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fnukad  ----------------------------- ls ------------------------------ rd  
Period of Assessment                from ………………… …….. to……………………………. 
 

Hkkx&1Hkkx&1Hkkx&1Hkkx&1                                                        oS;fDrd C;kSjk oS;fDrd C;kSjk oS;fDrd C;kSjk oS;fDrd C;kSjk     
PART-I                                                                                                PERSONAL DATA 

   ¼lacfU/kr iz’kklu vuqHkkx }kjk Hkjk tk,½ 
(To be filled by the Administrative section) 

1-1    vf/kdkjh dk uke : 

      Name of Officer : 

 

  

1-2 lsok esa dk;Zxzg.k dh rkjh[k % 
Date of Joining the Service : 

 

1-3 
 

tUe fRkfFk % 
Date of Birth : 

1-4 orZeku xzsM esa yxkrkj fu;qfDr dh rkjh[k            rkjh[k 
Date of continuous appointment to present grade  :               Date 

xzsM Grade 

 

1-5 
 

orZeku in vkSj ml ij rSukrh dh rkjh[k                              rkjh[k 
Present post and date of posting  thereto :                               Date 

 

xzsM Grade 

 

1-6 
 

M~;wVh ls vuqifLFkr jgus dh vof/k %                                                                                                                                      d) NqV~Vh ds dkj.k 
Period of discontinuity from duty :                                                  On account of Leave 

 

 

 
                                                            [k) izf’k{k.k@vU; ljdkjh dk;kZsa ds dkj.k 

                        On account of Training/other official 

                                                                                                                               Assignments 
 

1-7        'kSf{kd vkSj O;olk; laca/kh vgZrk,a %   

Academic  and Professional Qualifications  :  

 
 

1-8         dmaflay vkWQ vkfdZVsDPkj dk iathdj.k la-vkSj bldh oS/krk dh rkjh[k dsoy okLrqdksa ds fy, ykxw % 
  Registration No. of Council  of Architecture : 

and date upto which it is valid (applicable in case of Architects only) 
 

 
1-9         ftu varnsZ’kh;@fons'k izf’k{k.k@iqu’p;kZ ikB~;Øeksa esa Hkkx fy;k vkSj O;olk; laca/kh 

vgZrk,a izkIr dh  
Inland/Foreign Training/Refresher Courses undertaken 

and Professional qualification attained                                        : 
 
 
 

Place............................. 
         
Date..................................      (Administrative Officer) 
    



Page 3 of 12 

 

Hkkx&2 %  o"kZ ds nkSjku Lo%ewY;kadu% 
PART-II            Self Appraisal for the year 

 

 
2-1        o"kZ ds nkf;Rokas dk laf{kIr fooj.k %  

Brief description of duties of post : 

 

 

 

 

 

 
 

2-2     d̀i;k mu ek=kRkkEd@okLrfod@foRrh; y{;ksa@mn~ns’;ksa ¼en 8 ls 10 rd izkFkfedrk ds vkf/kkj ij@egRo ds 
vuqØe esa½ ftUgsa vkids fy, fu/kZkfjr fd;k x;k Fkk vkSj izR;sd y{; ds laca/k esa viuh miyfC/k;ksa dk mYys[k 
djsaA  
 Please  specify  the  quantitative/physical/financial targets/objectives (8 to 10 items  priority- wise/in  
order of  importance) that   were  set  for  you  and  your  achievements against each targets. 

 
 

y{;                                                                                                           miyfC/k;k¡ 
Targets :                                                                                                                     Achievements : 

 
 
 
 
 
 
 
 
 
 

2-3     d`i;k dkWye 2-2 esa mfYyf[kr y{;ksa@ mn~ns’;ksa ds lanHkZ esa viuh miyfC/k;ksa ij laf{kIr fVIi.kh nsaA d`i;k bu y{;ksa 
vkSj bu ij vius ;ksxnku ds laca/k esa mYys[kuh; miyfC/k;ksa dk fooj.k nsaA 
Please comment briefly  on your achievements with reference to targets/objectives referred to in column 

2.2. Please also indicate significantly higher  achievements in relation to the targets and your 

contribution thereto. 

 
2-4      d`i;k dkWye 2-2 esa mfYyf[kr y{;ksa ds lanHkZ esa dfe;ksa ij laf{kIr fVIi.kh nsaA d`i;k bu y{;ksa dks izkIr djus 

esa vkus okyh ck/kkvksa] ;fn dksbZ gks dk mYys[k djsaA 
Please comments briefly  on the shortfalls with reference to the targets referred to in column 

2.2.  Please specify the constraints, if any, in achieving  the targets. 
 
 
 
 
 
 
 
 
   2.5 D;k vkius viuk vpy lEifÙk fooj.k Qkby dj fn;k gSA ;fn gka rks d`i;k bldh rkjh[k dk mYys[k djsaA 
 gka  ugha  fnukad  
 
 Have you filled your immovable property return as due. If yes, please mention date 
 
 Yes  No  Date 
 
 
 
 

2-5  ¼d½ D;k vkius pkyw o"kZ ds nkSjku mu lHkh vf/kdkfj;ksa] ftuds vki fjiksfVZax vf/kdkjh gSa] ds fy, okf"kZd dk;Z 
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 fjiksfVaZx 
izkf/kdkjh 

Reporting 

Authority 

iqufoZyksdu  
izkf/kdkjh 

Reviewing 

Authority 

iqufoZyksdu izkf/kdkjh ds 
vk|{kj 

Initial  of Reviewing 

Authority 
1½ iSjk 2-2 ds vuqlkj fn, x, dk;Z dks iwjk djus dh 
lhek 

Extent  of  accomplishment   of planned work  

as per para 2.2 above 

   

2½ lEiUu dk;Z dh xq.koRrk  
   Quality of output 

   

 3½ iSjk 2-6 ds vuqlkj  fu"ikfnr 
vlk/kkj.k@vuisf{kr dk;Z dk iwjk djuk 
 Accomplishment of exceptional work/ 

   unforeseen tasks performed as per para 

   2.6 above 

   

Overall Grading on ‘Work Output’    

 
 

;kstuk fu/kkZfjr dh gSA         gka@ugha 
   (a)   Have you set the annual work plan for all officers for the            Yes/No 

current year, in respect of whom you are the reporting 

authority? 
 
  ¼[k½ D;k vkius mu lHkh vf/kdkfj;ksa] ftuds vki fjiksfVZax vf/kdkjh gSa] dh ok-fu-ew-fj- fy[k nh gSaA  

        gka@ugha 
 (b)   Have you written the APAR of all officers in respect of        Yes/No 

whom  you are the reporting authority? 
 

2-6         fd, x, dksbZ vU; vfrfjDr vkSj vuisf{kr dk;Z@’kq: fd, x, dk;Z ftudk mYys[k djuk vko’;d gksA 
Any other  additional and unforeseen assignments carried out/initiatives undertaken worth 

mentioning 

 

1- 
 

2- 
 
 

 
 
 

 
       ¼fjiksVkZ/khu vf/kdkjh ds gLrk{kj vkSj rkjh[k½ 

Officer Reported upon Signature with Date : 

   

Hkkx&Hkkx&Hkkx&Hkkx&3333    %%%% 
3-0        D;k vki vf/kdkjh }kjk y{;ksa vkSj miyfC/k;ksa ds laca/k esa fd, x, Lo%ewY;kadu ls lger gSa\ uhps fn, x, iSjk  

3-1 ds lanHkZ esa vlgefr] ;fn dksbZ gS] dh lhek vkSj dkj.k crk,a\ 
Do you agree  with  the self appraisal of the officer  with regard to targets and  achievements. 

Indicate reasons and extent  of disagreement with reference to 3.1 below, if any 
 
 
 

3-1         lEiUu dk;Z dk ewY;kadu( egRo 40 izfr’kr 1&10 Ldsy ij d`i;k vuqns’k ns[ksa % 
Assessment of work output (weightage 40%) On scale 1 – 10 ; See instructions 
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3-2    oS;fDrd xq.kksa dk ewY;kadu( egRo 30 izfr’kr  
   1-10 Ldsy ij] d`i;k vuqns’k ns[ksa 
Assessment of personal attributes (weightage  30%) 

On scale 1 – 10 ; See instructions 

 

 fjiksfVaZx 
izkf/kdkjh 

Reporting 

Authority 

iqufoZyksdu 
izkf/kdkjh 

Reviewing 

Authority 

iqufoZyksdu izkf/kdkjh 
ds vk|{kj 

Initial  of Reviewing 

Authority 
1½ dk;Z ds izfr vfHk:fp 
  Attitude to work 

   

2½ igy 'kfDr] yxu vkSj mik; dq’kyrk  
 Initiative, drive and resourcefullness 

   

3½ vuq’kklu   
 Discipline 

   

4½ laizs"k.k dkS’ky   
 Communication skills 

   

5½ Vhe Hkkouk ls dk;Z djus dh {kerk   
 Capacity to work in team spirit 

   

6½ le; lhek esa dk;Z djus dh {kerk    
 Capacity to work to time lines 

   

7½ dk;kZFkhZ vkSj xzkgd ds lkFk laca/kksa lfgr ijLij 
O;fDrxr laca/k   
  Inter-personal  relations  and  relation  with 

      clients and customers 

 

   

8½ mRrjnkf;Ro ysus esa fuHkZjrk vkSj bPNqdrk  
 Dependability and willingness to take      

responsibility 

   

oS;fDrd xq.kksa ij lexz xzsfMax 
    Overall Grading on personal attributes 

   

 

3-3      izdk;kZRed l{kerk dk ewY;kadu( egRo 30 izfr’kr 1-10 Ldsy ij] d`i;k vuqns’k ns[ksaA  
Assessment of functional competency (weightage 30%)  

On scale 1 – 10 ; See instructions 

 

 fjiksfVaZx 
izkf/kdkjh 

Reporting 

Authority 

iqufoZyksdu  
izkf/kdkjh 

Reviewing 

Authority 

iqufoZyksdu  izkf/kdkjh 
ds vk|{kj 

Initial  of Reviewing 

Authority 

1½dk;Z ds {ks=ksa esa fu;eksa@fofu;eksa@izfØ;kvksa dh 
tkudkjh vkSj bUgsa izHkkoh <ax ls ykxw djus dh 
;ksX;rk 

  Knowledge of Rules / Regulations / Procedures 

in    

   the area of function and ability to apply them 

   

2½ dk;Zuhfr ;kstuk rS;kj djus dh ;ksX;rk  
 Strategic Planning ability 

   

3½ fu.kZ; ysus dh ;ksX;rk  
 Decision making ability 

   

 4½ fo’ys"k.k djus dh ;ksX;rk 
  Analytical ability 
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 5½ leUo; {kerk   
   Coordination ability 

   

 6½ v/khuLFk vf/kdkfj;ksa dks izsfjr djus vkSj 
   mudk  fodkl djus dh ;ksX;rk 
    Ability to motivate and develop subordinates 

   

  7½ vfHk-ds fy, 
;kstuk ,oa vfHkdYiu] fofuZns’ku vkSj lafgrk] 
ewY;kdau] lrdZrk rduhdksa dk Kku vkSj buesa 
izoh.krk  
 For CE 

Knowledge and Proficiency in Planning & 

Designing, Specification and Codes, 

Valuation, Vigilance Techniques 
 

 okLrqdksa ds fy,  
  vuqj{k.k laca/kh leL;kvksa ds izfr vfHkdYiu esa 
O;ogk;Zrk] lkSan;Zijd] dYiukizo.k vkSj uwru
vfHkdYiksa  dh l`tukRedrk vkSj buds ewyLo:i dks 
cuk, j[kuk  

For 

Architects 

Practicability       of      design       attention      

to 

   

m|ku ds fy, iq"i izn’kfu;ksa dk Hkw&n`’;u vkSj 
vfHkdYiu] m|ku i)frfoKku   
For Horticulture 

Landscaping    and   Designing    flower    

shows, Horticulture Methodology 

   

8)  dk;kZsa dk izca/ku] laxBu vkSj i;Zos{k.k   
    Management organization and supervision of 

    works 

   

9)  vfrfjDr izfrLFkkfir enksa dh igy djus esa 
rRijrk] ekiu ijh{k.k tkap dks vafre :i nsuk] 
lhVhbZ dh fVIi.kh dk mÙkj nsuk ¼okLrqdks ij ykxw 
ugha½ 
Promptness  in  initiating  extra          

substituted items, Finalising measurements, 

test checks, recording completion certificate, 

Responding to CTE’s observation (N.A. for 

Architects) 

   

 izdk;kZRed l{kerk ij Lkexz xzfMax 
Overall Grading on functional competency 

   

 

1&10 Ldsy ij Hkkx&3 dh lexz xszfMax 

Overall grading of Part-III on scale 1 – 10 

    xszfMaxxszfMaxxszfMaxxszfMax 

Grading 
fjiksfVaZx izkf/kdkjh 

Reporting Authority 
iqufoZyksdu 
izkf/kdkjh 
Reviewing 

Authority 

 

iqufoZyksdu izkf/kdkjh ds vk|{kj 
Initial  of Reviewing 

Authority 

 

  Hkkx&3-1 
Part 3.1 

   

Hkkx&3-2 
Part 3.2 

   

Hkkx&3-3 
Part 3.3 

   

  Lkexz xzsfMax 
Overall Grading 
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     Hkkx&4 % lkEkkU; lgt xq.k ¼egRo ykxw ugha½ 
4-1         lR;fu"Bk  %        d`i;k vf/kdkjh dh lR;fu"Bk ij fVIi.kh nsa % 

Integrity :  Please comment on integrity of the officer  : 

 

 

 
 
 

4-2 
 

 fjiksfVaZx izkf/kdkjh 
Reporting 

Authority  

 

iqufoZyksdu  
izkf/kdkjh 
Reviewing 

Authority 

iqufoZyksdu  izkf/kdkjh 
ds vk|{kj 
Initial  of Reviewing 

Authority 

1½ LokLF; dh fLFkfr 
State of Health 

   

2½ detksj oxksZa vkSj vuq-tkfr@vuq-tutkfr@vU; fiNM+s 
oxZ ds izfr n`f"Vdks.k  
Attitudes towards weaker section and SC/ST/OBC 

   

3½vfHk:fp ,oa laHkkO;rk    % % % % d`i;k vf/kdkjh dh vfHk:fp 
vkSj mu {ks=ksa dk mYys[k djsa ftuesa mlesa izf’k{k.k laca/kh 
t:jrksa lfgr bu {ks=ksa esa fodkl djus dh laHkkO;rk gSA  

  Aptitude and potential please mention about the    

aptitude  of the officer  and  areas  in  which  he has 

potential to develop alongwith training needs. 

   

 
 
 
 
4-3 yxHkx 70 'kCnksa esa 'kkfCnd fp=k.k % 
4.3  Pen Picture in about  70 words : 

 

 

 

 

 

 

 

 

 

 
 

rkjh[k  :                       fjiksfVZax vf/kdkjh ds gLrk{kj 
Date   : Signature of Reporting Officer 

 

 

LFkku     %                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  

Place     : 
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Hkkx&5 %        iqujh{kk  
PART-V  :           REVIEW 

 

1) iqufoZyksdu  izkf/kdkjh ds v/khu lsok dh vof/k % 
Length of Service under Reviewing Authority  : 

 
2) D;k vki Hkkx&II esa fjiksfVZax vf/kdkjh }kjk dk;Z vkmViqV vkSj fofHkUu xq.kksa ds laca/k esa fd, x, 

Lo%ewY;kadu ls lger gSa\ ;fn vki fdUgha la[;kRed ewY;kadu ;k ǹf"Vdks.k ls lger ugha gSa] d̀i;k ml 
Hkkx esa fn, x, dkWye esa vius ewY;kadu dk mYys[k djsa vkSj viuh izfo"V;ksa ij vk|{kj dj nsaA 

     gk¡     ugha 
 

Do you agree with the assessment made by the reporting officer with respect to the work output 

and various attributes in Part-III.  In case you do not agree with any of the numerical assessment 

or attitudes,  please record your assessment  in column provided  for in that Part and initial your 

entries 

Yes                       No 

 

3)                    er foHkUurk dh fLFkfr esa rRlaca/kh fooj.k vkSj dkj.kksa dk mYys[k djsa\ 
In case of difference of opinion details and reasons for the same may be given 

 
4)                  fjiksfVaZxa vf/kdkjh }kjk 'kkfCnd fp=k.k ij vfHk;qfDr;k¡@fVIi.kh 

 Remakrs/observation on the Pen Picture by the Reporting Officer : 
 
 

5)                    1&10 Ldsy ij lexz xzsfMax  
               Overall Grade on scale 1-10  : 

 

rkjh[k %                                                                                                                                                                                                                                                                                       iqufoZyksdu  vf/kdkjh ds gLrk{kj 
Date  :                                                              Signature of Reviewing  Officer 

 

Place  : 
 LFkku 

 

 
Lohd`frLohd`frLohd`frLohd`fr 

ACCEPTANCE 
 

D;k vki fjiksfVZax vf/kdkjh@ iqufoZyksdu vf/kdkjh }kjk fd, ewY;kadu rFkk er fHkUurk] ;fn dksbZ gS ds 
fooj.k ,ao rRlaca/kh dkj.kksa ls lger gSaA ,slh fLFkfr esa Lohd̀fr izkf/kdkjh Hkh 1&10 Ldsy ij lexz xszfMax 
djsaxkA 

 
gk¡   ugha 
 

Do you agree with the assessment made by the reporting officer/reviewing officer and 

details  of  difference  of  opinion,  if  any,  with  reasons  for  the  same.  In  such  case, 

acceptance authority will also give overall grade on a scale of 1 to 10. 

Yes                                 No 
 

mRd`"V % 9                                                                                                                 cgqr vPNk ¼7½ 
Outstanding (9)                                                                                          Very Good (7) 

 

vPNk ¼5½                                                                                                                      valrks"ktud 0 

Good (5)                                                                                                      Unsatisfactory (0) 

 

rkjh[k %                                                                                                                                                                                                     Lohd`fr izkf/kdkjh ds gLrk{kj  

Date  :                                               Signature of Accepting Authority 
 

LFkku %                                                                                                                                                                                                                       uke Li"V v{kjksa esa  
Place  :                                              Name in Block Letters_ 

 

fjiksVZ dh vof/k ds nkSjku  
Designation during the period  of  Report 
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vuqns'kvuqns'kvuqns'kvuqns'k    
INSTRUCTIONS 

 

la[;kRed xzsfMax ds lkFk okf"kZd fu"iknu@ewY;kadu fjiksVZ Hkjus ds laca/k esa fn’kk funsaZ’k 
Guidelines regarding filling up of APAR with numerical grading 

. 

 
i)        xksiuh; fjiksVksZa ds ek/;e ls dk;Z&fu"iknu ds ewY;kadu dk mi;ksx ekuo lalk/ku fodkl ds ,d lk/ku ds 

:i esa fd;k tkuk pkfg,A fjiskVZ fy[kus okys vf/kdkfj;ksa dks ;g vuqHko djuk pkfg, fd bldk mn~ns’; 
vf/kdkjh dk fodkl djuk gS rkfd og viuh okLrfod {kerk dks iw.kZ :i ls le> ldsaA bldk mn~ns’; 
nks"k fudkyus dh izfØ;k u gksdj] fodkl djus dh izfØ;k gSA fjiksVZ fy[kus okys rFkk iqujh{k.k vf/kdkjh 
dks pkfg, fd ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS] mlds dk;Z fu"iknu joS;s vFkok lexz O;fDrRo 
esa dfe;ksa dk mYys[k djus esa ladksp u djsaA  

Performance appraisal through APAR should be used as a tool for human resource 

development.  Reporting  Officer should realise that the objective  is to develop  an 

officer so that he/she realizes his/her true potential.  It is not meant to be a fault- 

finding process but the developmental one. The Reporting Officer and the Reviewing 

Officer should not shy away from reporting shortcomings in performance, attitudes or 

overall personality of the officer reported upon. 

 
ii)      vf/kdkjh dk yxHkx 70 'kCnks esa 'kkfCnd fp=k.k    djsa ftlesa ,slh fo'ks"krk,a vkSj@;k ,slh dksbZ vlk/kkj.k 

;ksX;rk,a vkSj {kerk,a ftuds dkj.k fo’ks"k dk;Z ds fy, mudk pquk tkuk ;k ckjh u gksrs gq, Hkh mudh 
inksUufr mfpr gks] fo’ks"k :i ls mYys[k fd;k tk,A vf/kdkjh ds lkeF;Z vkSj dfe;ksa lfgr vf/kdkjh dk 
lexz :i ls ewY;kadu djsaA  
Pen   Picture  of  the  official   in  about  70  words   should   include   any  special 
characteristics  or any exceptional  merits  or capability  justify  his/her  selection  for 
special assignments or out of turn promotion. It may include comments on the overall 
qualities of the officer including areas of strengths and lesser strength or weaknesses. 
 

iii) fjiksfVZax vkSj iqujh{k.k vf/kdkjh }kjk dk;Z fu"iknu dh xq.koÙkk] oS;fDrd fu"Bk rFkk dk;Z n{krk ds fy, 
la[;kRed xzsfMax nh tk,xhA ftldk ekinaM 1 ls 10 rd gksxk ftlesa 1 U;wure xzsM vkSj 10 mPpre xzsM 
gksxkA la[;kRed xzsfMax nsrs le; vuqca/k&1 esa fn, x, fn’kkfunsZ’kksa dks /;ku esa j[kukk gksxkA vk’kk dh 
tkrh gS fd fdlh Hkh 1 vkSj 2 xzsM ¼dk;Z fu"iknu ;k fu"Bk ;k lexz xzsM½ ds fy, dkj.kksa dk Li"V :i 
ls vkSfpR; crkrs gq, mYys[k fd;k tk,xk vkSj mlh izdkj ls 9 vFkok 10 xzsM nsrs le; fof’k"V xq.k rFkk 
dk;Z fu"iknu dk leqfpr mYys[k fd;k tk,xkA 1&2 vFkok 9&10 xzsM esa cgqr de vf/kdkjh vkrs gSa] vr% 
bldk vkSfpR; crkus dh vko’;drk gSA fjiksfVZax ,ao iqujh{k.k izkf/kdkjh }kjk la[;kRed xzsM nsrs le; 
vf/kdkjh dk ewY;kadu orZeku esa muds v/khuLFk dk;Z dj jgs vf/kdkfj;ksa dh rqyuk esa fd;k tkuk pkfg,A  
Numerical grading are to be awarded by reporting and reviewing authorities for the 

quality of work output, personal attributes and functional competence of the officer 

reported upon.  These should be on a scale of 1-10, where I refers to the lowest grade and 

10 to the highest. The guidelines given in Annexure-I shall be kept in mind while awarding 

numerical gradings.  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   official  against   a  larger population of his/her peers 

that may be currently working  under them. 
 

 
iv)        ok-fu-ew-fj- esa 8 vkSj 10 ds chp fn;k x;k xzsM ^mRd`"V* ekuk tk,xk vkSj mls lwphc)@izksUufr gsrq 

vkSlr vad dh x.kuk ds iz;kstu ls 9 vad iznku fd, tk,axsA 
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. 

 
v)          ok-fu-ew-fj- esa 8 ls de vkSj 6 ds e/; xzsM dks cgqr vPNk ekuk tk,xk vkSj mls 7 vad iznku fd, 

tk,axsA 
APARs graded between 6 and short of 8 will be rated as ‘very good’ and will be 
given a score of 7. 
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vi)       ok-fu-ew-fj- esa 6 ls de vkSj 4 ls e/; xzsM dks ^^vPNk** ekuk tk,xk vkSj mls 5 vad iznku fd, tk,axsA 

APARs graded between 4 and 6 short of 6 will be rated as ‘good’ and given a score of 5. 

 
vii)       ok-fu-ew-fj- esa 4 ls uhps xzsM dks ^’kwU;* vad fn;k tk,xkA 

APARs graded below 4 will be given a score of zero. 

 
viii)  lacaf/kr Hkkx ds [kaM 3.1, 3.2, 3.3 ds rgr lHkh xq.k leku :i ls egRo j[krs gSaA dkaV&NkaV vkSj fy[ks 

ij fy[kus ls cpk tkuk pkfg,A ;fn ,slk djus iM+s rks gLrk{kj fd, tkus pkfg,A  
 All attributes  under Section 3.1, 3.2, 3.3 carry equal weightage in their respective 

sections. Cutting and over writing to be avoided, if unavoidable to be initiated. 

 
ix) 3-1]3-2 vkSj 3-3 esa fdlh Hkh ;ksX;rk ds ykxw u gksus dh fLFkfr esa bl vk’k; dh vfH;qfDfr nh tkuh 

pkfg, vkSj dksbZ Hkh dksfV ugha nh tkuh pkfg,A  
 In case of any aptitude not applicable in 3.1, 3.2, 3.3, a remarks to this effect may be 

given and no numbering be assessed. 

 
x) fjiksfVZax vf/kdkjh leh{kk/khu o"kZ vFkkZr vizSy 'kq: gksus ls igys izR;sd vf/kdkjh ftuds laca/k esa fjiksVZ 

fy[h tkuh visf{kr gS ds lkFk ijke’kZ djds y{;ksa vkSj miyfC/k;ksa lfgr dk;Z dk fu/kkZj.k djsaxsaA fu"iknu 
dk ewY;kadu fjiksVkZ/khu vf/kdkjh vkSj fjiksfVZax vf/kdkjh ds chp la;qDr iz;kl gksuk pkfg,A  

 Reporting Officer shall prior to the commencement  of the reporting year i.e. April, fix  
assignments  and  tasks  with  targets  and  objectives  for  the  reported  officer  in 

consultation with each of the officers with respect to whom he is required to report 
upon. Performance appraisal should be a joint exercise between the officer reported upon 

and the Reporting Officer. 

xi) ;|fi dk;Z fu"iknu dk eqY;kadu o"kZ dh lekfIr ij fd;k tkrk gS] ijUrq bl ckr dks /;ku esa j[k dj 
fd og ekuo lalk/ku ds fodkl dk lk/ku gks] fjiksfVZax vf/kdkjh rFkk fjiksVkZ/khu vf/kdkjh dks o"kZ ds 
Hkhrj fu;fer varjky ij feyuk pkfg, rkfd dk;Z fu"iknu dh leh{kk dh tk lds vkSj lykg vkfn ds 
:i esa ;Fkko’;d lq/kkjkRed mik; fd, tk ldsA 

 Although performance appraisal is a year-end exercise, in order that it may be a tool for 
human resource development, the Reporting Officer and the officer reported upon should  
meet  during  the  course  of  the  year  at  regular  intervals  to  review  the performance and 
take necessary corrective steps, as warranted. 

 
xii)     ,d gh jSad ds dqN in nwljksa dh rqyuk esa vf/kd Jelk/; gks ldrs gSaA fdlh ,d gh in esa dk;Z dk ncko 

vkSj Hkkj Hkh le;&le; ij vyx gks ldrk gSA ewY;kadu esa bu rF;ksa dks /;ku esa j[kk tkuk pkfg, vkSj 
bu ij ;Fkksfpr fVIi.kh dh tkuh pkfg,A 
Some posts of the same rank may be more exerting than others. The degree of stress and 

strain in any post may also vary from time to time.  These facts should be borne in mind 

during appraisal and should be commented upon appropriately. 
 

 
xiii)        fVIi.kh%fVIi.kh%fVIi.kh%fVIi.kh% lR;fu"Bk ls lacaf/kr dkWye Hkjus ds fy, fuEufyf[kr dk;Zfof/k dk ikyu djuk pkfg,% 

NOTE   : The  following  procedure  should  be  followed  in  filling  up  the  column 

relating 

to  Integrity : 
 

1-      ;fn vf/kdkjh dh lR;fu"Bk esa dksbZ lansg ugha gS rks ,slk mYys[k fd;k tk,A 
If the Official’s integrity is beyond doubt, it may be so stated. 

        2-      ;fn dksbZ lansg ;k 'kadk gks rks dkWye [kkyh NksM+ fn;k tkuk pkfg, vkSj fuEukuqlkj dk;ZokbZ dh  
    tkuh pkfg,A 

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

d½ ,d vyx xqIr fVi.kh fy[kdj ml ij vuqorhZ dk;ZokbZ dh tkuh pkfg,A bl fVIi.kh dh izfr fu"iknu 
ewY;kadu fjiksVZ lfgr Åij ds ofj"B vf/kdkjh dks Hksth tkuh pkfg, tks ;g lqfuf’pr djsxk fd vuqorhZ 
dkjZokbZ 'kh?kz gh dh tk,A ftu ekeyksa esa lR; fu"Bk dks izekf.kr djuk vkSj ;k xksiuh; fVIi.kh ntZ djuk 
laHko u gks ogka fjiksfVax vf/kdkjh dks fLFkfr ds vuqlkj ;g mYys[k djuk pkfg, fd ;k rks mlus 
vf/kdkjh dk dk;Z dkQh le; rd ugha ns[kk gS ftlls fd og fuf’pr jk; dk;e dj lds ;k mlus 
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vf/kdkjh ds fo:) ,slh dksbZ ckr ugha lquh gSA 
A separate secret note should be recorded and followed up. A copy of the note should also 

be sent together with the Performance Assessment 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 had not watched the officer’s work for sufficient time to form a definite 

judgment or that he has heard nothing against the officer, as the case may be. 
 

[k½ ;fn vuqorhZ dkjZokbZ ds QyLo:i] lansg ;k 'kadk;sa nwj gks tkrh gSa rks vf/kdkjh dh lR;fu"Bk izekf.kr dh 
tkuh pkfg, vkSj fu"iknu ewY;kadu fjiksVZ esa rnuqlkj izfo"fV dh tkuh pkfg,A  
If, as a result of the follow up action, the doubt or suspicions are cleared, the officer’s 

integrity should be certified and an entry made accordingly in the Performance Assessment 

Report. 
 

   x½     ;fn 'kadkvkas dh iqf"V gks tkrh gS rks ;g rF; Hkh ntZ fd;k tkuk pkfg, vkSj lacaf/kr vf/kdkjh dks  
            bldh fyf[kr lwpuk nh tkuh pkfg,A 

    If the doubts or suspicions are confirmed the fact should also be recorded and duly 

communicated to the officer concerned. 
 

 ?k½ ;fn vuqorhZ dk;ZokbZ ds QyLo:i] lansg ;k 'kadk,a u rks nwj gksrh gSa vkSj u gh mudh iqf"V gksrh gS rks 
vf/kdkjh ds vkpj.k ij vkSj vf/kd vof/k rd fuxjkuh j[kh tkuh pkfg, vkSj mlds ckn Åij ¼[k½ 
vkSj ¼x½ esa crk;s vuqlkj dkjZokbZ dh tkuh pkfg,A  
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. 

 

   xiv) ,sls ekeys ftuesa fjiksfVZax vf/kdkjh vkSj iqujh{k.k vf/kdkjh lsokfuo`Rr gks jgs gSa] mUgsa viuh lsokfufo`Rr ls 
,d eghus ds Hkhrj vius v/khuLFkksa dh fjiksVZ fy[kus dh vuqefr nh tkuh pkfg,A 

 

Where a Reporting officer/Reviewing officer retires, he may be allowed to 

give the report on his subordinates within one month of retirement. 
 

ftl ljdkjh deZpkjh dh fjiksVZ fy[kh tkuh gS] mldh ok-fu-ew-fj- dk ewY;kadu djus ls mlds dk;Z vkSj 
pfj=ksa ds laca/k esa de ls de rhu eghus ds i;Zos{k.k dk vuqHko gksuk pkfg,A  
Atleast 3 months experience of supervising the work and conduct of Govt. 

servant reported upon should be there before assessing APAR. 
 

tc ok-fu-ew-fj-fy[kh tkuh@iqujhf{kr dh tkuh gS] vkSj ;fn fjiksfVZax@iqujh{k.k vf/kdkjh] fuyaEcuk/khu gks 
rc ;g fjiksVZ fuyacu dh rkjh[k ls nks eghus igys vFkok fjiksVZ fy[ks tkus rd dh fu/kkZfjr vof/k ls ,d 
eghus igys] buesa ls tks Hkh ckn esa gksa fy[kh@iqujhf{kr dh tk,A 
  
If the Reporting/Review officer is under suspension when the annual APAR 

has become due to be written/reviewed, it may be written/reviewed within 2 months 

from the date of his having placed on suspension or one month from the date on 

which the report was due, whichever is later. 
 

xv)      ok-fu-ew-fj- esa izfof"V;k¡ djus ds fy, laxr rhu ekl dh vof/k dh x.kuk djus ds fy, iz;kstu gsrwq 
vf/kdkjh }kjk 15 fnu ls vf/kd vof/k ds fy, fy;k x;k vftZr vodk’k fdlh Hkh in ij fd, x, dk;Z 
dh dqy vof/k esa ls de dj fn;k x;kA vYi vof/k ds fy, yh xbZ NqV~Vh dks bl iz;kstu ds fy, laxr 
ugha ekuk tk,xkA 
Where an officer has taken Earned Leave for a period of more than 15 days, the total 

period spent on leave can be deducted from the total period spent on any post, for the 

purposes of computing the period of 3 months which is relevant for writing of entries in 

the APAR. Leave taken for short term duration need not be treated as relevant for the 

purpose. 

 
xvi)     le;&lhek ¼15 vizSy½ ds izFke lIrkg dh lekfIr ds i’pkr~ rd ;fn Lo%ewY;kadu izkIRk ugha gksrk gS rks 



Page 12 of 12 

 

fjiksfVZax vf/kdkjh fyf[kr esa fjiksVkZ/khu v/kdkjh dks Lo% ewY;kadu fjiksVZ izLrqr djus ds fy, dg ldrk gSA 
;fn fu/kkZfjr rkjh[k rd Lo% ewY;kadu izkIr ugha gksrk gS rks fjiksfVZax vf/kdkjh nwljk fjDr ok-fu-ew-fj- QkWeZ 
izkIr dj ldrk gSA ,slk djrs le; og fjiksVkZ/khu vf/kdkjh ds dk;Z vkSj pfj=ksa ds laca/k esa vius vuqHko 
ds vk/kkj ij fjiksVZ fy[k ldrk gSA ,slk djrs le; og fjiksVkZ/khu vfk/kdkjh }kjk fu/kkZfjr le; ds Hkhrj 
viuk Lo% ewY;kadu izLrqr u djus dk Li"V mYys[k dj ldrk gSA 
After  the  expiry  of  the  first  week  of  the  time-schedule  (15

th   
April),  if  the  self 

appraisal is not received by that time, Reporting Officer should take it upon himself 

to remind the officer to be reported upon in writing, asking him to submit his self- 

appraisal.  If no self-appraisal is received by the stipulated date, the reporting officer can 

obtain another blank APAR form and proceed to write the report on the basis of his 

experience of the work and conduct of the officer reported upon. While doing so, he can 

also  point  out the failure  of the officer  reported  upon to submit  his self- appraisal 

within the stipulated time. 
 

xvii) ;fn fjiksfVZax vf/kdkjh ok-fu-ew-fj- ij fdlh Hkh dkj.k ls 30 twu] tc foRrh; o"kZ lekIr gksrk gS ds 
mijkar Hkh dksbZ dkjZokbZ 'kq: ugha djrk gS rks og mu v/khuLFk vf/kdkfj;ksa dh ok-fu-ew-fj- esa izfof"V;k¡ 
djus dk vfk/kdkj [kks nsrk gS vkSj mls fjiksfVZax ok-fu-ew-fj- vxys dk;Z fnol dks iqujh{k.k vfk/kdkjh dks 
izLrqr djuh gksxhA blh izdkj iqujh{k.k vf/kdkjh Hkh o"kZ ds 31 vxLr ds mijkar ok-fu-ew-fj- esa izfof"V;k¡ 
djus dk vf/kdkj [kks nsrk gSA 

If the APAR is not initiated by the Reporting Officer for any reason beyond 30th June 

of the year in  which  financial  year ended,  he shall  forfeit  his right to enter any 

remarks in the APAR of the officer reported upon and he shall submit all APAR held by 

him for reporting to the reviewing officer on the next working day. 
 

fu;a=k.k vf/kdkjh dks lacaf/kr vf/kdkjh ls fu/kkZfjr rkjh[k rd ok-fu-ew-fj- u fy[kus ds dkj.k yksd fgr 
dk fu"iknu u gksus ij bl laca/k esa Li"Vhdj.k eakxus ds funs’k fn, x, gSaA lacaf/kr pwddrkZ vf/kdkjh ls 
leqfpr mÙkj u feyus ij ok-fu-ew-fj- foyEc ls iwjk djus ds dkj.k muds ok-fu-ew-fj- ds QksYMj esa 
fyf[kr psrkouh j[k nh tk,xhA 
The controlling  officer has been directed to call for explanation  of the concerned 

officers for not having perform the public duty of not writing the APAR within due date  

and  his  absence  of  justification  direct  that  a  written  warning  for  delay  in completing  

the  APAR  be  placed  in  the  APAR  folder  of  the  defaulting  officer concerned. 

 
xviii)  iqujh{k.k vf/kdkjh rFkk Lohd`fr izkf/kdkjh dh vfHk;qfDfr;ksa ds lkFk fjiksVZ iwjh gks tkus ds i’pkr lexz dksfV 

vkSj lR; fu"Bk ds ewY;kadu lfgr iwjh ok-fu-ew-fj-] tgkW ,slk izpyu gks bls lacaf/kr vf/kdkjh dks laizsf"kr 
dj fn;k tk,xkA  

 The full APAR  including  the overall  grades  and assessment  of integrity  shall be 
communicated to the concerned officer after the report is complete with the remarks of 
the reviewing officer and the accepting authority, wherever such a system is in vogue. 

 
 

xix)      Hkkx&6 esa ewY;kadu dsoy o.kZukRed gS rFkk dksbZ Hkh dksfV ugha nh tk,xhA  
The assessment in Part-IV is descriptive only and no grading is to be provided. 

 

 


