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e e e fufe (@ A7)
Annual Performance Assessment Report (APAR)

RS Y ARG U9 aRes WER RN / YAEHE e T HeR
SRR TF o T T o % itrmiEr & g

For Senior Administrative and Senior Store Officer/Administrative Officer and Store
Officer and other Group®A’Officers

ferqTT/ ST/ Evs
Department/ Section/Unit :
e 7 de oITeT @ Srare
Period of Assessment from to
arT-| EpEsunisin
PART-I PERSONAL DATA

garera [ T / wriiea 3 Aafed gartie ET SR WA S, 3AE) STt §
( R AR R R S LA

(To be filled by the Administrative section concerned of the
Ministry/Department/Office, in its absence, Reporting officer to get it from
officer reported upon)

1.1 e &1 99 Td 98
Name of officer & present designation :

1.2 Ha1 § SR & arirg:
Date of Joining the Service :

1.3 == ffr:
Date of Birth :

1.4 W U= § amar Mg af arir: Sikicef Tz

Date of continuous appointment to present grade : | Date Grade

1.5 I 98 AT 3 I qT Bl A

Present post and date of posting thereto :




1.6 =g 3 sgured & &l A B2l & B

Period of discontinuity from duty : On account of Leave:

IR @ SeLA/ 3 THT BT & B0

On account of /Training other official Assignments

1.7 Sifeimes v amie g9 A

Academic and Professional Qualifications:

1.8 T siadsimal faeor gidem/ Ryl qregadi 4
AT foran A7 e Jadt SEand ure
Inland/Foreign Training/Refresher Courses undertaken

and Professional qualification attained :

1.9 srqgRaa snfa/ seggfEa seenfd / 3ea Rest ad/o . aqera & 82
Whether Belong to SC/ST/OBC/PH Community?

1.10 =i S & Genfo/ Fe=dn o &l T8 farier o

Fellowship/Membership of Professional Bodies/ :

Departmental Exam qualified

1.11 I o I + FH o
Pay in the pay band + Grade Pay

1.12  Rifé, giiem qen =iemrdhdi.
Reporting, Reviewing and Accepting Authorities :

frafén e T AT TETH e 1 sty

Channel of Reporting Name and Designation Period covered in the year

ERIES R IECA]
Reporting Authority

QTEOT T
Revewing Authority

Sicateasi el BEan
Accepting Authority




qr- 11 ;a9 & 3N = e
PART-11 Self Appraisal for the year

2.1 ue & =i @1 Fiere foae

Brief description of duties of post :

2.2  RURIEN 3@ &% 3PF 6T 7T Al AT U] F1 A 9o @THT 100 &7 § & G A 1Y fafie
AT & Twrd 6T A |
Brief resume of work done and achievements with particular mention of the
specific tasks and actions assigned to you during the period in about 100 words.

2.3 UG R AARE @ AT U wE 9F 6T T, RHET Ieeg HT a9 ¢ |
Any other additional and unforeseen assignments carried out/Initiatives
undertaken worth mentioning.

2.4 7 A AT G T B G BIEA HY (AT &, A B Al HUAT 3G AN B Ierd B

L& [ =

Have you filed your immovable property return as due. If yes, please mention date

| Yes | No |

2.5 (1) I qoi &1 g Fed 30 Ufeiord
1-10 %o 97 FHUAT AR 2
(A) Assessment of personal attributes (weight age 30%b)
On scale 1-10; see instructions

R T QBT 3 g e RaET ot | g R ik
Instructions for Reviewing/ Reporting | Reporting EUBEIR STETE
Authority Authority Reviewing Initial of Reviewing
Authority Authority
& & gid AE

i) Attitude to work

UE T, A AN A
ii) Sense of responsibility

T Frate

iii) Maintenance of discipline

TR DI

iv) Communication skills




AMfEH AT F H BT Dl &l
v) Capacity to work in team spirit
I AT H B B Dl &
vi) Capacity to work in time schedule
eI UG FARE AREN & A 9
vii)Inter-personal relations  with
indoor and outdoor patients
ARG o § FH7ar A Zogadl
viii) Dependability and willingness to
take responsibility
TP T 97 FE 2B

Overall Grading on personal attributes

Ted 30 UfcIeTd AYUT AU 9T
30% weight age of overall Grading

3. UHETEE LA & edid. FEd 30 UIord
1-10 % 97 FHUAT A 2
(B) Assessment of functional competency (weightage 30%)
On scale 1-10; see instructions

Frarfén/ gadterr wiermTd & fog g Raié ERRlR g O %
Instructions for Reviewing/ Reporting | TifeesrT qiferrT e
Authority Reporting Reviewing Initial of Reviewing

Authority Authority Authority
PHITANYAD AT AT B2 i A
i) Strategic planning ability

for @ a@r g

ii) Decision making ability

fereTaor &3 &1 Argan
iii) Analytical ability

AT &9l
iv) Coordination, ability

[ 7 &l Araar
v) Ability to motivate and develop
subordinates

FHIET B GG, TTeT AT Thda
vi) Management organization and
supervision of works

JehTAToId Heal I TR TR0
Overall Grading on functional
competency

e 30 UTI9T THET uiiaeor
30% weight age of overall Grading

1-10 =@ a7 At —I | a1 79w afw
3.4 (C) Overall grading of Part-111 on scale 1-10

R/ qovam a3 R R Rt T A aEr %
Instructions for Reviewing/ Reporting puBEan qTfereBTa e

Authority Reporting Reviewing Initial of Reviewing
Authority Authority Authority

HIT 3.1
Part 3.1




HIT 3.2
Part 3.2

9T 3.3
Part 3.3

AU ZoiiehToT
Overall Grading

ar- 1V ;A &t o (Fe @] 7E)

AAMT FHUAT. AGHN Tl AT I oo 3
4.1 Integrity : Please comment on integrity of the officer:

PART-IV : General Attributes (Weightage not applicable)

4.2
FTén/ gadieT wieer & g Mo RlIER qITerBTa ERRltR RuBEan ERRlR
Instructions for Reviewing/ Reporting | Reporting Authority | Reviewing Authority I &
Authority 3TETeY
Initial of
Reviewing
Authority
i) State of Health
AT UF FHTIAT BT ATUBIT D
sftwst 37 39 AT @B IwrT &Y
ot 3o uforerr HeET st ated
= &l § fIr @ @l FATA € |
ii) Aptitude and potential please

mention about the aptitude of the
officer and areas in which he has
potential to develop alongwith
training needs.

4.3

T 70 ITET | g R

Pen Picture in about 70 words :

R st & exer
Signature of Reporting Officer

avg
Date :

LIc)
Place :




CILCAVARR S |
PART-V: REVIEW

i)

QT ATGHIT & L a1 Bl AT
Length of Service under Reviewing Authority :

g1 g A~ Raifén sieert a1 @ seeye Ar &= U & Fa9 ¥ [T Y e 3 qed 67
afe A foheel HeaTed [edidh A1 3@ 7 Head i &, ol I A1 § U T Hiaw § 79 Jeiw H
T B |

L& [ =

Do you agree with the assessment made by the Reporting Officer with respect to
the work output and various attributes in Part-111. 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.

| Yes | No |

e i @l Rerfe o qora el femr a1 Seerd &1 ? R et gr i fmn 97 s/ oo
In case of difference of opinion details and reasons for the same may be given
remarks/observation on the Pen Picture by the Reporting Officer:

v) Overall Grade on scale 1-10: |

1-10 Thel 97 FHT TS

QTTE ST & Bray
Signature of Reviewing Officer
Glsice]
Date :

LIC)
Place :




gt
ACCEPTANCE

FAT AT P et / gifemT AT B0 6T T i qo e H=iar, afe @ & dr e ug
qHGHT BT H Hedd © | AT Parfer § =il Iieieprn 91 1-10 a9 79T AT 3Hfdhd o |

& [ =

Do you agree with the assessment made by the Reporting officer/ Reviewing
officer and details of difference of opinion, if any, with reasons for the same. In
such case, acceptance authority will also give overall grade on scale of 1 to 10.

| Yes | No |
TEHZ | 9 TEA W 7
Outstanding (9) Very Good (7)
3BT, 5 FAITE. 3 FHATATE: O
Good (5) Satisfactory (3) Unsatisfactory (0)
g
Date :
HicT TIEhTT & BxIe
Signature of Accepting Authority
L] M T e
Place : Name in Block Letters
Rure &1 3rafy & e

Designation during the period of Report



INGIC]

CONFIDENTIAL
SAtari & A (e Rare o 5 7@ 8)/ Name of the Ratee Officer

it
RECEIPT
ALFHLIR. BT BT %1 931 9 21 G & | afed fqum o FEd & S, anaLia
feRy-a7g & fawg Ufcraed, A & a1, 931 15 [l @ Hiar 9igd &2 & |
A copy of the APAR received by me on............c.c....... As per instructions on the

subject, if I wish to represent against the contents of the APAR, | have to do so within
15 days.

iR, e FArE forar o1 721 2, & exer
Signature of the Ratee Officer:...........c.ccccue.....
e

9.0L3A. [ a@ R g, AL, BT A
Scrutinised by CAO/APAR Cell, AIIMS

dre: AFHLYR. F FET Moo Ja & R g an &/ ARyl & & e Fad sw-am (sgaes- 1) o
AT 2 |

Note: Instructions on APAR including a Time-schedule (Annexure-11l) for
preparation/completion  of actions pertaining to the same are enclosed.

**k*k



ILGIC]
CONFIDENTIAL
NOTE : g @15 41 @i@w fiam a1 s / PLEASE DO NOT LEAVE ANY COLUMN BLANK

(et T 3T Hid FEfad AfEEET @ A9 §)
(To be detached and Handed over to the Ratee Officer)

(i) A AR T DETA <5 1 A )
............................................ Hevrereeesresneeseesnenns O @0 FAH B AL, & -7
BT DI BT TG Bl P sAteenil &l 9= @ T |
APAR in r/o Shri/Smt./MS.........cccccovvevviiieinenee. grade/designation......................
for the period from.................... 0. e, submitted after completion of the self-
Appraisal to the Reporting officer on.........

PO SATRBIT B BT e
Signature of Reporting Officer:...........c.covee.
IR I e 1

Name & Rank/Designation:.............ccccceeuvenenn.

(et B 3T Fe BT e &1 A §)
(To be detached and Handed over to the Ratee Officer)

(ii) A A Ao DETARC | R 2 TR
Foeiireeerere e a%a%aqaﬁxa?fmmiﬁ % RIS e 21 R .
a% QA& AT 1 T @ S |
APAR In r/o Shri/fSMt/MS.......cccooiiiiiiiieiiecee, grade/designation..................
for the period from.................... (TP submitted after initiation to the
Reviewing Officer on...................
TAITE LGB T BT e
Signature of Reviewing Officer:...........cc.ceovnen.
IR I e 1 A
Name & Rank/Designation:...........c.ccecvevverinnne.

-9-



Annexure-I

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 | 31% March
officer to be reported upon where self-appraisal has to be | (This may be completed even a
given and to reporting officers where self-appraisal is not | week earlier)
to be given)
2. | Submission of self-appraisal to reporting officer by officer | 15" April
to be reported upon (where applicable)
3. | Submission of report by reporting officer to reviewing | 30" June
officer
4. Report to be completed by Reviewing Officer and to be | 31% July
sent to the Chief Administrative Officer or ACR Cell or
accepting authority, wherever provided.
5. | Appraisal by accepting authority, wherever provided 31% August
6. (a) Disclosure to the officer reported upon where there is | 01% September
no accepting authority
(b) Disclosure to the Officer reported upon where there is | 15" September
accepting authority
7. Receipt of representation, if any, on APAR 15 days from the date of receipt
of communication
8. Forwarding of representation to the competent authority
(@) Where there is no accepting authority for APAR 21°% September
(b) Where there is accepting authority for APAR 06™ 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 | 15" November or obtaining of
on the representation by the APAR Cell. decision of the competent
authority.
11. | End of entire APAR process, after which the APAR will | 30™ November

be finally taken on record

-10-




Annexure-1|

e HRESET Fein RUE B MEE I8 § W [ & 94 7 Ry

Guidelines regarding filling up of APAR with numerical grading

(i) s HRFET [T RUE & X9l & T F99 & 80 A@4MYds Td M § 93

S |
The Columns in the APAR should be filled with due care and attention and after
devoting adequate time.

(i) THT 309N &I A & (B U@l I AFTATA & F9F @Y A e JYUT U2) o /Y S
Al T U 1 A7 2 B ASNT & SHEAD B [ B g0 qaed =9 I H
RN A4 37 & T4 A& 9-10 & FAIaH U2 @l AN & H e & [JHide &
3T U B H IR 2e0E A | AL 1-2 A7 9-10 & €U AW HT F9A FH & Al &
gfe F T2 @ 9T A © A1 37 R H B g Hl AEIHl § | BT Sfesrl 37
T ATIBHT 39T TG BM BHIA aTd AIET BT DI AT AT Dl T @l
S § T 5 &1 3 i F
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 respected 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
currently working under them.

(iii) MY HEAMTIEA qeaie Rae § 8 3iF 10 & 9/ & T2 & ‘T AT AT AW
UAIC/IEEE B & 398 A AUl JUHT & g 72 9 31 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.

(iv) e wRIE @it R § 6 3iF 8 & a9/ & U2 &1 “agd /@1 AWl AT AR
3% [o1Q Ui 7 & S |

APARs graded between 6 and short of 8 will be rated as ‘very good’ and will be given a
score of 7.

(v) A BTG TeieT fUe § & A7 6 & d/d & T2 & 3T q| AT A7 9%
foTq ureaies 5 fear s |
APARs graded between 4 and 6 short of 6 will be rated as ‘good’ and given a score of 5.

(vi) A HRIMET Jeided RUE § 4 ¥ 9 8T S ared T &0 ST 91 S |

APARs graded below 4 will be given a score of zero.
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