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Group “A” and “B” Officers
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ay /3134 01/04/2025 ¥ 31/03/2026 Hr Ui
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IR Ae1fors a9t & FHg 31 vd 9 FRAFRIT/FHraREr Hr afdied w7 Avuea Fgeaiea Rue

Annual Performance Appraisal Report of Group A and B Non-teaching staff

31 151 5 USRS & RO
Report for the year /Period ending..........cocouiiiiiiii e
Fafed azg
Personal Data
ATIT-1
PART-1
(TATTAT HFHTT gRT T AT )
(To be filled by the Establishment Section)
T BRI T ST,
NamMe Of the OffiCer ...
2. | F=r QAR RA/AEAAS) oooof o] oo (TR F) o,
Date of birth (DD/MM/YYYY) ...... /. [ ... (INWords) ....ccovvvvvvvvieiiiiiienne,
S | TR TG oo
Designation of post held ...........oeviiiiiiiiiiiiieeeeeeeeee e,
4 | T RN AT STA/FTATNT BT B2
Whether the officer belongs to Scheduled Caste/Scheduled Tribe..........c.cccoeeviiieeennnn.
5 | gddHa I # wad g 1 ad®m | BAF.cn 111 I
Date of Continuous appointment in the | Date....................... Date.....covvvvveeeeee.
Present grade
6. | a¥ & gl ged, ufetor seanfe &
BRUT 5&T  Iguiedia &1 3af|
Period of absence from duty on Leave,
training, etc. during the year.
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HII1(2)-FT-HeTeheT
PART (2)-Self Appraisal

(38 AR gRT F7 ST, T Rure fordy S §)
(To be filled by the Officer reported upon)

(U YRARTT RS @ Ued IR B CAAYEdS Ue o)

(Please read Carefully the instructions before filling the entries)

1. Paal &1 gfded faawor

Brief description of duties

2. P & A ALBFRI/AT AU FTY 3ua for FuRa Y &, ar 3mus foo
FuiRa e aw & 39 (@Rume/aAET @ 3= v &) et B sre-gq #AE wAfHedar
P IR W daF IR W T d867 i T T 33U U ddiv| (30T & fow
3T THTT & fAT arffies BRI Jreian)

Please specify targets/objectives/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 Plan for your Division).

TET/ZEI/IAT IUATSIIT

Targets/objectives/goals Achievements
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3. (37) PUA A 2 A IAC T H Wiy F W FAAT F F&T FH ITeor@ wY| IS T8
& wfd F P aenw K & A F ga|
(A) Please state briefly, the shortfalls with reference to the targets/objectives/goals
referred to in item-2. Please specify constraints, if any, in achieving the targets.

(@) PUAT 31 HAal B M Sea@ HY A whT 316 suafcuar & § 3R 3094 31U
ATeT & T Seord |

(B) Please also indicate items in which there have been significantly higher
achievements and your contribution thereto.

4. PUAT Seol@ HY DI FT Ydadl $holUst du & 3ad Fuciool arde faael Huifika
@ 3AUTT HAvsT ¥ ¥ ScaddT a¥ B 31 FTad db gof HA & IS oA Ify FE
ar faaoft e e fr ar@ & S|

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

3RS, foradhr RAE foredr Smelr 8, &1 geamR

Signature of the officer reported upon
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#1191(3)-RaiE forgal arel 3RS gRT Aedidpa
PART (3)-Assessment by the Reporting Officer

(Fuar gfafdar R & uea fRen-Rdelt @1 wareyds ue o)

(Please read carefully the guidelines before filling the entries)

1. RuE forma arer 3RER gRT ueds quifaduar & fow sifes I & S arfer S
fF 1@ 10 g & YA W g Tfer FEd 1 & gy [eaad 95 3 3k 10 &
arcuy 3w=dd I A ¢

Numerical grading is to awarded for each of the attributes by the reporting authority
which should be on a scale of 1-10, Where on refers to the lowest grade and 10 to the
highest.

(F) P fAvUIea & HedicheT (38 T3 Y ol 40% B9M)

(A) Assessment of work output (weightage to this Section would be 40%)

Rate forgar | @efiem grr Gafda | wefiem
arel IR | U3 (I TIFH 2 | AR
gRT er | & gedd a9 1) T

T A Revised Grades by 3TITER
Reviewing Authority

e e St
porting with col.2) ng

authority Authority
2. 3. 4.

1.
AdoiAEag dI  o3aEfea fawat &
3R JTdfed B B QI B
Accomplishment of planned work/work
allotted as per subjects allotted

S P TOTaEAT
Quality of Output

faelvucas AT
Analytical Ability

JuaelcAs wF Hr aRguidar/ e
T IS BT

Accomplishment of exceptional
work/unforeseen tasks performed

S fasureeT @ qHT AT (FeA(i & iv)/4}
Overall grading on ‘Work output’ {Total (i
to iv)/4}

Page 5|10




(@) 3aTeher TUT/TARAWAT ST HoAThed (FH WS & dlsiie 30% &)

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

e forga | gefie grr @afaa | et
arel PR | A5 (IfC T8 2 | 3APRY
gRT fear | & HeHd a9 &) T

T A Revised Grades by | 3marew
Reviewing Authority

ey | | ot
porting with col.2) ng
authority Authority
1. 2. 3. 4.
BECE R L
Attitude to work
ll.  3cael—ca &1 HraaT

Sense of responsibility

. 3RME T TG
Maintenance of discipline

IV. TUYOT pierel
Communication skills
V. dqcd 9T

Leadership Qualities

VI, &F & &1 o fir Jegar

Ability to work in team

VI. §#AI |IRON &1 0T i &
Jragdr

Capacity to adhere to time-schedule

VI,  3acdfhe @y

Inter-Personal relations

IX. AT ofd g gihg

Overall bearing and Personality

eafehed I[0T/fAAWA3it &r @aar AT {Fpel(i
¥ ix)/9} Overall grading on ‘Personal
Attributes’{Total (i to ix)/9}
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(T) FIATCHE &THAT T Ao (36 T3S N aloie 30 % 2aN)

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

Rate forgar | @efiem grr Gafla | wefer
arel IR | U3 (I TIFH 2 | AR
gRT ear | & geEd a9 1) T

I IS Revised Grades by 3TEITe
Reviewing Authority

qadesty | Ml aedtiagree | qmtelof

Nng with col.2) ng

authority Authority
2. 3. 4.

1)
.  wA-B & aF & At/ fafagat/
TGl &l A 3R Se¢ Tel allh &
AL A T AT

Knowledge of rules/ Regulation/
Procedures in the area of function and
ability to apply them correctly

. =hfdeg S g Hr ardar
Strategic Planning ability

. AT o & eTdAar

Decision marking ability

V. HAIT &THT
Coordination ability

V. 3Ty & oRd g g &=

T &7

Ability to motivate and develop
subordinates

VI. Ugd QAP
Initiative

PRAfcHD &AM W AT AT (P &
vi)/6} Overall grading on ‘Personal
Competency’{Total (i to vi)/6}

fecgoft. @@y Ao AURa & 718 aGNe & Igurd F dhddl & AP GHE S ALY AT
& T W ITUTRG &l

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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HTIT(4)-ATHATT
PART (4)-General

. TE/AAT e NS B a1y Tud (SRl FE A9 @) (PUAT SHE/AAT 1 Ny
ﬁmwu@zﬁwmmma?qﬁmﬁawwm

Relations with service beneficiaries/students (wherever applicable)
(Please comment on the Officer’s accessibility to the public and responsiveness to their
needs)

. UfEToT (Puan UG H HRIRAT IR HRIGTHIT H FUR o &g Alasg & €iF 4
ufrator &1 f{wRer )

Training (Please give recommendations for training with a view to future improving the
effectiveness and capabilities of the officer)

. TRy fir Rfa
State of Health

. G (PuAr AABRT S Fegfawsr wX feryof)

Integrity (Please comment on the integrity of the Officer)

. &TAAIST AR FAR &TAIN, YR ST, FAgcaqul TAHIdI3 AT AR gaif
& ufad fAgfa & &7 afea ARAR F FaT oI W N forma arer 3w g

e T (1913997 100 U<l H)

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the
officer including area of strength and lesser strength, extraordinary achievements,
significant failures [i.e. 3 (A) and 3(B) of part-2] and attitude towards weaker sections.

. ROic & 9o1-3 & @3 -, @s-@ 3R @e-97 A & TS il b YR W FHT 3ifhed
JFfSar

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

T/ Place-

f&=TeR / Date- gfddge HTAPRT & FEAER
Signature of the Reporting Officer

I EC LR L U R —

Designation

RAIE i 31af F aRme -
During the period of Report----------
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HT(5)-gATdcteher 3P grT AFfAYFrar
PART (5)-REMARKS OF THE REVIEWING OFFICER
AR & Ted ddrhrat

Length of service under the Reviewing Officer
. R AU B fAvuea MR dur -4 # Rffe qoi/faRvant & dag #7 Rae
forga arel RGN grR1 T 0 HeAhad @ HEAd 2 FIT AT HABRT &
ATYRYT 3Tl /AgcdquT HAHAAAT & a9 A R 0 Fedivad & TeAd 2
(FeH AT 3 (A) (iv) IR T -4 (5)) (@f 3T Ui /faRduarst & R o s
ATl & TEAd el & o 39 @S H 330k fov & 970 Tqee & U FHedidd
ool Y 3R 31Ul gfafRal W 3uer 3meR )

Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes in Part-3 and Part-4? Do you agree with the
assessment of reporting officer in respect of extraordinary achievements/significant
failures of the officer reported upon? (Ref. Part-3 (A)(iv) & Part 4 (5) (In case you do not
agree with any of the numerical assessment of attributes, please record your own

assessment in the column provided for you in that section and initial your entries)

o el
Yes NO

. JrgeAfd & Ufd & SRoT gard| w2 0T o TEH 3T GMNYS HEAT AT SNSAl

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

. AP gRT Aeq FAF| (SFTHIT 100 Aeql H ) PUAT &TAAT IR FAR
AT & &7 AR FASGR ot & ufa FAFgia Ffed IRV & FAT JOT W

fecqolt Y| Pen Picture by Reviewing Officer. Please comment (in about 100 words) on

the overall qualities of the officer including area of strength and lesser strength and his
attitude towards the weaker sections.

. ROE & 991-3 & We—p, We-@ 3R Ws-97 & & IS Rale & YR W AT 3Hifhd
T3 Overall numerical grading on the basis of weightage given in Section A,B and C in
part 3 of the Report

Tl /Place..........ccoeenn.
fgaAtm/Date.........ccocoe.
PR &b TEATER

Signature of the Reviewing Officer
ATH g8 IR H ---------m-m-meo-
Name in Block Letters-----------------
OGeATH- === ===== === mmmm oo
Designation

Rare $r 3@ & g ----------
During the period of Report----------
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VL.

FEATCHD AUNBIOT & AT THUHR 7 Hadr fgenfader
Guidelines regarding filling up of APAR with numerical grading

TNUIR & &9 faftad graureEr iR «aegds gdicd 679 &d §U R d1iev|

The Columns in the APAR should be filled with due care and attention and after devoting
adequate time.

T AT Y S 1 3ryar 2 & fRer aefietor (feTa ey ar fadwdnsit ar e
fAemeRt Avfieror & ufdge) @ fafee 3rawaanst & A1 § dad =T & gdied §u
q ey fgar amen 3R s yeR 9 ryar 10 & R Soft & Faw F fafdne
sudtedl & dayu A MfRcE fEar smoem 4ot 1-2 3rgar 9-10 ke @ § 3
Aol 3T Ru S| & SR ®1 #ifeadh Aol gerd ad gu gfddea da
ufdepIRET @ fopeY 3RS &1 gat AURer a0 3fia adr gear &
IIAT H PRI FeANA H oI A a1 Afev|
It is expected that any grading of 1 or 2 (against work output) or attributes or overall
grad) 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 Grade of 1-1 or 9-10 or expected to be rare occurrence and hence the
need to justify them. In awarding a numerical grading the reporting and reviewing

authorities should rate the office against a larger population of his/her peers that may be
currently working under them.

THUHR &1 8 § 10 & &g o1 gafieor “Sepse” foram Suem aar FAaor/ Hleaiia
& forw 3 urcdie i 0T HRa & forw uredie 9 g Swem|

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 empanelment/promotion.

WWWGWS@WQHWWWWW"&@HM”WWH&TW

7 e Srwam|
APAR %raded between 6 and short of 8 will be rated as “Very good’’ and will be given a
score of 7.

THUNR &7 4 3R 6 & &F T &1 gafiepor “3resr’ forar Srwem a2 uredis 5 fear

SITUITT |

APAR graded between 4 and short of 6 will be rated as “good’” and will be given a
score of 5.

TRUIR & 4 F A Jofiepxor " forr sreem|

APARs graded below 4 will be given a score of “Zero”.

Other Instructions

For grant of financial upgradation under the MACP Scheme, the prescribed Benchmark shall be
‘Very good’ for all levels. This shall be effective for up gradations under MACPS falling due on
or after 25.07.2016 and the revised benchmark shall be applicable for the APARs for the year
2016 -17 and subsequent years.
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