Tec! erfdT W & forg arftfes srdfsre Yeuid- Rure

ANNUAL PERFORMANCE ASSESSEMENT REPORT FOR MULTI TASKING STAFF

ST HhT/fAURT:
OFFICE/FACULTY/DEPARTMENT:
AT a8/ 31afy o7 Ufdde

REPORT FOR THE YEAR/PERIOD ENDING

Jafade SIRT PERSONAL DATA - (HFT PART-I)

SHYBRT &1 71
Name of the Officer

UgdH

Designation

ST (f&1/AgIHT/a)

Date of Birth(DD/MM/YYYY) : / /
QCARN words)

R SHYBRT 3 Sf/3, S/
31 e off § Hefdd & 2
Whether the officer belongs to
Scheduled Caste/ST/OBC?

I I8 ¥ AaR Fgfad &1 faf
Date of continuous appointment : faTib Date
to the present grade

TS Grade:

SIRT Contd...P-2/-



6.

TN & SR SYCIUTNETT, FgT 3Mfe & HRO)
¥ Ul &1 e@afd| afe I dIH®

= ufRreror foran g d SueT fdarur &

Period of absence from duty (on

Training, leave etc.)during the year.

If he/she has under gone training, specify.

WHA B SELF APPRAISAL —HFT PART-2
(1 SIS BT ufdae foraT ST 8, 3T& gRT 4RI §110)

(To be filled in by the Officer reported upon)

(@UAT UfAfal BT 4R ¥ Ugd 3SR B AFYd® UG o )

(Please read carefully the instructions before filling the entries)

m T ST BT Tfered fdaRur Brief description of duties:

FHUT Ied P fob T gdadl dpaiex a8 &1 ad Juft aifies fyaroft Fuifva afia srifq

Farex ¥ T IaRadl a8 &I 31 S TP gof BT dl T8 At afe Y faaRor gt M Bt
IR fordt S|
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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 ¢ aTd PR & BXIER

Signature of the Officer reported upon

gfdde SMfUpRI gRI Hedidh-1— HHT-3
ASSESSMENT BY THE REPORTING OFFICER — PART-3

(P Ul &1 4R Y uge faxn-Feerf & ermyde ug o )

(Please read carefully the guidelines before filling the entries)

Ud® Hid B faQiwarsit & forw ufdae wifties™Y gRT 1-10 & Thd H T=aTdHS AT < S

R, ST 1 o HH IS qUT 10 YA 3P IS P! c2far g

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.

@ ffaerd &1 Jeaid 9 UFT &1 ds 40% BR)

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

gfdde iRy | gAfdcie WieRT
Reporting Reviewing Authority
Authority

1 2 3

i) Jd FfoTd R &t uiRguld/fawal & ofuR R

3frsifed fovan mar s |

Accomplishment of work allotted as per subjects
allotted

i) ST FYTE Bt Pife

Quality of work output

SR Contd ...P-4/-



iii) T 98 AN/ ¥R BT I W1 ¢ |

Does know the machine/ store

iv) &1 98 fFafid U 9 AxiF) ¥WR/YaT 3
Ap @A '

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

v) &1 98 WBI5 Bl § 3R d1C, 2 WIS/
HSRUT 313eH/ IRIR B SAUTA FHRl §
Does he/she clean and takes care of chart, visual
slides/ storage items/ premises.

vi) forT U SUETRIG HR/SUdaTeIqH® B B

Elﬁ'cl;uf?‘l'[ Accomplishment of exceptional
work/unforeseen tasks performed

Tld 1 R o AR UFET Overall Grading

on ‘Work Output’

HII&R Initials

(@) afdTd faRIvarsil &1 Geids (9 U &1 desl 30%81)

(B) Assessment of Personal attribute (weightage to this section would be 30%)

gfcde MRBRT | GAfdaie USRI gRT
grifeumds | e ds @l siad-2 A
Grades by feu U 95 T TgHd TR B)
Reporting Revised Grades by
Authority Reviewing Authority (if
doesn’t agree with col.2)
1 2 3

i) B B MU Attitude to work

i) ForeRt &1 &y

Sense of responsibility

iii) fFafiraar ok 9T & urdet

Regularity and Punctuality

iv) IR & ST AT

Maintenance of discipline

v) TUYUT HIA

Communication skills

vi) M & U H B DI DI ARGl

Ability to work in team

vii) IO T H B R B B

g Ability to meet deadline

SIRT Contd ...P-5/-




viii) TRER faaiTd gag
Inter -personal relations

ix) Clean use of uniform

G RT3 TR P HATDR Ut
(Pl [ J ix])Overall Grading on ‘Personal
Attributes’ (Total [i to ix])

SIIE&R Initials

) TP TEHdT BT Hidh (39 U HT 3ol 30% B1)

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

gidded UMYSRT | GAIddre MIdbRT gRI
grifeuu IS feu U vs @fe Hraq-2 °

Grades by feu U s A ggAd T8 @)
Reporting Revised Grades by
Authority Reviewing Authority (if

doesn’t agree with col.2)

2 3

1
i) Fom/fRfgred W awa & a9 |
Uihag 3R I el WU B BRI
Knowledge of Rules/Regulations/Procedures
in the area of function and ability to apply
them correctly

ii) O-9g &Hdl
Coordination ability

iii) Ugd fad Initiative

iv) PR R BT P H YAIUrdl, 98T R
IUAS Bl Proficiency in working on
computer, wherever available

‘FehTTCH HETHAT TR el THeTenT AT (e [ |
& iv]) Overall grading on ‘Functional
Competency’ (Total [i to iv])

3Meger Initials

T Note: Ihdd & UAH YU & forg FufiRd 3¢9 & AR Faifia gl & Ha 3fdi &T an
Y U BT STYR BRI

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

ST Contd ...P-6/-



ATHIY GENERAL-HITT PART-4

AT & 1Y HFIGRT Relations with the public (\_rlﬁ Fﬂ‘l?ﬁ wherever applicable)
(ST B HTFDH A3 BT SaRaldd Ud USRI db T TR Hua fiewoft €) (Please

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

YiRI&UT Training

(P RBRY BT YUIRIAT T8 SR &marsfi T SR 3ifd JuUR a1 3G A &1 2P I 395
UTR1&01 & forg RwIR=T #X Please give recommendations for training with a view to future
improving the effectiveness and capabilities of the officer)

WY &t fRUM State of Health

AT Integrity
caspl HYBR B! FAST IR fIeuft € Please comment on the integrity of the officer)

gfcrde PRI gRT PRI B JHd fARvarsh & dwdR (@ 100 Rsal #), forad
T2 &7 Ud HH I &7, SRURU Ui, AgdyU! Shadisl Td HHR avlf & ufd
ffvrgfr 2nfira &
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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.

6. TAET & UFT-3 & W3 T off 3R I H AT T 3T & YR R Fd HAThR IATHD

PIsl
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3
of the Report.
yfdde SfYpRl & g&iar
Signature of the Reporting Officer
Y ¥te 3R §
R Place:.......cccveenneee. Name in Block letters:
UadH
faAid Date:...oveen Designation:
gfdda &t sfafd #

During the period of Report:

SIRT Contd....P-8/-



gAfadie SHUBRT BT 3gfadi-HET-5

REMARKS OF THE REVIEWING OFFICER - PART-5

Tlﬁ?ﬁﬁ fYBRT BT T 3afd Length of service under the Reviewing Officer

T 31T YIT-3 T -4 & Fifa o qur faftr=s qon & Ty & ufdae st gry fpw o
HeUich § JeHd 87 o1 3T SHRABR BT IR IURAN/AZAYUf mhadiay & Jee
T fPU T geaih ¥ TgHd 87 (dad: UIFT-3 quT YIT-4(5)} (Tfe 3y Ufdde it gri
oy T faRivarstt & faelt ST Gedid 3 WA T8 & dl ST HUAT U1 Jedidh 39
s H U Tu W # § quT ofuh ufafddl 3t seiar )

Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes I 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):

3T B @ fUfY & Huar S9% SR 93| 77 HIg T 91 § o 3117 $ G a1
ST g & 2

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

SIRT Contd....P-9/-



4, AT fBRY gR1 U9 fUeer | o e & w0 I &85 Ud 39! HHGR I &
gfcr Sifighy Afgd Sue! T faRivarsti & IR & fewun@meT 100 el #) S|
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.  Ufdded & UFT-3 F WS T &t SR I H U MW 3T & YR W FA HATHR THHDB
PISUl
Overall numerical grading on the basis of weightage given in Section-A, Section-B and
Section-C in Part-3 of the Report.

gHAfdde ISR & gwER
Signature of the Reviewing Officer
T e 3arl |
R Place:......ccceeveveennen. Name in Block letters:
UgdH
faAid Date:..oveean Designation:
Raie ot safy &

During the period of Report:
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(i)

(iii)

)

(vi)

I H® Annexure-I

TS fiehrur & Iy THTSR R gy feznfRdw

Guidelines regarding filing up of APAR with numerical grading

TSR & W fafdad g iR eamyde aur gaftd 99y dd gU HRA a1t

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

g 3= BT ol € 6 1 3ruar 2 F fondt anffemon (fa o an famiwamsit on o foremex

AU & Ufapa) &1 AR srawadrst & anf ¥ waw fag § vafa v 9 sifire faar
ST 3R ST UHR 9 3yl 10 & fobdt A0 & ey A ARy Iuafed & ddy 7 sifad
3T SITQ | 9oft 1-2 34T 9-10 oA Bl & 3ict: IahT iy fau o &t S g | iRkeT®
SO UM HRd gU Uldded Ud gAfaaid SRl &I [l SfUBRT &1 eyl 396
3efI I8t WA H aau § SRR JgaIlil & ga-1 | =1 a1y

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.

TUITSR &1 8 | 10 & Sid T GHIHR0T "IP Y el S quT YEbR0/Ued & g fid
UTtdich b IO A P folt UTkdich 9 faam 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.

THIUSR &7 6 TUT 8 F BleT & did BT B0 "agd ST T S qT uredies 7 faan

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

THUSR BT 4 TUT 6 BICT & &g BT qiieb0T “3F31" feran STea a1 urediss 5 fear s
APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5.

THUSR &1 4 T HH a0l "= forar S|
APARs graded below 4 will be given a score of “Zero”.
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Annexure-I1

Time schedule for preparation/completion of APAR

(Reporting vear — Financial vear)

S.No. | Activity Date by which to be completed
I. 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

sk sk sk sk skoskoskok







