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ANNUAL PERFORMANCE ASSESSEMENT REPORT FOR MULTI TASKING STAFF

FTATTT/ TR/ FIATIT
OFFICE/FACULTY/DEPARTMENT

AT au/37af &1 gfadced
REPORT FOR THE YEAR/PERIOD ENDING

3IfFde sERT PERSONAL DATA - (HT3T PART-I)

JTSRT FT ATH
Name of the Officer

et
Designation

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

(erset # In words)

T TR 3] ST/ 37, STetairicl/
3T o g7 O &g § ?

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

A A5 F AR AFT
Date of continuous appointment : feete Date
to the present grade

Ig Grade:

ay & GRIT SENFAEToT, TEY e & o)
O it &1 3afdr| afe sod wifds
o gferetor ferar § ar 39 fawer ¢

Period of absence from duty (on
Training, leave etc.) during the year.
If he/she has under gone training, specify.
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m‘\?u'ia’—cr SELF APPRAISAL — #HTIT PART-2
(e 3ferdy &1 gfddes for@r I &, 38& garT #RT ST )

(To be filled in by the Officer reported upon)
( T FATSTT & 8T @ Tgel eI H CIAYGH Y6 o )
(Please read carefully the instructions before filling the entries)

1. fru IrT Ft @1 Gfered fdavoT Brief description of duties:

2. $UA 3eod@ A R FAT qdadt Felsy a¥ A el Hufed anves fqeRoll Ui aka
3T Foist a¥ A 3cakdd! a¥ H 31 SIady doh cof T & a5 oAfr| afg AgF ar fawor
gl T A aRg fordy e

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

At & are HFA & gEann
Signature of the Officer reported upon

TATT Place: ..o,
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gidaaT AT gIRT Teaiha— ATRT-3
ASSESSMENT BY THE REPORTING OFFICER - PART-3
(FIAT TS T AL & Tgof feer-TAaert il e das ug o )
(Please read carefully the guidelines before filling the entries)
e T it freraratt  for gftees arfaerd =T 1-10 F ot § "eararsd e T < S ATy,

STgl 1 FaH FF I TAT 10 T (e IS Hl 9077 2
Numerical grading is to be awarded for each of the attributes by the reporting authority which
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.

() FTe T T oA (T8 9T 7 42T 40% EIT)
(A)Assessment of work output (weightage to this Section would be 40%b)

EIREEG RN AU CIECIET R I EEI R

Reporting Reviewing Authority
Authority
1 2 3

i) I RS & & afequrar/Ee=t e
97 Areted AT T F

Accomplishment of work allotted as per subjects
allotted

ii) FFTATE fi i

Quality of :/vork output

iii) 77T 7g wefi/ ¥ T ST TEAT g
Does he/she know the machine/ store

iv) T ag AT =7 & Fefiq/ =/aas &
CIERECHI

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

V) T 9 TS FIAT 8 AT A6, §eF a3/

AT ATZeH/ TET 6l AT Fedl &
Does he/she clean and takes care of chart, visual
slides/ storage items/ premises.

vi) ToFT T srrafera #1/ sTaamaraHs® wrd

T qRquiar Accomplishment of exceptional
work/unforeseen tasks performed

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

IeTER
Initial
(31) AR TEeraTett &7 qedise (9 91T &7 dest 30% gi)
(B)Assessment of Personal attribute (weightage to this section would be 30%0)
garT Rw 1w I3 | Rw 9w I3 (IR Fraw-2 K
Grades by few v I3 & wewa 7 )
Reporting Revised Grades by
Authority Reviewing Authority (if
doesn’t agree with col.2)
1 2 3
i) T T SIS Attitude to work
i) a1 are
Sense of responsibility
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iii) Regularity and Punctuality
BRIESEIE IR R AR E

i) ST T FHTT T@T
Maintenance of discipline

V) GUOT YT

Communication skills

vi) T F T § w1 FA T TFar

Ability to work in team

vii) THT HHT § FF O FHLA A
TIaT Ability to meet deadline

viii) T RIS HaY
Inter -personal relations

iX) Clean use of uniform

i AT’ 9 $w A It w
(P ¥ ix]) Overall Grading on ‘Personal
Attributes’ (Total [i to ix])

ITeTER
Initial

(%) TRTATHT TAHAT T GeATRT (TH AR AT a7 30% )

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

yfaew s | e sfgerd g

sfitmmie | Ruwagde @f wem-2

Grades by # fRu T I & wgHT Tl

Reporting £)

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

1 2 3

i) Faw/fefFTa/ET ua FRgar & o9 §
RT3 IR Hgl WANT SIS
Knowledge of Rules/Regulations
/Procedures in the area of function and
ability to apply them correctly

i) T Har
Coordination ability

iii) Tger orf<h Initiative

iv) FET 9T FTF FIA § TAI0ET, STEl 9%
I9erser gl Proficiency in working on
computer, wherever available

‘TR AT FEAAT I T e A
(3 [ i & iv])Overall grading on
‘Functional Competency’ (Total [i to iv])

EICOLN
Initial
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Alc Note: Hdhd® & T4 9 & fav Fuife R & 3qer d&a aqgl & twa =t @
AT FHT AT HT YR g

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

HTATTT GENERAL-HATTPART-4

1. STHAT % AT AT Relations with the public (STET @] &T wherever applicable)
(STeTaTT T ERIHAIHT T SccRelAcd Ta HRSNT T A W Fuar eeaoh &)  (Please

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

2. gfre7oT Training
@Fuar RSN H gfaar vd R ARt A R AfUe gur qur gy we foefte @
38 9EoT & forw fAwIRer &Y Please give recommendations for training with a view to future
improving the effectiveness and capabilities of the officer)

3. Tareey &y fRufa State of Health

4, acafasar Integrity
(@9 3R S Fcafassr 9 feoqol & Please comment on the integrity of the officer)

5. gtaaes stfersrt grer stferer &t aueq fFeorarst i e (e 100 ersi ), e
AT & TF FH T &, ST STATedT, Hged Ul ATFHATTA Td HHASIT a1 &

wfa sAfgir e g7 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.

Y Contd ...P-6/-



6

6. gfddest & #1-3 & WS T, o 3R W A QU 9T 9 & IUR W Fel AR FC&IIcASR
afsa
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3
of the Report.

gfdea AAFA & gEansrw
Signature of the Reporting Officer

ATH TIST &R H
Tl Place:......ccccceeeee. Name in Block letters:

Y dTH
feaTie Dater...oveoen. Designation:

gfddeeT $r afar &
During the period of Report:

gafdese FfAFR A srsgfaFaar-amr-5

REMARKS OF THE REVIEWING OFFICER - PART-5

1. gefdellenel 3if&rsRRT T Far /@@ Length of service under the Reviewing Officer

2. FAT AT -3 T AN-4 % Rq w1 q97 @IS o0 F 999 § Jidaeq afgaet g o au

AT o TgHT &7 FIT AT ATAFRTET T STHTLTIT STA LT/ ol ATFAqTA  dael H o7 0
T | 9gHd &7 {F89: ANT-3 TAT ANT-4(5)} ( T T Sfdaed At g 0 10 fFreradrst
& Tohelt HeATcHe qodiahd o 9gHd gl @ af ST FAT STIAT Ted 13 =6 g€ | 70 70 &qeq § § 97
AT TTATSAT T e < )

Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes | Part-3 and Part-4? {Ref: Part-3 and Part-4 (5)} (in case

you do not agree with any of the numerical assessments of attributes please record your
assessment in the column provided for you in that section and initial your entries):
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3. Wﬁ@ﬁ@rﬁaﬁﬁe@wlsu&aqauwadlkilwﬁéﬂ@rmﬁ%mmsm
eIl AT SSAT e & 2

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

4. Yeideliehel USRI GaRT Ul R | HUAT RN HI HF ALY &7 Td 3T HHN
gat & gfq sfhgfca afed 3uhr aaea fRAAvant & ar &7 foqor(erreneT 100 2real #)
H|

Pen picture by Reviewing Officer. Please comment (in about 100 words) on the overall
qualities of the officer including area of strengths and lesser strength and his attitude towards
weaker section.

5. gfddest & #1-3 & WS T, of 3R & A QU 7T 9T & IR W Fel AR TChIcHS
AfaT|
Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in Part-3 of the Report.

YAfdelsha FRAFR & gEanRr

Signature of the Reviewing Officer

AT TOSE e H

AT Place:........ccveeueee. Name in Block letters:
geATH

AT Date:....ooooveeeeee.. Designation:
RarE &1 3afar &7

During the period of Report:

*kkhkhkhkhkhkhkikkx



(i)

(ii)

(iii)

(v)

(vi)

Helddsd Annexure-1

EITHE AVHI0T & 1T THUHR 9 FFae feenfader

Guidelines regarding filing up of APAR with numerical grading

TRIR & T fafad aaeurh AR eqegds qur gificd @73 &d gV R a1feel
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3TN Y S & 6 1 3rar 2 & el aefieor (et @ ar fdwansit ar e Ao
AolieRor & ufdgen) @I fARISE IAHAABT & A F Ford 7 d wdicad &9 @ o R
e IR S YRR 9 H¥Ar 10 & fRdAr A & Hew A Afse Iuafet & d@@w A
e fear srwam| Aof 1-2 3ryar 9-10 faxer gl § 31 3a1ar 3y i o fr swa Bl
qifegs Ao yere mgmw?ﬁmmﬁwm Cal
ESNTreiRoT 3o 37T 8 §E&AT F AT H FRRA FEARAT & JoeaT 7 Far ATl

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 & Fefieior “Sepse” foram Swam aur FEeo/delia & foe

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

APARSs 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 & Ol & g & gefexer “Feor foar mwn gur greds 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 Dbe reported upon (where
applicable).

15" April

Submission of report by reporting officer to
reviewing officer.

30™ June

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

31% July

Appraisal
provided.

by accepting authority, wherever

31 August

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

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

1% September

15™ September

Receipt of representation, if any, on APAR.

15 days from the date of receipt of
communication.

Forwarding of representations to the competent
authority.

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

(b) where there is accepting authority for
APAR.

21% September

6" October

Disposal of representation by the competent
authority.

Within one month from the date of
receipt of representation.

10.

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

15™ November

11.

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

30™ November







