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Delhi State Industrial & Infrastructure Development Corporation Ltd.
Bombay Life Building, ‘N’ Block Connaught Circus, New Delhi-1

qifties MR qedich Hfda

Annual Performance Assessment Report
For

Administrative and Finance/ Accounts
Cadre Ofticers
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{1

Name of the Department =~ e

EE
Form

TG ay /37y &1 Hiae
Report for the year/period ending ~ ccveivsverscsnncssnncssnncsssnisssnssssssssssssssasenseses
qrT-1 af¥s &R
Part-1 Personal Data

(dsfem wemat gE a1 W W & [

(to be filled in by the Administrative Section)

1. ot & 9
Name of the OffiCer. .. .o e

2. JoHM T

Present EstabliSHIMENt. . .....ooeirnnitt e e e e

3. oW & Al o 7 (R /A /a)
Date of Birth(DD/MM/ Y Y Y Y )it e e

4. goae &l § emar MR @ arie f&stich oy
Date of continuous appointment Date............ Grade..........
to the present grade

5. 99N TE 91 96 W Mg @ aie EES e
Present post and date of appointment Designation.......... Date.............
there to

6. ¥ F FA § FYURT I oty (g
gfSrerer offe WA S St 3
gfererer form & SEe e
Period of absence from duty (on
training leave etc) during the year
(if he/she has undergone training,
specify)

7.  swER A dted (B et ¥ SwE fEer s )
Signature with date (officer reported upon)
ENIGIE e RER]

Administrative Officer
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AqT-2 HRIgE

Part-2 Resume

1.

e e @1 SiRe fomer ST &, SE% 8] WS & g
To be filled in by the Officer reported upon
(e SR @ A A TR IR A e A g )

(Please read carefully the instruction before filling the entries)

R Tl B e e

Brief description of duties

2. 78 & S dE/SRE/AT A W U fu FEiRT B el o s o feEiRa fRe e g o (aREe/AE @

T WY H) FA A AE-EH-T THEN & AGR W T AR EXF @ed ) g § AT It Fad | (S[MET F
foe oo 9T & foe AT e )

Please specify targets/objective/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 Division).

wH He T /SR /2T Juaeeat feraror
SL. No. Targets/Objective/Goals Achievements Remarks

(i)
(ii)
(iii)
(iv)
(v)
(vi)
(vii)
(viii)
(ix)
(x)

(Please also indicate items by marking (_/) in which there has been significantly higher
achievements and contribution thereto)

. T I 6 A qEAl FAUSY o TR Al feRel M aiE s #ivey ay § Jawadi av &

31 el @ &9 Y A& ol | A TR A eRer & w & qrde & S

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

ESIETE G & Al AR & BT
Date: .............. Signature of officer reported upon
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qr1-3 G AT /aimr

Part-3 Numerical Gradings

HEARHE RNHLOT Fl FERET Giaes T gAremT S &R 6 S 8 S 1-10 % YA WX B ey, Sl 1

Ioff & qeT 10 I==qq A9 B I HT B |

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.

(e et A W @ T e A W A 9 )

(Please read carefully the instruction before filling the entries)
(o) @t Foures 1 qedih (3 ART & AR 40 SIS kM)
(A) Assessment of work output (weightage to this Section would be 40 %)

gfcvere SR
Reporting Authority

Qe S
Reviewing Authority
(Refer Para 2 of Part-5)

i) ST P AR/ & SER W e R
T F |

Accomplishment of planned work/work
allotted as per subjects allotted.

ii) FE-fome @ Fife
Quality of output.

iii) fascisomeTE e
Analytical ability

iv) oyaers #E # aRgn /e T e
#@  Accomplishment of  exceptional
work/unforeseen tasks performed.

frtd @ X gt R Sofiener
Overall Grading on ‘Work Output’

() afeRrm faQwmeTt &1 qediwe (38 W @ ¥R 30 Sfasd enm)
(B) Assessment of personal attributes (weightage to this Section

would be 30%)
gfcrare SR RESEEEIEEnL
Reporting Authority Reviewing Authority
(Refer Para 2 of Part-5)
i) @ @ sl
Attitude to work
i) e @1 &

Sense of responsibility

111) STITET 1 SFFE
Maintenance of Discipline
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V) Go9oT e

Communication Skills

V) 99 T

Leadership qualities

Vi) 3 @ AE § FE FRA B
Capacity to work in team spirit

Vil) &9 ARl H ATET HTH Bl &l
Capacity to adhere to time-schedule

Viil) TR AR dey
Inter-personal relations

ix) g9 8fg ug aafma
Overall bearing and personality

ST [AATAAT TR el HTeBT SR
Overall Grading on ‘Personal Attributes’

(|) TP T B qedid (39 AN B AR 30 Hided erm)
(C) Assessment of functional competency (weightage to this Section would be 30%)

ufaeT it
Reporting Authority

Qe SfRepr
Reviewing Authority
(Refer Para 2 of Para-5)

i) urEy fewfeE, W= & Frigd, | HEwer qur e e
R F F g

Ability to draft notes, letter minutes, briefs
and ability to prepare summary etc.

i) Ffoes dseT a9 @ e
Strategic planning ability

iil) MR o9 &t e
Decision making ability

1v) 9= &Han
Ability to motivate and develop
subordinates

V) Yed gt

Initiative

Vi) FER W & FH H gaem

Proficiency in woking on Computer

AT HEHAT UT %l (et Sofeter
Overall Grading on ‘Functional
Competency’

e R 3 SR

Signatures of Endorsing Officer
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qNT-4 AN
Part -4 General

1. SFar & @ srfer (SR oft o)

Relations with the public (wherever applicable)
(ST &1 STasTERIe B FAEIE Ud SN T AR X e feel F)

(please comment on the Officer’s accessibility to the public and responsiveness to  their
needs.)

2. e
Training
(o orferd @ gefaar od @ emanel # o oiftw gaR ofX gfe @ @t gfic § SEa gRem & fag
et 3 1)
(Please give recommendations for training with a view to further improving the
effectiveness and capabilities of the officer)

3. @A @ Refa
State of health

4. TET=T
Integrity

(Fwn efrrt @ werer o¥ feael 3)
(Please Comment on the integrity of the officer)
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5. vitRes ofterd g/ et @ g fwael @ R (@ 100 gt §) ed amed a9 ud wn amed
B, STETERCT SUCeerd, Few@yel STahaet (Hav-9r-2 &1 3 (31) wd 3(3) ud gEa o & uia sihEh enfa @
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 (ref. 3 (A) & 3 (B) of part-2) and attitude towards weaker sections.

6. UidEed & 9N-3 & @ o, 99U § § QU T R & AER W A HAw F@AE i |
Overall numerical grading on the basis of weightage given in Sections A, B and C in
Part-3 of the Report.

gfeae S & eEmR
Signatures of the Reporting Officer

W I o o ¥
Place: .............. Name in Block Letters: ...oovvumevvveiemieeeeeiieeanes

T M /Designation: ........oeeccceineniecinennes

fesien - RREESIEINCC GG
Date: ................ During the period of Report: ...........ccceevieieiinnenns
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HRT-5 NYLESER R ICCIRUR- R S |
Part-5 To be Filled By Reviewing Authority
1. gAfdeiier AR & ST e i

Length of service under the Reviewing Officer

2. T AN AN-3 g A4 H R qen R e & ddd § uftde e 3 B T giee 8 9
27 T MY S A STEIERC SUeedl /eyl TAwee & Hag § U g § wedq ¢! (Wed S
-3 (&) (iv) T «mr-4(s)
(afx oy ofte et e 3 T T & Rl deeTs qeid @ 9end 6§l U AT g 39
gue ¥ 3 & & 3 qun femear @ TR w1 )
Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes in Part-3 & Part-4? Do you agree with the assessment of
reporting officer?

& T2t
Yes No

3. wend e & Rafd § FH 36% HROT a9, F B UG AW ¢ Y Y FB FedT a1 e awd of
In case of disagreement, please specify the reasons. Is there anything you wish to modify
or add?

4. g AR R F TR | T e B (T 100 a5 #) e it & a Qe @
e &5 Ud FHH AHeE & U I gu Al b Ui AR i 2l
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 sections.

5. oftEeT & 9N-3 & @ o, 9 9O @ § R M ARG & MR W KA HA FATh i |
Overall numerical grading on the basis of weightage given in Sections A,B and C in Part
3 of the Report.

gt AR & SRR
Signatures of the Reviewing Officer
M M A% e 7
Place: ............. Name in Block Letters: .........cccceovviieicinnneciennen,
TEAM Designation: ........cceevereeveeinnineeeceneeereeeneene
fete gfceres i et |
Date: ......c....c.... During the period of Report: .........ccccovvevvieiniennneen.
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H AoNHT B T TSR, A dee Raw
Guideline regarding filling up to APAR with numerical grading.

i wdoar. & w9 ffyEd qEar R emgEs T W@ 9 3 T X e |
The columns in the APAR should be filled in with due care and after devoting
adequate time in manuscript.

ii. 7 omem @ SR & 6 1 overEm 2 & foet et (fFeia &t an fadiwarsit @1 et e Sfieer & R ) @
fafere srawadelt & Serg § waw o @ W w9 & gite @ ST oiR 3E e 9 ofeEr 10 % fRER
it & deg # faftre Suferdt & o offac WeN fR STw | Sef 1-2 StwEl 9-10 XA ER 21 o
T A B W @ e 21 difers 2o JeN #Ra gY faaed wd qAfdareT et @ e
A & MERer 39 AGH 21 g § aoiae # R qediEl & g 7w el |

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.

ill. TH.CAR. F 8 § 10 & Ao g omm SO U FEHT/A & T ST i BT B
% fow ureiss 9 fera S |
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 the
empanelment/promotion.

iv. CHUAR. & 6 T 8 § FH & &/ H N0 “qgd o’ [T S ureqiss 7 faan s |
APAR graded between 6 and short of 8 will be rated as “Very Good” and will be
given a score of 7.

V. THUHAR. & 4 H 6 T HH & /" H G0 o781’ o S g 5 fea s
APAR graded between 4 and short of 6 will be rated as “Good” and will be given a
score of 5.

Vi. THUARA 4 & FH H R g fom@m s |
APAR graded below 4 will be given a score of “Zero”.

Vil. TH.UAR. § R /3 AT 78 & S|
Fraction grading in APAR will NOT be given.
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feweft /Note
T § et 73 & 9 J e 9 & O B R -
The following procedure should be followed in filling up the item relating to integrity:-
i) 3R frwd % geier @ § | 2 @, T8 Iam |
If the officer’s integrity is beyond doubt, it may be so stated.
i) o #F @z ¥, 7 # @ 8 A 9w iR AR #RaR @ S

If there is any doubt or suspicion, the item should be left blank and action taken as

under:-

(®) uF o T feoell & # S AR AR & FRAR @ S fewel @ o ufa Mo Ro & | o afteaw
e & Sff 9 & S, S g gifEd wm [ ogad AR o @ S 2 | el Jeier B T &
T feuelt @ faftes & e T2 2, e st 7 gfad & 6 gere ol a0 & foe afterd & aet @

T § o g T oo A I ot & Raae g g e, S ot fReafa 2

A separate secret note should be recorded and followed up. A copy of the note should
also be sent together with the Confidential Report to the next superior officer who
will ensure that the follow up action is taken expeditiously. Where it is not possible
either to certify the integrity or to record the secret note, the Reporting Officer should
state either that he has not watched the officer’s work for sufficient time to form a
definite judgment or that he has not heard nothing against the officer, as the case may

be.

(@) R, gl FEEAR F oReTEEEY @3E 3 8 W ¢, AR F el TAPH A =@iel R JEgar Uh

yiaffe Mo fae & &2 & sy

If, as a result of the follow-up action, the doubts or suspicions are cleared, the
officer’s integrity should be certified and an entry be made accordingly in the

Confidential Report.

(m R e @ e & S 3ae de o faftes # Ry 99 a@ife ofr Hdfyd erffuer @ gen dafad w0 far smy)
If the doubts or suspicious are confirmed, the fact should also be recorded and duly

communicated to the officer concerned.

(@) o g FRAR & GRCTETN, e ¥ T e & R T & I gfte SR B 1 WEEd % SRSl Sl

ofafy & 2R T S AT oY SES AR SugT ()R () W g FaR # e e |

If as a result of the follow up action, the doubts or suspicions are neither cleared nor
confirmed the officer’s conduct should be watched for a further period and thereafter

action taken as indicated at (b) and ( C) above.
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