
 

           
दिल्ली दिश्वदिद्यालय UNIVERSITY OF DELHI 

 

 

दिजी सदिि/िरिष् ठिैयक्तिक सहायक/िैयक्तिकसहायक/आशुदलदिक के दलए िादषिक कायि दिष् िािि 

मूल याांकि रििोर्ि  
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR  PRIVATE 

SECRETARY/SENIOR PERSONAL ASSISTANT/ PERSONAL ASSISTANT/ 

STENOGRAPHER 
 

कायािलय/सांकाय/दिभाग: __________________________________________________________________ 

 

OFFICE/FACULTY/DEPARTMENT: ____________________________________ 
 

समाप्ति वर्ष/अवधि का प्रतिवेदन ________________________________________________ 

 

REPORT FOR THE YEAR/PERIOD ENDING ____________________________ 

 

 

िैयक्तिक ब् योिा PERSONAL DATA - (भाग PART-I) 

 
 

 

1. अदिकािी का िाम     

Name of the Officer   : __________________________________ 
 

2. जन् मदिदि (दिि/महीिा/िषि) 

Date of Birth(DD/MM/YYYY) : __________/________/________________ 

       

: (शब् िोां में In words)____________________ 
     

       ___________________________________ 
 

3. िारिि िि का िििाम   :  
Designation of post held  : ___________________________________ 

 
4. क् या अदिकािी अिुसूदिि जादि/ 

 अ.ज.जा./अ.दि.ि. से सांबांदिि है ? 

Whether the officer belongs to : ___________________________________ 

 S. C./S. T./OBC? 

 

5. िििमाि गे्रड में लगािाि दियुक्ति की दिदि 

Date of continuous appointment : दििाांक Date_________________________ 

 to the present grade  

      : गे्रड Grade:__________________________  
 

 

 

 

जारी Contd…P-2/- 
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6. प्रदििेिि अिदि के िौिाि सम्बद्ध अदिकािी 

 का िाम ििा िििाम  
Name of Officer with designation : _________________________________ 

 with whom attached during the    

 period under report    _________________________________ 

 
7. िषि के िौिाि छुट्टी, प्रदशक्षण आदि के कािण डू्यर्ी 

 से अिुिक्तथिदि की अिदि।   
Period of absence from duty on : _________________________________  

 Leave, training, etc. during the year.  

 

 

 

थ िमूल याांकि SELF APPRAISAL –भाग PART-2 

 

 

(दजस अदिकािी का प्रदििेिि दलखा जािा है,उसके द्वािा भिा जाए )   

(To be filled in by the Officer reported upon) 
 

( कृिया प्रदिदियोां को भििे से िहले अिुिेशोां को ध् याििूििक िढ़ लें )   

(Please read carefully the instructions before filling the entries) 

 

 

1. िषि/अिदि के िौिाि ______________से______________ िक आिके द्वािा दकए गए कायों का सांदक्षप् ि दिििण 

(दिििण 100 शब् िोां  में दलखा जािा िादहए) 

Brief  resume of the work done by you during the year/period from__________________ 

to _______________ (The resume to be furnished should be limited to 100 words): 
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2. कृिया उि मिोां का भी उल लेख किें  दजिमें बहुि अदिक उिलक्तब््ािाँ िही ां होां औि उिमें अििे योगिाि का 

भी उल लेख किें।  

Please also indicate items in which there have been significantly higher achievements and 

your contribution thereto. 

 

 

 

 

 

 

 

 

 

3. कृिया अििे इििुर्(उदे्दश योां) की प्राक्ति में हो िही कदमयोां ििा कािणोां, यदि कोई होां, िो उिका सांके्षि में 

उल लेख किें ।  

Please state, briefly, the shortfalls in your input and reasons therefore, if any. 

 

 

 

 

 

 

 

 

 

 

4. कृिया उल लेख किें  दक क् या िूििििी कैलेंडि िषि की अिल सांिदि िादषिक दिििणी दििािरिि िािीख अिािि् 

कैलेंडि िषि से उत् ििििी िषि को 31 जिििी िक िजि किा िी गई िी। यदि िही ां िो दिििण िजि किािे की 

िािीख दलखी जाए। 

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 filing the return should be given. 
 

 

 

 

 

 

 
 
थ िाि Place:......................    सूििा िेिे िाले अदिकािी के हथ िाक्षि  

दििाांक Date:.....................    Signature of the Officer reported upon 
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प्रदििेिि अदिकािी द्वािा प्रदििेिि–भाग-III 

REPORT BY THE REPORTING OFFICER - PART-III 

 

1. क् या भाग-2 के दिििण से प्रदििेिि अदिकािी सहमि हैं?  यदि िही ां, िो दकस सीमा िक असहमि हैं औि 

क् या कािण हैं? 

Does the Reporting Officer agree with the statement made in part 2?  If not, the extent of 

disagreement and reasons thereof. 

 

 

 

 

 

 

 

 

 

2. प्रत् येक कायि की दिशेषिाओां के दलए प्रदििेिि प्रादिकािी द्वािा 1-10 के थ केल में सांख् यात् मक गे्रदडांग िी जािी 

िादहए, जहािाँ 1 सबसे कम गे्रड ििा 10 सबसे अदिक गे्रड को िशाििा है।  

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. 

 

(कृिया प्रदिदियोां को भििे से िहले दिशा-दििेशों को ध् याििूििक िढ़ लें )  

(Please read carefully the guidelines before filling the entries) 

 
 

(ए) दिगिि कायि का मूल याांकि (इस भाग का िेरे्ज 40%होगा) 

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

 गे्रदडांग Grading 

i) कायि की गुणिा Quality of work 

 

 

ii) व् यािसादयक कौशल का थ िि Level of professional skill 

 

 

iii) गुप् ि एिां ििम गुप् ि मामलोां ििा कागजाि को दििर्ािे में  दिश िसिीयिा 

बिाए िखिे की योग् यिा  
Trust worthiness in handling secret and top secret matters  

and papers 

 

iv) कायि डायिी का अिुिक्षण औि बैठकोां, साक्षात् कािोां आदि के दलए 

आिश यक कागजाि को समय िि प्रथ िुि कििा  

Maintenance of engagement diary and timely submission  

of necessary papers for meetings, interviews, etc. 

 

‘दिगिि कायि’ िि कुल दमलाकि गे्रदडांग (कुल[iसे iv]) 
Overall Grading on ‘Work Output’ (Total [i to iv]) 

 

आद्यक्षि Initial  
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 (बी)  व् यक्तिगि दिशेषिाओां का मूल याांकि (इस भाग का िेरे्ज 30% होगा) 

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

 गे्रदडांग Grading 

i) कायि की अदभिृदि Attitude to work 

 

 

ii) बुक्तद्ध, उत् सुकिा Intelligence, keenness 

 

 

iii) अिुशासि का अिुिक्षण Maintenance of discipline  

 

 

iv) दजम् मेिािी का बोि Sense of responsibility 

 

 

v) सांपे्रषण क्षमिाएां  Communication skills 

 

 

vi) र्ीम में कायि कििे की योग् यिा Ability to work in team 

 

 

vii) समय सीमा में कायि िूिा कििे की योग् यिा Ability to meet deadline 

 

 

viii) उिक्तथिदि में दियमदिष् ठा/दियदमििा ििा समय िालि Regularity 

and Punctuality in attendance 

 

‘व् यक्तिगि दिशेषिाओां’ िि कुल दमलाकि गे्रदडांग (कुल[iसे viii])  
Overall Grading on ‘Personal Attributes’ ([i to viii]) 

 

आद्यक्षि Initial 

 

 

 

 

(सी)  प्रकायाित् मक सक्षमिा का मूल याांकि (इस भाग का िेरे्ज 30%होगा) 

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

 

 गे्रदडांग Grading 

i) आशुदलदिकीय कायि में प्रिीणिा ििा शुद्धिा  
Proficiency and accuracy in Stenographic work 

 

ii) ििथ िि व् यक्तिगि सांबांि Inter-personal relations  

iii) समन् िय कििे योग् यिा Coordination ability  

iv) प्रभािी सांिकि , िहल शक्ति एिां रे्लीफोि कॉल स ििा आगांिुकोां  के साि 

अच् छा व् यिहाि  
Effective liaison, Initiative and tact in dealing with telephone 

calls & visitor 

 

‘प्रकायाित् मक सक्षमि’ िि कुल दमलाकि गे्रदडांग (कुल[iसे iv])  
Overall grading on ‘Functional Competency’ ( [i to iv]) 

 

आद्यक्षि Initial  

 

िोर् Note: सांकेिक के प्रत् येक गु्रि के दलए दििािरिि िेरे्ज के अिुसाि सांबांदिि समूहोां के औसि अांकोां का योग समग्र 

गे्रदडांग का आिाि होगा।  

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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भाग PART-4 

सामान् य GENERAL 

 

1. जििा के साि भागीिािी Relations with the public (जहािाँ लागू हो wherever applicable) 

 (जििा की आिश यकिाओां का उत् िििादयत् ि एिां अदिकािी िक अदभगम िि कृिया दर्प् िणी िें )  

 (Please comment on the officer’s accessibility to the public and responsiveness to their 

needs) 

 

 

 

 

 

 

2. प्रदशक्षण Training  

(कृिया अदिकािी की प्रभादििा एिां कायि क्षमिाओां में औि अदिक सुिाि ििा िृक्तद्ध कििे की दृदि से उसके 

प्रदशक्षण के दलए दसफारिश किें   

Please give recommendations for training with a view to future improving the 

effectiveness and capabilities of the officer) 

 

 

 

 
 

 

3. थ िाथ ्  य की क्तथिदि State of Health 

 

 

 

 

 

 

4. सत् यदिष् ठा Integrity 

(कृिया अदिकािी की सत् यदिष् ठा िि दर्प् िणी िें Please comment on the integrity of the officer) 

 

 

 

 

 

       
 

5. प्रदििेिि अदिकािी द्वािा अदिकािी की समथ ि दिशेषिाओां की िथ िीि (लगभग 100 शब् िोां में), दजसमें 

साम् यि के्षत्र एिां कम साम् यि के्षत्र, असािािण उिलक्तियाां, महत् ििूणि असफलिाओां एिां कमजोि िगों के प्रदि 

अदभिृदि शादमल हो  
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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.  प्रदििेिि के भाग-3 के खांड ए, बी औि सी में दिए गए िेरे्ज के आिाि िि कुल दमलाकि सांख् यात् मक 

गे्रदडांग।  
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 

of the Report. 

  

 

 

 

 

 

 

 

 

        प्रदििेिि अदिकािी के हथ िाक्षि  
        Signature of the Reporting Officer 

 
िाम थ िष् र् अक्षिोां में  

थ िाि Place:.....................  Name in Block letters: ____________________________ 

     िििाम 

दििाांक Date:.....................  Designation: ____________________________________ 

प्रदििेिि की अिदि में  

     During the period of Report: _______________________ 

 

 

      ******** 

 

 

 



 

 
संलग् नक Annexure-I 

 

 

सांख्यात्मक शे्रणीकिण के साि एिीएआि भििे सम्बांि दिशादििेश 

Guidelines regarding filing up of APAR with numerical grading 

 
(i) एिीएआि के स्तांम्भ दिदििि साििािी औि ्ाििूििक ििा ियािि समय िेिे हुए भििे िादहए। 

The columns in the APAR should be filled in with due care and attention and after 

devoting adequate time. 

 

(ii) यह आशा की जािी है दक 1 अििा 2 के दकसी िगीकिण (दिगिि कायि या दिशेषिाओां या कुल दमलाकि 

शे्रणीकिण के प्रदिकूल) को दिदशि असफलिाओां के मागि से कलम दित्र में ियािि रूि से औदित्य दिया 

जाएगा औि इसी प्रकाि 9 अििा 10 के दकसी शे्रणी के सांबांि मे दिदशि उिलक्तियोां के  सांबांि मे औदित्य 

दिया जाएगा। शे्रणी 1-2 अििा 9-10 दििल होिी हैं अि: उिका औदित्य दिए जािे की जरूिि है। साांक्तख्यक  

शे्रणी प्रिाि कििे हुए प्रदििेिि एां ि िुिदििलोकि अदिकारियोां को दकसी अदिकािी का िजािदििाििण उिके 

अिीि िही सांख्या में िििमाि में कायििि सहयोदगयोां की िुलिा मे कििा िादहए। 

 

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. 

 

(iii) एिीएआि का 8 से 10 के बीि का िगीकिण “उतृ्कि” दलया जाएगा ििा सूिीकिण/ििौन्नदि के दलए औसि 

प्रािाांक की गणिा कििे के दलए प्रािाांक 9 दिया जायेगा। 

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) एिीएआि का 6 ििा 8 से छोर्ा के बीि का िगीकिण “बहुि अच्छा” दलया जाएगा ििा प्रािाांक 7 दिया 

जायेगा। 
APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be 

given a score  of 7. 

 
(v) एिीएआि का 4 ििा 6 से छोर्ा के बीि का िगीकिण “अच्छा” दलया जाएगा ििा प्रािाांक 5 दिया  जायेगा। 

 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 

 

(vi) एिीएआि का 4 से कम िगीकिण “शून्य” दलया जायेगा। 

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

 

 

      ******* 

 

 

 

 

 

 



 

 

 

Annexure-II 

 

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 officer to be reported upon 

where self-appraisal has to be given and to 

reporting officers where self-appraisal is not be 

given). 

31st March. 

(This may be completed even a week 

earlier). 

2. Submission of self-appraisal to reporting officer 

by officer to be reported upon (where 

applicable). 

15th April 

3. Submission of report by reporting officer to 

reviewing officer. 

30th June 

4. Report to be completed by Reviewing Officer 

and to be sent to Administration or CR 

Section/Cell or accepting authority, wherever 

provided. 

31st July 

5. Appraisal by accepting authority, wherever 

provided. 

31st August 

6. (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. 

1st September 

 

 

15th September 

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) (a) where there is no accepting authority for 

APAR. 

 

(b)  where there is accepting authority for 

APAR. 

 

 

 

21st September 

 

 

6th 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 on the representation by the APAR 

Cell 

15th November 

11. End of entire APAR process, after which the 

APAR will be finally taken on record 

30th November 

 

      ******** 

 


