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Annual Performance Appraisal Report of Assistant Section Officer& Administrative Assistant of Nehru Yuva Kendra

Sangathan.
I af / srafe &1 ufaass
Report for the year/period ending...........cocoiiiiiiiiiiiiiii e
ERIEGERC N
PERSONAL DATA
HT—1
PART-1

(FATE / faTT / BRiTerd & | TRIIfE SIgMRT gRT R &I & folg)
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

BN BT ATH
NaME Of OffI O oo e
=1 @ A (et /+1E / o) (st #)
Date of Birth (DD/MM/YYYY) ......... [ovoiiin. [oveiiiiiinn (IN WOPAS). .. e
adHE ol § AR Frgfad @ ad feAr® o7t
Date of continuous appointment to present grade Date ...cooovviiiii. Grade ......cooeviiiiiinl.
A g AT 9 W e @ o g et
Present post and date of appointment thereto Post ... Date

9§ 7 BRI I FFuURART B @y (gedl uRer anfe w)
afe Saa ARAHRY 1 uferor forar @ a1 ST AR |
Period of absence from duty (on training leave etc.)
during the year. If he/she has under gone training
specify.




H—2
PART-2

Gefud f¥eR gRT Ufdded g WX W1 & fow

To be filled in by the officer reported upon

(Fuar yfafiedl o1 w1 & Ugd orewl @1 &M ¥ us o )(Please read carefully the instructions before filling the entries)

1. 53 T T &1 At faaRr

Brief description of the duties.

L T e TP & 99 /3af & SR AMUS gRT fhy U wrd &1 G faavor
(feam S arerT faavor 100 Wl & 3Mf¥® T 7N
Brief resume of the work done by you during the year/period from ..................... t0. i,

(The resume to be furnished should be limited to 100 words)




3. U Seoid X & F1 gdad! deivey a¥ @1 /e wufid aiffe faarelt feiRa o srrfa dover a¥ 9|
IR Y DT 31 SR TP GOl BRI &l g oY | fe T81 a1 MSUIAR IKIT 7 B D BRON DT qdTU |

Please state whether the annual return on immovable property for the preceding calendar year was filled within
the prescribed date i.e. 31* January of the year following the calendar year. Specify the reason, if not.

gf SEl
Yes No
Date of Submitted to: Please specify the reason for non-submission of IPR.
Submission: BT IR AENAR IRGA T B D PRI BT TG
g @t fafer .
fatie AT < qTel ISR & TR
Date: .......coeeveens Signature of officer reported upon
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T3
PART-3

To be filled by Reporting Officer (RaiféT =ifrarY gRT ¥RT SAT)

(Fan vfafiedr & =71 9 yget faem fden &1 e | ue of)(Please read carefully the guidelines before filling the entries)

1. SEE & R aRieR (st w8l i @] 81 ) —(Relations with the public (wherever applicable)
(ST &1 AR 3R ITDI ATLIHARI D URT I SRS & JRT DR BT Ugd W HUdT

fewoly ¢ ) (Please comment on the Officer's accessibility to the public and responsiveness to their needs)

2. g™ —  Training
(AT PRI B GAIIAT Ta BRI evrarsi 3 iR fftd gur &R gfg 3= @1 gfc ¥ I9a uiieror & forg RawiRel & |)

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

3. ey &7 Rerfd — ( Status of health )

4. AT —(Integrity ) (Fwrm sifeR) @ wefer w fudh ¥ | (Please comment on the integrity of the officer)

fr=faRa & 9 ) & &1 === & (V)
Select only one among the following options (v)

fR=i<E Beyond doubt

T BN B FATST BRI 8, Th MU feof Herd 7 |

Since the integrity of the officer is doubtful, a secret note is attached.

PRI & Pl Pl TR qHI TP Te1 «dl gAY (UIFeD Ry T1 faar 1 Aaban
AT SRBRY & Uiy B W THRIHS T2 R A T AT B |

Not watched the officer's work for sufficient time to form a definite judgment
but nothing adverse has been reported to me about the officer.
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5. gfade ARERY FRT ARMBRT o FAw fadwarell @ TR (@RRT 100 ¥t #) foT9H ared 85 vd oA ared
&3, SRRV SUATRRI, HEIYUl Bl (e, WRT —2 &7 3(37) Td 3 (3) vd gdat ot & ufar sifgfea enfia
=l

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 (ref: 3 (A) & 3 (B) of

Part-2) and attitude towards weaker sections.

6. RUIET AfTPRT T FHeT AR gRT ITHD IS &1 <1 & S 6 1—10 Th 8T AT ST8f 1 Fad HH

TAT 10 I=add US BT STl B |

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.

6 (37) BRI ST HT qedidT (9 91T BT I940% M)

6(A) Assessment of work output (weightage to his section would be 40%)

Rt e FHIET
rfermTRY SIECcan SIEcanicy
Reporting | Reviewing BXITER
Authority Authority Initial of
(Refer Reviewing
Para 2 of Authority
Part-5)
i) g @t @ aRyeiar / fava & emeR W smEfed fear T
Fri(Accomplishment of planned work/work allotted as per subjects allotted)
ii) ®rd fasares @ @It (Quality of output)
iii) o A gdrar (T iR aRygan)
Proficiency in typing (speed and accuracy)
iv) A gdorar A iR IR iR et st @ EwErd
Proficiency in work, namely maintenance of prescribed registers, Diary and
charts etc.
v) 3iaa AT [i+ii+iii+iv]/4, Total Average [i+ii+iii+iv]/4
vi) fofa & R g femaR SofidRor (Overall Grading on ‘work output’)
(3TT ART (v) BT 40%, 40% of Total Average(V))
Contd .................. 6
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6(d) I faRrwareli &1 Hedic (§9 9T BT ISH30%68 1)

6(B) Assessment of personal attributes (Weightage to his Section would be 30%)

Reporting
Authority

|He
SIECaR
Reviewing
Authority
(Refer Para
2 of Part-5)

SRt
AMHRT &
KB
Initial of
Reviewing
Authority

i) PRI & Tfd gfte(Attitude to work )

ii) fST=7err @1 911 ( Sense of responsibility )

iii) 3rgImd ( Maintenance of Discipline)

iV) SUYoT eHag  ( Communication skills)

v) 79 o1 ( Leadership qualities)

Vi) el WraeT | HR B Dl &A1 (Capacity to work in team spirit )

vil) T AR BT ITFARYT B DI &

Capacity to adhere to time-schedule

vii) TR¥R @fdaira e ( Inter-personal relations)

ix) T Bfd Ud &fdaa  ( Overall bearing and personality )

x) 3iTd AT Total Average [i+ii+iii+iv+v+vi+vii+viii+ix]/9

xi ) aferTa fRare w® i AT

Overall Grading on ‘Personal Attributes’
(@I AT (x) @ 30%, 30% of Total Average(x))

6(%) FTATHS &l BT GeUIDH (FH AT ST aSst 30% BI)

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

RarfdT
SIBEAN
Reporting
Authority

BEEIEICEN
Reviewing
Authority (Refer
Para 2 of Part-5)

e
SIEcanicy
SIBISN
Initial of
Reviewing
Authority

i) fm / fafeem /&1 vd arae & & | ufpan ud SHe 8
TIRT &1 BRI

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

ii) fdag AT I BT erHar —(Strategic planning ability)

iii) TATGIT qHD, TS AR PRI Td AT & &5 Ud PR H Bl

(Effective liaison, Initiative and tact in dealing with Official matters)

iv) S &1 —(Coordination ability)

V) PHARIEY TR BT BT H YT

Proficiency in working on computer

vi) T8 ermar—(Initiative)

vii) 3T AT Total Average[i+ii+iii+iv+v+vi]/6

Viii) TPRITEI® eIl TR Gl MeTd) AT
Overall Grading on ‘Functional Competency’
(3T arT (vii) @1 30%, 30% of Total Average (vii))
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7-9frded & 9T 3 HHIb:- 6 D WS 31, g AT A ¥ AU MY IS & MR W Gl AATpR Aedd ST |
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 (Point No:-6) of the Report.

AT

Overall Grading on ‘work
output’ as mentioned at

6(A)(vi)

fyeex ART

Overall Grading on
‘Personal Attributes’ as

mentioned at6(B) (Xi)

6 (3)6(A) 6(9) 6(B) 6()6(C)
ST % 6(A)vi) § FART AT 2 | ST T 6(B)(xi) W ST IR | SiNT T 6(C)(vii) ¥ samm Irm
—%WW@W & —ofeg fevaRil W ga | &~V e W g

fyerrex AT

Overall Grading on
‘Functional Competency’
as mentioned at 6(C) (viii)

Grand Total

o

2NN
Place: ..........c........

Date: ......ccoevvinnnnn.

Ruifdr Ry & swmer

Signature of the Reporting Officer

AT A% JERT H
Name in Block Letters: .........coooviiiiiiiiiiieea

geHmd

Designation: ...

yfddes &1 aaf:

Duration of the period of Report: ............coooviiiiiiiiiiiian.




-8-

AR —4
(PART-4)

qHlET BT B fewafordt

Remarks of the Reviewing Officer

1. e JAfBRT B =T AT BIl

Length of service under the Reviewing Officer

2. Ul AT AT H SR T |Please answer the following in Yes or No.

RIT AT 9T —3 7 Rl S qen (=T qon & deg 7 RAféT afferd gr1 B8 10 Jeuied & 989 8°?
FIT 3T AABRT B AR USRI / Fgayol SRIBearai & Fadg Avfcae Afedry g1 & 1y
TP I FEAd 67

( ew W3 (6) @N)(iv) TT 9RT —3 (5) )

(@ ama RUIfET A¥eRT gRT QU 7Y uii & il AT Gedi | Wedd el © Al AT AU i
39 e & faU U W # § derr ufafte W S EER o)

Do you agree with the assessment made by the reporting officer with respect to the work output and the
various attributes in Part-3?

Do you agree with the assessment of reporting officer in respect of extraordinary achievements/significant
failures of the officer reported upon? (Ref: Part-3 6 (A) (iv) and Part-3(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 ).

i &l
Yes No

3. IAEAT B DI RAT # PUAT $qD DR I, FAT Plg VI 10 & O A HB gaail AT el ATed &7
In case of disagreement, please specify the reasons. Is there anything you wish to modify or add ?




—0—

4. FHIET PR gRT Wiera faavor | Hoam FHTereas & ( T 100 wreal # ) fewoft < forad iffert @ awwa
Tyl @1 e & v B el & vd Swe gde ai @ wi arftrgfe et € |
Pen pictures by Reviewing Officer. Please comment (in about 100 words) on the overall qualities of the officer
including areas of strengths and lesser strength and his attitude towards weaker sections.

5. Ufdes & 9RT 3 (7) 9 Y 7Y 9 & MR W FHof AATH ARTHS IR |
Overall numerical grading on the basis of weightage given in Para-3(7) of the Report.

THETT AfABRT B BXCAER
Signature of the Reviewing Officer

I TH S R H ¢
Place: .............ooon. Name in Block Letters: ...........coooiiiiiiiiiiie
g
Designation: ...
I yferae @1 3rafy
Date: .......cocovveennnn. Duration of the period of Report: ............coooviiiiiiiiinienne.
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D ANHRYT B HRT TNUSR WA @ Hay # fygnfder
Guidelines regarding filling up of APAR with numeric grading

(i) TIGRIR & dfeM faffaa Araem iR eagde T T 99 o gU R @118y |

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

(ii) TE 3R @ S & B 1 sweEr 2 & B aEfie}er (Frfa S a1 faRivare a1 @ Aeax AoiaRy & ufddad) &
fafdre srawerdmel & "N 9 doaw fE ¥ i vu & i faar S @R 30 UsR 9 1T 10 & fhr St &
da # fa¥re Suaferyr & dey # sifuc far Srgemm | Soft 1—2 srerar 9—10 Rt Bt § ora: S+ar eiferg Ry
T B SoRd 7 | ilkege Sl yae dRd gy R da wfen witreiRar &1 feedl siffer @1 esifeiker S5 e
I T8 =T H aaAE H HRIRG G &1 Jol 1 H HRAT =11 |

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 failure 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.

(iii)THRIR &7 8 | 10 & I/ HT TR0 "I forar S qr FHaHvr / U=l & oy Siid uredics a1 o
FH @ forg urias 9 A STgEm |
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)UUTT3TR BT 6 TAT 8 H HHD 19 BT GNHRUT “Igd B [T ST ToIT Uredier 7 f=am S |

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

(v) THIGRIR BT 4 TAT 6 A HHAD §1d BT qIHROT "7 folaT ST T Ui 5 far S |

APARs graded between 4 and 6 short of 6 will be rated as “Good” and given a score of 5.

(vi) TUIUR BT 4 | PH GG "I forar Se |
APARs graded below 4 will be given a score of “Zero”.

% %k %k



