foeett ﬁﬂaﬁﬂ]ﬂﬁ UNIVERSITY OF DELHI
IR TETIH/AEAS o oY ATfes HRIASITG Jeidh Raic

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SENIOR ASSISTANT/ASSISTANT

HrATed/HH/ AT

OFFICE/FACULTY/DEPARTMENT:
AT a8/ 319ty o7 ufade

REPORT FOR THE YEAR/PERIOD ENDING

Jufdde sIRT PERSONAL DATA - (MFT PART-I)

SHYBRT BT 71
Name of the Officer

SR (f&1/mgIHT/a)

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

(QIEBf H In words)

YTiRd Ug &1 UG
Designation of post held

R SHBRT 3Tl 3, S/
3 et avf 4 Heifdd &7
Whether the officer belongs to

Scheduled Caste/S T/OBC?

JaqH I8 ¥ TaR fAgfad &t fafy
Date of continuous appointment : fai® Date
to the present grade

TS Grade:

ST Contd...P-2/-



Y & GRM SICIVRAOIFET 31fE & HRO)
¥ Uil ! s@fd| afg o HiHS

= ufRreror foran 8 df SueT fdaRur &

Period of absence from duty (on

Training, leave etc.)during the year.

If he/she has under gone training, specify.

WHAID SELF APPRAISAL —~HRT PART-2
(o SHfeBRY &1 Uit foram S 8,39 gRT HR1 91
(To be filled in by the Officer reported upon)

(U1 TSl BT U I Ugd SCRN &l &-Ydd Ug o )

(Please read carefully the instructions before filling the entries)

fhU U wTf BT Wierd fqaRT Brief description of duties:

auf/3afy & GRMA il AP eHTIS GRT T 1T Sl &1 W faavon
(fra=or 100 Treat # faam o 1R )

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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3. PO I B b T Addl polex 98 B ad YU o fyaruft Feifva afia srifq
BAISY I J FciRad gy Pl 31 A db qol B &1 15 AT I 7T o fIaR0r of B B
IR ferdt STy
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.

AT G a1l TP & GElER

Signature of the Officer reported upon

gfdde ifeeRl gRT Gedidh- UI-3
ASSESSMENT BY THE REPORTING OFFICER — PART-3

(PuT Ufafal &1 4R § ugd faxn-Feel & eryds ug o )

(Please read carefully the guidelines before filling the entries)

U B ol faRIred & forg ufdde TRt §RT 1-10 b Wpa H WATHSD AT <t ST
IIMRT, ST 1 T BT IS 7T 10 T 3HF IS 1 <=1 81

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.

@) fid S &1 qeid T (39 YT &1 9SS 40% BT

(A)  Assessment of work output (weightage to this Section would be 40%)
TIPRT gRT | Al Ut R] gRT fou
feumae T s @fe piem-2 H fau
Grades by Reporting | IS ¥ IgHd gl )
Authority Revised Grades by Reviewing
Authority (if doesn’t agree
with col.2)
1 2 3
i) gdTanfor s @t aRgutar/ Ay &
SYR WR STeifed fasar a1 i
Accomplishment of planned
work/work allotted as per subjects
allotted
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ii) ST B O
Quality of work

iii) PR TSaTG B H UdTurT 31T
Auiia IAoeR! wd Iy snfe &1 3@
XWId Proficiency in work, namely
maintenance of prescribed registers
and charts etc.

THId B W Hd HATHR AT (@A
[i ¥ iii])

Overall Grading on ‘Work Output’
(Total [i to iii])

SHTIE&R Initials

@  fdard foRvarstt &1 Heaie (S8 HRT &1 dcs 30%81T)

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

Ufclde WieR! §RT | gAfadied WeRT gR1 U
g i T IS @fe Blaw-2 7 fau e
Grades by Reporting DK ggHd '_-I?)f % )

Authority Revised Grades by Reviewing
Authority (if doesn’t agree
with col.2)

2 3

1
i) BT @1 SAUGRT Attitude to work

ii) e’ BT NY Sense of

responsibility

iii) ST 1 ST I@/T

Maintenance of discipline

iv) TUYUT HIRTA

Communication skills

v) fazcvume® argdn
Analytical ability

vi) A & U T B B B aradr

Ability to work in team

vii) TH T H SR R B Dl
g Ability to meet deadline

viil) TRER HfGiTd daY

Inter personal relations

"G [ARITAS TR ol [T
ST (Fd [ 9 viii])

Overall Grading on ‘Personal
Attributes’ (Total [i to viii])

STIE&R Initials

S Contd ...P-5/-




@)  UeRidS F&Edl BT G-idb (39 HF T desl 30% B1)
(C)  Assessment of functional competency (weightage to this section would be 30%)

gfcide WG RI gRT | gAfadie UiieR! gRT fau

fermeds T I @fe prad-2 # g e

Grades by Reporting | U8 ¥ TgHd "ol g)

Authority Revised Grades by Reviewing
Authority (if doesn’t agree
with col.2)

2 3

1
i) fFom/Rfga/er wd argar & @ |
ufhag SR 96 Tl WART @I
TSR Knowledge of
Rules/Regulations/Procedures in the
area of function and ability to apply
them correctly

11) YHGY &HdT
Coordination ability

iii) Ugd Wfdd Initiative

iv) IR R B B H Jdor

Proficiency in working on computer

TSP TEHAATIR Ha [HATHR
fET (Pl [i iv]) Overall grading
on ‘Functional Competency’ (Total [i
to 1v])

HII&R Initials

I Note:Hdhd® & Udd JU & forg Muffid 929 & SuR efia Wgl & Sid 3! &1 IRT Ty
DFET BT YR R
The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned.

AHTY GENERAL - HI'T PART-4

1. AT & 1Y YRTGRT Relations with the public (STRl Fﬂ"lEﬁ wherever applicable)
(ST T SaRTB TS BT IR Td YDRT db T W Huar fewuft €) (Please

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

ST Contd ...P-6/-



UfRIEUT Training
(FUAT SATABRT BT YuTfadr Ud BT emaraef & 3R 31w UR a1 g & 31 2P I 39D

UFR1&01 & foTT RIBTRRT B Please give recommendations for training with a view to future
improving the effectiveness and capabilities of the officer)

WY &t fRUMA State of Health

AT Integrity
caspl HYBRT B! FAST W feuft € Please comment on the integrity of the officer)

gftde SiUeRI gRT PR Bt gAwd fIRvdref &t qeiR (@R 100 wsal #), o
2 &7 Ud HH AE &, SR Ui, AgdyUl Shadrst Td AR avll & ufd
Gif\'l-l'q'ﬁ"f M 8 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.

SR Contd....P-7/-



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

pIstl
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3
of the Report.
fdde SfYpRl & gwiar
Signature of the Reporting Officer
T W 3HERT o
{YTF Place:......cccoeennenne. Name in Block letters:
YeadH
fai® Dater...oooveenn. Designation:
yfdde ot fafy #

During the period of Report:

gAfddie IERY St sngfadar-yr-5

REMARKS OF THE REVIEWING OFFICER - PART-5

1. TAA®A SR St T Ay

Length of service under the Reviewing Officer

2. 13U YF-3 § YT-4 & FTd S aut faft= it & ey & ufdae SifieRt gR1 few e
i ¥ TgHd 82 &1 3T SRABRT &1 SRTYRU SUaferdl/Heayuisramadrsl & ey &
T 7T Fewich § TEHd B2@iEH: HITT-3 TUT HIT-4(5)} (& 310 Uferde ifisrt gRT fbw

T faRiwdrsit & foreft Teaate Jeuidd & gHd Aol § al 319 HUAT 3T eHidh 59 TS
¥ U TTU Tomy B S T S Tfafvel ®Y Sierer )
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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):

3EHd 81 B! U & FHuan 396 SR §a1d | T Dis T 91d § o 31U $S Fea Al
ST M8 & ?

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

gAfdaie SHIBRY gRT 07 R | Huar ifert ot &1 A & Td 3wt HHSIR avlf &
gfcr Sifighy Afgd S T faRivarsti & IR & fewon@meT 100 Treg! #) 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.

SR Contd....P-9/-



5. TfAdeT & UFT-3 & W3 T ff R W H AU T 3T & YR R FA HArhR IS

piEul

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

Section-C in Part-3 of the Report.

GATIQAID SHBRI & TEATER

Signature of the Reviewing Officer

T e 3eRT A
Name in Block letters:

UgdH

Designation:

Ruré &t srafy &
During the period of Report:
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(i)

(iii)

(v)

(vi)

HolddAs Annexure-I

TS iRl & Iy THTSR 4R Ty feznfRdw

Guidelines regarding filing up of APAR with numerical grading

TSR & W fafdad g iR emyde gyt gafd 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 ot € 6 1 3ruar 2 F fordt affeor (rfa o an famiwamsit on oo foramex

AU & Ufapa) &1 AR srawadrst & Anf ¥ waw g o vafa v 3 sifire faar
ST SR ST UHR 9 3yl 10 & fodt A0 & ey A ARy Iuafed & d&y 7 sifad
3T SITEm | 9oft 1-2 34T 9-10 oA Bl & 3ich: IahT i fau o &t S g | wiRkeT®
IO UM HRd gU Uidded Ud gAfaaia SRl &I [l SfUGRT &1 gul—uiRor 396
3¢ a5t WA H aau § HRRd JgaIiil & ga- | =1 91|

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 & S T GHIHR0T "I e ST 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 A 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.

TUIUSIR &1 4 TUT 6 T BIeT & oI BT IR0 “ 33T Foram S qut uries 5 feam 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”.

skeosk skosk skokosk



Annexure-I1

Time schedule for preparation/completion of APAR

(Reporting vear — Financial vear)

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.
0. 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
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