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ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SECTION OFFICER

FraTer/ TR/ aHTeT
OFFICE/FACULTY/DEPARTMENT

AT a9/3afy #1 gfadea
REPORT FOR THE YEAR/PERIOD ENDING

dafFde SURT PERSONAL DATA - (HTIT PART-I)

3TN T AT

Name of the Officer

SR (ReA/Ag/as)
Date of Birth(DD/MM/YYYY) : y /

(2rsel ' In words)

T U5 H AR FgfFa Al
Date of continuous appointment : &= Date

to the present grade
¥ Grade:

A 9e T 38 W AgiEa i A
Present post and date of : qc Post

appointment thereto

feae Date

T 39 Iqgad sfa/segEd

Stetenfa/3r.a. @ |eftid §?
Whether the officer belongs to SC/ST/OBC :

ay & gRre SYA(aRemn, o AR & Fon)
¥ quieafa & @) afe s9a @i
o gfretor forr & ar 39 f@avor &

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

SR Contd...P-2/-



HTIT PART-2
(Fra sfter &1 wiadesr fAar o= &, 389 garT #a o )
(To be filled in by the Officer reported upon)
foru av st 1 Hfaea f9aUT Brief description of duties:

FE & S AET/FWEAT WS T 394 v FuiRa fRr g ar o o AuiRa
frw ot g 39 (IROTH/ETET A7 3T w4 H) St f e-cw #E UABEAT F UR W
AT AR Iq® d8T T 9T 3TATST §dT0 |

(3CTERUT- 3T Fe3TTal/hraTerd/fqermer & fov aif¥ies R st

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)

TEG/3RRT/AT Iqafeuat
Targets/Objectives/Goal Achievements

(37A) FUAT AG-2 H T I AeA/3RAVEAGT HT dricd H g W HAAr FoFET 7
Ioor@ Y| Tfe et Fr wiitg 7 Fi$ arard @r g ar F |
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.

a{Y Contd....P-3/-



(m)mmmmmmﬁwmmmﬁwﬁmm
T ARSI FT 8 oo™ |

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

4. FUA Jeo@ N fF FT qEadt et af Fr ad d@ufead ande faewolr RuifRa arlre
3T Foist a¥ § Icaadt a¥ @ 31 SieTall o gof & & S A I FEr ar favor
gl U T A e S|

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

FIAT & a1 HfUFH F gFanEr
f&aTTeh Date:...................... Signature of the Officer reported upon
AT PART-3
qegreAs ST F1 fAUROT giddes dUT qAfdelee TR garT fRar SEr g, St 1-10 %

YA 9T 2T aifev| S 1 998 FH I JUr 10 g9 30w I & gfar B

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.

(Foar TR F A § g Rur-faded # caegEs 9o o )

(Please read carefully the guidelines before filling the entries)

(@) T &1 &1 Hodieet (38 HET F7 a4 40% Bl
(A)Assessment of work output (weightage to this section would be 40%)

e o F MeFER

Reporting Rev1ew3ng Initial of

Authority | Authority Reviewing
Authority

i) q@ o srr i aRquianfavat
F HYUR W HEfed fFar = &)

Accomplishment of planned work/work
allotted as per subjects allotted

S Contd....P-4/-



i) rAfesaEa $r Iorar

Quality of output

iii) faRelvuIcAs Fegar
Analytical ability

iv) 3UdlercH®  FF fr
aRyufarfee o sveafa
#  Accomplishment  of

exceptional work/unforeseen
tasks performed

i ' W o AaER
AFT Overall Grading on

‘Work Output’
(@) e [GATATIT T Hedishal (FH HET HT desT 30% M)
(B) Assessment of personal attributes (weightage to this Section would be 30%)
gfades qafdetsa wRslt | gafdeisa wfasd
P HBE AR Reviewing Authority | & KL
Reporting Initial of Reviewing
Authority Authority
i) s @ afagfea
Attitude to work
i) FrFAeRY T aY

Sense of responsibility

1ii) 3feIRMHT T HIL&TOT
Maintenance of Discipline

iv) TO9UT &hierer

Communication skills

V) ﬁ?({ﬁ' aoT  Leadership
qualities

vi) & @ HEar #
Hel I &THAT Capacity to
work in team spirit

vil) HAT-FIROT FT 3TaE0T
Fel  hr &TAACapacity  to
adhere to time-schedule

viii) TREHIR T TFAITT TEET

Inter-personal relations

ix) 9HYT ofd v gFiFdda
Overall bearing and
personality

‘qAfFdeTd At @ Fer
IECIERIEL

Overall Grading on ‘Personal
attributes’

Y Contd....P-5/-
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(@) YPTATcHAS HETHAT T Hedishe (3 HET H1 desT 30% M)
(C)  Assessment of functional competency (weightage to this Section would be 30%)

D EaL Reviewing Authority | & 3megax
Reporting Initial of Reviewing
Authority Authority

) frAfRTEEET @
IEIar & a7 H 9w ug
3% HEl WAET & SThRT

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

i) Afdeg Toar TG &
&THTStrategic planning ability

i) Aot o= i eHar

Decision making ability

iv) GH-aT &THAT
Coordination ability

v) ey & 9Rg wa
AR e FI &7 T

Ability to motivate and
develop subordinates

vi) Ugel erfed Initiative

‘ThETHS HEAIT W F
ey Afger

Overall Grading on
‘Functional Competency’

HTATT GENERAL - (HTITPART-4)

1. SISl & HTY HEMERT Relations with the public (ST@T #T9] & wherever applicable)

(STl & 3RS &1 SccRerdcd vd SR doh AR ® Foar feogoh &) please

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

2. Gf&TOT Training

(F9ar SR H gofaar vd FA eFarHt # AR H1OF gur awr gy Fe A TR &
3g% YiRIeTor & faw fAwier & Please give recommendations for training with a view to

future improving the effectiveness and capabilities of the officer)

Y Contd....P-6/-




3. rareeg 1 Tafa State of Health

4. HcGTASST Integrity
(Fp9ar 3fsRY dr Fcafasar gv fReqult & Please comment on the integrity of the officer)

5. gfddead 3SR g JfUENT T FAcd AWt fr TER (FeeT 100 el #),
oo aeed &7 td dF @Eed &89, HETURUT IYATSHAl, Agcaqul ol (He:
T 2 & 3(37) Td 3(d) T4 HASN 9t & Fid IfHgicd amider g
Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer

including area of strengths and lesser strength, extraordinary achievements, significant failure
(ref. 3(A) & 3(B) of Part-2 and attitude towards weaker sections.

6. Widdes & -3 & WS T, &l 3R W & RT 7T 3F & IR R Fel AT ACAHF

afga|
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of
the Report.
yfades HOFH & FEaRr
Signature of the Reporting Officer
AT TS IERT H
TATA Place:.....ccceveeenee. Name in Block letters:
EEGIE)
festi® Date..................... Designation:
e #r 3afa &7

During the period of Report:
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AT PART-5

gATdelteet bRy $r sngiFraar

2

REMARKS OF THE REVIEWING OFFICER.

o R & s dar

Length of service under the Reviewing Officer

FAT Y {E-3 F A4 & T S qur [Afdes quit & dev A ufddes dfUsdr qarr e o
HAediwad ¥ FgAD 87 FT T HOHE A FAeRer sqafeei/mgeaqol suherarat & Fae 7
foT T Heaiwa & WA 87 [HIT: HIT-3(T)(iv) TUT $IET-4(5)]

(@ 39 gfades HfEaR qarr fFu v R{Avant & G qearcAs Jedidd ¥ @gAd 761 & dr
3T FIGT YT Hodichel 30 TS A QU 7T T # & AT U= JiAfsear I egai Y )

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

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

8 Yes &l No

AT Bl A Rl A Fuar sEe FROT gAC| FT B W ad & HE 39 Fo seoar a1
SIS @mEd 8 ?

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

geAtdeitshe SN garT 9 WeFaR| Fuar HRFHRT i F7 TH &9 T IFR FASN 9 H
wfa aiffgica afea sah waed A3t & s # feoqofr (eemsrer 100 ersei #) 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.

Y Contd....P-8/-



5. yiddes & #1913 & TS U, & 3R A F U v aF F HUR W FoI A dEqcHS

A

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

Section-C in Part-3 of the Report.

gafdalda FfUaill & granr
Signature of the Reviewing Officer
ATH TOSC e H

Name in Block letters:

BT

Designation:

frdre $r afar &

During the period of Report:

sesfe sk s sk e sk sk e sk



(ii)

(iii)

(iv)

(v)

(vi)

Helddldh Annexure-I

HEITcAF AUNHIOT F JTY THUHT 9 TFaer eenfader
Guidelines regarding filing up of APAR with numerical grading

AR & Foird RAftad amaereh 3N eaegden qur gaicd @ & gU R @ifeel
The columns in the APAR should be filled in with due care and attention and "after devoting
adequate time.

Tg 3 T S B R 1 3rar 2 & R aelteor (et s ar kAt o so Aer
Aofteor & gfager) 1 s Jaeaast & a6 @ Fwon &7 § wicg &9 @ iR
seam 3R 3 R 9 »ar 10 & R AR & dHew A Rftee Iuafemy & dew oA
e f&ar srwam) Aofr 1-2 3@ 9-10 e gl € 3 371 3ifRew RRu o= & swa Bl
Hifead Aol gee  Fd §U gfades 9 qefdeiee ARSRAT F Rl sl
ESNAUiRoT 3o 3T gl Hear # adAT # R @Al f g A Fem @Rl

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.

TRUHR H 8 ¥ 10 &F &g & geffeamor ‘Iopee” forr Swam qur gEeRvvbElfa & v

e uredieh 1 AT A F fAT gredie 9 fear S|
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.

mﬁvmmemsﬁm%aﬁﬂaﬂaﬁﬁmW“agﬁm’mmmmW7ﬁm
S|

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

THUHR H 4 T 6 ¥ oler & &g F oFEieor Iesr o Sneer qur gredis 5w
S|
APARs graded between 4 and 6 short of 6 will be rated as “Good * and given a score of 5.

THUHR F7 4 F FF Fffeor e forar s
APARs graded below 4 will be given a score of “Zero”.

sk e ok ofe o sk ok



Annexure-I1

Time schedule for preparation/completion of APAR

(Reporting year — Financial year)

S.No. | Activity Date by which to be completed
1. Distribution of blank APAR forms to all | 31" March.
concerned ( i.e., to officer to be reported upon | (This may be completed even a week
where self-appraisal has to be given and to | earlier).
reporting officers where self-appraisal is not be
given).
2. Submission of self-appraisal to reporting officer | 15" April
by officer to be reported upon (where
applicable).
3. Submission of report by reporting officer to | 30" June
reviewing officer.
4. Report to be completed by Reviewing Officer | 31% July
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever
provided.
5. Appraisal by accepting authority, wherever | 31" August
provided.
6. (a) Disclosure to the officer reported upon where | 1% September
there is no accepting authority.
(b) Disclosure to the officer reported upon where 15® September
there is accepting authority.
7. Receipt of representation, if any, on APAR. 15 days from the date of receipt of
communication.
8. Forwarding of representations to the competent
authority.
(a) where there is no accepting authority for | 21" September
APAR.
(b) where there is accepting authority for 6" October
APAR.
9. Disposal of representation by the competent | Within one month from the date of
authority. receipt of representation.
10. Communication of the decision of the competent | 15™ November
authority on the representation by the APAR
Cell
11. End of entire APAR process, after which the 30™ November

APAR will be finally taken on record




