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IRy TR Ggraes & oy a1 wrifIes Heaide R

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SENIOR TECHNICAL ASSISTANT (Computer)

FraTa/ETa/ AT
OFFICE/FACULTY/DEPARTMEN T - et

AT a9/3a™ 1 giades
REPORT FOR THE YEAR/PERIOD ENDING ----eoeeereeeeee

ﬂm SRT PERSONAL DATA - (HTIT PART-I)

1. HOHIT FT A1
Name of the Officer

2. SeAfafy (ea/mAden/ad)
Date of Birth(DD/MM/YYYY) : / /

(ersgt # In words)

3 tid 9€ FT I&AH
Designation of post held

4, Fa1 IOHRY 3./ 3, Stefent/

¥ Roe & § wdftd § 2
Whether the officer belongs to
Scheduled Caste/S T/OBC?

5. dqAe 5 & wonaR giEa # o
Date of continuous appointment ; &=t Date
to the present grade

AT Grade:

6. a¥ & e s (R, gE iy F FRon)
¥ yureyfa 1 yaf) ol seq F1fw
& ufdetor forar & ar g fQawer &

Period of absence from duty (on
Training, leave etc.) during the year.
If he/she has under gone training, specify.
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W SELF APPRAISAL — #T PART-2

(o 3O &7 widdes o@r ST §, 3% Sa@nr 117 310 )
(To be filled in by the Officer reported upon)

( Foar fafsedl # 8k & ggel IR F eI 9g o )

(Please read carefully the instructions before filling the entries)

fw arw &t # @ffiead f@awor Brief description of duties:

ay/zafa § ake a d% I9% garT fFw aw FrEf @v
HiEreq faxor (fdaver 100 real # Rar siem @ifge )

Brief resume of the work done by you during the year/period from
to (The resume to be furnished should be limited to 100 words)

FIT Seo@ H F T qEad Fost af A yww wofea affs el Ruife afe e
oigl ¥ ¥ 3Icatadl a¥ # 31 FAall a5 go1 & & a8 | Ffy A A Ao g F #r
o o sl

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

FT Place: ovvveevcceveveennns
feaTa Date:rooveveeriienn

A g AT HUH F FEAEn
Signature of the Officer reported upon
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yfddes FOFR Z@rT Hedidha— HEr-3

(Please read carefully the guidelines before filling the entries)

vAs &4 7 Fdvat & P afddes oftsd arr 1-10 & & 7 dwens AT & o
aifev, S8 1 G99 &7 U3 aur 10 Fa8 310 I3 F a2 g
Numerical grading is to be awarded for each of the attributes by the reporting authority which
should be on a scale of 1-10, where | refers to the lowest grade and 10 to the highest.

(T) W & H HeAihad (SH HET & 3T 40% g1
(A)Assessment of work output (weightage to this Section would be 40%)

ASSESSMENT BY THE REPORTING OFFICER - PART-3
(Foar yfafteat #1 s @ gge -t &1 caegds g o )

gE BU v A5 | v 35 (IR FeA-2 e iftrsrT &
Grades by AT A3 § WA 6l 8) IHEIER
Reporting Revised Grades by Initial of
Authority Reviewing Authority (if Reviewing
I B - doesn’t agree with col.2) Authority
2 3 4

Accomplishment of planned
work/work allotted as per

subjects allotted

i) S & orer

Quality of work

iii)

maintenance

FE  feuEa A A
ydorar g @uiRa ot
vd TeH g & EEd
Proficiency in work, namely

of prescribed
registers and charts etc.

‘fia F W Fa Aot
AfFr (E-T-l' [0 & iii])
Overall Grading on *Work
Qutput’ (Total [i to iii])

(B)Assessment of Personal attribute (weig

(@) =afFdera fewanst &1 Heaiwa (@ #ET F aS 30% B1Em)

htage to this section would be 30%)

giftedr ganr | Bu e g (afg sen-2 | oifted &
v v I3 # T aw Iz & @gFd HTETERT
Grades by e ) Initial of
Reporting Revised Grades by Reviewing
Authority Reviewing Authority (if | Authority
doesn’t agree with col.2)
2 3 4

i) & $r HfFgica Attitude to work

ii) F3FAgrY &1 @er Sense of

responsibility
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i) HFTHT T FATC IGAT
Maintenance of discipline

V) FY9OT Hiere

Communication skills

v) faeevoneR® dreaar
Analytical ability

vi) & & ®7 F F1F s fr gQegar
Ability to work in team

vii) FHF WO A FE qU Fe A
TTaT Ability to meet deadline

viil) TR gFaeg day
Inter personal relations

‘wFara At @ Fa
et AT (Fer [0 R viii])
Overall Grading on ‘Personal
Attributes’ (Total [i to viii])

(#) FHRITHE WRTHAT & Aedids (38§ HET & et 30% gram)
(C) Assessment of functional competency (weightage to this section would be 30%)

orfereRT Ru av 9 (A Few-2 | wieerd F
ganr RBe ae | & Re aw I3 & weEd HETET
= T E ) Initial of
Grades by Revised Grades by Reviewing
Reporting Reviewing Authority (if | Authority
Authority doesn’t agree with col.2)

1 2 3 4

i) FaAfRETaEE g gvgar & &
d uikad AR IS WA wIET Hr
ST=RRT Knowledge of

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

il) 9T &Har
Coordination ability

iii) uger 9fFa Initiative

iv) FE W FA & A gA0rar

Proficiency in working on computer

‘TERHE FEHA W FA A
AR (T [ & iv]) Overall
grading on ‘Functional
Competency’ (Total [i to iv])

@lc Note: ¥has & ¥ed& 99 & fov fuia 9 & @R d@fta il & sitea st & a9 aw7a
AfFr w1 IR gem
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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HTMHATTT GENERAL-HTITPART-4

ST & WY AENEHT Relations with the public (ST8T 9] &1 wherever applicable)
(FaT $f WaTFar F Seeaidea vd e g 3T o Foar Reavk &) (Please

comment on the officer’s accessibility to the public and responsiveness to their needs)

gfreToT Training

(Fuar Ity i gwfaar vd w14 At # 3N 3w guR guwr g w A e @
3Ius gfteror & o fAwmRer #¥ Please give recommendations for training with a view to future
improving the effectiveness and capabilities of the officer)

Tareeg & TS State of Health

HcAASST Integrity
{EfW &Y & wcaf=ser v Roquft & Please comment on the integrity of the officer)

ufaded #RFER g FAHH 1 gara [FRAvant H awdR (@ET 100wt ),
o g &9 vd A aHE &9, HEYURUT 3udieudl, Hecdqul HAGOH Ud
FHAAR Tt & ufa m A BT 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 and attitude towards weaker sections.
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6. wfddest & $M-3 & @3 U, o IR @ # U 70 RXF F HUR W/ Fol AR T&QAS

pIEEll
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3
of the Report.
yfades ANFRY F gEanww
Signature of the Reporting Officer
ATH ¥FOsE HEWT A
TUTT Place:asimiismsiriiny Name in Block letters:
YeeAlH
et Dater............. Designation:
gfadesr &r e &
During the period of Report:
gafdeiea FfAFE A FegRFaar-mr-5
REMARKS OF THE REVIEWING OFFICER - PART-5
1. gﬂﬁi’m HfOsEr 7 Aar A Length of service under the Reviewing Officer

2. FAT AT AET-3 T AOT-4 F ToeTa S aur Rfeew oot & @eu & wfadea wfowrd qanr fee e
Hedidel W WgHd §7 AT HY HOHY A HWURUT ITATHI/Ageaqu] FAGAdH & ey A
e v Heuiwe & wEAa §7 (Fa: W3 Tur HET-4(5)) ( R 3y wfades yfted Enr R
e RRAYAH F e FeIend HourFa § WeHT Ag) ¢ A HT FIAT HGAT HSAHA $H @S H
oU T TaFEN # & aUT I giaTedl T e HY )
Do you agree with the assessment made by the reporting officer with respect to the work
output and the various attributes I Part-3 and Part-47 {Ref: Part-3 and Part-4 (5)} (in case

you do not agree with any of the numerical assessments of attributes please record your
assessment in the column provided for you in that section and initial your entries):
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3. AT A Fr U A FUA 3HF FROT a@0| R AS W A OF 39 Fo q@aen a
Shgem =ree £2

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

4, Qeferoiehel 3OS Z@anT Oe feet| Fuar el f F7 e &89 vd 3 FASR @il &
wﬁaﬁqﬁraﬁﬁﬁmﬁﬁmﬁ%mﬁﬁmmm 100 ereat ) FY|
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 section.

5. viades & #E-3 & @ U, @ R @ A R aw 3 & HUR W Fd Ao GEareHs A

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

FOF F gEaER

Signature of the Reviewing Officer

AT FOSC ERT A
FATT Place:......covceereaaes Name in Block letters:

el H
f&ae Date:...ooceee Designation:

e & yafer 7
During the period of Report:
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(i)

(ii)

(iif)

(iv)

(v)

(vi)

Helddsd_Annexure-I

HEATTHF AvEIOT F W Ui s woay fenfader

lin r rdi filin f wi meri I

TR & &7 Rftad @y it eaagds qun gt @ & gU e @iiRw
The columns in the APAR should be filled in with due care and attention and "after devoting
adequate time.

TE IR T S & B 1 a2 F Bl afieor (FEfa F A Rt o g fAeE
Aofeor & i) # RS smwaanst & A6 & Fow BT A odicg w7 @ dfRe Rar
S AR 3 9ER 9 ar 10 & fRE 4o & dHew A R Iudfewdl & e A
e R Sroam) Aofr 1-2 3ryar 9-10 RBwe g & 3 399 ifRer B o= & swa
wifEas Aol ge= @ U wfades U qAfdeise s @ Rl e @

ST 3o7h 3T T8N 6T A/ ToAT # FIAT Wederdl #f goe # S GiRvl

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,

TR & 8 & 10 § &9 & Fwor “Iopse” o smen qur FEheworEl=ta & P

ea e @ AU = F faw wredis 9 femr SEem)
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.

mmwemsﬁmﬁmﬁmmw*@mﬁmmwm?m
ST

APARs graded between 6 and short of 8 will be rated as “Very Good™ and will  be given a
score of 7.

THUHT &1 4 U 6 & VT & @ & gEieor Heor foar Smwen T owds 5 Rar
Epoil
APARs graded between 4 and 6 short of 6 will be rated as “Good * and given a score of 5.

TfiUHR F1 4 § FA Ffiewtor g g smdEm
APARs graded below 4 will be given a score of “Zero™.
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Annexure-II

Time schedule for preparation/completion of APAR
(Reporting year — Financial vear)

S.No. | Activity Date by which to be completed
1. Distribution of blank APAR forms to all | 31" March.

concerned ( i.e., to officer to be reported upon | (This may be completed even a week
where self-appraisal has to be given and to | earlier).
reporting officers where self-appraisal is not be

given).

2 Submission of self-appraisal to reporting officer | 15™ April
by officer to be reported upon (where
applicable).

% Submission of report by reporting officer to | 30" June

reviewing officer.

4. Report to be completed by Reviewing Officer | 31" July
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever

provided.

5. Appraisal by accepting authority, wherever | 31" August
provided.

6. (a) Disclosure to the officer reported upon where | 1™ September

there 1s no accepting authority.

(b) Disclosure to the officer reported upon where | 15" September
there is accepting authority.

L Receipt of representation, if any, on APAR. 15 days from the date of receipt of
communication.
8. Forwarding of representations to the competent
authority.

(a) where there is no accepting authority for | 21" September

APAR.
(b)  where there is accepting authority for 6" October
APAR.
9. Disposal of representation by the competent | Within one month from the date of
authority. receipt of representation.
10. Communication of the decision of the competent | 15" November
authority on the representation by the APAR
Cell

11. End of entire APAR process, after which the 30™ November
APAR will be finally taken on record




