IpmT AP F foav aiffs Frifasures Feawa Rae

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SECTION OFFICER

FTATAI/ TR/ TIHTT
OFFICE/FACULTY/DEPARTMENT S —

AT av/31afer 1 gfades
REPORT FOR THE YEAR/PERIOD ENDING-----==sssssmmmmmmmmmmmmmmmmmmmmmmmeee

dafFde SIRT PERSONAL DATA - (HT3T PART-I)

TSR 1 A1
Name of the Officer

SeAfafy (fea/ade/ay)
Date of Birth(DD/MM/YYYY) : / /

(erse & In words)

A A5 F IR TgiFT H
Date of continuous appointment : &=t Date
to the present grade

I3 Grade:

qHT 9g U1 30 W Agied Hr ot

Present post and date of : 9a Post
appointment thereto

et Date

T 3T 3T /g ad

Setenta/3r.faa. & gefaa g2
Whether the officer belongs to SC/ST/OBC :

ay & SR gEN(Ffeor, TEr iy & FRom)
O Ieqafeyfa &1 3afdr| afe sod wifds
o gfreror forar & ar 39 faawor &

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

(Forw sfed w1 yfades forar Sen §, 39& ganT #i7 91w )
(To be filled in by the Officer reported upon)

fru 1T Fgt @1 Gfered fdavoT Brief description of duties:

FT & S dEI/FLT/AT AU TIT JU v AeiRa e g ar 3mues v [uiRa
frT a1 & 39 (IRoTE/ATET A1 3T T H) FEt f e-gq AS WARSBAT & IR ®
g0 3 IS 8T F 379 3Ty §dT |

(3CTGITT- 3T JTHTIT/HTITT/TAHTT & ToIT ari¥en Hr Grofetn)

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)

TET/3T/EAT ERCiCiD
Targets/Objectives/Goal Achievements

(3IA) FUAT #AG-2 # AV T AeT/3LRANEAT | Tifed & g W@ HAG w1 T A
3oold@ HY| IS &t T gifed A HIg Srenv gr g ar 9 Jarg|
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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(§B) FUAT 37 Hal & M Joo@ W ToleTd T 3t 3uafeear @ & 3 3o
39T ARG #T 8 Soord |

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

4. FUIN ool A b FAT qdach HelsT a¥ AT Aol Gufed anveh fqerol FuiRa afa
37T $elsT a¥ A 3ccakadl a¥ & 31 S deh gof T or a5 Y| I S1gt ar faaxor
gor e Y I ot S|

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

AT & a1 FfAFH F geann

oot Date:.....c.cocvvee Signature of the Officer reported upon
HATIT PART-3
HegrcHs A &1 AR gfddesd aen geAfdeies TifRer garr fmar s &, s 1-10 &

YA WX QT TIfeT| el 1 T8 & A JAT 10 99 J™w I g2afar gl

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

(Faar gRafeal Ft oA ¥ ggo Ran-fadef # caerqds wg o )
(Please read carefully the guidelines before filling the entries)

(Q) T T AT HoATeheT (SH AT T AT 40% BIam)

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

yfodeer | gafadisa wiasRt | gafdales wited
wifers o & AR
Reporting | Reviewing Initial of
Authority | Authority Reviewing
Authority

i) qd Ao & & aRquian/fawat
F YR 9T efed fFar mar &

Accomplishment of planned work/work
allotted as per subjects allotted
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ii) prfersarest T IOTAT
Quality of output

iii) faeevoeAs Jegdr
Analytical ability

iv) 3Udelcds & Hr
aRyefarfee T e

¥ Accomplishment  of

exceptional work/unforeseen
tasks performed

faia #’ W Fa e
AfFr Overall Grading on

‘Work Output’
(&) cafFcerd TN &1 HodTehe! (FH AN &I desT 30% Bram)
(B)  Assessment of personal attributes (weightage to this Section would be 30%b)
yfadeeT gafdatsd wsdr | gafdeisa witsr
B Eari Reviewing Authority | & smezaR
Reporting Initial of Reviewing
Authority Authority
i) 1 rfgfed
Attitude to work
i) ’FACRY &1 ay

Sense of responsibility

iii) 3TeIRMAT T 3TETOT
Maintenance of Discipline

iv) TUYOT Hierer

Communication skills

V) @dca IO Leadership
qualities

vi) & fr HEaTr A I
Fe I &THAT Capacity to
work in team spirit

vii) FHT-ATRON S IHFEOT
FA  HT eTAATCapacity  to
adhere to time-schedule

viii) TRAWR qITFAITT TaeT
Inter-personal relations

ix) A B3 U9 qafFdag
Overall bearing and
personality

‘qafFdeTd fAAvanEi T Fd
AT AfSaT

Overall Grading on ‘Personal
attributes’
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5

(¥) TehrTcHe HETHT Sl Hedichel (38 HET T dcsT 30% gram)

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

yfadest gafdelhr TSR | gafdalea wfted
g Reviewing Authority | & 3megar
Reporting Initial of Reviewing
Authority Authority

N ERGEECICRE G S
JEIaT F & H yihare ud
30 HE YIAET &I SATAhRT

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

i) sfdeg AT ol T
&TAdTStrategic planning ability

iii) fYoTr Q1T Y &t

Decision making ability

V) §Fad &THdT
Coordination ability

v) TEy & UG wd

TahTad T T &FH7dr

Ability to motivate and
develop subordinates

vi) gger afed Initiative

‘TERITcH® WEHAT W Fd
ey afser

Overall Grading on
‘Functional Competency’

HTHATTT GENERAL — (HTTPART-4)

1. ST & |y #EfET Relations with the public (ST o] & wherever applicable)

(STeTaTT &1 3TGRFhI3T &1 Sccelided Td 3Rl deh A 9T Fuar feoqolr &)  please

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

2. gfr&ToT Training

(Foar RSN H gafadr Td HR aHABT A IR AfUe gur qur iy we # et @
384 gfaror & fow f@wier &Y Please give recommendations for training with a view to

future improving the effectiveness and capabilities of the officer)
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3. Tareeyg &7 T®afd State of Health

4, acafaAsar Integrity
(@ 3R S Feafassr 9 feoqull & Please comment on the integrity of the officer)

5. gfddesr IRFRT garT 3RF H FFed AT Hr TEIR (FHT 100 ersai #),
s aAd &9 Ud FA WA &7, ETURUT 3UTHdl, HcdqUl 3Tl (e
HIT 2 T 3(37) UG 3(d) Td HHGN dait & Tid AfAgfea enfaer gh
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. 9fddest & HET-3 & W3 U, & IR W A U a0 3¢ & MUR R Fol AR HEATcHS

afsa
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of
the Report.
gfdded AAFA F gEaeR
Signature of the Reporting Officer
ATH ¥ISC HERT H
TUTeT Place:.......cccceeeeee. Name in Block letters:
ECEGIE]
AT Date:....ooooveeeeee.. Designation:
Rarc $r @i #

During the period of Report:
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AT PART-5

gﬂﬁaﬁw T fr y}gm?ﬁ
REMARKS OF THE REVIEWING OFFICER.

giAfdeliens 3t & 3cdid dar safer
Length of service under the Reviewing Officer

&I 3T HET-3 g -4 & (90w qur Affe ot & d@6y & gfades 3¥sRr garn f&e aw
Hedishe ¥ TEAD 8?7 FAT 31T SR i IWURYT ITATN/FEAqOT HABANIAT F T 7
U T Hediehad @ WA 82 [HesT: HEI-3(T)(iv) AT HET-4(5)]

(@fe 39 gidest SN garT fhv 71T AAVAST & fhell TCdTcAs Hedihd & HEAT 6l & of
39 HIAT AT Hediohol 30 TS H QT 7T To # & aUr 9= yiafSeat #r meger wi )

Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes in Part-3 and Part-4? Do you agree with the assessment of
reporting officer in respect of extraordinary achievements/significant failures of the officer
reported upon? [Ref. Part-3(A) (iv) and Part-4(5)]

(In case you do not agree with any of the numerical assessments of attributes please record
your assessment on the column provided for you in that section and initial your entries.)

g Yes el No

3EEAT gl AT Ul A FUAT 3@ FHROT TATC| FAT HIS A a1 & GF 3T FT Seo=T Aq
SIS amEd & °

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

geAfdellehel RGN @RI 9 | $oar FRSRT &1 HF QAL &F Td 3§h HASR 9 &
gfar sifdgica afea sadh wwed fRAvant & ar 7 eeaolr (eererer 100 ereat #) +Y|
Pen picture by Reviewing Officer. Please comments (in about 100 words) on the overall

qualities of the officer including area of strengths and lesser strength and his attitude towards
weaker section.
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5. gfddest & #1-3 & WS T, of 3R & A QU 9T 9 & IR W Fel AR TC&IIcASR
afsa
Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in Part-3 of the Report.

gaﬁaﬂmmﬂma:mm

Signature of the Reviewing Officer

AT TOSE e H

Tl Place:......ccccceeeeee. Name in Block letters:
Y dTH

et Dater...oveoene.. Designation:
Rdic $r 3@t &

During the period of Report:
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(i)

(iii)

(iv)

(v)

(vi)

Heldd&d Annexure-1

AEITHE AVHIOT & 1T THUHR 9 |Fae feenfader

Guidelines regarding filing up of APAR with numerical grading

UthtM%FinTﬁﬁﬁaam?ﬁwzmijammmmaﬁgmaml

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

Ig 3T &Y S & o 1 3rgar 2 & fpel aeffaor (Pea & ar faQiwansit ar o Ao
AolieRor & ufdgel) @I fARISE IAHAABT & A F Ford 7 d wdicad &9 @ o R
e IR S YRR 9 H¥ArT 10 & fRAr A & Hew A Afse Iuafst & d@&w A
e fear srwam| Ao 1-2 3rgar 9-10 faer g § 31 3aer 3y fov o= i swa gl
qifegs Ao yer Wg@ﬁéﬁ@@ﬁwmﬁmw Cal
CSATTAUROT 3eTeh 31T TEN TEAT H TAAH H FHRIXA FeANGT & Jolell A &l @RI

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.

TRUIR &1 8 & 10 & g & efieior “Sepse” foram Swam aur FEeo/delia & foe

3irad gredie @ AU FRA & o gredis 9 e Smem|
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.

UqﬁtraTRHSHWS?@H%@HHWW“&@M”WWWW7W
SR |

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

THUHR & 4 I 6 & Oler & g & gafexer “eor foar Jrwn gur gredes 5 fgar
STE|
APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5.

THUIR &1 4 @ A Fefienior “Uqea” forar Srdam|
APARs graded below 4 will be given a score of “Zero”.
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Annexure-11

Time schedule for preparation/completion of APAR

(Reporting year — Financial year)

S.No.

Activity

Date by which to be completed

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

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

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

15" April

Submission of report by reporting officer to
reviewing officer.

30™ June

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

31% July

Appraisal
provided.

by accepting authority, wherever

31 August

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

(b) Disclosure to the officer reported upon where
there is accepting authority.

1% September

15" September

Receipt of representation, if any, on APAR.

15 days from the date of receipt of
communication.

Forwarding of representations to the competent
authority.

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

(b) where there is accepting authority for
APAR.

21°% September

6" October

Disposal of representation by the competent
authority.

Within one month from the date of
receipt of representation.

10.

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

15™ November

11.

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

30™ November




