feeellr faRafaearer UNIVERSITY OF DELHI
Iopomar JfAFY & fov aiffs Frifasurees Feaea Rad

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SECTION OFFICER

FIATAI/ TR/ TIHTIT
OFFICE/FACULTY/DEPARTMEN T---nmmroemmmmemsemmamee e

AT a¥/319T T gfadceT
REPORT FOR THE YEAR/PERIOD ENDING-----=-nnmmnmmmmmmmmmmmmmm e

dTFde SART PERSONAL DATA - (HT3T PART-I)

JTPRT Fr AT
Name of the Officer

SeAfaf (fea/AdE/ay)
Date of Birth(DD/MM/YYYY) : / /

(st A In words)

A IS H AR Agied @ oty
Date of continuous appointment ; fesTier Date
to the present grade

AT Grade:
qOAE Ye aUT 30 W Agled & Ay
Present post and date of ) 9a Post
appointment thereto

feeTer Date

T 3T AT /3T

Seenfa/3..g. & gafed g2
Whetherthe officer belongs to SC/ST/OBC

ay & SR SEEN(FfEor g iy & Fwo)
O Ieqafeyfa &1 3afdr| afies & wifds
T gfretor foramr § ar 38 fAavor &

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

(e e 1 yfades forar e §,39% ganrT o e )
(To be filled in by the Officer reported upon)

fru arT Fgt @1 Gfered faaver Brief description of duties:

P & A AgT/3ER T/AAT YA T 39x for AUt e g ar 3 for @uifRa
frT a1 & 39 (IRomEAET a1 3T w9 #) St f re-gw AS WARSRAT F YR ®
FoITU 3R Jcdeh ofed & 39ell 39eifed §d1v |

(3CTGITT- 3T HTHIIT/HTATTT/[AHTT & ToIT ari¥en Hr Drofen)

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)

A3 /AT ELCICSD)
Targets/Objectives/Goal Achievements

(A) FUAT #AG-2 # A T a3 J/eAA 1 wiftd # g W@ HAA w1 G A
oo HY| Il ear T wifea H #IS S1ew W g ar 3 aadm’|
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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(SB) FUAT 3 Hal &1 M Ioa@ H ToleTdl by 318 3uafeedr W & 3N 397 39e
AT & Y Seord HY

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

4. FUI 3eol@ A b FAT qact SHelsy a¥ HT Aol Gufed anves fqarolr @uiRa afa
3T Fist a¥ T IcaRkadt a¥ F 31 FIay db gof T & a5 ATl I AT ar avor
gl T A aRg fody 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.

T & arel HiUFEH & gEanR
fesTie Date:.......oeee..... Signature of the Officer reported upon

ANTPART-3

HEIIcAS TSI 7 feRor giddest qur qafdeiehed TiRRRT carr fohar Sem &5 1-10 & dAe
I BT TRUISTEl 1 FH HHF I 2T 10998 31fAF I3 & g2liar 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.

(FIaT g F A ¥ gga Rar-fadet # eaeqds g o )
(Please read carefully the guidelines before filling the entries)

(Q) fTT SR &1 Hediehel (FH AT AT dCT 40%819M)

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

gfadesr ity gaAfdeither grfasRT
Reporting Authority | Reviewing Authority

) @ S s #r aRquianfavet &
ITYR W 3Mafed forar =r &)

Accomplishment of planned work/work allotted as
per subjects allotted
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ii) & fsdrest v agorar
Quality of output

iii) faeevomeAs Jegar
Analytical ability

iv) 39areTeHs H @ gRquianfee o
AT FF Accomplishment  of

exceptional work/unforeseen tasks
performed

fodfa &1 W Fo AamR AR Overall
Grading on “Work Output’

TR
Initials
(@eaTFTIT TAIATATIT T HedieheT (S AN T AT 30%819M)
(B)  Assessment of personal attributes (weightage to this Section would be 30%b)
yRdeA WRFR | qAfiaE
Reporting Reviewing Authority
Authority
i) R T AT
Attitude to work
i) FFAGRY &1 ay

Sense of responsibility

1ii) 3TeIRMAT T 3TT&TOT
Maintenance of Discipline

iv) TUYOT Hierel

Communication skills

V) & @ 90T Leadership qualities

vi) & F G A wF FA AT &THAT
Capacity to work in team spirit

vii) FHI-EIRON H IETEROT A
&TAar Capacity to adhere to time-schedule

viii) AR qIFIITT Tayg
Inter-personal relations

iX) THT Bfd U9 qaFdda
Overall bearing and personality

‘TAFAIT FAATAT TR Fel AR AT

Overall Grading on ‘Personal attributes’

TeTETT
Initials
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o5

(¥) TehrTcHe: HETHAT T Hodiehel (SH T S dsT 30% FIIM)
(C)  Assessment of functional competency (weightage to this Section would be 30%b)

gfadesr ity gaAfdeither arfsR
Reporting Reviewing Authority
Authority

fea/fRafEa/ed ta aegar & a7 #
gfhalt UG 3elch HEl TANT HI SATARRY
Knowledge of

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

i) Afdeg AT FAT Fr &7Har Strategic
planning ability

iii) oot o= fr ererar
Decision making ability

IV) §FaT &THT
Coordination ability

V) I A IRT g fahfad e @

&THAT

Ability to motivate and develop
subordinates

vi) ggel AfdFd Initiative

‘YhricH® FETHAT W Fel e AfFar

Overall Grading on ‘Functional
Competency’

HTETaTT

Initials

HTATCT GENERAL - (AT PART-4)

1. SIeTdT & |y #AENEHT Relations with the public (STgT o] & wherever applicable)

(STTeT & JTARISAN HT Seckel—ed T AVHRT deh IfFTA R FHogr feeqolr &) please
comment on the officer’s accessibility to the public and responsiveness to their needs)

2. gfre7oT Training
(FAT RS B Ffar Td B aTHABT A IR e guR Tur gig we #oEfte &
394 yfaror & fow fRAwifiver &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 i F&ufa State of Health

4, Fcafasar Integrity
(@9 3fORRT S Feafassr 9X feoqol & Please comment on the integrity of the officer)

5. gfddee 3RS garT AT H FATa fGAVArt fr dEdR (FeTeT 100 el #),
s Aol &9 vd &A WA &9, FWURT 3Ucieudl, Hgedqul rheldi3l (Fas:
HIIT 2 1 3(31) Ta 3(d) Ud HHASR Fait & GlasfAgicd enfaer grl
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. 9fddeet & #ET-3 & WS T, & 3N W & QU 3T qeS & MUR W Fel A d&AqcHR

afgar|
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of
the Report.
gyfaded FfOe Y & grairR
Signature of the Reporting Officer
ATH TUST & H
TUTeT Place:.......ccoeeneee. Name in Block letters:
ECEGIE)
et Dater.....ooeene... Designation:
Rarc $r afar &

During the period of Report:
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AT PART-5

geAfdciiehal 3R T 3regieaar
REMARKS OF THE REVIEWING OFFICER.

gffdeiihe 3RAGRT & 3ceid dar rafer
Length of service under the Reviewing Officer

FAT AT H{ET-3 T HET-4 F T wF qur RAffes qoit & deu 7 gfades sftel qarr fae aw
Hedichd @ WA §? T 39 SRR H IATURT SYATRA/AGeaqol HABoIai3it & Haer H
foru aTT Heaid @ WeAd E2[HEIT: HET-3(T)(iv) TAT HET-4(5)]

@fE 3o gfddest 3RFRY ganr fv a7v fARIvand & fFar edcrs Aedichd & HgAT 8l § o
3T AT H9AT Hedichd 36 TS H U 3T TA#T # ¢ TAT 3911 FfafSedr &r ezar H{ )

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

3 eAd gl T YT # HUAT 3@ HROT ddAC| FAT HE W o § 6 39 Fo Feoenr a
SrgaT Argd g 2

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

geAfdellehel HRAGRT ZaRT 9 | Huar SRy &1 w7 qEed & Td 3§H FHHASRK 9t &
gfa sfgfed @i 3ah gaAed AAVanEd & ar & fecqul (or@rsrer 100 erea} ) |
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 & #91-3 & WS T, of 3R W A QU 7T 9 & IUR W Fel Aol F&dIcAh

AT

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

Section-C in Part-3 of the Report.

gaAfdahs HfUF & gEanr
Signature of the Reviewing Officer
ST TISC 3eRT H
Name in Block letters:

geeATH
Designation:

Rare &1 3afr &
During the period of Report:
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(i)

(iii)

(iv)

(v)

(vi)

TeRdAskAnnexure-1

HEATHAS AVAI0T & A1 THUAR o 9Fay feenfader

Guidelines regarding filing up of APAR with numerical grading

THUHR & T#e faftiad amaur iR eaegde quT 9aicd TAT &3 gU R wifeC]
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3T T ST & fh 1 3ryar 2 & R aeffetor (T R ar fadwansit o $or  fAeme
AolieRor & wfdiger) @I fARISC 3AHAABT & AW § Ford 7 & wdicad &9 @ i fean
ST AR A 9ER 9 H¥ar 10 & fRelT Aot & Tew A fOftre Iuafsuat & d@ A
e fear arwem Aofr 1-2 3ryar 9-10 TR BT € 31 3o Aifaca v I &r s=a gl
qifegen Ao Fert FIT §U TfddesT T Iefdeisns ol r forelr siferr T
SSNTALROT 37 31T a8 HEAT # qAT H FRRA FgARAT T Jofloll & e =R

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.

THUHR 1 8 & 10 & & T gafieior “Sepse” folar STwam dur FEeo/deleid & o

3T grediR @ A0 R & forw gredis 9 fGar Sem|
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.

WHRWGH&TS@@H%&HWW“E@W’WWWW7W
SR

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

TAUIR & 4 JA7 6 ¥ BT & g & Foffaxor “3eor foar smwem gor greaies 5 f&ar
S|
APARSs graded between 4 and 6 short of 6 will be rated as “Good * and given a score of 5.

THIUIR T 4 @ HA qeffeor ‘g forar S|
APARs graded below 4 will be given a score of “Zero”.

*khkhkkkkx



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 | 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




