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IR Ae1fors @91 & FHg 371 vd 9 FRAFRE/FraiRar Hr afdes s fAvuea Fgeaiea Rae

Annual Performance Appraisal Report of Group A and B Non-teaching staff

3L 1515 USROS & Rare
Report for the year /Period ending..........cociiiiiiiiii
dafhed g
Personal Data
HTIT-1
PART-1
(TATUAT AT GRT A ST )
(To be filled by the Establishment Section)
T BRI T G0,
Name Of the OffiCer. ..o e
2. | F=x QAR RA/FAEAAS) oo f o] oo (TG F) o
Date of birth (DD/MM/YYYY) ...... /... /... (INWords) ....cocovvvvvevieeiieerieennn,
S [ TR TG oo
Designation of post held ...........ueviviiiiiiiiiiiieeeeeeeeeeee e
S B GO R U 3 (S R | s A o 1 o ) OO
Whether the officer belongs to Scheduled Caste/Scheduled Tribe............ccccoeviviiieenennn.
5 | gdH I # Fad AgRe 1 a®m | B AF.con, 11-1 I
Date of Continuous appointment in the | Date....................... Date......ovvvvvrenenee.
Present grade
6. | a¥ & T Tedy, ufetor seanfe &
BRUT 5ET  IUieda Hr i
Period of absence from duty on Leave,
training, etc. during the year.
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HI31(2)-FT-H e Tehel
PART (2)-Self Appraisal

(T AAFY gRT T AT, faadr Rue oy e §)
(To be filled by the Officer reported upon)

(U UfafRal R ¥ Ugd HSRA B CAAYIS UG o)

(Please read Carefully the instructions before filling the entries)

1. Pacar &1 gfeiea faazor

Brief description of duties

2. B F S ALI/FRIAT HUS TWI 3ua for [uRa 5y @, @ 3o fow
AuiRa e aw & 39 @Rume/aAET @ 3= wu &) et B re-gq #AS wrAfHedr
& YR W T 3R & th a8g & T I AU 3ucfcy ad| (3erexor & forw
3Tk gHT & fAT arfifies T Jiein)

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 Plan for your Division).

TET/ZETAT 3UATSIIT

Targets/objectives/goals Achievements

Page 3|10




3. (37) PUA A 2 A IAC T H Wi F W[ FAAT F F&T FH Seor@ w| IfG T84T
& wfg F P aaw K & A I ga|
(A) 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.

(@) PUAT 31 Hal & M Seoa@ HY AAHA whT 316 suafcuar @ § 3R 394 31U
ATETT &1 ol Seor@ |

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

4. PUAT Seol@ B H FIT gaadi Helvsy ay A ad Fufa afiies faaxoft fauifa
adig 37T $AveR a¥ T Scaadt a¥ B 31 ST db gof b & S ot Ify
ar Aol g1 R & aRE & v

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

AR, foraehr Rue foredr St &, @1 g&ameR

Signature of the officer reported upon
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am1(3)-Ru foraer arer 3RER gRT Fegidd
PART (3)-Assessment by the Reporting Officer

(T yfafai R & ugd fEn-fAdelt & caregde ug o)

(Please read carefully the guidelines before filling the entries)

1. RuE forma arer 3IRER gRT uede quifadvar & fow sifes I8 & S arfer S
5 1@ 10 dp & A W g Tfer FEd 1 & ey Reaasd 95 3 3k 10 &
drcuy 3T=dd I J ¢l

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

(F) P fAsuIga & HedicheT (38 T3 Y dlole 40% 29N)

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

Raie forgar | @efiem grr Gafda | wefer
arel IRERT | Uz (I TIFH 2 | AR
R er | & geEd a9 ) Gal

IR A Revised Grades by TITER
Reviewing Authority

Rsny | (fdossntagree | A0l of
porting with col.2) ng

authority Authority
2. 3. 4.

1.
AdoiAEag dI  oyaEfea fawat &
3FER JTdfed B Bl QU B
Accomplishment of planned work/work
allotted as per subjects allotted

S P T
Quality of Output

faQevucAs ATadr
Analytical Ability

HUdElcAd HF A aRgetdar/fad
T HYRAT H

Accomplishment of exceptional
work/unforeseen tasks performed

H fAsaeT W AT AT {Fea(i § iv)/4}
Overall grading on ‘Work output’ {Total (i
to iv)/4}
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(@) 3Teher TOT/TAAWAT ST HAihed (FH WS & dlsiie 30% aaf)

(B) Assessment of personal attributes (weightage to this Section would be 30%)

Rare forgar | @efiem grr Gafda | wefer
arel JARERT | Uz (I TIFH 2 | AR
gRT fer | A geEd a9 ) Gal

T A Revised Grades by | 3marerx
Reviewing Authority

ey | "ot | e
porting with col.2) g
authority Authority
1. 2. 3. 4.
. @& & Ui g
Attitude to work

ll.  Jcaieifca & HTda
Sense of responsibility

. 3GRMEA T TG
Maintenance of discipline

V. HUYOT pierel
Communication skills
V. dqcd Ier

Leadership Qualities

VI, &F & &1 o fir Jegar

Ability to work in team

VI.  §HI RO BT HJEOT A P
ragdr

Capacity to adhere to time-schedule

VII. 3iafhe @y

Inter-Personal relations

IX. 9HAT ofd g gihg

Overall bearing and Personality

<Afehed 0T/ TAAUATHT T AT ST {Fel(i
# ix)/9} Overall grading on ‘Personal
Attributes’{Total (i to ix)/9}

Page 6]10




(T) FIATCHED &THAT T Aol (36 T3S N aoiie 30 % 29N)

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

Rare forgar | @efiem grr Gafda | wefer
arel IR | Uz (I TIFH 2 | AR
gRT er | A geEd a9 ) Gal

I IS Revised Grades by 3TEITe
Reviewing Authority

cradoety | Sifdocuntagee” | Aot
porting with col.2) ng
authority Authority
1. 2. 3. 4.
l.  ®HA-BS & aF A At/ fafagat/
gl &1 A 3R e el alle &
AN A P ANTIAT

Knowledge of rules/ Regulation/
Procedures in the area of function and
ability to apply them correctly

. =hfdeg IS g Hr ardan
Strategic Planning ability

. AT o & eTdAar

Decision marking ability

V. HAIT &THAT
Coordination ability

V. 3Ty & oRd tg eflRa &4

T &7

Ability to motivate and develop
subordinates

VI. Ugd QAP
Initiative

PRcAD AT W AT I {Fol(i 4
vi)/6} Overall grading on ‘Personal
Competency’{Total (i to vi)/6}

fecaoft. @@y Ao AUIRT & 718 aENe & Iguad H Hhddl $ UAP FHE & ALY A
& T W ITATRA &l

Note- 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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HTI(4)-ATHATT
PART (4)-General

. BE/AAT qH ARG & T Fuh (SRl wel d9) @) (FUAT SE/AAT H Ja
B ISR b ugd T Aegar AR sah FTWEr & gfd Searerdea W feogoh @)

Relations with service beneficiaries/students (wherever applicable)
(Please comment on the Officer’s accessibility to the public and responsiveness to their
needs)

. UfEToT (Ppuan UG H HRIRAT IR HREGTHIT H FUR o &g Alasg & €iF 4
yfreror dr fAwRer &)

Training (Please give recommendations for training with a view to future improving the
effectiveness and capabilities of the officer)

. Ty fir Rufa
State of Health

. HITASal (T AR H1 Fegfaser W fecyoh)

Integrity (Please comment on the integrity of the Officer)

. &TAAIST AR FAR &TATISN, YR ST, FAgcaqul TAHAIAT AT AR gaif
& ufd fAgfa & & afea ARG F FaT o W N forma arer 3wl g

ereg T (SI91979T 100 QAai &)

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the
officer including area of strength and lesser strength, extraordinary achievements,
significant failures [i.e. 3 (A) and 3(B) of part-2] and attitude towards weaker sections.

. ROie & 991-3 & @3 —&, @s-@ 3R G- A & TS Rl b YR W FHT 3ifhed
Jdfar

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

T/ Place-

f&eieR / Date- -
Signatgre of t.he‘Reporting Officer
1P S RC T- £y - S ——

Designation
RAIE P 3aRr & R -
During the period of Report----------
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1a1(5)-geAfdeierer 3RS grRT AifAgfear
PART (5)-REMARKS OF THE REVIEWING OFFICER
fABIRY & ded ddrehrel

Length of service under the Reviewing Officer
. AU B fAvuea R dur #er-4 # R qoi/faRvanst & dau #7 Rae
forgar arer IR gRT fFd 90 Feaihad & FedAd ©7 FA T ARG &
ATYRYT 3Tl /AgcdquT I AHA & Ja9 A R 9T Fedihad & FeAd 7
(HeH T 3 (A) (iv) IR T -4 (5)) (@ 3T ot /faduarst F fREr o s
Al ¥ TEAd el © o 59 @Wus # AUk fow G 70 TIH F 30T Hedidd
gol Y 3R I gfafgdt R 3uar 3R wY)

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) & Part 4 (5) (In case you do not
agree with any of the numerical assessment of attributes, please record your own

assessment in the column provided for you in that section and initial your entries)

=) el
Yes NO

. JrgeAfd & ufd & SRoT gard| w2 0T o EH 3T GMNYST HEAT I NSl

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

. AP gRT Aeg AF| (SFTHIT 100 Aeql H ) PUAT &TAAT IR FAR
A3 & & AR FASAR ot & ufa FFgia FRed IRV & FHAT T W

fecqolt @Y1 Pen Picture by Reviewing Officer. Please comment (in about 100 words) on

the overall qualities of the officer including area of strength and lesser strength and his
attitude towards the weaker sections.

. RO & 9m1-3 F @+, @3-@ IR W91 A & 75 Aole B YR W AT Hifhd
T3 Overall numerical grading on the basis of weightage given in Section A,B and C in
part 3 of the Report

TdTA/Place........o.ooeeeee.
fgarm/Date.........ccooee.
PR &b TEATER

Signature of the Reviewing Officer
ATH g3 HERT H ----------mmmo-
Name in Block Letters-----------------
OGeATH---=======mmmmmmm oo
Designation

ROE &1 3af & R ---------
During the period of Report----------
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VL.

HEATcHS AVNIAIoT & WY TAU3R e Hadr feenfader
Guidelines regarding filling up of APAR with numerical grading

TRUIR & & faftad qraurEr iR «aeqds gdicd 679 &d §U R d1iev|

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

g 3 Y S ® B 1 3ryar 2 & frdr geffevor (fAdfa e @ RQwansit ar g
fAereRt AufieRor & ufdge) @ fafse 3awaanst & A & doad =T & gdied ®u
o e fgar srwem 3R g6 geR 9 3ryar 10 & At Aoft & Fay # fafdee
udfeudl & day #A ey f&ar amwem 4of 1-2 3ryar 9-10 e g & 3a:
saer AR U aE & SWd ¢l @iegd ol yeid #d §U Uidded Ud
ufdeIRET a1 fopeY 3R &1 ol AURer 3% 3T a8 gear &
IIAT H PRI FeANA H oI A HEAT AT
It is expected that any grading of 1 or 2 (against work output) or attributes or overall
grad) 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 Grade of 1-1 or 9-10 or expected to be rare occurrence and hence the
need to justify them. In awarding a numerical grading the reporting and reviewing

authorities should rate the office against a larger population of his/her peers that may be
currently working under them.

THUHR &1 8 & 10 & &g o gofieneor “Sepse” foram Suem aar Ao/ Uieaiia
& forw 3iAd urcdis i 0T HRa & forw uredie 9 g Srwe|

APAR 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.

THUHR &7 6 3 8 & & & T &1 gafiepor "ggd 3resr ferm S aun YTCATh

7 e Srwam|
APAR gfraded between 6 and short of 8 will be rated as “Very good’’ and will be given a
score of 7.

THUR T 4 3R 6 A HH 9T o1 Joffeor 3T’ o ar JTwam gar uredis 5 fear

ST |

APAR graded between 4 and short of 6 will be rated as “good’ and will be given a
score of 5.

TAUIR H 4 F HA offeor e forar sream|

APARs graded below 4 will be given a score of “Zero”.

Other Instructions

For grant of financial upgradation under the MACP Scheme, the prescribed Benchmark shall be
‘Very good’ for all levels. This shall be effective for up gradations under MACPS falling due on
or after 25.07.2016 and the revised benchmark shall be applicable for the APARs for the year
2016 -17 and subsequent years.
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