/Fellowship of Learned bodies / Societies: 

 

 

(b) Literary, cultural or other activities (e.g. attainment in sports etc.) in which the applicant is 

interested and distinctions obtained: 

 

 

(c) Please give details of any other credential, significant contributions, awards received, 

responsibilities, etc. not mentioned earlier. 

 

 

 

(d) Future Plans (In approximately 150 words): 

 

LIST OF ENCLOSURES: (Please attach self-certified copies of certificates, sanction orders, papers, 

etc. wherever necessary) 

 

1. 11. 

 

2. 12. 

 

3. 13. 
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4. 14. 

 

5. 15. 

 

6. 16. 

 

7. 17. 

 

8. 18. 

 

9. 19 

 

10. 20 

 

PART D - DECLARATION 

 

I have read the applicable guidelines, which are binding. I do hereby solemnly declare that the 

information given, the statements made and documents uploaded with this application form are correct 

and true to the best of my knowledge and belief. If any information given by me in this application is 

found to be false or misleading, my candidature is liable to be cancelled and I may be subjected to 

legal/disciplinary proceedings. 

Date: 

 

Place: 

 

Signature & Designation of the Applicant 

 

 

 

Certified that .............................................................................................................. has been working as 

.................................................in this Department since ……………………………… 

 

 

The particulars given in this application have been checked and verified from office records and 

documents enclosed are found to be correct. 

 

The gradations have been verified on the basis of the performance of the applicant and the credentials/ 

documents provided and enclosed herewith by the applicant. 

 

 

Head of the Institution 
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Annual Performance Appraisal Report  

[Assistant Professor Stage III and above] 

As per CAS 2018 

 (To be submitted at the end of every academic year) 

 

Academic Year: 2020-2021 

 

 (Information provided should pertain to the academic year referred above) 

 

PART-A: GENERAL INFORMATION AND ACADEMIC BACKGROUND 

 

1. Name (in Block Letters):    

 

2. Father’s Name/Mother’s Name:  

 

3. Date and Place of Birth:    

 

4. Sex:      

 

5. Marital Status:    

 

6. Nationality:      

 

7. Department:     

 

8. Current Designation and Academic Level:  

 

9. Date of Last Appointment/Promotion: 

 

10. Category (SC/ST/OBC/PWD/General): 

 

11. Address for Correspondence (with Pin code): 

 

Address:   _____________________   
 
_____________________ 

 

Telephone No: 

 

 
_____________________   

Mobile No: 

 
_____________________ 

 

 

12. Permanent Address (with Pin code), in case different from Sl.No.11: 
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13. Academic Qualifications: 

 

Examination Name 

of 

Exam 

University Year of 

Passing 

Percentage 

of Marks 

obtained 

Division/ 

Class/ 

Grade 

Main 

Subjects 

Graduation       

Post- 

Graduation 

      

Other 

Examinations, 
if any 

      

 

 

14. Research Degree (s) 

 

Degrees Name of the 
University 

Title of dissertation/thesis Date of 
submission 

Date of 
award 

M.Phil.     

Ph.D/ D.Phil.     

D.Sc/D.Lit.     

 

 

15. Courses taught at various levels during the academic year (Name the course giving details): 

 

(a) Undergraduate: 

 

(b) Postgraduate: 

 

 

16. Field of Specialization under the Subject/Discipline: 

 

 

17. Details of Course/Programmes/Workshop/MOOCs attended or completed. 
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17.1 Details of refresher/orientation course/research methodology/workshop/syllabus up-gradation/ 

teaching –learning-evaluation/technology programmes/Faculty Development Programme 

 

 

S.No. Details  Place Period Sponsoring/Organising Agency 

From To  

  

 

    

  

 

    

 

 

17.2 MOOCs completed with e-certification 

 

S.No. Details 

of  

MOOC  

Subject Certification 

providing 

agency 

Date of 

certification 

Level 

(UG/PG/Other) 

E-

certification 

no. 

       

       

       

 

17.3 Contribution towards development of e-content/MOOCs in 4- quadrants 

 

S.No. Details of E-

contents/ 

MOOCs in 

4-quadrants 

Quadrants 

developed 

No. of 

Modules 

Course  Sponsoring 

agency 

Year Level 

(UG/PG/Other) 

        

        

        

 

17.4 Contribution towards conduct of MOOCs 

 

S.No. Details 

of  

MOOC  

Subject Sponsoring 

agency 

Level 

(UG/PG/Other) 

E-

certification 

no. 
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PART-B: ACADEMIC PERFORMANCE ASSESSMENT 

(Please refer to “Detailed Guidelines” for completing Part B) 

  

SECTION B.1:  

TEACHING, LEARNING, EVALUATION RELATED ACTIVITIES  

1. Teaching Activity (Details of Lectures, Tutorials, Practicals, and other teaching related activities) 
Grading Criteria: 

 
1. 80% & above – Good 
2. Below 80% but 70% & above – Satisfactory 
3. Less than 70% - Not Satisfactory 

 

S. 

No. 

Year/ 

Semester 

Course/ 

paper 

Level 

(PG/UG) 

Teaching 

Mode 

Lectures/ 

Tutorials/Practicals/ 

Other related 

activities 

% of 

Assigned 

Classes 

Taught 

Classes 

Assigned 

Classes 

Taught 

      

 

  

      

 

  

Grading   

  

   

SECTION B.2 

ADMINISTRATIVE SUPPORT, PARTICIPATION IN STUDENT’S CO-CURRICULAR AND 

EXTRA-CURRICULAR ACTIVITIES, PERSONAL DEVELOPMENT RELATED TO 

TEACHING AND RESEARCH ACTIVITIES. 

 
2. Student related activities/ Research Activities 

Grading criteria: 

 

Good - Involved in at least 3 activities 

Satisfactory -  1-2 activities 

Not-satisfactory - Not involved / undertaken any of the activities 

 

(a) Administrative responsibilities such as Head, Chairperson/ Dean/ Director/coordinator, Warden etc. 

S.No. Nature of Activity Designation Institution/Department 
Period 

From To  
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(b) Examination and evaluation duties assigned by the college / university or attending the 

examination paper evaluation. 

S.No. Nature of Activity Designation Institution/Department 
Period 

From To  

      

      

 

(c) Student related co-curricular, extension and field based activities such as student clubs, career 

counselling, study visits, student seminars and other events, cultural, sports, NCC, NSS and community 

services. 

 

S.No. Nature of Activity Level 

(UG/PG) 
Institution/Department 

Period 

From To  

      

      

 

(d) Organising seminars/ conferences/workshops, other college/university activities. 

 

S.No. Details  Place Period Sponsoring/Organising Agency 

From To  

  

 

    

  

 

    

 

(e) Evidence of actively involved in guiding Ph.D students. 

 

Level of Guidance Registered Thesis/ Dissertation 

submitted 

Degree Awarded 

Ph.D.     

 

 

(f) Conducting minor or major research project sponsored by national or international agencies. 

 

S.No. Title Period 

 

Major/Minor Sponsoring/ 

Funding Agency 

From To  
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(g) At least one single or joint publication in peer- reviewed or UGC list of Journals. 

 
S. 

No. 

Title 

of the 

Paper 

Journal 

Name 

Year Vol. 

No. 

Page 

No. 

ISSN 

No. 

Impact 

Factor 

Whether 

SCOPUS 

Indexed 

Authorship Reference 

number of 

UGC - 

CARE List 

           

           

           

 

Note: 

Impact factor to be determined as per Thomson Reuters list 

The Authorship is to be filled as follows: 

 One of Two Authors 

 For more than two Authors: 

 First/Principal/Corresponding Author 

 Joint Author 

 

 

OVERALL GRADING FOR B.2 

 

No. of Activities covered*  

Overall grading  

 *Note:  

 Number of activities can be within or across the broad categories of activities. 

 

(Please attach supporting documents as per requirement) 
 

 

SUMMARY OF GRADING FOR THE ACADEMIC YEAR 
 

S.No. Activity Section Gradation 

(To be given/verified 

by HoD) 

1. Teaching Activity B.1  

2. Student Related /Research Activity B.2  

 

 

Overall Grading for the Academic Year for the Section B.1 and B.2*    ______________________ 
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*Note: Overall Grading for the Academic Year is to be defined as follows: 

 

Good: Good in teaching and satisfactory or good in activity in Section B.2. Or 

Satisfactory: Satisfactory in teaching and good or satisfactory in activity in Section B.2. 

Not Satisfactory: If neither good nor satisfactory in overall grading 
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SECTION B.3: 

RESEARCH AND ACADEMIC CONTRIBUTIONS 

 

1. Published Research Papers in Referred/Peer-Reviewed or UGC listed Journals 
S. 

No. 

Title 

of 

the 

Paper 

Journal 

Name 

Year Vol. 

No. 

Page 

No. 

ISSN 

No. 

Impact 

Factor 

SCOPUS 

Indexed 

Authorship Reference 

number 

of UGC - 

CARE 

List 

           

           

           

Note: 

Impact factor to be determined as per Thomson Reuters list 

The Authorship is to be filled as follows: 

 One of Two Authors 

 For more than two Authors: 

 First/Principal/Corresponding Author 

 Joint Author 

 

  2. Publications (other than Research papers) 

    a.(i) Books authored as one of two authors/ First/Principal/Corresponding Author/ Joint Author 

 

S.No. Title of the 

Book 

Authorship*  

 

Level of 

Publisher  

(National / 

International) 

Publisher (with 

city/ country) 

& Year of 

Publication 

ISBN Whether 

Refereed 

       

       

       

       

*The Authorship is to be filled as follows: 

 One of Two Authors 

 For more than two Authors: 

 First/Principal/Corresponding Author 

 Joint Author 
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a.(ii)  Chapter in Edited Books  

 

  

S.No. 

Title of Edited  

Book 

Title of 

Chapter 

Authorship*  

 

Publisher (with 

city/ country) 

& Year of 

Publication 

ISBN Whether 

Refereed 

       

       

       

 

*The Authorship is to be filled as follows: 

 One of Two Authors 

 For more than two Authors: 

 First/Principal/Corresponding Author 

 Joint Author 

 

 

    a.(iii) Books Edited as one of two Editor/ First/Principal/Corresponding Editor/ Joint Editor 

 

 

S.No. 

Title of the 

Book 

Editorship*  

 

Level of 

Publisher  

(National / 

International) 

Publisher 

(with city/ 

country) & 

Year of 

Publication 

ISBN Whether 

Refereed 

       

       

       

 

*The Editorship is to be filled as follows: 

 One of Two Editors 

 For more than two Editors: 

 First/Principal/Corresponding Editors 

 Joint Editors 
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b. Translation works in Indian and Foreign Languages by qualified faculties. 

b.(i) Chapter or Research Paper 

 
S. 

No. 

Title of the 

Paper/Chapter 

Journal/Book 

Name 

Year Vol. 

No. 

Page 

No. 

ISSN/ISBN 

No. 

Impact 

Factor 

Authorship* Reference 

number 

of UGC - 

CARE 

List 

          

          

          

*The Authorship is to be filled as follows: 

 One of Two Authors 

 For more than two Authors: 

 First/Principal/Corresponding Author 

 Joint Author 

 

b.(ii) Books Translated 

 

S.No

. 

Title of the Book Authorship*  

 

Publisher (with 

city/ country) & 

Year of 

Publication 

ISBN Whether 

Refereed 

      

      

      

*The Authorship is to be filled as follows: 

 One of Two Authors 

 For more than two Authors: 

 First/Principal/Corresponding Author 

 Joint Author 

 

3. Creation of ICT mediated Teaching Learning pedagogy and content and development of new and   

    innovative courses and curricula 

(a) Development of Innovative Pedagogy 
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S.No. Name of 

the 

Module 

Subject Stream Organization 

for which it 

was 

developed 

Year Level 

(UG/PG/Other) 

Weblink  

        

        

        

 

(b) Design of new Curricula and Courses 

 

S.No. Name of the 

Curricula/Course 

Subject Organization 

for which it 

was 

developed 

Year Level 

(UG/PG/Other) 

Weblink 

       

       

       

 

(c) Development of MOOCs 

c.1 Development of complete MOOCs in 4 quadrant for a course with credits 

 

S.No. Details 

of 

MOOC 

(with no. 

of 

quadrant) 

Credits Course Subject Organization 

for which it 

was 

developed 

Level 

(UG/PG/Other) 

Weblink 

        

        

        

 

c.2 MOOCs (developed in 4 quadrant) per module/Lecture 

 

S.No. Details 

of 

MOOC 

(with no. 

of 

quadrant) 

Details 

of 

Module  

Course Subject Organization 

for which it 

was 

developed 

Level 

(UG/PG/Other) 

Weblink 
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c.3. Content writer/subject matter expert for each module of MOOCs (at least one quadrant) 

 

S.No. Details 

of 

MOOC 

(with no. 

of 

quadrant) 

Details 

of 

Module  

Course Subject Organization 

for which it 

was 

developed 

Level 

(UG/PG/Other) 

Weblink 

        

        

        

c.4. Course Coordinator for MOOCs (4 credit course)   

 

S.No. Details 

of 

MOOC 

(with no. 

of 

quadrant) 

Credits Course Subject Organization 

for which it 

was 

developed 

Level 

(UG/PG/Other) 

Weblink 

        

        

        

 

 

(d) Development of E-Content 

 

d.1. Development of e-Content in 4 quadrants for a complete course/e-book 

  

S.No. Details 

of  E-

Content 

(with no. 

of 

quadrant)  

Course/E-

book 

Subject Organization 

for which it 

was 

developed 

Level 

(UG/PG/Other) 

Weblink 

       

       

       

 

 

d.2. E-content (developed in 4 quadrants) per module 

 

S.No. Details 

of  E-

Content 

Module Subject Organization 

for which it 

was 

Level 

(UG/PG/Other) 

Weblink 
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(with no. 

of 

quadrant)  

developed 

       

       

       

 

 

 

 

 

 

 

 

d.3. Contribution to development of e-content module in complete course/paper/e-book (at least one 

quadrant) 

S.No. Details 

of E-

content 

(with no. 

of 

quadrant) 

Details 

of 

Module  

Course Subject Organization 

for which it 

was 

developed 

Level 

(UG/PG/Other) 

Weblink 

        

        

        

 

d.4.Editor of e-content for complete course/paper/e-book 

 

S.No. Details 

of  E-

Content 

(with no. 

of 

quadrant)  

Course/Paper/E-

book 

Subject Organization 

for which it 

was 

developed 

Level 

(UG/PG/Other) 

Weblink 

       

       

       

 

 
3. (a) Research Guidance 

 

Level of Guidance Registered Thesis/ Dissertation 

Submitted 

Degree Awarded 
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Ph.D.     

MPhil./P.G. 
Dessertation 

   

 

(b) Research Projects Completed 

 

S.No. Title Status 

of 

PI* 

 

Duration 

(in 

months) 

Period 

(From-

to) 

Dates 

to be 

given 

Total 

Grant/Funding 

received (Rs.) 

Name of 

Sponsoring/ 

Funding 

Agency 

Outcome 

of the 

Project 

        

        

        

       *Kindly indicate, whether you are Sole PI/PI/Co-PI in the project 

 

(c) Research Projects ongoing 

 

S.No. Title Status 

of 

PI* 

 

Duration 

(in 

months) 

Period 

(From-

to) 

Dates 

to be 

given 

Total 

Grant/Funding 

received (Rs.) 

Name of 

Sponsoring/ 

Funding 

Agency 

Outcome 

of the 

Project 

        

        

        

*Kindly indicate, whether you are Sole PI/PI/Co-PI in the project 

 

(d) Consultancy. 

 

S.No. Title Duration 

(in 

months) 

Period 

(From-

to) 

Dates 

to be 

given 

Total 

Grant/Funding 

received (Rs.) 

Name of 

Sponsoring/ 

Funding 

Agency 

Whether routed 

through Parent 

University/College 

       

       

       

 

5. (a) Patents 
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S.No. Title* Area/Subject Date 

of 

Award 

Level 

(International 

National/) 

Reference 

Number 

Sponsoring 

Agency 

       

       

       

*Only patents awarded are to be mentioned. 

 

(b)  Policy Document (Submitted to an International body/organisation like UNO/UNESCO/World    

        Bank/International Monetary Fund etc. or Central Government or State Government) 

 
S.No. Title* Area/Subject Date of 

publication/Submission 

Level 

(International 

National/ 

State) 

Reference 

Number 

Sponsoring 

Agency 

       

       

       

*Only Policy document published/submitted to bodies/organization detailed above shall be considered. 

(c) Awards/Fellowship 

 
S.No. Name of 

Award/Honor * 

Area/Subject Name of 

Awarding 

Body 

Level 

(International 

National) 

Date 

      

      

      

* Entries for awards made in this section should be from post graduation onwards only. Junior/Senior 

research fellowship and non-net fellowship should not be included. 

 

6.  Invited lectures / Resource Person/ paper presentation in Seminars/ Conferences/full paper in 

Conference Proceedings (Paper presented in Seminars/Conferences and also published as full paper in  

     Conference Proceedings will be counted only once) 

 
S.No. Title of 

Lecture/Paper 

Invited 

Lecutre/Resource 

Person/Paper 

presented  

Nature of 

Programme* 

Details  Level** 

 

Date of 

presentation 

Duration 

(in 

minutes) 

Sponsoring 

Agency 

         

         

         

*Seminar/FDP/Conference 

** Level : International (Abroad)/ International (within country)/ National/ State/University. 
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(Please attach supporting documents wherever required) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 PART-C: OTHER RELEVANT INFORMATION 

 

 

(a) Membership/Fellowship of Learned bodies / Societies: 

 

 

(b) Literary, cultural or other activities (e.g. attainment in sports etc.) in which the applicant is 

interested and distinctions obtained: 

 

 

(c) Please give details of any other credential, significant contributions, awards received, 

responsibilities, etc. not mentioned earlier. 

 

 

 

(d) Future Plans (In approximately 150 words): 
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LIST OF ENCLOSURES: (Please attach self-certified copies of certificates, sanction orders, papers, 

etc. wherever necessary) 

 

1. 11. 

 

2. 12. 

 

3. 13. 

 

4. 14. 

 

5. 15. 

 

6. 16. 

 

7. 17. 

 

8. 18. 

 

9. 19 

 

10. 20 

 

 

PART D - DECLARATION 

 

I have read the applicable guidelines, which are binding. I do hereby solemnly declare that the 

information given, the statements made and documents uploaded with this application form are correct 

and true to the best of my knowledge and belief. If any information given by me in this application is 

found to be false or misleading, my candidature is liable to be cancelled and I may be subjected to 

legal/disciplinary proceedings. 

Date: 

 

Place: 

 

Signature & Designation of the Applicant 

 

 

 

Certified that .............................................................................................................. has been working as 

.................................................in this Department since ……………………………… 
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The particulars given in this application have been checked and verified from office records and 

documents enclosed are found to be correct. 

 

The gradations have been verified on the basis of the performance of the applicant and the credentials/ 

documents provided and enclosed herewith by the applicant. 

 

 

 

Head of the Institution  



 

 

 

Sri Venkateswara College 

(University of Delhi)  

 

 

 

 

 

ANNUAL PERFORMANCE APPRAISAL REPORT ( APAR) 

( NON-TEACHING ) 



 

 
fnYyh fo’ofo|ky; UNIVERSITY OF DELHI 

 

वतृ्तिक सहायक/अर्ध-वतृ्तिक सहायक के लिए वार्षधक कायधनिष् पादन ि ल् याांकि ोरपट ध 
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR PROFESSIONAL 

ASSISTANT/SEMI PROFESSIONAL ASSISTANT 
 

 कार्ाालर्/सकंार्/विभाग  

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

 

रिपोर्ा की अिधि:  …….................................................……………………  

PERIOD OF REPORT:  FROM ……............................. …………………. 

 

                  

वयैत्तिक ब् यौरा PERSONAL DATA 

(पदिािी द्िािा भिा जाए To be filled in by the incumbent) 
 

 

 

1. नाम Name    : .………………………………………. 

 

2. पदनाम Designation   : ………………………………………… 

 

3. स् थार्ी Permanent / अस् थार्ी  

Temporary    : ………………………………………… 

 
 

4. र्ोग् र्तााएं Qualification   : ……………………………………………… 

 

5. जन् मतिताधथ Date of Birth   : …………………..आर् ुAge………………. 

 

6. क् र्ा अधिकािी अनसुधूिता जातिता/ 
अ.ज.जा./अ.वप.ि. से सबंधंिता है ?  

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

 

7. तिनर्कु्क्ता/िताामान ग्रेड में प्रोन् नतिता  

की तिताधथ Date of appointment / 

promotion to the present cadre  : ………………………………………………… 

 

8. िेतानमान Pay Scale     : …………………………………………………  

  

मलू िेतान Basic Pay   :  …………..................................................... 
 

 

9. पसु् ताकालर् इकाई का नाम जहााँ  

कार्ािता हैं Name of the Library   

Unit in which worked    :  ………………………………………………… 

   

 

जािी 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
http://hubpages.com/hub/New-Indian-Rupee-Symbol
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10. आलोच् र् अिधि के दौिान र्दद आपने कोई    

उल् लखेनीनीर् कार्ा यकर्ा है ताो उसका उल् लखेनी किें   
State if you did any noteworthy work    

which increased the output/efficiency     

during the period under review  : ……………………………………………… 

 

 

11.  कृपर्ा उल् लखेनी किें यक क् र्ा पिूािताक कैलेंडि िष ा की अिल सपंक् ता िावष ाक वििि ी तिनिाारिता ताािीखनी 
अथााता ्कैलेंडि िष ा से उ  ताििताक िष ा को 1  जनििी ताक दजा किा दी गई थी  र्दद नहीं ताो वििि  
दजा किाने की ताािीखनी ललखनीी जाए  
Please state whether the annual return on immovable property for the preceding calendar year was 

filed within the prescribed date i.e. 31
st
 January of the year following the calendar year.  If not, the 

date of filing the return should be given. 

 

 

 

 

 

 

 

 

 

 

 

 

         

ददनांक Date:_______________             (पदन र्ारी के हस् िाक्षर Signature of the incumbent) 

 

 
 

खांड SECTION  1: 

 

किधव् यों के निष् पादन ि PERFORMANCE OF DUTIES 

 

 र्वलिष्   SPECIFIC         औसि AVERAGE 

          रेट ांग RATING  रेट ांग RATING 

 

1.1 कार्ा के आिदंर्ता क्षते्रों में नेमी कार्ा एि ंप्रयिर्ाओं का ज्ञान 

 Knowledge of routines and procedures in the assigned 

 areas of work. 

क) पसु् ताकालर् अधिकारिर्ों की सधििीर्-सह-िरै्क्क्ताक 

 सहार्ताा    

a)      Secretarial-cum-Personal Assistance  ………………  ……………… 

     to Library Officers 

  

खनी)    अजान कार्ा  

b)      Acquisition Work    ……………… ……………… 

 
ग)    आिधिक कार्ा  

c)      Periodicals Work    ……………… ……………… 

 

 

जारी Contd…P-3/- 
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घ)    प्रिम  कार्ा   

d)      Processing Work    ……………… ……………… 
 

ड.)    संिलन कार्ा  

e)     Circulation Work    ……………… ……………… 
 

ि)    सदंभा एि ंिीडसा कार्ा को सहार्ताा  

f)      Reference &  Assistance to Readers   ……………… ……………… 

                       Work 
 

 छ)    स् थापना कार्ा  

g)      Establishment Work    ……………… ……………… 

 

ज)    लेखनीा कार्ा  

h)      Accounts Work    ……………… ……………… 

 

झ)    बाइंडडगं कार्ा  

i)      Binding Work     ……………… ……………… 

 

       र्)   भंडाि कार्ा  

j)      Stores Work     ……………… ……………… 
 

ठ)   पे्रष   कार्ा  

k)      Despatch Work    ……………… ……………… 

 

 

1.2 सिकािी रिकार्डास, फाइलें, सुव् र्िक्स्थता कागजाता,  
       कागज की पुन:प्राक्तता आदद का िखनीिखनीाि     

       Maintenance of Official records, files, papers ……………… ……………… 

  with orderliness, retrieval of papers etc. 

 

1.3       मसौदा नोट्स, पत्रािाि हेताु पत्र आदद तारै्ाि किने की र्ोग् र्ताा  

Ability to draft notes, letters correspondence etc. ……………… ……………… 

 

 

1.4       आउर्परु् िेदर्गं Output rating    ……………… ……………… 

 

1.5 भाष ाओं में प्रिी ताा एिं ललखनीािर् Proficiency & Handwriting in languages:   
 

i. अगं्रेजी English     ……………… ……………… 

 

ii. दहदंी Hindi      ……………… ……………… 

 

iii. अन् र् भािताीर् भाष ाएं Other Indian Language ……………… ……………… 

 

iv. अन् र् विदेशी भाष ाएं Other Foreign Language ……………… ……………… 

 

 

 

जािी Contd…P-4/- 
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1.6  स् िच् छताा, परिशुद्धताा एि ंतारै्ािी/तिनपर्ान/रं्क / ता  पिताा  
Degree of neatness, accuracy and promptness in  

  preparation / disposal / typing / performance of 

 

 

i. सिूीपत्र काडा Catalogue Cards  ……………… ……………… 

 

ii. ग्रंन् थसूिी Bibliographic   ……………… ……………… 

 

iii. स् र्ेंलसल Stencils    ……………… …………… 

 

iv. सिकािी कागजाता Official papers  ……………… ……………… 

 

v. अन् र् बाताें, र्दद कोई हों Other things, if any……………… ……………… 

 

  

अन् य र्विषेिा ांं का ल् याांकि 
ASSESSMENT OF OTHER QUALITIES 

 

          औसि रेट ांग खांड   

        AVERAGE  RATING  SECTION 
 

 

2.1 प्र  र्क्ष प्रर्ास किने रि दूुहह कार्ा अथााता ्

 श्रमसाध् र् कार्ा किने की र्ोग् र्ताा  
Ability to make physical efforts and to handle  ………………………………… 

 arduous assignments i.e. Industriousness 

 

2.2 बवुद्धम  ताा, सताका ताा, उ  सकुताा इ  र्ादद मानलसक क्षमताा  
 का उपर्ोग किने की र्ोग् र्ताा   

Ability  to exercise mental capacities i.e. intelligence, ………………………………… 

 alertness, keenness etc. 

 

2.3 कार्ाालर् समर् का अनपुालन किने में समर्तिनष् ठ  

Punctuality in observance of office hours   ………………………………… 

 

2.4 छुट्टी लेने में बािंबािताा  

Frequency in availing of leave    ………………………………… 

 

2.5 सौंपे गए कार्ा का तिनपर्ान अथााता ्कार्ा को शीघ्रताा,   
शदु्धताा रि ता  पिताा स ेतिनपर्ाने में समपा   

Disposal of assigned work i.e. Dedication to clear  ………………………………… 

 the assignment with speed, accuracy and promptness 

 

2.6 सिकािी प्राधिकारिर्ों, कार्ाालर् आदेशों, कार्ाालर्  
प्रयिर्ाओ ंआदद का सम् मान रि सहर्ोग किने  
की इच् छा की ताीरताा  

Regard for and degree of willing cooperation with   ………………………………… 

 official authorities, office orders, office procedures etc.  

 

 

जािी Contd…P-5/- 
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2.7 सहकलमार्ों एि ंअिीनस् थों के साथ सबंिं रि उनका  
 सहर्ोग किने की इच् छा  

Relations and willingness cooperation with colleagues ………………………………… 

 and subordinates 

 
 

2.8 सबंधंिता पसु् ताकालर् अधिकारिर्ों से ‘दैतिनक उपलक्धि रिकाडा’ को 
तिनर्लमता साक्ष र्ायंकता किाना रि उसका उधिता िखनीिखनीाि किना  

Proper maintenance of ‘Daily Achievement Record’  ………………………………… 

 with regular attestation from concerned library officers 

 

 

 खंनीड-2 की रसता िेदर्गं  
AVERAGE RATING OF SECTION 2 

 

सलग्र ल् याांकि OVER ALL ASSESSMENT 

 
 

 1. उपर्ुाक् ता खनींडों के आिाि पि रसता िेदर्गं  

Average rating based on above sections   ………………………………… 
 

 

 2. आिि  के सदंभा में स  र्तिनष् ठा, व् र्िहाि, अनशुासन 
 उ  पादक, आ  मवि् िास, सिकािी मामलों का िखनीिखनीाि  

आदद का मलू् र्ांकन    

Assessment of integrity in terms of conduct, behaviour ………………………………… 

   discipline, productive, confidence, maintenance of official  

 matters etc. 

 
 

3. र्दद समीक्षािीन िष ा के दौिान यकसी भी अनशुासनहीनताा, 
 लापििाही, िूक अथिा उदासीनताा के ललए भ  साना की गई हो, 
 ताो उसका ध र्ौिा दें  

Details, if reprimanded for any indiscipline, negligence ………………………………… 

 lapse or indifference during the year under review 

 

 

4. स् थार्ीकि /प्रोन् नतिता/ई.बी. की िालसगं के बािे प्रस् तााि   

Proposal about confirmation / promotion / crossing  ………………………………… 

 of E.B. 

 

 
 

 

ददनांक Date____________                    हस् िाक्षर एवां पदन िाल Signature and Designation  

                                                     (रिपोदर्िंग अधिकािी Reporting Officer) 

 

 

 

 

 

जारी Contd…P-6/- 
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पुिर्वधिटकि अधर्कारी की अभ् युत्तिया  
REMARKS OF  REVIEWING OFFICER 

  

 

 

 

 

 

 

 

 

       हस् िाक्षर एवां पदन िाल Signature and Designation 

ददनांक Date:______________        (पनुविालोकन अधिकािी Reviewing Officer) 

 
 

 
 

र्वश् वर्व्यािय पुस् िका् यक्ष की अभ् युत्तिया , यटदन  कटई हों 
REMARKS, IF ANY OF THE UNIVERSITY LIBRARIAN 

 
 

 

 

 

 

 

 

 

ददनांक Date:______________                           र्वश् वर्व्यािय पुस् िका् यक्ष  
                                                      UNIVERSITY LIBRARIAN 

 

 

 

 

 

 

 

 

 

      ********* 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 



 
 
 

सांिग् िक Annexure-I 

 

 

सांख्यातलक शे्रणीकरण के साथ एपीएआर भरिे सम्बांर् टदन िानिदेन ि 
Guidelines regarding filing up of APAR with numerical grading 

 
(i) एपीएआि के स्तंाम्भ विधििता साििानी रि ध्र्ानपूिाक ताथा पर्ाातता समर् देता ेहुए भिने िादहए  
 The columns in the APAR should be filled in with due care and attention and `after devoting 

 adequate time. 

 

(ii) र्ह आशा की जाताी है यक   अथिा 2 के यकसी िगककि  (तिनगाता कार्ा र्ा विशेष तााओं र्ा कुल  लमलाकि 
 शे्र ीकि  के प्रतिताकूल) को विलशष्र् असफलतााओं के मागा से कलम धित्र में पर्ाातता ूहप  से रधि र् ददर्ा 
 जाएगा रि इसी प्रकाि 9 अथिा  0 के यकसी शे्र ी के संबंि मे विलशष्र् उपलक्धिर्ों के संबंि मे 
 रधि र् ददर्ा जाएगा  शे्र ी  -2 अथिा 9- 0 वििल होताी हैं अता: उनका रधि र् ददए जाने की  जूहिता  है   
 सांक्यर्क  शे्र ी प्रदान  किता ेहुए प्रतितािेदन एंि पुनविालोकन अधिकारिर्ों को यकसी अधिकािी  का 
 दजाातिनिााि  उनके अिीन िही संयर्ा में िताामान में कार्ािता सहर्ोधगर्ों  की तुालना मे किना  िादहए  
 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) एपीएआि का 8 से  0 के बीि का िगककि  “उ कृष्र्” ललर्ा जाएगा ताथा सूिीकि /पदौन्नतिता के ललए 
 रसता प्रातताांक की ग ना किने के ललए प्रातताांक 9 ददर्ा जारे्गा  
 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) एपीएआि का 6 ताथा 8 से छोर्ा के बीि का िगककि  “बहुता अच्छा” ललर्ा जाएगा ताथा प्रातताांक 7 ददर्ा 
 जारे्गा  

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

 score  of  7. 

 
(v) एपीएआि का 4 ताथा 6 से छोर्ा के बीि का िगककि  “अच्छा” ललर्ा जाएगा ताथा प्रातताांक 5 ददर्ा 
 जारे्गा  
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 

 

(vi) एपीएआि का 4 से कम िगककि  “शून्र्” ललर्ा जारे्गा  
 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). 

 

31
st
 March. 

(This may be completed even a week 

earlier). 

2.  Submission of self-appraisal to reporting officer 

by officer to be reported upon (where 

applicable). 

 

15
th

 April 

3. Submission of report by reporting officer to 

reviewing officer. 

 

30
th

 June 

4. Report to be completed by Reviewing Officer 

and to be sent to Administration or CR 

Section/Cell or accepting authority, wherever 

provided. 

 

31
st
 July 

5. Appraisal by accepting authority, wherever 

provided. 

 

31
st
 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. 

 

1
st
 September 

 

 

15
th

 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) (a) where there is no accepting authority for 

APAR. 

 

(b)  where there is accepting authority for 

APAR. 

  

 

 

 

21
st
 September 

 

 

6
th

 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 

15
th

 November 

11. End of entire APAR process, after which the 

APAR will be finally taken on record 

 

30
th

 November 
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सयंकु्त कुलसचिव/उप कुलसचिव/सहायक कुलसचिव/प्रशासनिक अचिकारी के ललए वार्षिक कायिनिष् पादि 
मलू यांकि ोरपट ि  

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR JOINT REGISTRAR/DEPUTY 

REGISTRAR/ASSISTANT REGISTRAR/ADMINISTRATIVE OFFICER 

 

कार्ाालर्/सकंार्/विभाग  

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

 

समाप्ति िर्ा/अिधि का प्रतििेदन  

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

 

 

      भाग PART-I -  वैयक्क्तगत तथ्य  PERSONAL DATA 

 

1. अधिकारी का नाम  

Name of the Officer   : ____________________________________

  

2. पदनाम Designation   : ____________________________________ 

 

3. जन् मतिध  (ददन/महीना/िर्ा)  

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

        

4. िाररि स्  ार्प पद  र ििामान रेड  
Permanent post held and the   : _________________________________ 

 present grade  

 

5. शकै्षणिक र्ोग् र्िांं  

Educational Qualification  : __________________________________ 

    

6. व् र्ािसातर्क ंि ंिकनपकी र्ोग् र्िांं  

Professional & Technical  : __________________________________  

 Qualification. 

 

7. िर्ा के दौरान ड्र्टूी(प्रशशक्षि, छुट्टप आदद  के कारि)  
 से अनपुप्स् ति की अिधि। र्दद उक् ि काशमाक 

 ने प्रशशक्षि शलर्ा है िो उसका वििरि दें   

Period of absence from duty (on : ___________________________________  

 Training, leave etc.) during the year.  

 If he/she has under gone training, specify. 

 

8. िर्ा के दौरान ककर्े गरे् प्रशशक्षि कार्ाक्रम   
Training programmes attended during  

the year    : ___________________________________ 

 

9. ररपोटा अिधि के दौरान- कार्ा-भार 

Charges held during the period : ___________________________________ 

 under report 

 

जारी Contd…P-2/- 
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अचिकारी द्वारा स् वमलू याकंि –भाग-II 

SELF APPRIASAL BY THE OFFICER - PART-II 

 

  (प्जस अधिकारी का प्रतििेदन शलखा जाना है, उसके द्िारा भरा जां, र्दद आिश् र्क हो िो 
कृपर्ा अलग से पषृ् ठ सलंग् न करें। )   

 (To be filled in by the Officer reported upon, if necessary extra sheet to be used) 
 

 

1. ककं गं कार्ों का सकं्षक्षत ि वििरि Brief description of duties: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
2. कार्ा के जो लक्ष् र्/उ्ेश् र्/् रे्र् आपने स् िर् ंअपने शलं तनिााररि ककं ह  र्ा आपके शलं तनिााररि 

ककं गं ह  उन (पररिाम/मात्रा र्ा अन् र् ूपप  में) कार्ों की आठ-दस मदें प्रा  शमकिा के आिार पर 
बनांं  र प्रत् रे्क लक्ष् र् स ेअपनप उपलप्धि बिांं । 
(उदाहरि- आपके अनभुाग/कार्ाालर्/विभाग के शलं िावर्ाक कार्ा र्ोजना)  
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) 

 
 

लक्ष् य/उ्े् य/् येय 

Targets/Objectives/Goal 

उपलक्धियााँ   
Achievements 

 

 

 

 

 

 

 

 

 

 

 

 

 

           

          

 

          जारी Contd…P-3/- 
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3. (अA) कृपर्ा मद-2 में बिांं गं लक्ष् र् /उ्ेश् र् /् रे्र्  की प्राप्ति में हो रही कशमर्  का सकं्षेप में उ लेख करें। 
र्दद लक्ष् र्  की प्राप्ति में कोा बािांं रही ह  िो िे बिांं। 
 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. 
 

 

 

 

 

 

 

 

 

 

 

4. (बB) कृपर्ा उन मद  का भप उ लेख करें प्जनमें का ी अधिक उपलप्ध्र्ार रही ह   र उनमें अपने 
 र्ोगदान का भप उ लेख करें। 
 Please also indicate items in which there have been significantly higher achievements and 

 your contribution thereto. 
 

 

 

 

 

 

5. कृपर्ा िह  विशशष्ट क्षेत्र अंककि करें प्जससे  आप अपने कार्ा कौशल को प्रशशक्षि के मा्र्म से तनखारना 
चाहि ेहैं ।   

 Please indicate specific area in which you feel the need to upgrade your skill through training 

programme. 

 

 

 

 

 

 

6. कृपर्ा उ लेख करें कक क् र्ा पूिाििक कैलेंडर िर्ा की अचल संपप्त्ि िावर्ाक वििरिप तनिााररि  िारीख अ ााि ्
कैलेंडर िर्ा से उत् िरििक िर्ा को 1  जनिरी िक दजा करा दी गा  प। र्दद नहीं  िो वििरि दजा कराने की 
िारीख शलखप जां। 

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

 was filed within the prescribed date i.e. 31
st
 January of the year following the calendar year.  

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

 

 

 

 

 

 

 

 

 

            

ददनांक Date:......................                     अधिकारी के हस् िाक्षर Signature of the Officer  

 

          जारी Contd…P-4/- 
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प्रनत वेदि अचिकारी द्वारा प्रनतवेदि–भाग-III 
REPORT BY THE REPORTING OFFICER - PART-III 

 

सखं् र्ात् मक रेिंडगं का तनिाारि प्रतििेदन ि ा पनुविालोकन प्राधिकारी द्िारा ककर्ा जाना है, जो  - 0 के 
पमैाने पर होना चादहं। जहार 1 सबसे कम रेड ि ा 10 सबसे अधिक रेड को दशाािा 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 प्रर्वक्ष् यों कट भरिे से पहले ददशा-निदेशों कट ् यािपवूिक प ल ल)    
(Please read carefully the guidelines before filling the entries) 

 
 

 

1.  तनगाि कार्ा का मू र्ांकन (इस भाग का िेटेज 40% होगा) 
 Assessment of “Work Output” (weightage to this section would be 40%) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. व् र्प्क्िगि विशरे्िांं का मू र्ांकन ( - 0 के पमैाने पर ); इस भाग का िेटेज 30% होगा 
 Assessment of “Personal Attributes” (on scale of 1-10); weightage to this Section would be 

 30% 
 

गुि / Attributes प्रनतवेदि प्राचिकारी  
Reporting  

Authority 

पिुर्विलटकि प्राचिकारी  
Reviewing 

Authority  

i) कार्ा की दृप्ष्टकोिा  
  Attitude to work 

  

 

 

जारी Contd….P-5/- 

 

 

 

गुि / Attributes प्रनतवेदि प्राचिकारी  
Reporting  

Authority 

पिुर्विलटकि प्राचिकारी  
Reviewing 

Authority  

i) पूिा तनर्ोप्जि कार्ा की पररपूिािा/विर्र्  
के आिार पर आबदंटि ककर्ा गर्ा कार्ा। 

Accomplishment of planned work/work 

allotted as per subjects allotted 

  

ii) कार्ातनर््पादनकीकोदट  
Quality of work output 

 

  

iii) विश्लेर्िाि्मकर्ोग्र्िा 
Analytical ability 

 

  

iv) अपिादाि्मककार्ाकीपररपूिािा/ककंगं
अप्रि्र्ाशशि कार्ा Accomplishment of 

exceptional work/unforeseen tasks 

performed 

  

‘तनगािकार्ा’परकुलशमलाकररेिंडगंOverall 

Grading on ‘Work Output’ 

  

आद्यक्षर  
Initial  
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3.  प्रकार्ाात् मक सक्षमिा का मू र्ांकन ( - 0 के पमैाने पर ); इस भाग का िेटेज 30% होगा 
 Assessment of “Functional Competency” (on scale of 1-10) : weightage to this Section would 

be 30% 

 

गुि / Attributes प्रनतवेदि प्राचिकारी  
Reporting  

Authority 

पिुर्विलटकि 
प्राचिकारी  
Reviewing 

Authority  

i) तनर्म/वितनर्म/कार्ा ंि ंर्ोग् र्िा के क्षेत्र 
में प्रकक्रर्ांं ंि ं उनके सही प्रर्ोग को 
जानकारी Knowledge of 

Rules/Regulations/Procedures in the 

area of function and ability to apply 

them correctly. 

  

 

 

 

जारी Contd…P-6/- 

 

 

 

 

 

 

 

ii) प्जम् मदेारी का बोि  

  Sense of responsibility 

  

iii) टीम की भािना में कार्ा करने की 
क्षमिा Capacity to work in team spirit 

  

iv) सपं्रेर्ि कौशल  

   Communication skills 

  

v) नेितृ् ि गिु  

  Leadership qualities 

 

  

vi) अनशुासन का अनरुक्षि  

   Maintenance of Discipline 

  

vii)  समर्-सपमा  के अिंगाि कार्ा करने 
की क्षमिा Capacity to work in time 

limit  

  

viii) परसप्र िर््प्क्िगि सबंिं  

 Inter-personal relations 

  

‘िर््प्क्िगि विशरे्िां’ं पर कुल शमलाकर 

रेिंडगं Overall Grading on ‘Personal 

Attributes’ 

  

आद्यक्षर  
Initial  
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ii) पहल शप्क्ि Initiative   

iii) नपतिबद्ध र्ोजना बनाने की 
क्षमिाStrategic planning ability 

  

iv) पर्ािेश्क्षि र्ोग्र्िा  
Supervisory ability   

4  

v) तनिार् लेने की क्षमिा     
   Decision making ability 

  

vi) समन् िर् क्षमिा 
   Coordination ability 

  

vii) अिपनस्   को प्रेररि ंि ं विकशसि 
करने की क्षमिा  

Ability to motivate and develop 

subordinates 

  

‘प्रकायाित् मक सक्षमता’ पर कुल लमलाकर 
गे्रड गं 

Overall Grading on ‘Functional 

Competency’ 

  

आद्यक्षर  
Initial  

  

             

 

3. स् िास् ् र् की प्स् ति State of Health 

 

 

 

 
 

 

4. अनसुधूचि जाति/अन.ुजनजाति/ अन् र् वपछ़ा ा िगा/शा.वि. शे्रिप के व्र्प्क्िर्  के प्रति दृप्ष्टकोि  

 Attitudes towards people belonging to  SC/ST/OBC/PH Categories: 

 

 

 

 

 
 

 

5. जनसािारि के सबंिं  (जहंा कंही लाग ूहो)  
 Relations with public (wherever applicable) 

 
 
 

 

 

 

 

जारी Contd…P-7/- 
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6. सत् र्तनष् ठा Integrity 

(कृपर्ा अधिकारी की सत् र्तनष् ठा पर दटत पिप दें Please comment on the integrity of the officer) 

i) संदेह से परे अ िा,  
Beyond Doubt; or 

 

ii) मेरे सजं्ञान मे कोा प्रतिकूल  बाि नही ं
आा है अ िा, Nothing adverse has 

come to my notice; or   

 

iii) चूंकक अधिकारी की सत्र्तनष्ठा मे सदेंह है, 
अिः  ंक गतुि दटतपिप सगंलन है   
Since the integrity of the officer is 

doubtful, a Secret Note is attached 

herewith. 

 

 

7. ररपोदटिंग अधिकारी द्िारा अकंकि शधद –धचत्र प्जस अधिकारी की ररपोटा शलखप जा रही है  
 उसका उसके समर  गिु , साम्र्ा, कमिर साम्र्ा ंि ंकमजोर िगो के प्रति व्र्िहार  सदहि 
 मूर्ांकन ंि ंछोटे खाने मे 0  से  0 के पमैाने पर समर शे्रिपकरि (समर  शे्रिपकरि हर िगा के 
 शलं तनर्ि िेटेज  के अनपुाि के  सि मान के र्ोग के आिार पर  ककर्ा जाना है।) 
 Pen-Picture by Reporting Officer 

 (General assessment of the officer reported upon including overall qualities, strengths, lesser 

 strengths and attitude  towards weaker sections and overall grading in the smaller box 

 provided on a scale of 1-10 (the overall grading in the be based on addition of the mean value 

 of each group of indications in proportion to the weightage assigned) 

  

 

 

 

 

 

 

 

 

 

 

 

 

8. समर शे्रिप  ( - 0 अकंो के दहसाब से ) /Overall Grade (on score of 1-10):  

 

 

 

 

 

 
 

           प्रनतवेदि अचिकारी के हस् ताक्षर  

         Signature of the Reporting Officer 

नाम स् पष् ट अक्षर  में  

ददनांक Date:.....................   Name in Block letters: _____________________________ 

     पदनाम 

     Designation: ____________________________________ 

 

जारी Contd…P-8/- 
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भाग PART-IV   पुिरीक्षण / Review  

   (पुिर्विलटकि अचिकारी  REVIEWING OFFICER) 

 

1. क् र्ा आप भाग-III में ररपोदटिंग अधिकारी द्िारा तनगाि कार्ा  र विशभन् न गुि  के संबंि में  ककं गं 
स् िमू र्ांकन से सहमि हैं? र्दद आप ककन् हीं संख् र्ात् मक मू र्ाकंन र्ा अशभूपधचर्   से सहमि नहीं है, िो 
कृपर्ा उस भाग में ददं गं कॉलम में अपने मू र्ांकन का उ लेख  करें  र अपनप प्रविप्ष्टर्  पर आद्र्ाक्षर 
करें। 

Do you agree with the assessment made by the Reporting Officer with respect to the work 

output and various attributes in Part-III. In case you do not agree with any of the numerical 

assessment or attitudes, please record your assessment in column provided for in that Part and 

initial your entries 

  हार Yes    नहीं No 

 

2. असहमति होने की प्स् िप  मे कृपर्ा इसका कारि बिारे्, क्र्ा कोा ऐसप बाि है प्जसे आप  कुछ 
 बदलना र्ा जो़ा ना चाहि ेहै?   

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

add? 

 

 

 

 

3. पुनविालोकन  अधिकारी द्िारा कलम  िस्िपर।   कृपर्ा समालोचन करे लगभग  00 शधदो  मे 
 प्जसमे अधिकारी की समस्ि  विशेर्िां की साम्र्ा क्षेत्र ंि ं उसकी दबुाल  िगो के प्रति अशभिपृ्त्ि  
 शाशमल हो  
 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 sections.    

 

 

 

 

 

 

 

 

 

 

4. प्रतििेदन  के खंड –III मे ददं गं सारांश के आिार पर कुल शमलकर संख्र्ात्मक  रेिंडगं।      
 Overall numerical grading on the basis of weightage given in Part-III of the Report. 

  

 

 

 

 

 

 

 

        पिुर्विलटकि अचिकारी के हस् ताक्षर 

             Signature of the Reviewing Officer 

नाम स् पष् ट अक्षर  में  

ददनांक Date:.....................  Name in Block letters: _____________________________ 

     पदनाम 

     Designation: ____________________________________ 

 

************ 

 



 

 
 

संलग् िक Annexure-I 

 

 

संख्यात्मक शे्रणीकरण के साथ एपीएआर भरिे सम्बंि ददशानिदेश 
Guidelines regarding filing up of APAR with numerical grading 

 
(i) ंपपंआर के स्िंम्भ विधििि साििानप  र ्र्ानपूिाक ि ा पर्ााति समर् देि ेहुं भरने चादहं। 
 The columns in the APAR should be filled in with due care and attention and `after devoting 

 adequate time. 

 

(ii) र्ह आशा की जािप है कक   अ िा 2 के ककसप िगककरि (तनगाि कार्ा र्ा विशेर्िांं र्ा कुल  शमलाकर 
 शे्रिपकरि के प्रतिकूल) को विशशष्ट अस लिांं के मागा से कलम धचत्र में पर्ााति ूपप  से  धचत्र् ददर्ा 
 जांगा  र इसप प्रकार 9 अ िा  0 के ककसप शे्रिप के संबंि मे विशशष्ट उपलप्धिर्  के संबंि मे 
  धचत्र् ददर्ा जांगा। शे्रिप  -2 अ िा 9- 0 विरल होिप हैं अि: उनका  धचत्र् ददं जाने की  जूपरि  है।  
 सांप्ख्र्क  शे्रिप प्रदान  करि ेहुं प्रतििेदन ंंि पुनविालोकन अधिकाररर्  को ककसप अधिकारी  का 
 दजाातनिाारि उनके अिपन िही संख्र्ा में ििामान में कार्ारि सहर्ोधगर्   की िुलना मे करना  चादहं। 
 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) ंपपंआर का 8 से  0 के बपच का िगककरि “उत्कृष्ट” शलर्ा जांगा ि ा सूचपकरि/पदौन्नति के शलं 
  सि प्रातिांक की गिना करने के शलं प्रातिांक 9 ददर्ा जारे्गा। 
 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) ंपपंआर का 6 ि ा 8 से छोटा के बपच का िगककरि “बहुि अच्छा” शलर्ा जांगा ि ा प्रातिांक 7 ददर्ा 
 जारे्गा। 

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

 score  of  7. 

 
(v) ंपपंआर का 4 ि ा 6 से छोटा के बपच का िगककरि “अच्छा” शलर्ा जांगा ि ा प्रातिांक 5 ददर्ा 
 जारे्गा। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 

 

(vi) ंपपंआर का 4 से कम िगककरि “शून्र्” शलर्ा जारे्गा। 
 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). 

 

31
st
 March. 

(This may be completed even a week 

earlier). 

2.  Submission of self-appraisal to reporting officer 

by officer to be reported upon (where 

applicable). 

 

15
th

 April 

3. Submission of report by reporting officer to 

reviewing officer. 

 

30
th

 June 

4. Report to be completed by Reviewing Officer 

and to be sent to Administration or CR 

Section/Cell or accepting authority, wherever 

provided. 

 

31
st
 July 

5. Appraisal by accepting authority, wherever 

provided. 

 

31
st
 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. 

 

1
st
 September 

 

 

15
th

 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) (a) where there is no accepting authority for 

APAR. 

 

(b)  where there is accepting authority for 

APAR. 

  

 

 

 

21
st
 September 

 

 

6
th

 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 

15
th

 November 

11. End of entire APAR process, after which the 

APAR will be finally taken on record 

 

30
th

 November 
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कनिष्ठसहायककेलिएवार्षिककायिनिष्पादन िल्याांकिोरपट ि 

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR JUNIOR ASSISTANT 

 

 

कार्ाालर्/सकंार्/विभाग  

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

 

समाप्ति िर्ा/अिधि का प्रतििेदन  

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

 

 

वयैक्तिकब्यटराPERSONAL DATA - (भागPART-I) 

 

 

1. अधिकारी का नाम  
Name of the Officer   : ____________________________________

   

2. जन् मतिध  (ददन/महीना/िर्ा)  
Date of Birth(DD/MM/YYYY) : __________/________/_________________ 

       

: (शब् दों में In words)____________________ 
     

       ____________________________________ 
 

3. िाररि पद का पदनाम  
Designation of post held  : ____________________________________ 

 

4. क् र्ा अधिकारी अन.ुजाति/ अन.ु जनजाति/ 
 अन् र् वपछडा िगा से सबंधंिि है ?  

Whether the officer belongs to : ____________________________________ 

 Scheduled Caste/ST/OBC? 

 

5. ििामान गे्रड में लगािार तनर्पु्क्ि की तिध   
Date of continuous appointment : ददनांक Date_________________________ 

in the present grade  

      : ग्रेड Grade:___________________________  

 
   

6. िर्ा के दौरान ड्र्टूी(प्रशशक्षण, छुट्टी आदद  के कारण)  
 से अनपुप्थ ति की अिधि। र्दद उक् ि काशमाक 

 ने प्रशशक्षण शलर्ा है िो उसका वििरण दें   

Period of absence from duty (on : ___________________________________  

 Training, leave etc.) during the year.  

 If he/she has under gone training, specify. 

 

 

 

 

जारीContd…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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स्वल्याांकि SELF APPRAISAL – भाग PART-2 

(उस अधिकारी द्िारा भरा जाए, प्जसकी ररपोटा शलखी जानी हैं)   
(To be filled in by the Officer reported upon) 

 

(कृपर्ा प्रविप्टटर्ााँ भरने से पहले अनदेुशों को ध् र्ानपिूाक प ल लें )   
(Please read carefully the instructions before filling the entries) 

 

1. कर्तिाव्र्ों का सकं्षक्षत ि वििरण Brief description of duties: 

  

 

 

 

 

 

 
  
         

2. ______________से ______________ िक के िर्ा/अिधि के दौरान आपके द्िारा ककए गए कार्ों का 
सकं्षक्षत ि सार-िरृ्ति (ददर्ा जाने िाला सार- 100शब्दन ों से अधिक 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. कृपर्ा उल् लेख करें कक क् र्ा पिूाििक कैलेंडर िर्ा की अ ल सपंप्र्ति िावर्ाक वििरणी तनिााररि िारीख 
अ ााि ्कैलेंडर िर्ा से उर्त िरििक िर्ा को 1  जनिरी िक दजा करा दी ग   ी। र्दद नहीं िो वििरण 
दजा कराने की िारीख शलखी जाए। 
Please state whether the annual return on immovable property for the preceding calendar year 

was filed within the prescribed date i.e. 31
st
 January of the year following the calendar year.  

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

 

 

 

 

 

 

थ  ान Place: ...................... 
ददनांक Date:...................... 
 

    सच्िादेन िेवािेअधिकारीकेहस्िाक्षर 

 Signature of the Officer reported upon 

 
जारी Contd….P-3/- 
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ोरपट िलिखिेवािेअधिकारीद्वाराल्याांकि– भाग-3 

 ASSESSMENT BY THE REPORTING OFFICER – PART-3 
 

(कृपर्ा प्रविप्टटर्ााँ भरने से पहले ददशा-तनदेशों को ध् र्ानपूिाक प ल लें )  
(Please read carefully the guidelines before filling the entries) 

 

1. द्िारा प्रर्त रे्क गणु/विशरे्िा के शलए आंककक गे्रडडगं दी जानी  ादहए जो की  - 0 िक के पमैाने 
पर होनी  ादहए प्जसमे 1 का िार्तपर्ा तनमन्िमग्रेड और 10कािार्तपर्ा उच् िम ग्रेड से 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. 
 

(क) कार्ा तनटपादन का मूल् र्ांकन (इस खडं की िहरीज 40% होगा) 
(A)Assessment of work output (weightage to this Section would be 40%) 

 ोरपट िलिखिेवािे
अधिकारी द्वारा
ददन यागयागे्रड 
Grades by 

Reporting 

Authority 

सलीक्षाअधिकारी द्वारा
सांशटधिि गे्रड(यददन स्िम्भ
2सेसहलििहीांहैं) 

Revised Grades by 

Reviewing Authority (if 

doesn’t agree with col.2) 

सलीक्षाअधिकारीका
आद्याक्षरInitial of 

Reviewing 

Authority 

1 2 3 4 

i)    र्ोजनाबद्ध कार्ा/ 
आबदंटि  विर्र्ों  के  
अनसुार आबदंटि कार्ा को 
परूा करना  
Accomplishment of 

planned work/work 

allotted as per subjects 

allotted 

   

ii) कार्ा की गणुिर्तिा  
  Quality of work 

   

iii) टंकण में प्रिीणिा  
Proficiency in typing    
(speed and accuracy)  

   

iv) कार्ा में प्रिीणिा, नामि:   
तनिााररि रप्जथ टरों और  ाटों  
इर्तर्ादद का रखरखाि 
Proficiency in work, 

namely maintenance of 

prescribed registers and 

charts etc. 

   

‘कायिनिष्पादन िपर’सलय
ग्रेडड ांग(कुि[ iसे iv ]) 
Overall Grading on 

‘Work Output’ (Total [ i 

to iv]) 

   

 

  

 

 

       जारी Contd …P-4/- 
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(ख) व् र्प्क्िगि गुण/विशेर्िा का मलू् र्ांकन (इस खंड की िहरीज 30% होगा) 
(B)Assessment of Personal attributes (weightage to this section would be 30%) 

 ोरपट ि लिखिे
वािे
अधिकारी
द्वारा ददन या
गयागे्रड 
Grades by 

Reporting 

Authority 

सलीक्षाअधिकारी द्वारा
सांशटधिि गे्रड(यददन 
स्िम्भ2सेसहलििहीां
हैं) 

Revised Grades by 

Reviewing Authority 

(if doesn’t agree with 

col.2) 

सलीक्षाअधिकारीका
आद्याक्षरInitial of 

Reviewing 

Authority 

1 2 3 4 

i) कार्ा की प्रति अशभिपृ्र्ति 
Attitude to work 

   

ii) उर्तिरदातर्र्ति की भािना   
  Sense of responsibility 

   

iii) अनशुासन बनाए रखना    
    Maintenance of discipline 

   

iv) सपं्रेर्ण कौशल  
   Communication skills 

   

v) विश् लरे्णार्त मक र्ोग् र्िा    
   Analytical ability 

   

vi) टीम के रूप में कार्ा करने की  
र्ोग् र्िा Ability to work in team 

    

vii) समर् सीमा का पालन करने की   
   र्ोग् र्िा Ability to meet 

deadline 

   

viii) अिंरव् र्प्क्िगि सबंिं  
   Inter personal relations 

   

‘व्यक्तिगिगणु/र्वशषेिाओां’की
सलग्रग्रेडड ांग(कुि[ iसे viii]) 
Overall Grading on ‘Personal 

Attributes’ (Total [i to viii]) 

   

 

(ग) कार्ाार्त मक क्षमिा का मलू् र्ांकन (इस खंड की िहरीज 30% होगी ) 
(C) Assessment of functional competency (weightage to this section would be 30%) 

 ररपोटा शलखने 
िाले अधिकारी 
द्िारा ददर्ा  
गर्ा गे्रड  
Grades by 

Reporting 

Authority 

समीक्षा अधिकारी  द्िारा 
संशोधिि  गे्रड  (र्दद थिम्भ 
2 से सहमि नही ंहैं )  
Revised Grades by 

Reviewing Authority (if 

doesn’t agree with col.2) 

समीक्षा 
अधिकारी का  
आद्र्ाक्षर
Initial of 

Reviewing 

Authority 

1 2 3 4 

i) काम-काज के क्षते्र में  तनर्मों /विनर्मों 
/पद्धतिर्ों का ज्ञान और  इन्हें सही िरीके से 
लागू करने की र्ोग्र्िा Knowledge of 
Rules/Regulations /Procedures in the 

area of function and ability to apply 

them correctly 

   

 
जारी Contd….P-5/- 
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ii) समन् िर् क्षमिा  
  Coordination ability 

   

iii) पहल शप्क्ि Initiative  

 

  

iv) कंत र्टूर पर कार्ा करने में प्रिीणिा 
Proficiency in working on computer 

   

‘कायाित्लकक्षलिा’परसलग्रग्रेडड ांग
(कुि[ iसे iv])Overall grading on 

‘Functional Competency’ (Total [i 

to iv]) 

   

 

िट Note: सलग्रगे्रडड ांग, नििािोरिकीगईिहरीजकेअिपुािलेंसांकेिकोंकेप्रत्येकसलह्केलाध्यलाि
केयटगपरआिाोरिहटगी 

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

             indicators in proportion to weightage assigned. 

 

      

सालान्यGENERAL-भागPART-4 
 

1. जनिा के सा  सपंका  Relations with the public (जहााँ कही लाग ूहो wherever applicable) 

 (कृपर्ा जनिा की अधिकारी िक पहुाँ  की र्ोग्र्िा और उनकी जरूरिों के प्रति उर्तिरदातर्र्ति पर 
दटतपणी दे)  (Please comment on the officer’s accessibility to the public and responsiveness to their 

needs) 

 

 

 

 

 
 

2. प्रशशक्षण Training  

(कृपर्ा अधिकारी की कारगरिा और कार्ा क्षमिा में सुिार लाने हेि ुभविटर् की दृप्टट से प्रशशक्षण की 
शसफ़ाररश दे) Please give recommendations for training with a view to future improving the 

effectiveness and capabilities of the officer) 

 

 

 

 
 

3. थ िाथ ् र् की प्थ ति State of Health 

 

 

 

 
 

4. सर्त र्तनट  ा Integrity 

(कृपर्ा अधिकारी की सर्त र्तनट  ा पर दटत पणी करें  Please comment on the integrity of the officer) 

 

 

 

 

 
 

 

 

 

 

जारी Contd….P-6/- 
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5. क्षमिाओं और कमिर क्षमिाओं, असािारण उपलप्ब्िर्ां, महर्त िपणूा विफलिाओं ि ा कमजोर िगों के 
प्रति अशभिपृ्र्ति के क्षते्र सदहि अधिकारी के समग्र गणुों पर ररपोटा शलखने िाले अधिकारी द्िारा की 
शब्द ध त्र (लगभग 100शब्दन ों में) 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. ररपोटा के भाग- III में खंड क, ख और ग में दी ग  िहरीज के आिार पर समग्र आंककक ग्रेडडगं।  
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3   
of the Report. 

  

 

 

 

 

 

 

 

         प्रनिवेदन िअधिकारीकेहस्िाक्षर 

         Signature of the Reporting Officer 
 
 

 

 

 
 

      नाम मोटे अक्षरों में  

थ  ान Place:.....................  Name in Block letters: ______________________________ 

     पदनाम 

ददनांक Date:.....................  Designation: _____________________________________ 

ररपोटा  की अिधि के दौरान   

     During the period of Report: ________________________ 

 

 

 
 

 
 

 
 

 

 
 

 
 

 

जारी Contd….P-7/- 
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सलीक्षाअधिकारीद्वाराअ्यकु्तिया -भाग-5 
REMARKS OF THE REVIEWING OFFICER - PART-5 

 

 

1. समीक्षा अधिकारी के िहि सेिाकाल Length of service under the Reviewing Officer 

 

 

 

 

 

 

2. क् र्ा आप कार्ा तनटपादन और भाग-1 ि ा भाग-4 में विशभन्न गणुों/विशरे्िाओं के सबंिं में ररपोटा 
शलखने िाले अधिकारी द्िारा ककए गए मलू् र्ांकन से सहमि हैं? {सदंभा: भाग-1 और भाग-4(5)} (र्दद 
आप गणुों/विशरे्िाओं के ककसी भी आंशशक मलू्र्ांकनों से सहमि नहीं हैं िो उस खंड में आपके शलए 
ददरे् गए थिम्भ में अपना मलू्र्ांकन दजा करे और अपनी प्रविप्टटर्ों पर अपना आद्र्ाक्षर करें ) 
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.    असहमति की प्थ ति में कारण बिाएं। कृपर्ा ऐसा कुछ हैं प्जसमे आप सशंोिन करना अ िा जोडना 
 ाहि ेहैं ?  
In case of disagreement, please specify the reasons. Is there anything you wish to modify or 

add?  

 

 

 

 

 

 

 
 

4. अ.जा./ अ.ज.जा. अधिकारी के कार्ा तनटपादन का मलू्र्ांकन करने में ररपोटा शलखने िाले अधिकारी की 
अशभितृि   
The  attitude of the Reporting Officer in assessing the performance of SC/ST officer 

 

 

 

 

 

 

 
 

 
 

जारी Contd….P-8/- 
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5.  समीक्षा अधिकारी द्िारा शब्द ध त्र । (लगभग 100शब्दन ों में) कृपर्ा क्षमिाओं और कमिर क्षमिाओ ं
के क्षेत्र और कमजोर िगों के प्रति अशभिपृ्र्ति सदहि अधिकारी के सलग्र गणुों पर दटतपणी करें । 
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.  ररपोटा के भाग-1 में खंड-क, खंड-ख और खंड-ग में दी ग  िहरीज के आिार पर समर् आंककक  
ग्रेडडगं।  
Overall numerical grading on the basis of weightage given in Section-A, Section-B and 

Section-C in Part-3 of the Report. 
 

 

 

 

 

 

 

 
 

 
  पिुर्वििटकिअधिकारीकेहस्िाक्षर 

       Signature of the Reviewing Officer 

 

नाम मोटे अक्षरों में  

थ  ान Place:.....................  Name in Block letters: ______________________________ 

     पदनाम 

ददनांक Date:.....................  Designation: _____________________________________ 

ररपोटा की अिधि के दौरान   

     During the period of Report: ________________________ 
 

 

 

 

 

 

********** 

 
 
 
 
 

 

 



 
सांिग्िकAnnexure-I 

 

 

सांख्यात्लकशे्रणीकरणकेसाथएपीएआरभरिेसम्बांिददन शानिदेन श 
Guidelines regarding filing up of APAR with numerical grading 

 
(i) एपीएआर के थिंम्भ विधििि साििानी और ध्र्ानपूिाक ि ा पर्ााति समर् देि ेहुए भरने  ादहए। 
 The columns in the APAR should be filled in with due care and attention and `after devoting 

 adequate time. 

 

(ii) र्ह आशा की जािी है कक   अ िा 2 के ककसी िगककरण (तनगाि कार्ा र्ा विशेर्िाओं र्ा कुल  शमलाकर 
 शे्रणीकरण के प्रतिकूल) को विशशटट असफलिाओं के मागा से कलम ध त्र में पर्ााति रूप  से औध र्तर् ददर्ा 
 जाएगा और इसी प्रकार 9 अ िा  0 के ककसी शे्रणी के संबंि मे विशशटट उपलप्ब्िर्ों के संबंि मे 
 औध र्तर् ददर्ा जाएगा। शे्रणी  -2 अ िा 9- 0 विरल होिी हैं अि: उनका औध र्तर् ददए जाने की  जरूरि  है।  
 सांप्यर्क  शे्रणी प्रदान  करि ेहुए प्रतििेदन एंि पुनविालोकन अधिकाररर्ों को ककसी अधिकारी  का 
 दजाातनिाारण उनके अिीन िही संयर्ा में ििामान में कार्ारि सहर्ोधगर्ों  की िुलना मे करना   ादहए। 
 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  0 के बी  का िगककरण “उर्तकृटट” शलर्ा जाएगा ि ा सू ीकरण/पदौन्नति के शलए 
 औसि प्रातिांक की गणना करने के शलए प्रातिांक 9 ददर्ा जारे्गा। 
 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 ि ा 8 से छोटा के बी  का िगककरण “बहुि अच्छा” शलर्ा जाएगा ि ा प्रातिांक द ददर्ा 
 जारे्गा। 
 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 ि ा 6 से छोटा के बी  का िगककरण “अच्छा” शलर्ा जाएगा ि ा प्रातिांक 5 ददर्ा 
 जारे्गा। 
 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 िगककरण “शून्र्” शलर्ा जारे्गा। 
 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). 

 

31
st
 March. 

(This may be completed even a week 

earlier). 

2.  Submission of self-appraisal to reporting officer 

by officer to be reported upon (where 

applicable). 

 

15
th

 April 

3. Submission of report by reporting officer to 

reviewing officer. 

 

30
th

 June 

4. Report to be completed by Reviewing Officer 

and to be sent to Administration or CR 

Section/Cell or accepting authority, wherever 

provided. 

 

31
st
 July 

5. Appraisal by accepting authority, wherever 

provided. 

 

31
st
 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. 

 

1
st
 September 

 

 

15
th

 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) (a) where there is no accepting authority for 

APAR. 

 

(b)  where there is accepting authority for 

APAR. 

  

 

 

 

21
st
 September 

 

 

6
th

 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 

15
th

 November 

11. End of entire APAR process, after which the 

APAR will be finally taken on record 

 

30
th

 November 
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मल्टी टासककिं ग स्टाफ के लिए वार्षिक कार्िनिष् पादन ि म्ल् र्ािंकि ोरपटटि  

ANNUAL PERFORMANCE ASSESSEMENT REPORT FOR MULTI TASKING STAFF 

 

 

कार्ाालर्/सकंार्/विभाग  

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

 

समाप्ति िर्ा/अिधि का प्रतििेदन  

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

 

 

वरै्क्तिक ब् र्टरा PERSONAL DATA - (भाग PART-I) 

 

 

1. अधिकारी का नाम  

Name of the Officer   : ____________________________________ 

 

 

2. पदनाम  

Designation     : ____________________________________ 

 

   

3. जन् मतिध  (ददन/महीना/िर्ा)  

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

       

: (शब् दों में In words)____________________ 
     

       ____________________________________ 
 

4. क् र्ा अधिकारी अन.ुजाति/ अन.ु जनजाति/ 
 अन् र् वपछडा िगा से सबंधंिि है ?  

Whether the officer belongs to : ____________________________________ 

 Scheduled Caste/S T/OBC? 

 

5. ििामान गे्रड में लगािार तनर्पु्क्ि की तिध   

Date of continuous appointment : ददनांक Date_________________________ 

 to the present grade  

      : ग्रेड Grade:___________________________  

 
   

6. िर्ा के दौरान ड्र्टूी(प्रशशक्षण, छुट्टी आदद  के कारण)  
 से अनपुप्थ ति की अिधि। र्दद उक् ि काशमाक 

 ने प्रशशक्षण शलर्ा है िो उसका वििरण दें   

Period of absence from duty (on : ___________________________________  

 Training, leave etc.) during the year.  

 If he/she has under gone training, specify. 

 

 

जारी 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 वम्ल् र्ािंकि SELF APPRAISAL – भाग PART-2 

(प्जस अधिकारी का प्रतििेदन शलखा जाना है, उसके द्िारा भरा जाए )   
 

(To be filled in by the Officer reported upon) 
 

( कृपर्ा प्रविप्टटर्ों को भरने से पहले अनदेुशों को ध् र्ानपिूाक प ल लें )   
(Please read carefully the instructions before filling the entries) 

 
 

1. ककए गए कार्ों का सकं्षक्षत ि वििरण Brief description of duties: 

  

 

 

 

 

 

 

 

 

 

 

 
  
         

 

2. कृपर्ा उल् लेख करें कक क् र्ा पिूाििक कैलेंडर िर्ा की अ ल सपंप् ि िावर्ाक वििरणी तनिाातरि िारीख 
अ ााि ्कैलेंडर िर्ा से उ  िरििक िर्ा को 1  जनिरी िक दजा करा दी ग   ी। र्दद नहीं िो वििरण 
दजा कराने की िारीख शलखी जाए। 
Please state whether the annual return on immovable property for the preceding calendar year 

was filed within the prescribed date i.e. 31
st
 January of the year following the calendar year.  

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

 

 

 

 

 

 
 

 

 

 

 

        सच्िा देन िे वािे अधिकारी के हस् िाक्षर  

       Signature of the Officer reported upon 

 
 
 

थ  ान Place: ...................... 
 

ददनांक Date:...................... 
 
 

जारी Contd….P-3/- 
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प्रतिवदेन अतिकारी द्वारा मलू ाांकन– भाग-3 

 ASSESSMENT BY THE REPORTING OFFICER – PART-3 
 

(कृपा प्रतवतिों को भरने से पहले ददशा-तनदशेों को ध् ानपूव क प ल ल)    

(Please read carefully the guidelines before filling the entries) 

 प्रत् के का  की तवशेषिाओं के तलए प्रतिवेदन प्रातिकारी द्वारा 1-10 के स् केल म) सां ात् मक ्ेिंगग दी ाानी ाातहए, 

ाहााँ 1 सबसे कम ्गे िथा 10 सबसे अतिक ्गे को दशा िा ह।ै   

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) तनग ि का  का मूल ाांकन (इस भाग का वेटेा 40% होगा) 

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

 प्रतिवदेन प्रातिकारी  

Reporting  

Authority 

पनुर्ववलोकन प्रातिकारी  

Reviewing Authority  

1 2 3 

i) पूव  तनोताि का  की पररपूर् िा/तवषों के आिार 

पर आबांरटि दका गा का । 
Accomplishment of work allotted as per subjects 

allotted 

  

ii) का तनष ्पादन की कोरट 
Quality of work output 

  

iii) क्ा वह मशीन/ स्टोर का ज्ञान रखिा ह॰ै   
   Does he/she know the machine/ store 

  

iv) क्ा वह तनतमि रूप स ेमशीन/ स्टोर/भवन को 

ठीक रखिा ह ै
Does he/she maintain the machine/ store/ building 

properly and regularly. 

  

v) क्ा वह सफाई करिा ह ैऔर ााट , दशृ् स्लइग/  

भांगारर् आइटम/ पररसर की दखेभाल करिा ह ै
Does he/she clean and takes care of chart, visual 

slides/ storage items/ premises. 

  

vi) दकए गए अप्रि ्ातशि का / अपवादाि् मक का  

की पररपूर् िा Accomplishment of exceptional 

work/unforeseen tasks performed 

  

‘तनग ि का ’ पर कुल तमलाकर ्ेिंगग Overall Grading 

on ‘Work Output’ 

  

आद्र्क्षर  
Initial  

  

 (बी) व् तगगि तवशेषिाओं का मूल ाांकन (इस भाग का वेटेा 30% होगा) 

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

 प्रनिवेदन ि प्राधिकारी 
द्वारा ददन ए गए गे्रड  
Grades by 

Reporting 

Authority 

पुिर्वििटकि प्राधिकारी द्वारा 
ददन ए गए गे्रड (र्ददन  कॉिम-2 में 
ददन ए गए गे्रड से सहमि िहीिं हैं)  

Revised Grades by 

Reviewing Authority (if 

doesn’t agree with col.2) 

1 2 3 

i) का  की अतभवृति Attitude to work  

 

 

ii) ताम् मेदारी का बोि  
  Sense of responsibility 

  

 
जारी Contd …P-4/- 
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iii) Regularity and Punctuality  

 तनतमििा और सम की पाबांदी 

  

iv) अनुशासन को बनाए रखना    

    Maintenance of discipline 
  

v) सांपे्रषर् कौशल  

   Communication skills 
  

vi) टीम के रूप म) का  करन ेकी ोग् िा  

   Ability to work in team 
  

vii) सम सीमा म) का  पूरा करन ेकी   
   ोग् िा Ability to meet deadline 

  

viii) परस् पर व् तगगि सांबांि  
   Inter -personal relations 

  

ix) Clean use of uniform  

 

 

‘व् तगगि तवशषेिाओं’ पर कुल तमलाकर ्िेंगग 

(कुल [ i स ेix]  Overall Grading on ‘Personal 

Attributes’ (Total [i to ix]) 

  

आद्र्क्षर  
Initial  

  

 

(सी) प्रकाा त् मक स्षममिा का मूल ाांकन (इस भाग का वेटेा 30% होगा) 

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

 प्रतिवदेन प्रातिकारी 

द्वारा ददए गए ्गे  

Grades by 

Reporting 

Authority 

पनुर्ववलोकन प्रातिकारी द्वारा 

ददए गए ्गे (दद कॉलम-2 

म) ददए गए ्गे स ेसहमि नहीं 

हैं     

Revised Grades by 

Reviewing Authority (if 

doesn’t agree with col.2) 

1 2 3 

i) तनम/तवतनम/का  एवां ोग् िा के ्षमे्र  म) 

प्रदिाएां और उनके सही प्रोग की ाानकारी 
Knowledge of Rules/Regulations 
/Procedures in the area of function and 

ability to apply them correctly 

  

ii) समन् व ्षममिा  
  Coordination ability 

  

iii) पहल शतग Initiative  

 

 

iv) कां प् ूटर पर का  करने म) प्रवीर्िा, ाहाां  पर 

उपलब्ि हो Proficiency in working on 

computer, wherever available 

  

‘प्रकाा त् मक स्षममिा’ पर कुल तमलाकर ्िेंगग 

(कुल [ i स ेiv])Overall grading on 

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

  

आद्र्क्षर  
Initial  

  

  

        जारी Contd …P-5/- 
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िटट Note: सिंकेिक के प्रत् रे्क ग्रपु के लिए नििािोरि वेटेज के अिसुार सिंबिंधिि समह्ों के औसि अिंकों का 
र्टग समग्र ग्रेडड िंग का आिार हटगा।   

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

             indicators in proportion to weightage assigned 

      
 

सामान् र् GENERAL-भागPART-4 
 

1. ानिा के साथ भागीदारी Relations with the public (ाहााँ लागू हो wherever applicable) 

 (जनिा की आिश् र्किांं  का उ  िरदातर्  ि एि ंअधिकारी िक अशभगम पर कृपर्ा दटत पणी दें)  (Please 

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

 

 

 

 

 
 

2. प्रशशक्षण Training  

(कृपर्ा अधिकारी की प्रभावििा एिं कार्ा क्षमिांं  में और अधिक सुिार ि ा िवृि करने की दृप्टट से 
उसके प्रशशक्षण के शलए शसफातरश करें Please give recommendations for training with a view to future 

improving the effectiveness and capabilities of the officer) 

 

 

 

 
 

3. स् वास् ्   की तस्थति State of Health 

 

 

 

 
 

4. स  र्तनट  ा Integrity 

(कृपर्ा अधिकारी की स  र्तनट  ा पर दटत पणी दें Please comment on the integrity of the officer) 

 

 

 

 

 
 

5. प्रतिवेदन अतिकारी द्वारा अतिकारी की समस् ि तवशेषिाओं की िस् वीर (लगभग 100 शब् दों म) , तासम) 

साम्   ्षमे्र  एवां कम साम्   ्षमे्र , असािारर् उपलतब्िाां, महत् वपूर्  असफलिाओं एवां कमाोर वगों के 

प्रति अतभवृति शातमल 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 failures and attitude towards weaker sections. 

 

 

 

 

 

 

 

 

 

 

 

 

 

         
जारी Contd …P-6/- 
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6. प्रतििेदन के भाग-1 के खंड ए, बी और सी में ददए गए िेटेज के आिार पर कुल शमलाकर सखं् र्ा  मक 
ग्रेडडगं।  
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3   

of the Report. 

  

 

 

 

 

 

 

 

 

            प्रनिवेदन ि अधिकारी के हस् िाक्षर  

        Signature of the Reporting Officer 

 

नाम थ पट ट अक्षरों में  

थ  ान Place:.....................  Name in Block letters: ______________________________ 

     पदनाम 

ददनांक Date:.....................  Designation: _____________________________________ 

प्रतििेदन की अिधि में  

     During the period of Report: ________________________ 

 
 

पिुर्वििटकि अधिकारी की अ ् र्कु्तिर्ा -भाग-5    
REMARKS OF THE REVIEWING OFFICER - PART-5 

 

 

1. पुनविालोकन अधिकारी की सेिा अिधि Length of service under the Reviewing Officer 

 

 

 

 

 

 

 

2. क् ा आप भाग-3 व भाग-4 के तनग ि का  िथा तवतभन् न गुर्ों के सांबांि म) प्रतिवेदन अतिकारी द्वारा दकए गए 

मूल ाांकन से सहमि हैं? क् ा आप अतिकारी की असािारर् उपलतब्िों/महत् वपूर्  असफलिाओं के सांबांि म) दकए गए 

मूल ाांकन से सहमि हैं? {सांदभ : भाग-3 िथा भाग-4(5)} ( दद आप प्रतिवेदन अतिकारी द्वारा दकए गए तवशेषिाओं 

के दकसी सां ात् मक मूल ाांकन से सहमि नहीं हैं िो आप कृपा अपना मलू ाांकन इस खांग म) ददए गए स् िम् भ म) द) िथा 

अपनी प्रतवतिों को आद्य्षमर 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):  

 

 

 

 

 

 

 

 

 

 
जारी Contd….P-7/- 
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3.    असहमि होने की प्थ ति में कृपर्ा इसके कारण बिाएं। क् र्ा को  ीसी बाि है प्जसे आप कुछ 
बदलना र्ा जोडना  ाहि ेहैं ?  

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

add?  

 

 

 

 

 

 

 
    

4.  पनुविालोकन अधिकारी द्िारा पेन वपक्  र। कृपर्ा अधिकारी की कम साम् र्ा क्ष्ेर  एि ंउसकी कमजोर 
िगों के प्रति अशभिपृ् ि सदहि उसकी समथ ि विशरे्िां ं के बारे में दटत पण(लगभग 100 शब् दन ों में) 
करें। 
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.  प्रतििेदन के भाग-1 के खंड ए, बी और सी में ददए गए िेटेज के आिार पर कुल शमलाकर सखं् र्ा  मक 
ग्रेडडगं।  
Overall numerical grading on the basis of weightage given in Section-A, Section-B and 

Section-C in Part-3 of the Report. 
 

 

 

 

 

 

 

 
 

 
    पुिर्वििटकि अधिकारी के हस् िाक्षर 

          Signature of the Reviewing Officer 

 

नाम थ पट ट अक्षरों में  

थ  ान Place:.....................  Name in Block letters: ______________________________ 

     पदनाम 

ददनांक Date:.....................  Designation: _____________________________________ 

तरपोटा की अिधि में  

     During the period of Report: ________________________ 
 

********** 

 
 
 



 
 

सिंिग् िक Annexure-I 

 

 

सिंख्र्ात्मक शे्रणीकरण के साथ एपीएआर भरिे सम्बिंि ददन शानिदेन श 
Guidelines regarding filing up of APAR with numerical grading 

 
(i) एपीएआर के थिंम्भ विधििि साििानी और ध्र्ानपूिाक ि ा पर्ााति समर् देि ेहुए भरने  ादहए। 
 The columns in the APAR should be filled in with due care and attention and `after devoting 

 adequate time. 

 

(ii) र्ह आशा की जािी है कक   अ िा 2 के ककसी िगककरण (तनगाि कार्ा र्ा विशेर्िांं  र्ा कुल  शमलाकर 
 शे्रणीकरण के प्रतिकूल) को विशशटट असफलिांं  के मागा से कलम ध ्र  में पर्ााति रूप  से औध  र् ददर्ा 
 जाएगा और इसी प्रकार 9 अ िा  0 के ककसी शे्रणी के संबंि मे विशशटट उपलप्ब्िर्ों के संबंि मे 
 औध  र् ददर्ा जाएगा। शे्रणी  -2 अ िा 9- 0 विरल होिी हैं अि: उनका औध  र् ददए जाने की  जरूरि  है।  
 सांप्ख्र्क  शे्रणी प्रदान  करि ेहुए प्रतििेदन एंि पुनविालोकन अधिकातरर्ों को ककसी अधिकारी  का 
 दजाातनिाारण उनके अिीन िही संख्र्ा में ििामान में कार्ारि सहर्ोधगर्ों  की िुलना मे करना   ादहए। 
 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  0 के बी  का िगककरण “उ कृटट” शलर्ा जाएगा ि ा सू ीकरण/पदौन्नति के शलए 
 औसि प्रातिांक की गणना करने के शलए प्रातिांक 9 ददर्ा जारे्गा। 
 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 ि ा 8 से छोटा के बी  का िगककरण “बहुि अच्छा” शलर्ा जाएगा ि ा प्रातिांक 7 ददर्ा 
 जारे्गा। 

 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 ि ा 6 से छोटा के बी  का िगककरण “अच्छा” शलर्ा जाएगा ि ा प्रातिांक 5 ददर्ा 
 जारे्गा। 
 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 िगककरण “शून्र्” शलर्ा जारे्गा। 
 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). 

 

31
st
 March. 

(This may be completed even a week 

earlier). 

2.  Submission of self-appraisal to reporting officer 

by officer to be reported upon (where 

applicable). 

 

15
th

 April 

3. Submission of report by reporting officer to 

reviewing officer. 

 

30
th

 June 

4. Report to be completed by Reviewing Officer 

and to be sent to Administration or CR 

Section/Cell or accepting authority, wherever 

provided. 

 

31
st
 July 

5. Appraisal by accepting authority, wherever 

provided. 

 

31
st
 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. 

 

1
st
 September 

 

 

15
th

 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) (a) where there is no accepting authority for 

APAR. 

 

(b)  where there is accepting authority for 

APAR. 

  

 

 

 

21
st
 September 

 

 

6
th

 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 

15
th

 November 

11. End of entire APAR process, after which the 

APAR will be finally taken on record 

 

30
th

 November 
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अनुभाग अधिकारी के लिए वार्षिक कार्िननष् पादन न ल् र्ाांकन ोरपट ि  

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SECTION OFFICER 

 

कार्ाालर्/संकार्/विभाग  
OFFICE/FACULTY/DEPARTMENT------------------------------------------------------------ 

 

समाप्ति िर्ा/अिधि का प्रतििेदन  
REPORT FOR THE YEAR/PERIOD ENDING------------------------------------------------ 

 

 

िरै्प्तिक ब् र्ोरा PERSONAL DATA - (भाग PART-I) 

 

1. अधिकारी का नाम  
Name of the Officer   : ____________________________________

   

2. जन् मतिध  (ददन/महीना/िर्ा)  
Date of Birth(DD/MM/YYYY) : __________/________/_________________ 

       

: (शब् दों में In words)____________________ 
     

       ____________________________________ 

 

3. ििामान गे्रड में लगािार तनर्पु्ति की तिध   
Date of continuous appointment : ददनांक Date_________________________ 

 to the present grade  

      : ग्रेड Grade:___________________________ 

  

4. ििामान पद ि ा उस पर तनर्पु्ति की तिध   
Present post and date of  : पद Post_____________________________ 

 appointment thereto  

      : ददनांक Date_________________________ 

 

5. त र्ा  प अनसुिध ि जाति/अनसुिध ि 
 जनजाति/अ.वप.ि. से सबंधंिि हैं? 

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

 

 

6. िर्ा के दौरान ड्र्िटी(प्रशशक्षण, छुट्टी  दद  के कारण)  
 से अनपुप्थ ति की अिधि। र्दद उत ि काशमाक 

 ने प्रशशक्षण शलर्ा है िो उसका वििरण दें   
Period of absence from duty (on : ___________________________________  

 Training, leave etc.) during the year.  

 If he/she has under gone training, 

 specify. 

 

जारी Contd…P-2/- 
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भाग PART-2 

(जजस अधिकारी का प्रनिवेदन न लिखा जाना है, उसके द्वारा भरा जाए )   
(To be filled in by the Officer reported upon) 

 

1. ककए गए कार्ों का सकं्षक्षत ि वििरण Brief description of duties: 

 

 

 

 

 

 

 
 

 

2. कार्ा के जो लक्ष् र्/उ्े् र्/् रे्र्  पने थ िर् ंअपने शलए तनिाािरि ककए हों र्ा  पके शलए तनिाािरि 
ककए गए हों उन (पिरणाम/मात्रा र्ा अन् र् ूपपों में) कार्ों की  ठ-दस मदें प्रा  शमकिा के  िार पर 
बनाएं और प्रत् रे्क लक्ष् र् स ेअपनी उपलप्ब्ि बिाएं । 
(उदाहरण-  पके अनभुाग/कार्ाालर्/विभाग के शलए िावर्ाक कार्ा र्ोजना)  
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) 

 
 

िक्ष् र्/उउ्े् र्/उ् रे्र् 

Targets/Objectives/Goal 

उपिजधिर्ााँ   
Achievements 

 

 

 

 

 

 

 

 

 

 

 

 

 

           

3. (अA) कृपर्ा मद-2 में बिाएं गए लक्ष् र्ों/उ्े् र्ों/् रे्र्ों की प्राप्ति में हो रही कशमर्ों का सकं्षेप में 
उल् लखे क करें। र्दद लक्ष् र्ों की प्राप्ति में कोा बािाएं रही हों िो िे बिाएं। 
 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. 
 

 

 

 

 

 

 

 

 

 

 

 

 
जारी Contd….P-3/- 
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(बB) कृपर्ा उन मदों का भी उल् लखे क करें प्जनमें का ी अधिक उपलप्ब््र्ार रही हों और उनमें 
अपने र्ोगदान का भी उल् लखे क करें। 
Please also indicate items in which there have been significantly higher achievements and 

your contribution thereto. 

 

 

 

 

              

4. कृपर्ा उल् लेख क करें कक त र्ा पििाििक कैलेंडर िर्ा की अ ल सपंप्त्ि िावर्ाक वििरणी तनिाािरि िारीख क 
अ ााि ्कैलेंडर िर्ा से उत् िरििक िर्ा को 1  जनिरी िक दजा करा दी गा  ी। र्दद नहीं िो वििरण 
दजा कराने की िारीख क शलख की जाए। 
Please state whether the annual return on immovable property for the preceding calendar year 

was filed within the prescribed date i.e. 31
st
 January of the year following the calendar year.  

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

 

 

 

 
 

 

 

          सच्ना देन ने वािे अधिकारी के हस् िाक्षर  

ददनांक Date:......................                           Signature of the Officer reported upon 

 
 

भाग PART-3 

 
 

सखं् र्ात् मक ग्रेडडगं का तनिाारण प्रतििेदन ि ा पनुविालोकन प्राधिकारी द्िारा ककर्ा जाना है, जो  - 0 के 
पमैाने पर होना  ादहए। जहार 1 सबसे कम गे्रड ि ा 10 सबसे अधिक ग्रेड को दशाािा 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. 

 
 

(कृपर्ा प्रर्वजष् र्ों कट भरने से पहिे ददन शा-ननदेन शों कट ् र्ानपव्िक प ल ि) )  
(Please read carefully the guidelines before filling the entries) 

 
 

 

(ए) तनगाि कार्ा का मिल् र्ांकन (इस भाग का िेटेज 40% होगा) 
(A)Assessment of work output (weightage to this section would be 40%) 

 

 प्रनिवेदन न 
प्राधिकारी  
Reporting  

Authority 

पनुर्वििटकन प्राधिकारी  
 

Reviewing 

Authority 

पनुर्वििटकन प्राधिकारी  
के आद्र्क्षर  
Initial of 

Reviewing 

Authority 

i) पििा तनर्ोप्जि कार्ा की पिरपिणािा/विर्र्ों 
के  िार पर  बदंटि ककर्ा गर्ा कार्ा। 
Accomplishment of planned work/work 

allotted as per subjects allotted 
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ii) कार्ातनष् पादन की गणुिा     
  Quality of output 

 

   

iii) वि् लरे्णात् मक र्ोग् र्िा    
  Analytical ability 

 

   

iv) अपिादात् मक कार्ा की 
पिरपिणािा/ककए गए अप्रत् र्ाशशि 
कार्ा Accomplishment of 

exceptional work/unforeseen 

tasks performed 

   

‘ननगिि कार्ि’ पर कुि ललिाकर 
ग्रेड ांग Overall Grading on 

‘Work Output’ 

   

 

(बी) व् र्प्तिगि विशरे्िांं का मिल् र्ांकन (इस भाग का िेटेज 30% होगा) 
(B) Assessment of personal attributes (weightage to this Section would be 30%) 

 

 प्रनिवेदन न 
प्राधिकारी  
Reporting  

Authority 

पनुर्वििटकन प्राधिकारी  
Reviewing Authority  

पनुर्वििटकन प्राधिकारी  
के आद्र्क्षर  
Initial of Reviewing 

Authority 

i) कार्ा की अशभिपृ्त्ि  
  Attitude to work 

   

ii) प्जम् मदेारी का बोि  
  Sense of responsibility 

   

iii) अनशुासन का अनरुक्षण  
   Maintenance of Discipline 

   

iv) सपं्रेर्ण कौशल  
   Communication skills 

   

v) नेितृ् ि गणु Leadership 

qualities 

   

vi) टीम की भािना में कार्ा 
करने की क्षमिा Capacity to 

work in team spirit 

   

vii)  समर्-सािरणी का अनसुरण  
करने की क्षमिाCapacity to 

adhere to time-schedule  

   

viii) परस ्पर ि ्र्प्तिगि संबंि  

 Inter-personal relations 

   

ix) समग्र छवि एि ंि ्र्प्तिि ्ि  

Overall bearing and 

personality 

   

‘ि ्र्प्तिगि विशरे्िां’ं पर कुल 

शमलाकर ग्रेडडगं 

Overall Grading on ‘Personal 

attributes’ 

   

 

 

जारी Contd….P-5/- 
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(सी) प्रकार्ाात् मक सक्षमिा का मिल् र्ांकन (इस भाग का िेटेज 30% होगा) 
(C) Assessment of functional competency (weightage to this Section would be 30%) 

 

 प्रनिवेदन न 
प्राधिकारी  
Reporting  

Authority 

पनुर्वििटकन प्राधिकारी  
Reviewing Authority  

पनुर्वििटकन प्राधिकारी  
के आद्र्क्षर  
Initial of Reviewing 

Authority 

i) तनर्म/वितनर्म/कार्ा एि ं
र्ोग् र्िा के क्षेत्र में प्रकरियर्ाएं एिं 
उनके सही प्रर्ोग को जानकारी 
Knowledge of 

Rules/Regulations/Procedures 

in the area of function and 

ability to apply them correctly. 

   

ii) नीतिबद्ध र्ोजना बनाने की 
क्षमिाStrategic planning ability 

   

iii) तनणार् लेने की क्षमिा     
   Decision making ability 

   

iv) समन् िर् क्षमिा 
   Coordination ability 

   

v) अिीनथ   को प्रेिरि एि ं
विकशसि करने की क्षमिा  
Ability to motivate and 

develop subordinates 

   

vi) पहल शप्ति Initiative  

 

  

‘प्रकार्ाित् लक सक्षलिा’ पर कुि 
ललिाकर गे्रड ांग 

Overall Grading on 

‘Functional Competency’ 

   

              
 

सालान् र् GENERAL – (भागPART-4) 
 

1. जनिा के सा  भागीदारी Relations with the public (जहार लागि हो wherever applicable) 

 (जनिा की  ि् र्किांं का उत् िरदातर्त् ि एिं अधिकारी िक अशभगम पर कृपर्ा दटत पणी दें)  please 

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

 

 

 

 

 
 

2. प्रशशक्षण Training  

(कृपर्ा अधिकारी की प्रभावििा एिं कार्ा क्षमिांं में और अधिक सुिार ि ा िवृद्ध करने की दृप्ष्ट से 
उसके प्रशशक्षण के शलए शस ािरश करें Please give recommendations for training with a view to 

future improving the effectiveness and capabilities of the officer) 

 

 

 

 

 
 

 

 

जारी Contd….P-6/- 

 

 



 

 

:: 6 :: 
 

3. थ िाथ ् र् की प्थ ति State of Health 

 

 

 

 
 

4. सत् र्तनष् ठा Integrity 

(कृपर्ा अधिकारी की सत् र्तनष् ठा पर दटत पणी दें Please comment on the integrity of the officer) 

 

 

 

   

5. प्रतििेदन अधिकारी द्िारा अधिकारी की समथ ि विशरे्िांं की िथ िीर (लगभग 100 शध दन ों में), 
प्जसमें साम् र्ा क्षते्र एि ं कम साम् र्ा क्षेत्र, असािारण उपलप्ब्िर्ा,ं महत् िपिणा अस लिां(ंसदंभा: 
भाग 2 का 1(अ) एि ं1(ब) एि ंकमजोर िगों के प्रति अशभिपृ्त्ि शाशमल हो।  
Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer 

including area of strengths and lesser strength, extraordinary achievements, significant failure 

(ref. 3(A) & 3(B) of Part-2 and attitude towards weaker sections. 

 

 

 

 

 

 

 

 

 

 

 

 

6. प्रतििेदन के भाग-1 के ख कंड ए, बी और सी में ददए गए िेटेज के  िार पर कुल शमलाकर सखं् र्ात् मक 
ग्रेडडगं।  
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of 

the Report. 

 

 

 

 

     

  

  

         प्रनिवेदन न अधिकारी के हस् िाक्षर  

        Signature of the Reporting Officer 
 

नाम थ पष् ट अक्षरों में  
थ  ान Place:.....................  Name in Block letters: ______________________________ 

     पदनाम 

ददनांक Date:.....................  Designation: _____________________________________ 

िरपोटा की अिधि में  
     During the period of Report: ________________________ 

 

 
जारी Contd….P-7/- 

 

 



 

 

:: 7 :: 
 

भाग PART-5 

 
 

1. पनुविालोकन अधिकारी की अभ् र्पु्तिर्ार 
REMARKS OF THE REVIEWING OFFICER. 

   पुतनविालोकन अधिकारी के अिंगाि सेिा अिधि  
   Length of service under the Reviewing Officer 
  

 

 

 
 

2. त र्ा  प भाग-1 ि भाग-4 के तनगाि कार्ा ि ा विशभन् न गुणों के संबंि में प्रतििेदन अधिकारी द्िारा ककए गए 
मिल् र्ांकन से सहमि हैं? त र्ा  प अधिकारी की असािारण उपलप्ब्िर्ों/महत् िपिणा अस लिांं के संबंि में 
ककए गए मिल् र्ांकन से सहमि हैं? [संदभा: भाग-1(ए)(iv) ि ा भाग-4(5)]   
(र्दद  प प्रतििेदन अधिकारी द्िारा ककए गए विशेर्िांं के ककसी संख् र्ात् मक मिल् र्ांकन से सहमि नहीं हैं िो 
 प कृपर्ा अपना मिल् र्ांकन इस ख कंड में ददए गए थ िम् भ में दें ि ा अपनी प्रविप्ष्टर्ों को  द्र्क्षर करें ) 
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.) 

 

हार Yes 

 

नहीं No 

             

3.  असहमि होने की प्थ ति में कृपर्ा इसके कारण बिाएं। त र्ा कोा ीसी बाि है प्जसे  प कुछ बदलना र्ा 
जोड़ना  ाहि ेहैं ?  

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

add?  

 

 

 

 

    

4.  पुनविालोकन अधिकारी द्िारा पेन वपत  र। कृपर्ा अधिकारी की कम साम् र्ा क्षेत्र एि ंउसकी कमजोर िगों के 
प्रति अशभिपृ्त्ि सदहि उसकी समथ ि विशेर्िांं के बारे में दटतपणी (लगभग 100 शध दन ों में) करें। 
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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

जारी Contd….P-8/- 
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5.  प्रतििेदन के भाग-1 के ख कंड ए, बी और सी में ददए गए िेटेज के  िार पर कुल शमलाकर सखं् र्ात् मक 
ग्रेडडगं।  
Overall numerical grading on the basis of weightage given in Section-A, Section-B and 

Section-C in Part-3 of the Report. 
 

 

 

 

 
 

 

 
 

      पुनर्वििटकन अधिकारी के हस् िाक्षर 

             Signature of the Reviewing Officer 

 

नाम थ पष् ट अक्षरों में  
थ  ान Place:.....................  Name in Block letters: ______________________________ 

     पदनाम 

ददनांक Date:.....................  Designation: _____________________________________ 

िरपोटा की अिधि में  
     During the period of Report: ________________________ 

 

 

 

 

 

 

********** 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

सांिग् नक Annexure-I 

 

 

सांख्र्ात्लक शे्रणीकरण के साथ एपीएआर भरने सम्बांि ददन शाननदेन श 
Guidelines regarding filing up of APAR with numerical grading 

 
(i) एपीए र के थिंम्भ विधििि साििानी और ्र्ानपििाक ि ा पर्ााति समर् देि ेहुए भरने  ादहए। 
 The columns in the APAR should be filled in with due care and attention and `after devoting 

 adequate time. 

 

(ii) र्ह  शा की जािी है कक   अ िा 2 के ककसी िगककरण (तनगाि कार्ा र्ा विशेर्िांं र्ा कुल  शमलाकर 
 शे्रणीकरण के प्रतिकि ल) को विशशष्ट अस लिांं के मागा से कलम ध त्र में पर्ााति ूपप  से औध त्र् ददर्ा 
 जाएगा और इसी प्रकार 9 अ िा  0 के ककसी शे्रणी के संबंि मे विशशष्ट उपलप्ब्िर्ों के संबंि मे 
 औध त्र् ददर्ा जाएगा। शे्रणी  -2 अ िा 9- 0 विरल होिी हैं अि: उनका औध त्र् ददए जाने की  जूपरि  है।  
 सांप्ख्र्क  शे्रणी प्रदान  करि ेहुए प्रतििेदन एंि पुनविालोकन अधिकािरर्ों को ककसी अधिकारी  का 
 दजाातनिाारण उनके अिीन िही संख्र्ा में ििामान में कार्ारि सहर्ोधगर्ों  की िुलना मे करना   ादहए। 
 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) एपीए र का 8 से  0 के बी  का िगककरण “उत्कृष्ट” शलर्ा जाएगा ि ा सि ीकरण/पदौन्नति के शलए 
 औसि प्रातिांक की गणना करने के शलए प्रातिांक 9 ददर्ा जारे्गा। 
 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) एपीए र का 6 ि ा 8 से छोटा के बी  का िगककरण “बहुि अच्छा” शलर्ा जाएगा ि ा प्रातिांक 7 ददर्ा 
 जारे्गा। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 

 score  of  7. 

 
(v) एपीए र का 4 ि ा 6 से छोटा के बी  का िगककरण “अच्छा” शलर्ा जाएगा ि ा प्रातिांक 5 ददर्ा 
 जारे्गा। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 

 

(vi) एपीए र का 4 से कम िगककरण “शिन्र्” शलर्ा जारे्गा। 
 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). 

 

31
st
 March. 

(This may be completed even a week 

earlier). 

2.  Submission of self-appraisal to reporting officer 

by officer to be reported upon (where 

applicable). 

 

15
th

 April 

3. Submission of report by reporting officer to 

reviewing officer. 

 

30
th

 June 

4. Report to be completed by Reviewing Officer 

and to be sent to Administration or CR 

Section/Cell or accepting authority, wherever 

provided. 

 

31
st
 July 

5. Appraisal by accepting authority, wherever 

provided. 

 

31
st
 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. 

 

1
st
 September 

 

 

15
th

 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) (a) where there is no accepting authority for 

APAR. 

 

(b)  where there is accepting authority for 

APAR. 

  

 

 

 

21
st
 September 

 

 

6
th

 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 

15
th

 November 

11. End of entire APAR process, after which the 

APAR will be finally taken on record 

 

30
th

 November 
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वरिष्ठसहायक/सहायककेलिएवार्षिककायिनिष्पादन िल्याांकिरिपट ि 

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SENIOR ASSISTANT/ASSISTANT 

 

 

कार्ाालर्/सकंार्/विभाग  

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

 

समाप्ति िर्ा/अिधि का प्रतििेदन  

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

 

 

वयैक्तिकब्यटिाPERSONAL DATA - (भागPART-I) 

 

 

1. अधिकारी का नाम  

Name of the Officer   : ____________________________________

   

2. जन् मतिध  (ददन/महीना/िर्ा)  

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

       

: (शब् दों में In words)____________________ 
     

       ____________________________________ 
 

3. िाररि पद का पदनाम  

Designation of post held  : ____________________________________ 

 

4. क् र्ा अधिकारी अन.ुजाति/ अन.ु जनजाति/ 
 अन् र् वपछडा िगा से सबंधंिि है ?  

Whether the officer belongs to : ____________________________________ 

 Scheduled Caste/S T/OBC? 

 

5. ििामान गे्रड में लगािार तनर्पु्क्ि की तिध   

Date of continuous appointment : ददनांक Date_________________________ 

 to the present grade  

      : ग्रेड Grade:___________________________  

 
   

6. िर्ा के दौरान ड्र्टूी(प्रशशक्षण, छुट्टी आदद  के कारण)  
 से अनपुप्थ ति की अिधि। र्दद उक् ि काशमाक 

 ने प्रशशक्षण शलर्ा है िो उसका वििरण दें   

Period of absence from duty (on : ___________________________________  

 Training, leave etc.) during the year.  

 If he/she has under gone training, specify. 

 

 

 

 

जािीContd…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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स्वल्याांकि SELF APPRAISAL – भाग PART-2 

(प्जस अधिकारी का प्रतििेदन शलखा जाना है, उसके द्िारा भरा जाए )   
(To be filled in by the Officer reported upon) 

 

( कृपर्ा प्रविप्टटर्ों को भरने से पहले अनदेुशों को ध् र्ानपिूाक प ल लें )   
(Please read carefully the instructions before filling the entries) 

 

1. ककए गए कार्ों का सकं्षक्षत ि वििरण Brief description of duties: 

  

 

 

 

 

 

 

 
  
         

2. िर्ा/अिधि के दौरान ______________से ______________िक आपके द्िारा ककए गए कार्ों का 
सकं्षक्षत ि वििरण (वििरण 100शब्दन ों में ददर्ा जाना चादहए ) 
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. कृपर्ा उल् लेख करें कक क् र्ा पूिाििक कैलेंडर िर्ा की अचल संपप् ि िावर्ाक वििरणी तनिााररि िारीख अ ााि   

कैलेंडर िर्ा से उ  िरििक िर्ा को 1  जनिरी िक दजा करा दी ग   ी। र्दद नहीं िो वििरण दजा कराने की 
िारीख शलखी जाए। 

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

was filed within the prescribed date i.e. 31
st
 January of the year following the calendar year.  

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

 

 

 

 

 

थ  ान Place: ...................... 
ददनांक Date:...................... 

        सच्िादेन िेवािेअधिकािीकेहस्िाक्षि 

       Signature of the Officer reported upon 

 
जािी Contd….P-3/- 
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प्रनिवेदन िअधिकािीद्वािाल्याांकि– भाग-3 

 ASSESSMENT BY THE REPORTING OFFICER – PART-3 
 

(कृपर्ा प्रविप्टटर्ों को भरने से पहले ददशा-तनदेशों को ध् र्ानपिूाक प ल लें )  

(Please read carefully the guidelines before filling the entries) 
 

 प्र  रे्क कार्ा की विशेर्िाओं के शलए प्रतििेदन प्राधिकारी द्िारा  - 0 के थ केल में सं र्ा  मक गे्रिंडगं दी जानी 
चादहए, जहााँ 1 सबसे कम गे्रड ि ा 10 सबसे अधिक गे्रड को दशाािा 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) तनगाि कार्ा का मलू् र्ांकन (इस भाग का िेटेज 40% होगा) 
(A)Assessment of work output (weightage to this Section would be 40%) 

 प्रतििेदन प्राधिकारी 
द्िारा ददए गए गे्रड  

Grades by 

Reporting 

Authority 

पुनविालोकन प्राधिकारी द्िारा ददए 
गए गे्रड (र्दद कॉलम-2 में ददए 
गए गे्रड से सहमि नहीं हैं) 

Revised Grades by 

Reviewing Authority (if 

doesn’t agree with col.2) 

पुनविालोकन 
प्राधिकारी के 
आद्र्क्षर
Initial of 

Reviewing 

Authority 

1 2 3 4 

i) पूिातनर्ोप्जि कार्ा की 
पररपूणािा/विर्र् के आिार पर 
आबंदटि ककर्ा गर्ा कार्ा 
Accomplishment of planned 

work/work allotted as per 

subjects allotted 

   

ii) कार्ा की गुणिा  
  Quality of work 

  

iii) कार्ा तनट पादन करने में 
प्रिीणिा अ ााि   तनिााररि रप्जथ टरों 
एिं चार्टास आदद का रखरखाि 
Proficiency in work, namely 

maintenance of prescribed 

registers and charts etc. 

  

‘निगििकायि’पिकुिललिाकि
गे्रड ांग(कुि[ iसे iii]) 
Overall Grading on ‘Work 

Output’ (Total [i to iii]) 

  

 

 (बी) व् र्प्क्िगि विशेर्िाओं का मलू् र्ांकन (इस भाग का िेटेज 30% होगा) 
(B)Assessment of Personal attribute (weightage to this section would be 30%) 

 प्रतििेदन 
प्राधिकारी द्िारा 
ददए गए गे्रड  

Grades by 

Reporting 

Authority 

पुनविालोकन प्राधिकारी द्िारा 
ददए गए गे्रड (र्दद कॉलम-2 
में ददए गए गे्रड से सहमि 
नहीं हैं )  

Revised Grades by 

Reviewing Authority (if 

doesn’t agree with col.2) 

पुनविालोकन 
प्राधिकारी के 
आद्र्क्षर
Initial of 

Reviewing 

Authority 

1 2 3 4 

i) कार्ा की अशभिपृ् ि Attitude to work    

ii) प्जम् मेदारी का बोि Sense of 

responsibility 
   

जािी Contd …P-4/- 
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iii) अनुशासन को बनाए रखना    

    Maintenance of discipline 
   

iv) संपे्रर्ण कौशल  

   Communication skills 
   

v) विश् लेर्णा  मक र्ोग् र्िा    
   Analytical ability 

  

vi) टीम के रूप में कार्ा करन ेकी र्ोग् र्िा  

   Ability to work in team 
  

vii) समर् सीमा में कार्ा पूरा करने की   
   र्ोग् र्िा Ability to meet deadline 

  

viii) परथ पर व् र्प्क्िगि संबंि  
   Inter personal relations 

  

‘व्यक्तिगिर्वशषेिांां’पिकुि
ललिाकिगे्रड ांग(कुि[ iसे viii]) 
Overall Grading on ‘Personal 

Attributes’ (Total [i to viii]) 

  

 

(सी) प्रकार्ाा  मक सक्षमिा का मलू् र्ांकन (इस भाग का िेटेज 30% होगा) 
(C) Assessment of functional competency (weightage to this section would be 30%) 

 प्रतििेदन 
प्राधिकारी 
द्िारा ददए गए 
गे्रड  

Grades by 

Reporting 

Authority 

पुनविालोकन प्राधिकारी द्िारा 
ददए गए गे्रड (र्दद कॉलम-2 
में ददए गए गे्रड से सहमि 
नहीं हैं  )  

Revised Grades by 

Reviewing Authority (if 

doesn’t agree with col.2) 

पुनविालोकन 
प्राधिकारी के 
आद्र्क्षर
Initial of 

Reviewing 

Authority 

1 2 3 4 

i) तनर्म/वितनर्म/कार्ा एिं र्ोग् र्िा के क्षेत्र 
में प्रकिर्ाएं और उनके सही प्रर्ोग की 
जानकारी Knowledge of 
Rules/Regulations /Procedures in the 

area of function and ability to apply 

them correctly 

   

ii) समन् िर् क्षमिा  
  Coordination ability 

   

iii) पहल शप्क्ि Initiative  

 

  

iv) कंत रू्टर पर कार्ा करने में प्रिीणिा 
Proficiency in working on computer 

   

‘प्रकायाित्लकसक्षलिा’पिकुिललिाकि
ग्रेड ांग(कुि[ iसे iv]) Overall 

grading on ‘Functional 

Competency’ (Total [i to iv]) 

   

 
 

िट Note: सांकेिककेप्रत्येकग्रुपकेलिएनििािरििवे ेजकेअिुसािसांबांधििसल्होंकेऔसिअांकोंकायटगसलग्र
गे्रड ांगकाआिािहटगा। 

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

             indicators in proportion to weightage assigned. 
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सालान्यGENERAL-भागPART-4 
 

1. जनिा के सा  भागीदारी Relations with the public (जहााँ लाग ूहो wherever applicable) 

 (जनिा की आिश् र्किाओं का उ  िरदातर्  ि एि ंअधिकारी िक अशभगम पर कृपर्ा दटत पणी दें)  (Please 

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

 

 

 

 

 

 
 

2. प्रशशक्षण Training  

(कृपर्ा अधिकारी की प्रभावििा एिं कार्ा क्षमिाओं में और अधिक सुिार ि ा िवृि करने की दृप्टट से 
उसके प्रशशक्षण के शलए शसफाररश करें Please give recommendations for training with a view to future 

improving the effectiveness and capabilities of the officer) 

 

 

 

 
 

3. थ िाथ ् र् की प्थ ति State of Health 

 

 

 

 
 

4. स  र्तनट  ा Integrity 

(कृपर्ा अधिकारी की स  र्तनट  ा पर दटत पणी दें Please comment on the integrity of the officer) 

 

 

 

 

 
 

5. प्रतििेदन अधिकारी द्िारा अधिकारी की समथ ि विशरे्िाओं की िथ िीर (लगभग 100 शब्दन ों में), 
प्जसमें साम् र्ा क्षेत्र एि ं कम साम् र्ा क्षेत्र, असािारण उपलप्ब्िर्ा,ं मह  िपणूा असफलिाओं एि ं
कमजोर िगों के प्रति अशभिपृ् ि शाशमल 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 failures and attitude towards weaker sections. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

           

जािी Contd …P-6/- 
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6. प्रतििेदन के भाग-1 के खंड ए, बी और सी में ददए गए िेटेज के आिार पर कुल शमलाकर सं र्ा  मक 
ग्रेिंडगं।  
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3   

of the Report. 

  

 

 

 

 

 

 

 

 

            प्रनिवेदन िअधिकािीकेहस्िाक्षि 

        Signature of the Reporting Officer 

 

नाम थ पट ट अक्षरों में  

थ  ान Place:.....................  Name in Block letters: ______________________________ 

     पदनाम 

ददनांक Date:.....................  Designation: _____________________________________ 

प्रतििेदन की अिधि में  

     During the period of Report: ________________________ 

 

 
 

पुिर्वििटकिअधिकािीकीअ्युक्तिया -भाग-5 
REMARKS OF THE REVIEWING OFFICER - PART-5 

 

 

1. पनुविालोकन अधिकारी की सेिा अिधि Length of service under the Reviewing Officer 

 

 

 

 

 

 

2. क् र्ा आप भाग-1 ि भाग-4 के तनगाि कार्ा ि ा विशभन् न गुणों के संबंि में प्रतििेदन अधिकारी द्िारा ककए गए 
मूल् र्ांकन से सहमि हैं? क् र्ा आप अधिकारी की असािारण उपलप्ब्िर्ों/मह  िपूणा असफलिाओं के संबंि में 
ककए गए मूल् र्ांकन से सहमि हैं? {संदभा: भाग-1 ि ा भाग-4(5)} ( र्दद आप प्रतििेदन अधिकारी द्िारा ककए 
गए विशेर्िाओं के ककसी सं र्ा  मक मूल् र्ाकंन से सहमि नहीं हैं िो आप कृपर्ा अपना मूल    र्ांकन इस खंड में 
ददए गए थ िम् भ में दें ि ा अपनी प्रविप्टटर्ों को आद्र्क्षर करें ) 
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):  
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      :: 7 :: 
 

3.    असहमि होने की प्थ ति में कृपर्ा इसके कारण बिाएं। क् र्ा को  ीसी बाि है प्जसे आप कुछ बदलना र्ा 
जोडना चाहि ेहैं ?  

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

add?  

 

 

 

 

 

 
    

4.  पुनविालोकन अधिकारी द्िारा पेन वपक् चर। कृपर्ा अधिकारी की कम साम् र्ा क्षेत्र एि ंउसकी कमजोर िगों के 
प्रति अशभिपृ् ि सदहि उसकी समथ ि विशेर्िाओं के बारे में दटत पण(लगभग 100शब्दन ों में) करें। 
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.  प्रतििेदन के भाग-1 के खंड ए, बी और सी में ददए गए िेटेज के आिार पर कुल शमलाकर सं र्ा  मक गे्रिंडगं।  
Overall numerical grading on the basis of weightage given in Section-A, Section-B and 

Section-C in Part-3 of the Report. 
 

 

 

 

 

 

 
 

 
 पुिर्वििटकिअधिकािीकेहस्िाक्षि 

       Signature of the Reviewing Officer 

 

नाम थ पट ट अक्षरों में  

थ  ान Place:.....................  Name in Block letters: ______________________________ 

     पदनाम 

ददनांक Date:.....................  Designation: _____________________________________ 

ररपोटा की अिधि में  

     During the period of Report: ________________________ 
 

********** 

 
 
 
 



 
सांिग्िकAnnexure-I 

 

 

सांख्यात्लकशे्रणीकिणकेसाथएपीएआिभििेसम्बांिददन शानिदेन श 
Guidelines regarding filing up of APAR with numerical grading 

 
(i) एपीएआर के थिंम्भ विधििि साििानी और ध्र्ानपूिाक ि ा पर्ााति समर् देि ेहुए भरने चादहए। 
 The columns in the APAR should be filled in with due care and attention and `after devoting 

 adequate time. 

 

(ii) र्ह आशा की जािी है कक   अ िा 2 के ककसी िगककरण (तनगाि कार्ा र्ा विशेर्िाओं र्ा कुल  शमलाकर 
 शे्रणीकरण के प्रतिकूल) को विशशटट असफलिाओं के मागा से कलम धचत्र में पर्ााति रूप  से औधच र् ददर्ा 
 जाएगा और इसी प्रकार 9 अ िा  0 के ककसी शे्रणी के संबंि मे विशशटट उपलप्ब्िर्ों के संबंि मे 
 औधच र् ददर्ा जाएगा। शे्रणी  -2 अ िा 9- 0 विरल होिी हैं अि: उनका औधच र् ददए जाने की  जरूरि  है।  
 सांप्र्क  शे्रणी प्रदान  करि ेहुए प्रतििेदन एंि पुनविालोकन अधिकाररर्ों को ककसी अधिकारी  का 
 दजाातनिाारण उनके अिीन िही संर्ा में ििामान में कार्ारि सहर्ोधगर्ों  की िुलना मे करना  चादहए। 
 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  0 के बीच का िगककरण “उ कृटट” शलर्ा जाएगा ि ा सूचीकरण/पदौन्नति के शलए 
 औसि प्रातिांक की गणना करने के शलए प्रातिांक 9 ददर्ा जारे्गा। 
 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 ि ा 8 से छोटा के बीच का िगककरण “बहुि अच्छा” शलर्ा जाएगा ि ा प्रातिांक 7 ददर्ा 
 जारे्गा। 

 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 ि ा 6 से छोटा के बीच का िगककरण “अच्छा” शलर्ा जाएगा ि ा प्रातिांक 5 ददर्ा 
 जारे्गा। 
 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 िगककरण “शून्र्” शलर्ा जारे्गा। 
 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). 

 

31
st
 March. 

(This may be completed even a week 

earlier). 

2.  Submission of self-appraisal to reporting officer 

by officer to be reported upon (where 

applicable). 

 

15
th

 April 

3. Submission of report by reporting officer to 

reviewing officer. 

 

30
th

 June 

4. Report to be completed by Reviewing Officer 

and to be sent to Administration or CR 

Section/Cell or accepting authority, wherever 

provided. 

 

31
st
 July 

5. Appraisal by accepting authority, wherever 

provided. 

 

31
st
 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. 

 

1
st
 September 

 

 

15
th

 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) (a) where there is no accepting authority for 

APAR. 

 

(b)  where there is accepting authority for 

APAR. 

  

 

 

 

21
st
 September 

 

 

6
th

 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 

15
th

 November 

11. End of entire APAR process, after which the 

APAR will be finally taken on record 

 

30
th

 November 
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तकनीकी अधिकारी/वररष् ठ तकनीकी सहायक/तकनीकी सहायक/साांख्ययकी सहायक/प्रयोगशाला सहायक के ललए 
वार्षिक कायिननष् पादन न ल् याांकन ररपो ि 

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR TECHNICAL OFFICER/SENIOR 

TECHNICAL ASSISTANT/TECHNICAL ASSISTANT/STATISTICAL ASSISTANT/LABORATORY 

ASSISTANT 

 

सकंाय/विभाग/कायाालय 

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

 

समाप्ति िर्ा/अिधि का प्रतििेदन  

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

 

वयैख्ततक ब् योरा PERSONAL DATA - (भाग PART-I) 
 

 

1. अधिकारी का नाम  

Name of the Officer   : ____________________________________ 

  

2. जन् मतिध  (ददन/महीना/िर्ा)  

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

       

: (शब् दों में In words)____________________ 

     

       ____________________________________ 

 

3. ििामान गे्रड में लगािार तनयपु्ति की तिध   

Date of continuous appointment :  ददनांक Date_________________________ 

 to the present grade  

      : ग्रेड Grade:___________________________  

 

4. त या अधिकारी अनसुधूिि जाति/ 
 अ.ज.जा./अ.वि.ि. से सबंधंिि है ?  

Whether the officer belongs to  : ____________________________________ 

 S. C./S. T./OBC? 
 
   

5. ििामान िद ि ा उस िर तनयपु्ति की तिध   

Present post and date of  :  िद Post_____________________________ 

 appointment thereto  

      : ददनांक Date_________________________ 
   

 

6. िर्ा के दौरान ड्यटूी(प्रशशक्षण, छुट्टी आदद के कारण) से अनिुप्थ ति की अिधि। यदद उत ि काशमाक 

 ने प्रशशक्षण शलया है िो उसका वििरण दें।   

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

training, specify. 

 

 

 

 

 

 

जारी 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 

(ख्जस अधिकारी का प्रनतवेदन न ललखा जाना है, उसके द्वारा भरा जाए )   
(To be filled in by the Officer reported upon) 

 

1. ककए गए कायों का सकं्षक्षत ि वििरण Brief description of duties: 

 

 

 

 

 

 

 
 

2. काया के जो लक्ष् य/उ्े् य/् येय आिने थ ियं अिने शलए तनिाािरि ककए हों या आिके शलए तनिाािरि ककए गए हों 
उन (ििरमाण/मात्रा या अन् य ूपिों में) कायों की आ -दस मदें प्रा  शमकिा के आिार िर बनाएं और प्रत् येक लक्ष् य 
से अिनी उिलप्ब्ि बिाएं । 
(उदाहरण- आिके अनुभाग/कायाालय/विभाग के शलए िावर्ाक काया योजना)  
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) 
 

लक्ष् य/उ्े् य/् येय 

Targets/Objectives/Goal 

उिलप्ब्ियााँ   
Achievements 

 

 

 

 

 

 

 

 

 

 

 

 

 

           

3. (अA) कृिया मद-2 में बिाएं गए लक्ष् यों/उ्े् यों/् येयों की प्राप्ति में हो रही कशमयों का सकं्षेि में 
उल् लखे क करें। यदद लक्ष् यों की प्राप्ति में कोा बािाएं रही हों िो िे बिाएं। 
 Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in 

item 2.  Please specify constraints, if any, in achieving the targets. 
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(बB) कृिया उन मदों का भी उल् लखे क करें प्जनमें का ी अधिक उिलप्ब््यााँ रही हों और उनमें अिने 
योगदान का भी उल् लखे क करें। 
Please also indicate items in which there have been significantly higher achievements and 

your contribution thereto. 
 

 

 

 

 

 

 

 

 

 

             

4. कृिया उल् लखे क करें कक त या ििूाििक कैलेंडर िर्ा की अिल सिंप्त्ि िावर्ाक वििरणी तनिाािरि िारीख क 
अ ााि ्कैलेंडर िर्ा से उत् िरििक िर्ा को 1  जनिरी िक दजा करा दी गा  ी। यदद नहीं िो वििरण 
दजा कराने की िारीख क शलख की जाए। 
Please state whether the annual return on immovable property for the preceding calendar year 

was filed within the prescribed date i.e. 31
st
 January of the year following the calendar year.  

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

 

 

 

 

 

 

 
 

 

 

 

 

 

            सच्ना देन ने वाले अधिकारी के हस् ताक्षर  

ददनांक Date:......................                           Signature of the Officer reported upon 
 

 

 

 

भाग PART-3 

 

सखं् यात् मक गे्रडडगं का तनिाारण प्रतििेदन ि ा िनुविालोकन प्राधिकारी द्िारा ककया जाना है, जो  - 0 के 
िमैाने िर होना िादहए। जहााँ 1 सबसे कम गे्रड ि ा 10 सबसे अधिक ग्रेड को दशाािा 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 प्रर्वख्ष् यों को भरने से पहले ददन शा-ननदेन शों को ध् यानपव्िक प ल ल) )  
(Please read carefully the guidelines before filling the entries) 

 
 

(ए) तनगाि काया का मूल् यांकन (इस भाग का िेटेज 40% होगा) 
(A)Assessment of work output (weightage to this section would be 40%) 

 

 

 

 

जारी Contd….P-4/- 
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 प्रनतवेदन न 
प्राधिकारी  

Reporting  

Authority 

पुनर्विलोकन प्राधिकारी  

Reviewing Authority 

पुनर्विलोकन प्राधिकारी  

के आद्यक्षर  

Initial of Reviewing 

Authority 

i) ििूा तनयोप्जि काया की 
ििरिणूािा/विर्यों के आिार िर 
आबदंटि ककया गया काया। 
Accomplishment of planned 

work/work allotted as per 

subjects allotted 

   

ii) कायातनष् िादन की गणुिा     
  Quality of output 

   

iii) वि् लरे्णात् मक योग् यिा    
  Analytical ability 

   

iv) अििादात् मक काया की 
ििरिणूािा/ककए गए अप्रत् याशशि 
काया Accomplishment of 

exceptional work/unforeseen 

tasks performed 

   

‘ननगित कायि’ पर कुल लललाकर 
ग्रेड ांग Overall Grading on 

‘Work Output’ 

   

 

 

  (बी) व् यप्तिगि विशरे्िांं का मूल् यांकन (इस भाग का िेटेज 30% होगा) 
(B) Assessment of personal attributes (weightage to this Section would be 30%) 

 
 

 प्रनतवेदन न 
प्राधिकारी  
Reporting  

Authority 

पनुर्विलोकन प्राधिकारी  
Reviewing Authority  

पनुर्विलोकन प्राधिकारी  
के आद्यक्षर  
Initial of Reviewing 

Authority 

i) काया की अशभिपृ्त्ि  
  Attitude to work 

   

ii) प्जम् मदेारी का बोि  

  Sense of responsibility 
   

iii) अनशुासन का अनरुक्षण  

   Maintenance of Discipline 
   

iv) सपं्रेर्ण कौशल  

   Communication skills 
   

v) नेितृ् ि गणु 

  Leadership qualities 
   

vi) टीम की भािना में काया 
करने की क्षमिा Capacity to 

work in team spirit 
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vii)  समय-सािरणी का अनुसरण  
करन े की क्षमिा Capacity to 

adhere to time-schedule  

   

viii) िरथ िर व् यप्तिगि संबंि  

 Inter-personal relations 
   

ix) समग्र छवि एि ं व् यप्तित् ि  
Overall bearing and 

personality 

   

‘व् यख्ततगत र्वशेषतांां’ पर कुल 
लललाकर गे्रड ांग Overall 

Grading on ‘Personal 

attributes’ 

   

 

(सी) प्रकायाात् मक सक्षमिा का मलू् यांकन (इस भाग का िेटेज 30% होगा) 
(C) Assessment of functional competency (weightage to this Section would be 30%) 

 

 प्रनतवेदन न 
प्राधिकारी  
Reporting  

Authority 

पनुर्विलोकन प्राधिकारी  
Reviewing Authority  

पनुर्विलोकन प्राधिकारी  
के आद्यक्षर  
Initial of Reviewing 

Authority 

i) तनयम/वितनयम/काया एिं योग् यिा 
के क्षेत्र में प्रकियाएं एिं उनके सही 
प्रयोग को जानकारी Knowledge 

of Rules/ 
Regulations/Procedures in the 

area of function and ability to 

apply them correctly. 

   

ii) नीतिबद्ध योजना बनाने की 
क्षमिाStrategic planning ability 

   

iii) तनणाय लेने की क्षमिा     
   Decision making ability 

   

iv) समन् िय क्षमिा 
   Coordination ability 

   

v) अिीनथ   को पे्रिरि एिं विकशसि 
करने की क्षमिा  
Ability to motivate and 

develop subordinates 

   

vi) िहल शप्ति Initiative  

 

  

‘प्रकायाित् लक सक्षलता’ पर कुल 
लललाकर गे्रड ांग 

Overall Grading on 

‘Functional Competency’ 

   

 

सालान् य GENERAL – (भाग PART-4) 
 

1. जनिा के सा  भागीदारी Relations with the public (जहााँ लागू हो wherever applicable) 

 (जनिा की आि् यकिांं का उत् िरदातयत् ि एिं अधिकारी िक अशभगम िर कृिया दटत िणी दें)  please 

comment on the officer’s accessibility to the public and responsiveness to their needs) 
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2. प्रशशक्षण Training  

(कृिया अधिकारी की प्रभावििा एिं काया क्षमिांं में और अधिक सुिार ि ा िवृद्ध करने की दृप्ष्ट से 
उसके प्रशशक्षण के शलए शस ािरश करें Please give recommendations for training with a view to future 

improving the effectiveness and capabilities of the officer) 

 

 

 

 

 

 
 

3. थ िाथ ् य की प्थ ति State of Health 

 

 

 

 
 

4. सत् यतनष्  ा Integrity 

(कृिया अधिकारी की सत् यतनष्  ा िर दटत िणी दें Please comment on the integrity of the officer) 

 

 

 

 

 

   

5. प्रतििेदन अधिकारी द्िारा अधिकारी की समथ ि विशरे्िांं की िथ िीर (लगभग 100 शब् दन ों में), 
प्जसमें साम् या क्षते्र एि ं कम साम् या क्षेत्र, असािारण उिलप्ब्िया,ं महत् ििणूा अस लिां(ंसदंभा: 
भाग 2 का 1(अ) एि ं1(ब)  एि ंकमजोर िगों के प्रति अशभिपृ्त्ि शाशमल हो ।  

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer 

including area of strengths and lesser strength, extraordinary achievements, significant failure 

(ref. 3(A) & 3(B) of Part-2 and attitude towards weaker sections. 
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5. प्रतििेदन के भाग-1 के ख कंड ए, बी और सी में ददए गए िेटेज के आिार िर कुल शमलाकर सखं् यात् मक 
ग्रेडडगं।  

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

the Report. 

 

 

 

 

  

 

 

     

  

          प्रनतवेदन न अधिकारी के हस् ताक्षर  

        Signature of the Reporting Officer 
 

नाम थ िष् ट अक्षरों में  

थ  ान Place:.....................  Name in Block letters: ______________________________ 

     िदनाम 

ददनांक Date:.....................  Designation: _____________________________________ 

िरिोटा की अिधि में  

     During the period of Report: ________________________ 

 

 

भाग PART-5 

 

1. िुनविालोकन अधिकारी की अभ् युप्तियााँ REMARKS OF THE REVIEWING OFFICER. 

 

   िुतनविालोकन अधिकारी के अिंगाि सेिा अिधि  

   Length of service under the Reviewing Officer 
  

 

 

 

 
 

2. त या आि भाग-1 ि भाग-4 के तनगाि काया ि ा विशभन् न गुणों के संबंि में प्रतििेदन अधिकारी द्िारा ककए गए 
मूल् यांकन से सहमि ह ? त या आि अधिकारी की असािारण उिलप्ब्ियों/महत् ििूणा अस लिांं के संबंि में 
ककए गए मूल् यांकन से सहमि ह ? [संदभा: भाग-1(ए)(iv) ि ा      भाग-4(5)]  
(यदद आि प्रतििेदन अधिकारी द्िारा ककए गए विशेर्िांं के ककसी संख् यात् मक मूल् यांकन से सहमि नहीं ह  िो 
आि कृिया अिना मूल् यांकन इस ख कंड में ददए गए थ िम् भ में दें ि ा अिनी प्रविप्ष्टयों को आद्यक्षर करें ) 
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.) 

 

हााँ Yes 

 

नहींNo 
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3.  असहमि होने की प्थ ति में कृिया इसके कारण बिाएं। त या कोा ीसी बाि है प्जसे आि कुछ बदलना या 
जोड़ना िाहि ेह  ?  

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

add?  

 

 

 

 

 

 

    

4.  िुनविालोकन अधिकारी द्िारा िेन वित िर। कृिया अधिकारी की कम साम् या क्षेत्र एि ंउसकी कमजोर िगों के 
प्रति अशभिपृ्त्ि सदहि उसकी समथ ि विशेर्िांं के बारे में दटत िण(लगभग 100 शब् दन ों में) करें। 
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.  प्रतििेदन के भाग-1 के ख कंड ए, बी और सी में ददए गए िेटेज के आिार िर कुल शमलाकर संख् यात् मक गे्रडडगं।  
Overall numerical grading on the basis of weightage given in Section-A, Section-B and 

Section-C in Part-3 of the Report. 
 

 

 

 

 

 

 
 

 पुनर्विलोकन अधिकारी के हस् ताक्षर 

        Signature of the Reviewing Officer 

 

नाम थ िष् ट अक्षरों में  

थ  ान Place:.....................  Name in Block letters: ______________________________ 

     िदनाम 

ददनांक Date:.....................  Designation: _____________________________________ 

िरिोटा की अिधि में  

     During the period of Report: ________________________ 

 

 

********** 

 

 

 

 

 



 

 

 

 

सांलग् नक Annexure-I 

 

 

सांययात्लक शे्रणीकरण के साथ एपीएआर भरने सम्बांि ददन शाननदेन श 
Guidelines regarding filing up of APAR with numerical grading 

 
(i) एिीएआर के थिंम्भ विधििि साििानी और ्यानिूिाक ि ा ियााति समय देि ेहुए भरने िादहए। 
 The columns in the APAR should be filled in with due care and attention and `after devoting 

 adequate time. 

 

(ii) यह आशा की जािी है कक   अ िा 2 के ककसी िगककरण (तनगाि काया या विशेर्िांं या कुल  शमलाकर 
 शे्रणीकरण के प्रतिकूल) को विशशष्ट अस लिांं के मागा से कलम धित्र में ियााति ूपि  से औधित्य ददया 
 जाएगा और इसी प्रकार 9 अ िा  0 के ककसी शे्रणी के संबंि मे विशशष्ट उिलप्ब्ियों के संबंि मे 
 औधित्य ददया जाएगा। शे्रणी  -2 अ िा 9- 0 विरल होिी ह  अि: उनका औधित्य ददए जाने की  जूपरि  है।  
 सांप्ख्यक  शे्रणी प्रदान  करि ेहुए प्रतििेदन एंि िुनविालोकन अधिकािरयों को ककसी अधिकारी  का 
 दजाातनिाारण उनके अिीन िही संख्या में ििामान में कायारि सहयोधगयों  की िुलना मे करना  िादहए। 
 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) एिीएआर का 8 से  0 के बीि का िगककरण “उत्कृष्ट” शलया जाएगा ि ा सूिीकरण/िदौन्नति के शलए 
 औसि प्रातिांक की गणना करने के शलए प्रातिांक 9 ददया 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) एिीएआर का 6 ि ा 8 से छोटा के बीि का िगककरण “बहुि अच्छा” शलया जाएगा ि ा प्रातिांक 7 ददया 
 जायेगा। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 

 score  of  7. 

 
(v) एिीएआर का 4 ि ा 6 से छोटा के बीि का िगककरण “अच्छा” शलया जाएगा ि ा प्रातिांक 5 ददया 
 जायेगा। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 

 

(vi) एिीएआर का 4 से कम िगककरण “शून्य” शलया 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). 

 

31
st
 March. 

(This may be completed even a week 

earlier). 

2.  Submission of self-appraisal to reporting officer 

by officer to be reported upon (where 

applicable). 

 

15
th

 April 

3. Submission of report by reporting officer to 

reviewing officer. 

 

30
th

 June 

4. Report to be completed by Reviewing Officer 

and to be sent to Administration or CR 

Section/Cell or accepting authority, wherever 

provided. 

 

31
st
 July 

5. Appraisal by accepting authority, wherever 

provided. 

 

31
st
 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. 

 

1
st
 September 

 

 

15
th

 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) (a) where there is no accepting authority for 

APAR. 

 

(b)  where there is accepting authority for 

APAR. 

  

 

 

 

21
st
 September 

 

 

6
th

 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 

15
th

 November 

11. End of entire APAR process, after which the 

APAR will be finally taken on record 

 

30
th

 November 
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तकनीकी अधिकारी/वररष् ठ तकनीकी सहायक/तकनीकी सहायक/साांख्ययकी सहायक/प्रयोगशाला सहायक के ललए 
वार्षिक कायिननष् पादन न ल् याांकन ररपो ि 

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR TECHNICAL OFFICER/SENIOR 

TECHNICAL ASSISTANT/TECHNICAL ASSISTANT/STATISTICAL ASSISTANT/LABORATORY 

ASSISTANT 

 

सकंाय/विभाग/कायाालय 

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

 

समाप्ति िर्ा/अिधि का प्रतििेदन  

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

 

वयैख्ततक ब् योरा PERSONAL DATA - (भाग PART-I) 
 

 

1. अधिकारी का नाम  

Name of the Officer   : ____________________________________ 

  

2. जन् मतिध  (ददन/महीना/िर्ा)  

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

       

: (शब् दों में In words)____________________ 

     

       ____________________________________ 

 

3. ििामान गे्रड में लगािार तनयपु्ति की तिध   

Date of continuous appointment :  ददनांक Date_________________________ 

 to the present grade  

      : ग्रेड Grade:___________________________  

 

4. त या अधिकारी अनसुधूिि जाति/ 
 अ.ज.जा./अ.वि.ि. से सबंधंिि है ?  

Whether the officer belongs to  : ____________________________________ 

 S. C./S. T./OBC? 
 
   

5. ििामान िद ि ा उस िर तनयपु्ति की तिध   

Present post and date of  :  िद Post_____________________________ 

 appointment thereto  

      : ददनांक Date_________________________ 
   

 

6. िर्ा के दौरान ड्यटूी(प्रशशक्षण, छुट्टी आदद के कारण) से अनिुप्थ ति की अिधि। यदद उत ि काशमाक 

 ने प्रशशक्षण शलया है िो उसका वििरण दें।   

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

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


 

 

:: 2 :: 
 

 

भाग PART-2 

(ख्जस अधिकारी का प्रनतवेदन न ललखा जाना है, उसके द्वारा भरा जाए )   
(To be filled in by the Officer reported upon) 

 

1. ककए गए कायों का सकं्षक्षत ि वििरण Brief description of duties: 

 

 

 

 

 

 

 
 

2. काया के जो लक्ष् य/उ्े् य/् येय आिने थ ियं अिने शलए तनिाािरि ककए हों या आिके शलए तनिाािरि ककए गए हों 
उन (ििरमाण/मात्रा या अन् य ूपिों में) कायों की आ -दस मदें प्रा  शमकिा के आिार िर बनाएं और प्रत् येक लक्ष् य 
से अिनी उिलप्ब्ि बिाएं । 
(उदाहरण- आिके अनुभाग/कायाालय/विभाग के शलए िावर्ाक काया योजना)  
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) 
 

लक्ष् य/उ्े् य/् येय 

Targets/Objectives/Goal 

उिलप्ब्ियााँ   
Achievements 

 

 

 

 

 

 

 

 

 

 

 

 

 

           

3. (अA) कृिया मद-2 में बिाएं गए लक्ष् यों/उ्े् यों/् येयों की प्राप्ति में हो रही कशमयों का सकं्षेि में 
उल् लखे क करें। यदद लक्ष् यों की प्राप्ति में कोा बािाएं रही हों िो िे बिाएं। 
 Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in 

item 2.  Please specify constraints, if any, in achieving the targets. 
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(बB) कृिया उन मदों का भी उल् लखे क करें प्जनमें का ी अधिक उिलप्ब््यााँ रही हों और उनमें अिने 
योगदान का भी उल् लखे क करें। 
Please also indicate items in which there have been significantly higher achievements and 

your contribution thereto. 
 

 

 

 

 

 

 

 

 

 

             

4. कृिया उल् लखे क करें कक त या ििूाििक कैलेंडर िर्ा की अिल सिंप्त्ि िावर्ाक वििरणी तनिाािरि िारीख क 
अ ााि ्कैलेंडर िर्ा से उत् िरििक िर्ा को 1  जनिरी िक दजा करा दी गा  ी। यदद नहीं िो वििरण 
दजा कराने की िारीख क शलख की जाए। 
Please state whether the annual return on immovable property for the preceding calendar year 

was filed within the prescribed date i.e. 31
st
 January of the year following the calendar year.  

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

 

 

 

 

 

 

 
 

 

 

 

 

 

            सच्ना देन ने वाले अधिकारी के हस् ताक्षर  

ददनांक Date:......................                           Signature of the Officer reported upon 
 

 

 

 

भाग PART-3 

 

सखं् यात् मक गे्रडडगं का तनिाारण प्रतििेदन ि ा िनुविालोकन प्राधिकारी द्िारा ककया जाना है, जो  - 0 के 
िमैाने िर होना िादहए। जहााँ 1 सबसे कम गे्रड ि ा 10 सबसे अधिक ग्रेड को दशाािा 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 प्रर्वख्ष् यों को भरने से पहले ददन शा-ननदेन शों को ध् यानपव्िक प ल ल) )  
(Please read carefully the guidelines before filling the entries) 

 
 

(ए) तनगाि काया का मूल् यांकन (इस भाग का िेटेज 40% होगा) 
(A)Assessment of work output (weightage to this section would be 40%) 
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 प्रनतवेदन न 
प्राधिकारी  

Reporting  

Authority 

पुनर्विलोकन प्राधिकारी  

Reviewing Authority 

पुनर्विलोकन प्राधिकारी  

के आद्यक्षर  

Initial of Reviewing 

Authority 

i) ििूा तनयोप्जि काया की 
ििरिणूािा/विर्यों के आिार िर 
आबदंटि ककया गया काया। 
Accomplishment of planned 

work/work allotted as per 

subjects allotted 

   

ii) कायातनष् िादन की गणुिा     
  Quality of output 

   

iii) वि् लरे्णात् मक योग् यिा    
  Analytical ability 

   

iv) अििादात् मक काया की 
ििरिणूािा/ककए गए अप्रत् याशशि 
काया Accomplishment of 

exceptional work/unforeseen 

tasks performed 

   

‘ननगित कायि’ पर कुल लललाकर 
ग्रेड ांग Overall Grading on 

‘Work Output’ 

   

 

 

  (बी) व् यप्तिगि विशरे्िांं का मूल् यांकन (इस भाग का िेटेज 30% होगा) 
(B) Assessment of personal attributes (weightage to this Section would be 30%) 

 
 

 प्रनतवेदन न 
प्राधिकारी  
Reporting  

Authority 

पनुर्विलोकन प्राधिकारी  
Reviewing Authority  

पनुर्विलोकन प्राधिकारी  
के आद्यक्षर  
Initial of Reviewing 

Authority 

i) काया की अशभिपृ्त्ि  
  Attitude to work 

   

ii) प्जम् मदेारी का बोि  

  Sense of responsibility 
   

iii) अनशुासन का अनरुक्षण  

   Maintenance of Discipline 
   

iv) सपं्रेर्ण कौशल  

   Communication skills 
   

v) नेितृ् ि गणु 

  Leadership qualities 
   

vi) टीम की भािना में काया 
करने की क्षमिा Capacity to 

work in team spirit 
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vii)  समय-सािरणी का अनुसरण  
करन े की क्षमिा Capacity to 

adhere to time-schedule  

   

viii) िरथ िर व् यप्तिगि संबंि  

 Inter-personal relations 
   

ix) समग्र छवि एि ं व् यप्तित् ि  
Overall bearing and 

personality 

   

‘व् यख्ततगत र्वशेषतांां’ पर कुल 
लललाकर गे्रड ांग Overall 

Grading on ‘Personal 

attributes’ 

   

 

(सी) प्रकायाात् मक सक्षमिा का मलू् यांकन (इस भाग का िेटेज 30% होगा) 
(C) Assessment of functional competency (weightage to this Section would be 30%) 

 

 प्रनतवेदन न 
प्राधिकारी  
Reporting  

Authority 

पनुर्विलोकन प्राधिकारी  
Reviewing Authority  

पनुर्विलोकन प्राधिकारी  
के आद्यक्षर  
Initial of Reviewing 

Authority 

i) तनयम/वितनयम/काया एिं योग् यिा 
के क्षेत्र में प्रकियाएं एिं उनके सही 
प्रयोग को जानकारी Knowledge 

of Rules/ 
Regulations/Procedures in the 

area of function and ability to 

apply them correctly. 

   

ii) नीतिबद्ध योजना बनाने की 
क्षमिाStrategic planning ability 

   

iii) तनणाय लेने की क्षमिा     
   Decision making ability 

   

iv) समन् िय क्षमिा 
   Coordination ability 

   

v) अिीनथ   को पे्रिरि एिं विकशसि 
करने की क्षमिा  
Ability to motivate and 

develop subordinates 

   

vi) िहल शप्ति Initiative  

 

  

‘प्रकायाित् लक सक्षलता’ पर कुल 
लललाकर गे्रड ांग 

Overall Grading on 

‘Functional Competency’ 

   

 

सालान् य GENERAL – (भाग PART-4) 
 

1. जनिा के सा  भागीदारी Relations with the public (जहााँ लागू हो wherever applicable) 

 (जनिा की आि् यकिांं का उत् िरदातयत् ि एिं अधिकारी िक अशभगम िर कृिया दटत िणी दें)  please 

comment on the officer’s accessibility to the public and responsiveness to their needs) 
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2. प्रशशक्षण Training  

(कृिया अधिकारी की प्रभावििा एिं काया क्षमिांं में और अधिक सुिार ि ा िवृद्ध करने की दृप्ष्ट से 
उसके प्रशशक्षण के शलए शस ािरश करें Please give recommendations for training with a view to future 

improving the effectiveness and capabilities of the officer) 

 

 

 

 

 

 
 

3. थ िाथ ् य की प्थ ति State of Health 

 

 

 

 
 

4. सत् यतनष्  ा Integrity 

(कृिया अधिकारी की सत् यतनष्  ा िर दटत िणी दें Please comment on the integrity of the officer) 

 

 

 

 

 

   

5. प्रतििेदन अधिकारी द्िारा अधिकारी की समथ ि विशरे्िांं की िथ िीर (लगभग 100 शब् दन ों में), 
प्जसमें साम् या क्षते्र एि ं कम साम् या क्षेत्र, असािारण उिलप्ब्िया,ं महत् ििणूा अस लिां(ंसदंभा: 
भाग 2 का 1(अ) एि ं1(ब)  एि ंकमजोर िगों के प्रति अशभिपृ्त्ि शाशमल हो ।  

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer 

including area of strengths and lesser strength, extraordinary achievements, significant failure 

(ref. 3(A) & 3(B) of Part-2 and attitude towards weaker sections. 
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5. प्रतििेदन के भाग-1 के ख कंड ए, बी और सी में ददए गए िेटेज के आिार िर कुल शमलाकर सखं् यात् मक 
ग्रेडडगं।  

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

the Report. 

 

 

 

 

  

 

 

     

  

          प्रनतवेदन न अधिकारी के हस् ताक्षर  

        Signature of the Reporting Officer 
 

नाम थ िष् ट अक्षरों में  

थ  ान Place:.....................  Name in Block letters: ______________________________ 

     िदनाम 

ददनांक Date:.....................  Designation: _____________________________________ 

िरिोटा की अिधि में  

     During the period of Report: ________________________ 

 

 

भाग PART-5 

 

1. िुनविालोकन अधिकारी की अभ् युप्तियााँ REMARKS OF THE REVIEWING OFFICER. 

 

   िुतनविालोकन अधिकारी के अिंगाि सेिा अिधि  

   Length of service under the Reviewing Officer 
  

 

 

 

 
 

2. त या आि भाग-1 ि भाग-4 के तनगाि काया ि ा विशभन् न गुणों के संबंि में प्रतििेदन अधिकारी द्िारा ककए गए 
मूल् यांकन से सहमि ह ? त या आि अधिकारी की असािारण उिलप्ब्ियों/महत् ििूणा अस लिांं के संबंि में 
ककए गए मूल् यांकन से सहमि ह ? [संदभा: भाग-1(ए)(iv) ि ा      भाग-4(5)]  
(यदद आि प्रतििेदन अधिकारी द्िारा ककए गए विशेर्िांं के ककसी संख् यात् मक मूल् यांकन से सहमि नहीं ह  िो 
आि कृिया अिना मूल् यांकन इस ख कंड में ददए गए थ िम् भ में दें ि ा अिनी प्रविप्ष्टयों को आद्यक्षर करें ) 
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.) 

 

हााँ Yes 

 

नहींNo 
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3.  असहमि होने की प्थ ति में कृिया इसके कारण बिाएं। त या कोा ीसी बाि है प्जसे आि कुछ बदलना या 
जोड़ना िाहि ेह  ?  

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

add?  

 

 

 

 

 

 

    

4.  िुनविालोकन अधिकारी द्िारा िेन वित िर। कृिया अधिकारी की कम साम् या क्षेत्र एि ंउसकी कमजोर िगों के 
प्रति अशभिपृ्त्ि सदहि उसकी समथ ि विशेर्िांं के बारे में दटत िण(लगभग 100 शब् दन ों में) करें। 
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.  प्रतििेदन के भाग-1 के ख कंड ए, बी और सी में ददए गए िेटेज के आिार िर कुल शमलाकर संख् यात् मक गे्रडडगं।  
Overall numerical grading on the basis of weightage given in Section-A, Section-B and 

Section-C in Part-3 of the Report. 
 

 

 

 

 

 

 
 

 पुनर्विलोकन अधिकारी के हस् ताक्षर 

        Signature of the Reviewing Officer 

 

नाम थ िष् ट अक्षरों में  

थ  ान Place:.....................  Name in Block letters: ______________________________ 

     िदनाम 

ददनांक Date:.....................  Designation: _____________________________________ 

िरिोटा की अिधि में  

     During the period of Report: ________________________ 

 

 

********** 

 

 

 

 

 



 

 

 

 

सांलग् नक Annexure-I 

 

 

सांययात्लक शे्रणीकरण के साथ एपीएआर भरने सम्बांि ददन शाननदेन श 
Guidelines regarding filing up of APAR with numerical grading 

 
(i) एिीएआर के थिंम्भ विधििि साििानी और ्यानिूिाक ि ा ियााति समय देि ेहुए भरने िादहए। 
 The columns in the APAR should be filled in with due care and attention and `after devoting 

 adequate time. 

 

(ii) यह आशा की जािी है कक   अ िा 2 के ककसी िगककरण (तनगाि काया या विशेर्िांं या कुल  शमलाकर 
 शे्रणीकरण के प्रतिकूल) को विशशष्ट अस लिांं के मागा से कलम धित्र में ियााति ूपि  से औधित्य ददया 
 जाएगा और इसी प्रकार 9 अ िा  0 के ककसी शे्रणी के संबंि मे विशशष्ट उिलप्ब्ियों के संबंि मे 
 औधित्य ददया जाएगा। शे्रणी  -2 अ िा 9- 0 विरल होिी ह  अि: उनका औधित्य ददए जाने की  जूपरि  है।  
 सांप्ख्यक  शे्रणी प्रदान  करि ेहुए प्रतििेदन एंि िुनविालोकन अधिकािरयों को ककसी अधिकारी  का 
 दजाातनिाारण उनके अिीन िही संख्या में ििामान में कायारि सहयोधगयों  की िुलना मे करना  िादहए। 
 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) एिीएआर का 8 से  0 के बीि का िगककरण “उत्कृष्ट” शलया जाएगा ि ा सूिीकरण/िदौन्नति के शलए 
 औसि प्रातिांक की गणना करने के शलए प्रातिांक 9 ददया 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) एिीएआर का 6 ि ा 8 से छोटा के बीि का िगककरण “बहुि अच्छा” शलया जाएगा ि ा प्रातिांक 7 ददया 
 जायेगा। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 

 score  of  7. 

 
(v) एिीएआर का 4 ि ा 6 से छोटा के बीि का िगककरण “अच्छा” शलया जाएगा ि ा प्रातिांक 5 ददया 
 जायेगा। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 

 

(vi) एिीएआर का 4 से कम िगककरण “शून्य” शलया 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). 

 

31
st
 March. 

(This may be completed even a week 

earlier). 

2.  Submission of self-appraisal to reporting officer 

by officer to be reported upon (where 

applicable). 

 

15
th

 April 

3. Submission of report by reporting officer to 

reviewing officer. 

 

30
th

 June 

4. Report to be completed by Reviewing Officer 

and to be sent to Administration or CR 

Section/Cell or accepting authority, wherever 

provided. 

 

31
st
 July 

5. Appraisal by accepting authority, wherever 

provided. 

 

31
st
 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. 

 

1
st
 September 

 

 

15
th

 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) (a) where there is no accepting authority for 

APAR. 

 

(b)  where there is accepting authority for 

APAR. 

  

 

 

 

21
st
 September 

 

 

6
th

 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 

15
th

 November 

11. End of entire APAR process, after which the 

APAR will be finally taken on record 

 

30
th

 November 
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तकनीकी अधिकारी/वररष् ठ तकनीकी सहायक/तकनीकी सहायक/साांख्ययकी सहायक/प्रयोगशाला सहायक के ललए 
वार्षिक कायिननष् पादन न ल् याांकन ररपो ि 

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR TECHNICAL OFFICER/SENIOR 

TECHNICAL ASSISTANT/TECHNICAL ASSISTANT/STATISTICAL ASSISTANT/LABORATORY 

ASSISTANT 

 

सकंाय/विभाग/कायाालय 

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

 

समाप्ति िर्ा/अिधि का प्रतििेदन  

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

 

वयैख्ततक ब् योरा PERSONAL DATA - (भाग PART-I) 
 

 

1. अधिकारी का नाम  

Name of the Officer   : ____________________________________ 

  

2. जन् मतिध  (ददन/महीना/िर्ा)  

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

       

: (शब् दों में In words)____________________ 

     

       ____________________________________ 

 

3. ििामान गे्रड में लगािार तनयपु्ति की तिध   

Date of continuous appointment :  ददनांक Date_________________________ 

 to the present grade  

      : ग्रेड Grade:___________________________  

 

4. त या अधिकारी अनसुधूिि जाति/ 
 अ.ज.जा./अ.वि.ि. से सबंधंिि है ?  

Whether the officer belongs to  : ____________________________________ 

 S. C./S. T./OBC? 
 
   

5. ििामान िद ि ा उस िर तनयपु्ति की तिध   

Present post and date of  :  िद Post_____________________________ 

 appointment thereto  

      : ददनांक Date_________________________ 
   

 

6. िर्ा के दौरान ड्यटूी(प्रशशक्षण, छुट्टी आदद के कारण) से अनिुप्थ ति की अिधि। यदद उत ि काशमाक 

 ने प्रशशक्षण शलया है िो उसका वििरण दें।   

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

training, specify. 
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भाग PART-2 

(ख्जस अधिकारी का प्रनतवेदन न ललखा जाना है, उसके द्वारा भरा जाए )   
(To be filled in by the Officer reported upon) 

 

1. ककए गए कायों का सकं्षक्षत ि वििरण Brief description of duties: 

 

 

 

 

 

 

 
 

2. काया के जो लक्ष् य/उ्े् य/् येय आिने थ ियं अिने शलए तनिाािरि ककए हों या आिके शलए तनिाािरि ककए गए हों 
उन (ििरमाण/मात्रा या अन् य ूपिों में) कायों की आ -दस मदें प्रा  शमकिा के आिार िर बनाएं और प्रत् येक लक्ष् य 
से अिनी उिलप्ब्ि बिाएं । 
(उदाहरण- आिके अनुभाग/कायाालय/विभाग के शलए िावर्ाक काया योजना)  
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) 
 

लक्ष् य/उ्े् य/् येय 

Targets/Objectives/Goal 

उिलप्ब्ियााँ   
Achievements 

 

 

 

 

 

 

 

 

 

 

 

 

 

           

3. (अA) कृिया मद-2 में बिाएं गए लक्ष् यों/उ्े् यों/् येयों की प्राप्ति में हो रही कशमयों का सकं्षेि में 
उल् लखे क करें। यदद लक्ष् यों की प्राप्ति में कोा बािाएं रही हों िो िे बिाएं। 
 Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in 

item 2.  Please specify constraints, if any, in achieving the targets. 
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(बB) कृिया उन मदों का भी उल् लखे क करें प्जनमें का ी अधिक उिलप्ब््यााँ रही हों और उनमें अिने 
योगदान का भी उल् लखे क करें। 
Please also indicate items in which there have been significantly higher achievements and 

your contribution thereto. 
 

 

 

 

 

 

 

 

 

 

             

4. कृिया उल् लखे क करें कक त या ििूाििक कैलेंडर िर्ा की अिल सिंप्त्ि िावर्ाक वििरणी तनिाािरि िारीख क 
अ ााि ्कैलेंडर िर्ा से उत् िरििक िर्ा को 1  जनिरी िक दजा करा दी गा  ी। यदद नहीं िो वििरण 
दजा कराने की िारीख क शलख की जाए। 
Please state whether the annual return on immovable property for the preceding calendar year 

was filed within the prescribed date i.e. 31
st
 January of the year following the calendar year.  

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

 

 

 

 

 

 

 
 

 

 

 

 

 

            सच्ना देन ने वाले अधिकारी के हस् ताक्षर  

ददनांक Date:......................                           Signature of the Officer reported upon 
 

 

 

 

भाग PART-3 

 

सखं् यात् मक गे्रडडगं का तनिाारण प्रतििेदन ि ा िनुविालोकन प्राधिकारी द्िारा ककया जाना है, जो  - 0 के 
िमैाने िर होना िादहए। जहााँ 1 सबसे कम गे्रड ि ा 10 सबसे अधिक ग्रेड को दशाािा 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 प्रर्वख्ष् यों को भरने से पहले ददन शा-ननदेन शों को ध् यानपव्िक प ल ल) )  
(Please read carefully the guidelines before filling the entries) 

 
 

(ए) तनगाि काया का मूल् यांकन (इस भाग का िेटेज 40% होगा) 
(A)Assessment of work output (weightage to this section would be 40%) 
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 प्रनतवेदन न 
प्राधिकारी  

Reporting  

Authority 

पुनर्विलोकन प्राधिकारी  

Reviewing Authority 

पुनर्विलोकन प्राधिकारी  

के आद्यक्षर  

Initial of Reviewing 

Authority 

i) ििूा तनयोप्जि काया की 
ििरिणूािा/विर्यों के आिार िर 
आबदंटि ककया गया काया। 
Accomplishment of planned 

work/work allotted as per 

subjects allotted 

   

ii) कायातनष् िादन की गणुिा     
  Quality of output 

   

iii) वि् लरे्णात् मक योग् यिा    
  Analytical ability 

   

iv) अििादात् मक काया की 
ििरिणूािा/ककए गए अप्रत् याशशि 
काया Accomplishment of 

exceptional work/unforeseen 

tasks performed 

   

‘ननगित कायि’ पर कुल लललाकर 
ग्रेड ांग Overall Grading on 

‘Work Output’ 

   

 

 

  (बी) व् यप्तिगि विशरे्िांं का मूल् यांकन (इस भाग का िेटेज 30% होगा) 
(B) Assessment of personal attributes (weightage to this Section would be 30%) 

 
 

 प्रनतवेदन न 
प्राधिकारी  
Reporting  

Authority 

पनुर्विलोकन प्राधिकारी  
Reviewing Authority  

पनुर्विलोकन प्राधिकारी  
के आद्यक्षर  
Initial of Reviewing 

Authority 

i) काया की अशभिपृ्त्ि  
  Attitude to work 

   

ii) प्जम् मदेारी का बोि  

  Sense of responsibility 
   

iii) अनशुासन का अनरुक्षण  

   Maintenance of Discipline 
   

iv) सपं्रेर्ण कौशल  

   Communication skills 
   

v) नेितृ् ि गणु 

  Leadership qualities 
   

vi) टीम की भािना में काया 
करने की क्षमिा Capacity to 

work in team spirit 
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:: 5 :: 
 

vii)  समय-सािरणी का अनुसरण  
करन े की क्षमिा Capacity to 

adhere to time-schedule  

   

viii) िरथ िर व् यप्तिगि संबंि  

 Inter-personal relations 
   

ix) समग्र छवि एि ं व् यप्तित् ि  
Overall bearing and 

personality 

   

‘व् यख्ततगत र्वशेषतांां’ पर कुल 
लललाकर गे्रड ांग Overall 

Grading on ‘Personal 

attributes’ 

   

 

(सी) प्रकायाात् मक सक्षमिा का मलू् यांकन (इस भाग का िेटेज 30% होगा) 
(C) Assessment of functional competency (weightage to this Section would be 30%) 

 

 प्रनतवेदन न 
प्राधिकारी  
Reporting  

Authority 

पनुर्विलोकन प्राधिकारी  
Reviewing Authority  

पनुर्विलोकन प्राधिकारी  
के आद्यक्षर  
Initial of Reviewing 

Authority 

i) तनयम/वितनयम/काया एिं योग् यिा 
के क्षेत्र में प्रकियाएं एिं उनके सही 
प्रयोग को जानकारी Knowledge 

of Rules/ 
Regulations/Procedures in the 

area of function and ability to 

apply them correctly. 

   

ii) नीतिबद्ध योजना बनाने की 
क्षमिाStrategic planning ability 

   

iii) तनणाय लेने की क्षमिा     
   Decision making ability 

   

iv) समन् िय क्षमिा 
   Coordination ability 

   

v) अिीनथ   को पे्रिरि एिं विकशसि 
करने की क्षमिा  
Ability to motivate and 

develop subordinates 

   

vi) िहल शप्ति Initiative  

 

  

‘प्रकायाित् लक सक्षलता’ पर कुल 
लललाकर गे्रड ांग 

Overall Grading on 

‘Functional Competency’ 

   

 

सालान् य GENERAL – (भाग PART-4) 
 

1. जनिा के सा  भागीदारी Relations with the public (जहााँ लागू हो wherever applicable) 

 (जनिा की आि् यकिांं का उत् िरदातयत् ि एिं अधिकारी िक अशभगम िर कृिया दटत िणी दें)  please 

comment on the officer’s accessibility to the public and responsiveness to their needs) 
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2. प्रशशक्षण Training  

(कृिया अधिकारी की प्रभावििा एिं काया क्षमिांं में और अधिक सुिार ि ा िवृद्ध करने की दृप्ष्ट से 
उसके प्रशशक्षण के शलए शस ािरश करें Please give recommendations for training with a view to future 

improving the effectiveness and capabilities of the officer) 

 

 

 

 

 

 
 

3. थ िाथ ् य की प्थ ति State of Health 

 

 

 

 
 

4. सत् यतनष्  ा Integrity 

(कृिया अधिकारी की सत् यतनष्  ा िर दटत िणी दें Please comment on the integrity of the officer) 

 

 

 

 

 

   

5. प्रतििेदन अधिकारी द्िारा अधिकारी की समथ ि विशरे्िांं की िथ िीर (लगभग 100 शब् दन ों में), 
प्जसमें साम् या क्षते्र एि ं कम साम् या क्षेत्र, असािारण उिलप्ब्िया,ं महत् ििणूा अस लिां(ंसदंभा: 
भाग 2 का 1(अ) एि ं1(ब)  एि ंकमजोर िगों के प्रति अशभिपृ्त्ि शाशमल हो ।  

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer 

including area of strengths and lesser strength, extraordinary achievements, significant failure 

(ref. 3(A) & 3(B) of Part-2 and attitude towards weaker sections. 
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5. प्रतििेदन के भाग-1 के ख कंड ए, बी और सी में ददए गए िेटेज के आिार िर कुल शमलाकर सखं् यात् मक 
ग्रेडडगं।  

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

the Report. 

 

 

 

 

  

 

 

     

  

          प्रनतवेदन न अधिकारी के हस् ताक्षर  

        Signature of the Reporting Officer 
 

नाम थ िष् ट अक्षरों में  

थ  ान Place:.....................  Name in Block letters: ______________________________ 

     िदनाम 

ददनांक Date:.....................  Designation: _____________________________________ 

िरिोटा की अिधि में  

     During the period of Report: ________________________ 

 

 

भाग PART-5 

 

1. िुनविालोकन अधिकारी की अभ् युप्तियााँ REMARKS OF THE REVIEWING OFFICER. 

 

   िुतनविालोकन अधिकारी के अिंगाि सेिा अिधि  

   Length of service under the Reviewing Officer 
  

 

 

 

 
 

2. त या आि भाग-1 ि भाग-4 के तनगाि काया ि ा विशभन् न गुणों के संबंि में प्रतििेदन अधिकारी द्िारा ककए गए 
मूल् यांकन से सहमि ह ? त या आि अधिकारी की असािारण उिलप्ब्ियों/महत् ििूणा अस लिांं के संबंि में 
ककए गए मूल् यांकन से सहमि ह ? [संदभा: भाग-1(ए)(iv) ि ा      भाग-4(5)]  
(यदद आि प्रतििेदन अधिकारी द्िारा ककए गए विशेर्िांं के ककसी संख् यात् मक मूल् यांकन से सहमि नहीं ह  िो 
आि कृिया अिना मूल् यांकन इस ख कंड में ददए गए थ िम् भ में दें ि ा अिनी प्रविप्ष्टयों को आद्यक्षर करें ) 
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.) 

 

हााँ Yes 

 

नहींNo 
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3.  असहमि होने की प्थ ति में कृिया इसके कारण बिाएं। त या कोा ीसी बाि है प्जसे आि कुछ बदलना या 
जोड़ना िाहि ेह  ?  

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

add?  

 

 

 

 

 

 

    

4.  िुनविालोकन अधिकारी द्िारा िेन वित िर। कृिया अधिकारी की कम साम् या क्षेत्र एि ंउसकी कमजोर िगों के 
प्रति अशभिपृ्त्ि सदहि उसकी समथ ि विशेर्िांं के बारे में दटत िण(लगभग 100 शब् दन ों में) करें। 
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.  प्रतििेदन के भाग-1 के ख कंड ए, बी और सी में ददए गए िेटेज के आिार िर कुल शमलाकर संख् यात् मक गे्रडडगं।  
Overall numerical grading on the basis of weightage given in Section-A, Section-B and 

Section-C in Part-3 of the Report. 
 

 

 

 

 

 

 
 

 पुनर्विलोकन अधिकारी के हस् ताक्षर 

        Signature of the Reviewing Officer 

 

नाम थ िष् ट अक्षरों में  

थ  ान Place:.....................  Name in Block letters: ______________________________ 

     िदनाम 

ददनांक Date:.....................  Designation: _____________________________________ 

िरिोटा की अिधि में  

     During the period of Report: ________________________ 

 

 

********** 

 

 

 

 

 



 

 

 

 

सांलग् नक Annexure-I 

 

 

सांययात्लक शे्रणीकरण के साथ एपीएआर भरने सम्बांि ददन शाननदेन श 
Guidelines regarding filing up of APAR with numerical grading 

 
(i) एिीएआर के थिंम्भ विधििि साििानी और ्यानिूिाक ि ा ियााति समय देि ेहुए भरने िादहए। 
 The columns in the APAR should be filled in with due care and attention and `after devoting 

 adequate time. 

 

(ii) यह आशा की जािी है कक   अ िा 2 के ककसी िगककरण (तनगाि काया या विशेर्िांं या कुल  शमलाकर 
 शे्रणीकरण के प्रतिकूल) को विशशष्ट अस लिांं के मागा से कलम धित्र में ियााति ूपि  से औधित्य ददया 
 जाएगा और इसी प्रकार 9 अ िा  0 के ककसी शे्रणी के संबंि मे विशशष्ट उिलप्ब्ियों के संबंि मे 
 औधित्य ददया जाएगा। शे्रणी  -2 अ िा 9- 0 विरल होिी ह  अि: उनका औधित्य ददए जाने की  जूपरि  है।  
 सांप्ख्यक  शे्रणी प्रदान  करि ेहुए प्रतििेदन एंि िुनविालोकन अधिकािरयों को ककसी अधिकारी  का 
 दजाातनिाारण उनके अिीन िही संख्या में ििामान में कायारि सहयोधगयों  की िुलना मे करना  िादहए। 
 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) एिीएआर का 8 से  0 के बीि का िगककरण “उत्कृष्ट” शलया जाएगा ि ा सूिीकरण/िदौन्नति के शलए 
 औसि प्रातिांक की गणना करने के शलए प्रातिांक 9 ददया 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) एिीएआर का 6 ि ा 8 से छोटा के बीि का िगककरण “बहुि अच्छा” शलया जाएगा ि ा प्रातिांक 7 ददया 
 जायेगा। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 

 score  of  7. 

 
(v) एिीएआर का 4 ि ा 6 से छोटा के बीि का िगककरण “अच्छा” शलया जाएगा ि ा प्रातिांक 5 ददया 
 जायेगा। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 

 

(vi) एिीएआर का 4 से कम िगककरण “शून्य” शलया 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). 

 

31
st
 March. 

(This may be completed even a week 

earlier). 

2.  Submission of self-appraisal to reporting officer 

by officer to be reported upon (where 

applicable). 

 

15
th

 April 

3. Submission of report by reporting officer to 

reviewing officer. 

 

30
th

 June 

4. Report to be completed by Reviewing Officer 

and to be sent to Administration or CR 

Section/Cell or accepting authority, wherever 

provided. 

 

31
st
 July 

5. Appraisal by accepting authority, wherever 

provided. 

 

31
st
 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. 

 

1
st
 September 

 

 

15
th

 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) (a) where there is no accepting authority for 

APAR. 

 

(b)  where there is accepting authority for 

APAR. 

  

 

 

 

21
st
 September 

 

 

6
th

 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 

15
th

 November 

11. End of entire APAR process, after which the 

APAR will be finally taken on record 

 

30
th

 November 

 

 


