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Tty )/ erarter st ieaeT
Report for the year/period ending: ..........coiivniiinnieinninniennnicnicniecnn,
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Safteen s

HT-1
PART-1

PERSONAL DATA
(ST SITTE TR ST T ¥R 51T o {10
(To be filled by the Administrative Section concerned)

BRI T TT. oo
Naiiie Of the OFFIGEIT a i s s st e v e oS oS S E8 s FEss v o Fv e o e oy
StV ST A (Remmeas) A L) N
Date of Birth (DD/MM/YYYY) ....... p— {7 @Y () T —————————
AT 2oft 8 emar i i aiie 2 1E S ) R
Date of continuous appointment to the present Date:............ Grade:......
grade
AN 98 1 36 W FGRA i g L IR [EE1E TSI
Present post and date of Appointment Posti....ccenne Date:...............
thereto

= o S LT (STRTE0T SFerehreT SATfe 00) | SAgufeerd Ted st aeifen)

Tfe 3t SRR = TTTETor e B A SHRT FIaOT &
Period of absence from duty (On training leave etc.)

During the year. If he has undergone training SPECIfIES. .....cooivreeiinrinsreceeis e eessessssss s
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wTT-2- Forer arfirenrt st wfedes 2, ok grr ot W & formy

PART-2- To be filled in by the Officer reported upon

(e STt oAt i | UEe STeRT ! S § UG o)

(Please read carefully the instruction before filling the entries.)

1. TR 7u et s g femmom)

Brief description of duties.

2. F F S aE/ERE/AE A W e foe fuffa TR 8 ar e for fifa fRer o gt s |
(GROTTE/ATT 3T 37 §9 H) SS-a@ i il ST & AR T gell S AR T O e & hiaad §
O Iy STaTd) (I2TET0T 3 foTw 3Tk Heryahg/ferm 3 ferw anfer o )

Please specify targets/objectives/goals (in quantitative or other terms) of works 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
School/Center/Deptt.)

TE/IRTT/AT ITATSRIAT

Targets/objectives/goals Achievements

3.

(21) T g 2 H Secifaa wedl/seval/eaar <t wiftr # T it o ga § ecia i Afd wedi i min
forelt wreprC ot sreTd T 21 Al 3R ot SeorE

Please state briefly, the shortfalls with reference to the targets/objectives/goals Referred to in
item 2. Please specify constraint, if any achieving the targets.
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@ T3 el o Sooi s SR Tht 21t Suctfeuat W € STt S ST dimer o ot Seeid i

Please also indicate items in which there have been significantly higher achievements and
our contribution thereto.

FORIT IeRE i, foh T el Shetet Y oht STeret €t anfiien ferareft fraffea arta svaiq Shefetad &
JeElt oY hT 31 S e gt o 2 TS oty 9 78 ot foeter o o Fr A € e |

Please state whether the annual return on immovable property for the preceding calendar
year was field 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.

= L — BIRECEREC IS RCIPEANIE LI

st ageies Signature of officer reported upon
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-3
PART-3

HETCH SEToRoT T FertoT Sfcria T Qe et STTerhil T fehan STT & ST 1-10 o YT oI =iTfe,

STef 1 e & Aft &1 T 10 Ieadd Al T Sei@ HET 8l

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 il =t o & veet feenfET @ e A v o)

(Please carefully read the guidelines before making the entries)

(37) T FruTE ST HeaTeRT (3 W o 40% 37% BiT)

(A) Assessment of work output (weightage of this Section would be 40%)
Wideed | Al SUeRT | GAleetis
TR | (Hed Y-S AT 2) | iRt ok
Reporting Reviewing Authority SATETET
Authority (Refer Para 2 of Part-5) Initial of
Reviewing
Authority

i) qeT-AT TSI ohral <ht gRgoter / T o e oT smeied

[ERITEIEC]

Accomplishment of planned work/allotted as

per subject allotted.

ii) ST TTSITGH %h ahiTe

Quality of output

iii) TaroleoTTeres Iy

Analytical ability

iv) STIATRTCH Y el I/ Tohel TTT STTIRIT el

Accomplishment of exceptional

work/unforeseen tasks performed.

"deh HTICY T FHY AT

Overall Grading on “Work Output’
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(&) safvaTa feraIaTedt s Hediehd (39 WHT 3 30% 37k g)

(B) Assessment of personal attributes (weightage to this Section would be 30%)

FIREEE] T TR | et
et | Fef urs wT e 2) | Wit
Reporting | Reviewing Authority | 3TEER
Authority | (Refer Para 2 of Initial of
Part-5) Reviewing
Authority

(i) F1F & T T

Attitude to work

(i1) oer swr <y
Sense of responsibility

(iii) STIRTE 1T, L@ (V9 T diea)
Maintenance of Discipline (Including punctuality)

(iv) TEISOT &7y

Communication qualities

V) Aged 0T
Leadership qualities

vi) THE ST ST H T ot ohi &Far

Capacity to work to in team spirit

vii) T ETICTT 2T ATE0T L sht &
Capacity to work to time-schedule

viii) TR SARATT doie
Inter-personal relations

ix) T BT U A Tehed

Overall bearing and personality

T ToRToaTsT! Ot §9 UfeT
Overall Grading on Personal Attributes

(V) TRTATTHeh TEHAT T HEA TR (35 ¥ o 30% 3 Bi)

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

PIGEEY ot STfeeprl | qetfeietren
TR @efar-sEdu | et s
Reporting 2) HTATER
Authority Reviewing Initial of
Authority (Refer Reviewing
Para 2 of Part-5) Authority

(i) F & H T/ i /a TRt sl 3 31K
TR T JANT X i &

Knowledge of Rules/Regulations/Procedures in
the area of function and ability to apply them
correctly

APAR For Group- C (Non-Teaching) 15.05.2024

- -
age 6o




(i1) Tfcrerg FsmT s AT G
Strategic planning ability

(iii) Tt oF 6 eqman
Decision making ability

(iv) 99T &Har

Coordination ability

v) STEfEr ol T U ferohiea ol ol &ral
Ability to motivate and develop subordinates
vi) T8 Ik

Initiative

HTATcH AT I T 1T

Overall Grading on ‘Functional competency

femqott.. g Dfg Fraff o 8 33 (37T 3 ST 5 ot o Tedeh TE oh ATEI o AN T ST
il

Note: - 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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qFT-4
PART-4

GENERAL

1. ST o @rer Trfier (sTet ot wie 2
Relationship with the public (wherever applicable)
(9T SARRT ceh ST <hY Uge e SehT TR & FRreRtor o fevauft §)

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

2. ftregor
Training
(T SRR Y e R B o arfiren eI i A e o1 g & we sk 3 forg R )
(Please give recommendations for training with a view to further improving the effectiveness capabilities of
the Officer)

3. ey & Rufa
State of health
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4, GBI
Integrity
(o sifereRr) Y weafaer at oot &) sifirerrd i geafer wee & W R a1 wdEel 21 afe @iel @ O 39 R
6l FET T IeeT (ol ST =Ty

(Please comment on the integrity should be beyond doubt or doubtful. If doubtful, such information should
be mentioned.)

5. i StfmRrt g tlerenr it woe feasivaredt s aHw vl (e 100 Ieet #) Y, o amredf & v
ST Iefourt, STatherarel (Ge: 9IT-2 3 3 (37) 31 3 (<)) Td AT 3 Wi gieshior it &l
Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer including areas

of strengths, extraordinary achievement, significant failures (ref.3(A) & 3(B) of part-2) and attitude
towards weaker sections.

6. TEE o 9TT-3 5 @E A, o, T & {2 7T et (A7) o SATIR T FreT Tt Teredsh sl

Overall numerical grading on the basis of weightage given in Section A,B, and C in part-3 of the Report.

BIRCES R BED RS A1
Signature of the Report Officer




-5 GTET SRRt g SThgferat
PART-5 REMARKS OF THE REVIEWING OFFICE

1. TAfeeR SRR & 37efi ol 78 dam o srafy

Length of service under the Reviewing Officer

2. T ST -3 ST -4 7 Fvier <hred e fofirer ot 3 wister & witrare stforenrt T R e iR & wewd €7
T STTT SRR ST ST YA LT/ SFAFCrst & Horey § fordh Mg g § wewd 82 (Hav: 93 (31)
T 9FT-4(5) (IS 3 WieRe sferRrt g ot o weter & forg 7T foreft wemensh Heaien § wend 7 € a
AT ST AT 59 TS o f M e 7 3 o wfef ot srene )|
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 the assessment of reporting officer in respect of

extraordinary achievement?/ significant failures of the officer reported upon? (Ref Part-3(iv) and Part-4(5)
(In case you do not agree with any of the numerical assessment of attributes please record your assessment
on the column for you in that section and initial your entries)

Yes No

3. STEEHd g1 oh fearfer 3 spuaT 36 IO TATd, 7T s UET T € FoR ST e sae 31 SireAT e €2

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

4. TAfeioRT SRR ST Twer Fvia) o foeqoft & (et 100 wreat #) vt stfrerrt sht wet forwared o g
&1 U SHeh! o Wred &3 B STkt SHsi T o Wi T e &
Pen Picture 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.

|
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5. Sl % 93 o Te-of, We-o quT We-H § I M ST 3 HATUR T et et deareHeh e

Overall numerical grading on the basis of weightage given in Section A, Section B And Section C

it arfrenrt o eTer

Signature of the Reviewing Officer
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e

2

INSTRUCTIONS

Wﬁwww&wﬁm%,%mﬁ%mwwﬁ%maﬂtm
HTET 7 T Y St % T ey} STeR IUeTey ATl B 7 9 SAfeshr freeht i fored s @
SR O fore ST It STyt ot o) fomierl o arer 36 Wi ol 937 &Rl Sh1H AT =Tiey

The Annual Performance Report is an important document; it provides the basis and vital inputs for
assessing the performance of an officer and for his/her advancement in his/her career. The officer reported
upon Reporting Officer should, therefore, undertake the duty of filling out the form with a high sense of
responsibility.

e fora ot 1R ot 98 awsT =Ry {6 sqen SRey Siftrenrl &1 faem o &, @nfs a8 o1 areafas
Hred Y e Wbl 98 U A Sen arett e, afeh u forshrarerss sk 81 Fie fore At sfererd) b s
AR, forereht e foredt st B, o el Forsaes, afirefsr steran gy safrea o shftrat ot folé & fora &
EEIEEHETTIRCH

Reporting Officer should realize 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 a developmental one. The Reporting Officer
should not shy away from reporting shortcoming in performance, attitude or overall personality of the
officer reported upon.

3 mid wryfrd e & S oate W SR ol S e R SRt I oR steEr Sl dICH WS oS
+ft e I AR oh1 T vt e S|

The items should be filled with due care and attention and after devoting adequate time. Any attempt to fill
the report in a casual or superficial manner will be easily discernible to the higher authorities.

YR I AUiHITS €U A T ) haer 30 Biget SE §EaeHE wife @ S 8l fie T ST efaa
SIS ST 31 ¥Todt ST yasHl st eAHTYEen AT ST 37 Tet S FhiS it A M o U< hl e
MY G ST GLeT | o1 ST fohan s

Every answer shall be given in a narrative form except. Where numerical grading is to be awarded. The
space provide indicates the desire length of the answer, Words and phrases should be chosen carefully and
should accurately reflect the intention of the officer recording the answer. Unambiguous and simple
language may be used.

Tt forem amet srfirenrdt, g sttt foraeht fraté foreht st 2, at and & e o < ad & 9 fop ST el w1
i) I g SRR GuiceiT a9 & T 737 U8 ervTerd & Gl 59 U8 & o&d 747 U€ GyTel o 95 a3 fohu
SITUH| &1e / 78 QAT Eertr SATeRTiat g1 €98 ®9 | S 1T §He S =1y

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officer to whom he is

required to report upon for completion during the year. In the case of an officer taking up a new post in the
course of the reporting tear, such targets/goal shall be set at the time of assumption of the new change. The
tasks/targets set should Cleary be known and undershoot by the both the officers concerned.

Zaf feaTes Heie o o ofd # foRam ST STl st 2 SR SEioie 9% ATE derd fehra 1 Uk e s
FahT 8, a1 Rl fore et sifterrl =it frafia siquer w Feares & feafe e =ty 3R gae gafe &
AT § GRRIeHe FHed I3 =118Y)

Although performance appraisal is a year-end exercise, in order that it may be a tool for human resource

development, the Reporting Officer should at regular intervals the performance and take necessary

corrective steps by way of advice etc.
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7. W Aedieend] 1 I YA BT =TT, foh 9 Hedieh fohT ST alet SATReRi o shid{Heqre, STeRvl, e
I aTTRd hT oft TR ST TRe R SR Bl

It is should be the endeavor of each appraiser to present the truest possible picture of the appraise in regard

to his/her performance, conduct, behavior and potential.

8. TRl 3 ShrAfaTe T Hewieh et SfaaeTe srafyy aen € ehfia € e
Assessment should be confined to the appraiser’s performance during the period of report only.

9. 3rm <Y Selt 2 foR 1 e 2 % fopeft 2 (fop T el svera 1o Sere W e  fore ) feret sRfivit o mream @
wfier atrerer § vafy w9 4 oifrer Seuam S S8 YR 9 T 10 % € o o U forw s o day | siifaer
fear sem 1-2 % Je 3fi 9-10 % e foret redt § &, o1 I ofifuc A 6T SAavawd 8 Wi Us
R Y ey i ST S e SRRl ) 310 it e T o6 o ) e o e
hife freior s =y

It is expected that any grading of 1 & 2 (against work output or attributes or overall grade) would

adequately justified in the pen picture by way of special failures and similarly any grade of 9 & 10 would
be justified with respect to special accomplishment. Grades of 1-2 or 9-10 are expected to be rare
occurrences and hence the need to justify them. In awarding numerical grade the reporting and reviewing

authorities should rate the officer against a large population of his/her peers that may be currently working

under them.

10. Yot SHT/98 =TT o ToTT STeae STHishT shT TT9FT i & TEeM 8 fefaiaa et 3 w1 femm forar smaom)

For purpose of calculating average scores for empanelment. Promotion the following grades will be

considered.
TH T AR IS Fife e ford T o= fea
APARs graded Grading ST
Score to be considered
8N 10k = H IFe 9
Between 8 and 10 Outstanding
6 SR 8 FH = H EE 7
Between 6 and 8 Very Good
4R 6H A=A =T 5
Between 4 and 6 Good
495y 0
Below 4
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feoauit
Note

ATET & Hafdd 7g i R §Y FHHcTRaa SR o a1er s e -

The following procedure should be followed in filling up the item relating to integrity:-

i) TS Afereprt i e deE ¥ W 2 @ 6 Ieoh ok sy

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

if) afd s HaE B At HE I WIeh Brg feam ST A Frgem e i s

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

(%) T ST TN feoqufl &St T S ST Swet sTgaa foram Sy fevauft it uep wid Tt fate & arer spred sitgad
ARt oY oft ST <t T, S 7w iR e R stadt siars i € il ST ST aeafeT st gHivR e A
R el = feriera T G T 8, et SRde SR 7w e e Pk o 3 Ry e v
STFeRTLY ok TRl Rl 3 o1 wIte T e o A 3e st o Rawrs o g e, S oft Rt En
A separate secret note should be recorded and followed up. A copy of the note should be 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 heard nothing against the officer, as the case may be.

(@) afe, srgadt Hiar & TRUTHEET HeE A1 9 ST S & A AR T earaT FHTR ot =fey #fi
agTar Mo et 7 wek wfafe s s =nfe)
If as result of the follow-up action the doubts or suspicions are cleared, the officer’s Integrity should be
certified and an entry made accordingly in the Confidential Report.

(m) afe Gde a1 Gy A qfy @ ST 7, @ qe = fafeg S s e it artua stite it fftea i
fean s =nfew)
If the doubts or suspicions are confirmed, the fact should be recorded and duty communicated to the officer
concerned

() afe sigadt sriars & wftomreasd W §3E 9T SR T A1 gk © i & SRt i et & A StRrehrlt o e
ohT 3] a3 S T ST iRy 3R 3ueh o1 (@) o1t (1) W gwr fifde wiar & s =Ry
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 indicates at (b) and

(c) above.
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