ALL INDIA INSTITUTE OF MEDICAL SCIENCES
S TR, 78 e -110029
Ansari Nagar, New Delhi-110029
aiie e qeided Fafe (anf.aR.)

Annual Performance Assessment Report (APAR)

weg Aot feif/ et 2ot feifves & o

For Upper Division Clerk/ Lower Division Clerk

ferqmT/ ST /=e

Department/ Section/Unit :

feTiep, q

Period of Assessment from

to

e e @ saf

qr-| T AN
PART-I PERSONAL DATA

(e / fawm / wRiad 3 ated 9ot SN ERT W S, S Sunatd |

P et 24 Fate Rueidm s 7 o &)

(To be filled by the Administrative section concerned of the Ministry/Department/ Office,
in its absence, Reporting officer to get it from officer reported upon)

1.1 wd=r? &1 W U T

Name of the employee & present designation :

1.2 Tar § &R & anrg:

Date of Joining the Service :

1.3 o= fafen

Date of Birth :

1.4 e T2 § @ Fyie & awiv T

~

DES

Date of continuous appointment to present grade : Date

Grade

1.5 o e 7 39 W [ & av:

Present post and date of posting thereto :




1.6 =gdr ¥ srguited & @l s/t

B2l & HU

Period of discontinuity from duty : On account of Leave:

1.7 e Ug e HET SR

Academic and Professional Qualifications:

1.8 R siaeei/ ear uisrem/ gavaar qegadi 4

IRV BT 389/ 3T AHMT BT B B
On account of /Training other official Assignments

AT o/ i1 SFarT Hadl StEdm ot 0
Inland/Foreign Training/Refresher Courses undertaken
and Professional qualification attained :

1.9 TR ST / JTgIad STetolicl / 3= [ssT a91/91.fd. THer & 872
Whether Belong to SC/ST/OBC/PH Community?

1.10 =R Mt il Sefom/ Fedn/ 9 @ T8 fauari aie

Fellowship/Membership of Professional Bodies/ :

Departmental Exam qualified

1.11 I @ a09 + FH I

Pay in the pay band + Grade Pay

1.12  Ruifé, gaitern qon =iewnaar:

Reporting, Reviewing and Accepting Authorities :

frafén/ Taa
Channel of Reporting

T AT qeTH fiare a1 srafy

Name and Designation Period covered in the year

frarfé urfereery
Reporting Authority

QT TferemTeT

Revewing Authority

Accepting Authority




AT - 2- W Tei
Part-2 — SELF APPRAISAL
(=7 wtfereprit &7 971 ATC formeer Frare ot 9 %)
(To be filled in by the Officer reported upon)
(e ufafteatt w1 & wo@ SR # AMYAS g )

(Please read carefully the instruction before filling the entries)

1 axret o e faaro
Brief description of duties

2. s T, T & 99/ 30 & EPH UG ST BT TU B 1 Hfe AE-gAd
(feam ST AT AR-gad 100 9= 7 )

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

3. [l & 3@l & SO A /BIEe B H9em 1 B He |

During the assessment period, total number of disposal of case/files etc.

4. 9T HEUT TEV B & G Wad A/ G Bl g HedT |
During the assigning the post, total number of pending cases/files.




5. forim ad & 3id § dfad wrEdi/awer # g w5 |
Total number of cases/files pending during the financial year.

sferenrd, foanr RArE fordt ST & @1 aete
Signature of the Officer reported upon

= /Place:
femm /Date:

Part 3- Assessment by the Reporting Officer

(e wfafteat oo 7 wea faon- fEa &1 wamyde e o)
(Please read the guideline carefully before filling the entries)

1. fdifén st gmm uees Tor/fadmer & o st AT & e e S b 13 10 % Y W SR Aty B 1 @

A I T2 HAT 10 B AT Teadd T2 T 2 |

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

() @ Froames @1 qeta ( 39 @2 & e 40% &)
(A) Assessment of work output (weightage to this Section would be 40%)

#1 4./ S. No. / faamur/Descriptions Ui fora ared sAferebriT 2T | Te sfeerT g fean | e siferr @
&= T U= it 7z (aft wew | SENET
Grades by Reporting 2 ¥ TEwd T 7) Initial of
authority Revised Grades | Reviewing
by Reviewing Authority
Authority (if
doesn’t agree
with col.2)
1 2 3 4
i) aEE & sTEted fauEl & AgAr sEted
FE B BT
i) Accomplishment of planned
work/work allotted as per subjects
allotted




ii)ert & T
ii)Quality of work

iii) 2 7 g (i S aRgEa)
iii Proficiency in typing (speed and
Accuracy)

iV @ ¥ georan, T Faifa Wi A el
TS &1 e,

iv  Proficiency in work, namely
maintenance of prescribed

And charts etc.

F14 Fomed w g A (g 17 iv)/4
Overall Grading on Work Output
(Total [ to iv 4)

(@) FraferrTar T fdrae @t g ( 39 @2 & avle 40% =)
(B)Assessment of personal attributes (Weightage to this section world be 30%)

7 4./ S. No. / fsazu/Descriptions

Tt SAferenrT
BT femr
DES

Grades by
Reporting
authority

T HHNT E1T A Henfe U=
(afe AW 2 % #emd 6 )
Revised Grades by
Reviewing Authority (if
doesn’t agree with col.2)

TR SATRIHT B
ATETET

Initial of
Reviewing
Authority

i) & & ufer sy o
i) Attitude to work

ii) SaveTag @1 vre
ii) Sense of responsibility

iii) o g T
iii) Maintenance of discipline

iv) T B
iv) Communication skills

V) TIsaguIeTes arear
v ) Analytical ability

Vi) €M 7 % &7 F g
vi) Ability to work in team

Vii ) T9F T 9 & @ A
vii ) Ability to meet deadline

viii)  sidaafes Fdu
viii) Inter personal relations

Fafere Tor/fadmnatt @ At (w3 {7 viii})
Overall Grading on ‘Personal Attributes’
(Total {I to viii})




(1) Fraters aman @ e ( 39 @2 @ TeE 30% &)

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

& 4./ S. No. / faawo/Descriptions

FAUREDIRIC)
DES

Grades by
Reporting
authority

e e gr fea ot =
(afe AW 2 & #emd @ €)
Revised Grades by
Reviewing Authority (if
doesn’t agree with col.2)

AT ST F
TN

Initial of
Reviewing
Authority

i) @m-ae & e F e/ fate/aefodt @ am i
T% WEl die A @] & B AT

i) Knowledge of Rules /Regulations /

Procedures in the area of function and

ability to apply them correctly

i) T & e
ii ) Coordination ability

iii) v
i) Initiative

iV) FReT O R &I H IEmrr
iv ) Proficiency in working on computer

FHrae & I T AT (g 17 V)
Overall Grading on ‘Functional
Competency (Total {l to iv})

feoquly :
Note :

indication in proportion to weightage assigned.

9T — & / Part-4

qMT /GENERAL

T U, MR @ T T & I § Fhadi & Joh T & AGT 99 & AN G R &r
The overall grading will be based on addition of the mean value of each group of

1. S & W Hua (el wEl AN 21) (FIAT ST B AT T TEd DI AT AN 3! Tl & Ui aeniad 9w §)
Relations with the public (wherever applicable), please comment on the officer’s accessibility
to the public and responsiveness to their needs.

2. e (Huar AN Bl BT AN HE & § JAT @ &g QG Bl 3 7 gie & e §)
Training (Please give recommendations for training with a view to future improving the
effectiveness and capabilities of the officer)




3. e & Rufd |
State of Health.

4. FAaHIeT (9 AN Aa@ae T feu &)
Integrity (Please comment on the integrity of the officer)

5. U AT FAA GIATHA, AR SUATET, Te@qul [Beia 921 FHAR Tl & Ui AGRT & &8 Afed ATHT & T ol
o7 fiUTe forae A st 2T 9 ey (@1 100 9=t |) |
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.

6. RO & 9T -iii § @ &, @ A T H & T T B T T AN e AT
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-Ill of

the Report.

R forae ard SAfUerl @ &xdre?
Signature of the Reporting Officer

I /Place: coveeeeeeeen. T g2 e §
Name in Block letters........ccocvvvvvevrernnnee.

B /Date: cveeeeeeeeeerenn

ECEIC]
Designation......cccecvvveivieccn e e

fare @t sty & anm
During the period of Report: ............



T — 5 T ST E AR

Part-5 Remarks of the Reviewing Officer

1. wien s & ded Faema
Length of service under the Reviewing Officer.

2. 7 A9 FA MOET AR ATT- 3 T ATT- 4 A O [SOanE & qae § FUrE fora A A @ s 6T T qeid J
#Ead &2 (Fed e —3 A7 arT- 4 (5) 3 39 it fadraansi & f o stifores qeaiel ¥ Wend T € a1 37 W2 ¥ e g
T30 T T ST e & ¢ 3T AT Jieedl U ST SEeT %) |

a |

Do you agree with the assessment made by the reporting officer with respect to the work
output and the various assessment of attributes in Part-3 and Part-4? (Ref. Part 3 & Part 4
(5) (In case you do not agree with any of the numerical assessment of attributes please
record your assessment in the column provided for you in that section and initial your
entries).

Yes No

3. Al @1 Raf § BT A | HUET U B © G 39 J9TES I at S ared €
In case of disagreement, please specify the reasons. In there anything you wish to modify or
add?

4. 3.9 [ A A A SE & e B g we i fur o e st @ sl
The attitude of the Reporting Officer in assessing the performance of SC/ST Officer.




5. e sfuerl 21 9 for | (T 100 9@t §) e aearns A BAa eMAIs & e AN & ant & 9f gl Ated
AT & T O O feo F |

Pen Picture by Reviewing Officer. Please comment (in about 100 words) on the overall

qualities of the officer including area of strengths and strength his attitude forwards
weaker section.

6. FUR & 9 -3 5 @2 &, @ AX TH &1 T T8 & AGT T T Atbdh AT |
Overall numerical grading on the basis of weightage given in Section- A, B and Section-C in
Part -3 of the Report.

IHE 9 TEA B 7 3D 5
Outstanding (9) Very Good (7) Good (5)
TeTaTe: 3 IS O

Satisfactory (3) Unsatisfactory (0)

QAT AT & ey

Signature of the Reviewing Officer

R/ Place : ... A% 3:[&1_{-1 T A S oo

%_'l'ia;/Date: ............... YT B0 ST S

During the period of Report : ....................



INGIC]

CONFIDENTIAL
AferemTd @1 A (Rrehr fare ferdt s w1 %)/ Name of the Ratee Officer

i
RECEIPT
AELLR. BT BB, %1 3 T 1 T 7 | Tt faw w R & agan, anaLRa ae-ag &
forg feraed, afe & @, 331 15 i & i wqd & e |
A copy of the APAR received by me on.......ccccuveeeennns As per instructions on the subject, if | wish
to represent against the contents of the APAR, | have to do so within 15 days.

A1, Sraen RUE Tl 1 T80 8, & 518
Signature of the Ratee Officer:......cccccceeunnnnns

G 11

Name:....ccooveevriiiieeeeieee,

EC At 1 AR
Rank/Designation:........ccoeeeeveeeennenns

9.3, / AR, TEre, AALALAE. SR Fdie
Scrutinised by CAO/APAR Cell, AlIMS

dre: @R, & Fafad Féa Fera € R gme T & /Ryt i & fau Fred meg-amn (see- 1) 9 afEfd
Note: Instructions on APAR including a Time-schedule (Annexure-lll) for preparation/completion of
actions pertaining to the same are enclosed.

%k %k %

-10-



(i)

(ii)

QNG

CONFIDENTIAL
NOTE : 3w &1 i &iem Ra =1 512 / Please do not leave any column blank

(WTeretT T 3T ik TR ST @l A &)
(To be detached and Handed over to the Ratee Officer)

A/ A v, DET AR 5 11 A 21T
Tereeerereeresreseere e a%a?f:ﬂaférﬁmmiﬁ % - DIAT Bl HIBT TG evvevenerreeerenrennnes @
R sferebrT al I5qd &l T |
APAR in r/o Shri/Smt./Ms.......ccovvvvveiveiiiieeeenenen. grade/designation...........c......... for the
period from.......cccceeueeee. | (o JOORRTOIRn submitted after completion of the self-Appraisal to the
Reporting officer on.........

PO BT B BT e

Signature of Reporting Officer:........ccceeenneeee.

TH TG TS/ T/ 2 e

Name & Rank/Designation:.........cccccevvreeveenne

(et @b AT e R AR ® A §)
(To be detached and Handed over to the Ratee Officer)

A/ AT T DETAR |1 R 1 T
L PO REZEIRCCIREEARCICAR: AR T R E8 Bt I BE AT AL T | B g
AT BT T B TS |
APAR N r/0 Shri/SME./MS...cccooiveiiiieieiieeeee e grade/designation................... for the
period from.................... Lo JOURUR submitted after initiation to the Reviewing Officer
(o] o TR

Rt L 2 R s 1 TP

Signature of Reviewing Officer:......c.cccccovuuennee.

AH TG TZ/ T it eeeee e

Name & Rank/Designation:..........cccceceerveennenns

-11-



Annexure-I|

Time schedule for preparation/completion of APAR

(Reporting year-Financial year)

S .No. | Activity Date by which to be completed
1. Distribution of blank APAR forms to all concerned (i.e. to | 31* March
officer to be reported upon where self-appraisal has to be | (This may be completed even a
given and to reporting officers where self-appraisal is not to be | week earlier)
given)
2. Submission of self-appraisal to reporting officer by officer to be 15 April
reported upon (where applicable)
3. Submission of report by reporting officer to reviewing officer 30" June
4, Report to be completed by Reviewing Officer and to be sent to | 31* July
the Chief Administrative Officer or ACR Cell or accepting
authority, wherever provided.
5. Appraisal by accepting authority, wherever provided 31" August
6. (a) Disclosure to the officer reported upon where there is no | 01* September
accepting authority
(b) Disclosure to the Officer reported upon where there is | 15" September
accepting authority
7. Receipt of representation, if any, on APAR 15 days from the date of receipt
of communication
8. Forwarding of representation to the competent authority
(a) Where there is no accepting authority for APAR 21° September
(b) Where there is accepting authority for APAR 06" October
9. Disposal of representation by the competent authority Within one month from the date
of receipt of representation
10. Communication of the decision of the competent authority on | 15" November or obtaining of
the representation by the APAR Cell. decision of the competent
authority.
11. End of entire APAR process, after which the APAR will be finally | 30" November

taken on record

-12-




(i)

(i)

Annexure-l|

e BIEFIEA Fedich R @l TR I8 § 9 ST & 94 ¥ e

Guidelines regarding filling up of APAR with numerical grading

i HATET i RUE & 4 &l 98 J99 3d g0 AagHIgded TF &I 3 977 S |
The Columns in the APAR should be filled with due care and attention and after devoting
adequate time.

T S9N BT A & (B IUWE a1 Araansti & #9990 A ar 59t 72) {6 g A aw
M= U= 1 91 2 &1 AEIT & FHEAd Bl ARt #d gU g B9 § I Jd el
S AR ik AT AE 9-10 & FAH U2 Bl ATUHMT & B FWEA B [IHER & gu wbed
= T AT &l AT | T2 1-2 I 9-10 &I BT S &l F9HT &9 & &l ¢ afe ¥ 7= |’y
Al ST € a1 39 RAfT § B0 ad &l Sasdeand] & | BT el 7 quier el 379
FYH HM BT dTd Al ATUBNT I A GAAIS I TeAdl I & H§ Tad 8¢ & 3™
HERCH

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 respected 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 currently working under them.

(iii) MY HRFET ey R § 8 A7 10 & 99 & T2 & ‘T a9 Awm AR

UIAICl/AEE B & 3gd H 3ld JUAT & [ T2 9 f331 S |
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.

(iv) afies FrToIER Jeie RUE § 6 37 8 & 9/ & U= &1 9gd 381 qMI S A7 39

(v)

foTq uredren 7 T S |
APARs graded between 6 and short of 8 will be rated as ‘very good’ and will be given a
score of 7.

e FHrAfoAET i R 5 4 ¥ 6 & 9/ & T & ‘31 a1 A9 AR 3% g
Tk 5 &1 S |

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

(vi) e BRI J@ied R # 4 7 A GT A o T2 @1 SFR1 7M1 S |

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