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Bombay Life Building, ‘N’ Block , Connaught Circus, New Delhi-1
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R o oo Rk
Period of Assessment from ... 0L
-1 iR &
PART-I . PERSONAL DATA
(Hafed gemE AN ZRT T S
(To be filled by the Administrative section)
LU oAfeeprl & 9 -
Name of Officer :
12 Ha § FETeT & aie
Date of Joining the Service :
B3 o fafy
Date of Birth :
4 goHE I8 H @R R @ aie g I8 Grade
Date of continuous appointment to present grade : Date
15 goHM 98 AR S W AR @ anE i I Grade
Present post and date of posting thereto : Date
16 =gd@ § aguied @ o 5 gTl & BT
Period of discontinuity from duty : On account of Leave
G5 HRET /A TR FE & HRT
On account of Training/other official
Assignments
17 A IR @EEE deEd o
Academic and Professional Qualifications :
18 #ORd offh affheday & Joliseel §.89% 0 Jodl %l diME daq argdhl & [ @
Registration No. of Council of Architecture :
and date upto which it is valid (applicable in case of Architects only)
19 T ofddslafare siveer/ qasea aesEl § A o edaE g
HEAT T hi
Inland/Foreign Training/Refresher Courses undertaken
and Professional qualification attained
Place....ccccoevvvneenieennnn.
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qT-2 T4 & IRE EHAHT:

PART-II Self Appraisal for the year

21

22

23

24

2.5

qy & Al 1 ER e

Brief description of duties of post :

FUIT I AR /A /fAwiE dedl /3geed (9 8 | 10 T% TRl & AR W/9Ed &
PR H) B ous fe MR B mn o R ued @e & ddY § o Sudfedl @ Swid
|

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.

S ERSICR
Targets : Achievements :

FUT e 2.2 H Sfcarad e/ IRl & ded H oAUl Sudterdl oX dfere fewelt 3 uar 3 dedl

AR 2 WX ST e & Hey § Swaen Sudiedl & e €

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.

FUT i 2.2 F Ifcafgd @t & d@ed # HEE O dferd el 3 g 3 qedl B oS B

§ A gl e, a BiE 8w SwE w] |
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.

T S YT STaE TFfT faaver Fea ¢ f&ar &) afe & o far 3ued aii @ S B
&l Tl ERIES

Have you filled your immovable property return as due. If yes, please mention date

Yes No Date

25 () T oM A1) a9 & 2R I | eifEt, ee oMy RaifdT sifterd B, & g afte wrt
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Ao iR @ B RVAE]

(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?

(@) o e o At e, B e RafE aqﬁmrﬁqg # anfg R o &
g/

(b) Have you written the APAR of all officers in respect of Yes/No
whom you are the reporting authority?

26 R R o SARE SR ST /e R T FE S Wi B A 2|

Any other additional and unforeseen assignments carried out/initiatives undertaken worth
mentioning

(Rveisin s & s AR ande)

Officer Reported upon Signature with Date :

R -3
30 F@ A AR BN el AR Iyatedl & ddg § Ry T w8 qed o 9 R T i
3.1 % #e¥ § orqent, AR FE 2, H G AR HROT Fam?

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 T F B GAH; 7o 40 HI9d 1-10 ¥ T FIAT AT 29

Assessment of work output (weightage 40%) On scale 1 — 10 ; See instructions

e G| g S %

BIBEAK 18| BEAES ST
Reporting Reviewing | TInitial of Reviewing
Authority Authority Authority

1) W 2.2 % AFAR U T FR B G FA H
el

Extent of accomplishment of planned work
as per para 2.2 above

2) T & IOTE
Quality of output

3) I 2.6 & AgAR  Fowied
STETET /AUl 1 1 QX H

Accomplishment of exceptional work/
unforeseen tasks performed as per para
2.6 above

Overall Grading on ‘Work Output’
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32 IR TN B gEE; Hed 30 gfe
1.10 @& T, FIAT TR a8

Assessment of personal attributes (weightage 30%)
On scale 1 - 10 ; See instructions

Rt RUlERIER EylEIEa | BEARl
BIREAL] fereBrT & e
Reporting Reviewing Initial of Reviewing
Authority Authority Authority

1) @ % o S

Attitude to work

2) 9Ed 9feR, A ARSI FU

Initiative, drive and resourcefullness

3) ST

Discipline

4) FIYOT HISTA

Communication skills

5) S AT | B FT B EHA

Capacity to work in team spirit

6) TG T B FLA B AT

Capacity to work to time lines

7) FEE AR WEE & Al Gdel ded IE
2IESURIRCE)

Inter-personal relations and relation with
clients and customers

8) ImaETE o # e ofR geghan
Dependability and willingness to take
responsibility

Tt o W) FHy AT

Overall Grading on personal attributes

33
Assessment of functional competency (weightage 30%0)

On scale 1 - 10 ; See instructions

ehrAIcA: HEHT & Hedlh; Wew 30 U9 1.10 @ 9T, F9A1 Aeq 2 |

Rt ey RN I CEicE M BEAR
BIIBCI BIEEAE % e’
Reporting Reviewing | Initial of Reviewing
Authority Authority Authority

1@E & ae 7 /Rt e @
TFER AR 3T A BT @ AT FA F
A

Knowledge of Rules / Regulations / Procedures

1n

2) FRIA AT TR B B A

Strategic Planning ability

3) o a9 & A

Decision making ability

4) faIoT T B A

Analytical ability
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5) T el
Coordination ability

6) AR ARG Hl IRT B AR
SH I H @ e

Ability to motivate and develop subordinates

7) @f.F form
Ao ud tfere, e oir e,

STl

For CE
Knowledge and Proficiency in Planning &
Designing, Specification and  Codes,

Valuation, Vigilance Techniques
g & fog
AT Heel gueEedl & U sAfher o
e, AEdRE, FEAEET AR
AR H GO AR T ey H
ST TGHT
For
Architects
Practicability of design attention

to

SN & 0 g setEr #7939 AR
SAHEH, &M GBI

For Horticulture

Landscaping and Designing flower

8) FEl T YsieH, Te 3N wFaere
Management organization and supervision of
works

9) AR TiEud Al B TEd Hq
XA, IO qlET S fad_wa
?ﬂﬁ%ﬁ%ﬂ:ﬂﬁwwﬁ(a@ﬁww

Promptness in initiating extra
substituted items, Finalising measurements,
test checks, recording completion certificate,
Responding to CTE’s observation (N.A. for

T e X a9 AT

Overall Grading on functional competency

1-10 T 9T 9FT-3 H 999 AT

Overall grading of Part-III on scale 1 — 10

R oferrdy | e AR SR & S
Grading Reporting Authority | e Initial of Reviewing

Reviewing Authority
Authority

H-3.1

Part 3.1

HMT-3.2

Part 3.2

HT-3.3

Part 3.3

T AT

Overall Grading
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-4 : AER HeSl T (Fe @ Te)

41 AT : U AR B gier ¥ fewef §
Integrity : Please comment on integrity of the officer :

42
RIS mieepry | g | qRfdcia S
Reporting TRl | % aTEer
Authority Review_ing Initial of Reviewing

Authority | Authority
1) @R & RAd

State of Health

2) FER A AR TSl /3 SForier /377 e
T % wfq e

Attitudes towards weaker section and SC/ST/OBC

3)arferEly ud Heerar ¢ e SiER @ et
AR ST & A I B H IEH g ded
STE! Afed 3 &R 7 [ H % A |

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 TN 70 =T § SN RO

4.3 Pen Picture in about 70 words :

Date

Place

fraifde erferpret & s

Signature of Reporting Officer
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HIT-5 ¢ Sﬂi il
PART-V : REVIEW

)

qAfddET TR & A qd1 & Aary

Length of Service under Reviewing Authority :

wmmuﬁﬁ&]ﬁwaﬁﬂmﬁwﬁﬁﬁmgﬁ%ﬁaﬁmw
AT § qeud &f de Y [l Herd qedide d1 gfes § Hedd T8l ¢, fUl 39
mﬁﬁwwﬁaﬁwwaﬁaﬁﬁmﬁﬁmﬁwm&wwh

T

Do you agree with the assessment made by the reporting officer with respect to the work output
and various attributes in Part-IIl. 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

A faw=ar @ Refd & Jodse faawer o el & Swig w17

In case of difference of opinion details and reasons for the same may be given

Rt erfeedl 2T anfeeas femmer @R aAfrgferar /fewoft

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

1-10 @ 9 g AFET

Overall Grade on scale 1-10 :

g qAfdaT AR & BEER
Date : Signature of Reviewing Officer
Place :
I
ACCEPTANCE
F g AT el e S a7 Y qeid a1 79 e, aik @ 5
anﬂasﬁwﬁﬁw%lwﬁaﬁﬁaﬁﬁmﬁuow T AT

FEMI
&l T
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
IHE 1 9 T&q 37T (7)
Outstanding (9) Very Good (7)
38 (5) FHHAITSE 0
Good (5) Unsatisfactory (0)
g il i & e
Date : Signature of Accepting Authority
M I T SRl #
Place : Name in Block Letters
frare @t erafy & AR

Designation during the period of Report
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i)

ii)

iii)

EIGCE
INSTRUCTIONS

s AET $ ar aiite e /e Rae w1 & dey § e MEw
Guidelines regarding filling up of APAR with numerical grading

My ROt & AJegq § FE-MET & qodid B S qMa §HE [G6E & oF e &
Y F R o =en | RO fore aw SHEeRiEl # ge STgHd I @el 6 3 9w
SAF F 4B FA @ AMH a8 AU ardiad AT B U0 ®Y § q9H GF | 3HH 356
Ay fere @ gk | ey, e w @ ufe 21 R fves ar qn gederr st
F afen i | afterd @ RaE fordt s @ 8, % #R oed 9 Har g At
4 HEG A I A H HBE T B

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.

AR H T 70 g F sk FeEr wY Rred U6 fAdwad iR A UE #E ST
A R A e FReT A FE & Y S g S A1 i T B gq o I
TR St @, 9 w1 § W fRE S| e & el R &Rl dfed st @
a9 B q AT B

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.

R &R gdermT sferd a1 & MR @ oE, Jafs e wE g & g
deers IS & Sl | e AeEs 1 d 10 d@ e REd 1 <A ¥ oY 10 SeEam I
BRT | Herd AT 3 wHE orgde-1 § Ru U RenFRdl @ e § T@An &Nl oenen
St & 6 fREr ot 1 oiR 2 I (F Fraed a1 frer a1 'y 3e) & fom drel @ e &y
§ A AW 8T S R S R SE TR & 9 FAeE 10 I3 34 W AR IO qun
P IR B AR IwiE AT SO | 1-2 SEEr 9-10 IS F 98d FM AREN A ©, o
T ST gq % AEEEA & | RAET U gl o aR qers IS ad qud
AR B GeFiF g H 37 AT B FR e ARG H o J B e = |
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.

AR F 8 ol 10 & 9 e w0 I Iep’ A SO AR S GAES /AT o
AT HF H TR & FEASE G 9 3% JH R e |

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.

m.j:[r.g.ﬁ'.i’fsﬁweﬁis%qwﬁgﬁa@wwwaﬁiﬁ7mwfm
S |

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)

vii)

vii)

ix)

x1)

xii)

xii)

AR T 67 F AN 4 @ 97 I3 & oW1 AW S AR I 5 FF FoN R ACT |

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

AFAR. F 47 99 Iz @ 3 R S

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

Haffe 9 & @ 3.1, 32, 3.3 & ded A IO 99N &Y § 7A@ T ¢ | He-Bie AR o
X @ @ a1 S = | g TE H gS i BEeR R S e |

All attributes under Section 3.1, 32, 3.3 carry equal weightage in their respective
sections. Cutting and over writing to be avoided, if unavoidable to be initiated.

3.1,3.2 X 3.3 & 5l o argar & T B % Refd # 39 oM & g & S
ﬂﬁﬁﬁ?ﬁé%ﬁﬁﬁﬂﬁﬁaﬁﬂ%

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.

RAfET arfeeprl Tftemeli a refd o 9% 8§ Ted T e e ddy § R
fore ST oTiferd B & Wy el &b aedl R Ut dfed & 1 FEReT S8 | e
F qedid Rurerde A o RaféT afterd & &= g9 s e e |

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.

T FE e & g ay @ g W R S 8, W 39 9 B AN A W a
fF 9z Amg darem & O @& e @, KA i qen Rawelds st @ av &
fiy [ o ® fia afee @ w@ e @ @den @ ST 9% R Jae ok &
0§ qYEEs ARHS I T S 6 |

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.

UF & ¥F D HB U8 qEU B A A AU AT & G & | Rl ©F 8 ue § F H aaa

AR AR 9 qHI-99E W ST & GHA & | qAiHT H 3 A H AW § @ S ey
3 QX e el i S e |

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.

feopoft: wefer @ Hefed #em WA & o e sl & e B e
NOTE : The following procedure should be followed in filling up the column
relating

to Integrity :

- 3R erfeerd @ gt § PTGl T2 T O O Sow fhar S |

If the Official’s integrity is beyond doubt, it may be so stated.

2-@%11% FIE HiE A1 ofH B AN B wdt Big i S ey iR FrEER FRaR @
1 |

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

7)

U AR Y Ul et I WAl B & Sl el | 39 el & uf Foaed
T RO T SR & aRe e & o e S g giived wen f ergad
Frars <iE & H | B Al § g ey S e & SR a1 e el & B
9 | @ g8l RafET At & Rufd & oER 98 Swi@ T ARl fh oA o 3ad
At F FE FH G TF e @ & fan % 9 MREd W@ e o ows @ o
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Xiv)

XV)

Xvi)

A & s T # 9d Te gH el

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.

e Al FRAE & Ferawd, HaE 1 EE g & A & A A H FATST TP
ST =R ofX e qeaie R & qegar dfade @ e 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.

gt simell @ gfte & S @ @ 98 ded o &S R S =i oY Hefed e &

3% [ ge & S e |

If the doubts or suspicions are confirmed the fact should also be recorded and duly
communicated to the officer concerned.

e ST FEHAE & FIEEy, Hoe 1 g T A gT el & AR 7 & I e Il &
AR % TERET WY i oy d% Rl W 9 At ok 3Ed aR IW (Q)
AR (M) § TTR FIER FRAE H A Al |
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.

T A e R st ofi g sttt age & 1@ 8, 3% ot darge 4
TF e & T T vl @ Rad forem @t orgAfa & St =i

Where a Reporting officer/Reviewing officer retires, he may be allowed to
give the report on his subordinates within one month of retirement.

o wvarl e i RO el 9 8, 3Ee aMgR. @ g & 8 S #d R
TGl & 6 H HH A FH AN GEM @ GGAET F SHd S AeT |

Atleast 3 months experience of supervising the work and conduct of Govt.
servant reported upon should be there before assessing APAR.

o . R S /gTRE @S g, R A R /gadeeT e, M e
T 7 U Fead %l ai § & 98N Ted sAeE Ruie o 9 9% 1 Feiia ot § o
TN TR, 3H & S A § & forel /g @ S|

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.

F.FAR. 7 vl F7 F U @@ dF 9 @ oEfy @ T & & fae sEee
AERT ERT 15 [T § oAl oy & [ fen mn aifq e e o 9§ ® @ g

F A Ee § § FH B A T A @ F o ol BTl W WS % [ @
TEl /T SO |

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.

FrE-dm (15 o) & JuW wwe @ 9N & usE a% di W O e e & ar
Page 11 of 12



XVii)

XViii)

Xix)

fraifé siferdt fafaa & Raetd stoerd @ @ gt Rue g6 & & o % aebar 1
s fEiRa ag 0% @ TdiET 9T TE e & ar R st gEa Re iR, e
TS X FHA & | UH H g a8 RUed| A & w0 o afel & € § e oy
% R W RO fore a9 © | U & 99 de Reidie st e MeiRa @ & i
Y T I SR A FRA 1 WL Jerd B A ¢ |

After the expiry of the first week of the time-schedule (15th 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.

afe RafdT st ...k w i #Rer @ 30 6, o9 faciE a¥ @ g @ @
S A FE FHAE gE TE BT & A qe I A Amra @ a iR § ofafet
F H ATIBR @ A & AR 39 RO R, o Fd Rag @ gadeer e &
TR B RN | g HER AT e o a¥ & 31 o & Iwid AR | offter
T H AHR BN A B

If the APAR is not initiated by the Reporting Officer for any reason beyond 30™ 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.

e sAfererdt Bl Heifed et @ MeiRG aie 9% ar.jAR. T fem & #ro @
F R T 89 W 39 ddy § e 6 & Ry Ry e ¥ defa gwedl ottt |
qYfed I A e W AR, few 8 U s & B o aMgR. & weet |
o =rare e & S |

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.

QAT SRR e Eipia M S AngEEl & | RO gl & 9 & usE qu die
IR T T & g afed g ar.fLR., S v geee & 38 deftd st @ anf
T fedr S |

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.

-6 H JeAiF & dUAIE & a1 B3 Al Hife TE & S |

The assessment in Part-IV is descriptive only and no grading is to be provided.
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