Annual Performance Appraisal Report

geeT A / ass e faerY / dar IRV / aise T aftEd & [

For Administrative Officer / Sr. Administrative Officer / Accounts Officer / Sr. Accounts Officer

a1eT-| /PART |
(AT aRT T SATel JTell dATFAH sART / Personal Data-to be filled by Office)

HEATH/ T/ FEATATT BT FATH: .o
Name of the Institute/Centre/Hqtrs. ..o
TAT /DisCIpline:. . ......vveeeeee e
39-TANT /Sub-Discipline:. ........coovveeeeiiieeeeeii
THE/THLET / SC/STieiiiiiieeeeiieeee e,
1. tH / Name L e
2. JdATT U /Present Designation e e
3. HHg / 9T / Group/Division e R RS
4. Raic 31afr /Period of Report (011 1 RO - 1 (o YR d&
5. S @7 ai@ / Date of Birth et e e
6. TAATT TEATT / Pogg H FATAT BT ARG 0 oo .
Date of posting to present Institute/Centre
7. RCEE I 1 A B RS T L S ——
Name of the Post on which directly recruited
8. AT ddel TR (lgel) / Present Pay Level L e
9. IAHT Acfel TN (Fael) H FGFT 1 ARG ¢ o
Date of appointment to the Present Pay Level
10.  IIAT HT A<l / Present Basic Pay U .
1. gqas & 36 7T ad $ aRg et
Date of acquiring the Present Basic Pay
12. df&s 3R cgrgar@e Ieaar /Academic and Professional Qualifications

13, a¥ & & § equieufd T 3@ / Period of Absence from Duty

(eh/a) 37dhIT GX / on Leave e
(@/b) ATAGTOT W /on Training oo
(3/c) Qﬁﬁ'{la'ﬁ?r T / on Deputation ...........c..cevviueiniiniinainainn.s



1.

#ar-11 /PART-II

o8 3SR #1 gfddesT for@r e §, 38% ¢anl M I & foav
(To be filled in by the Officer reported upon)

(FUaT FfAfSeal &Y A @ Ugel 3HeJeRl I €T & g o)

(Please read carefully the instructions before filling the entries)

s RO 3@ & kit ureq $r a5 df&F Jvgar &1 fGeror &

Provide details of qualifications obtained during the period of this report

f3afr v fawy
Degree & Subject

e / faeafacarer

Institution/ University

ay

Year

I / Fofr
Grade/
Division

2. 3@ RO 3af & R o ufetor / aoree / afFaR / afsar snfe & emr form, 3aer

3.

4.

aror &

Provide details of Trainings/ Conferences/ Seminars/ Webinars etc. attended during APAR
period (IfAREFT STFRRT & fAT 3igeerer ss/Add Annexure for extra information)

gfIGToT / §FAee / AfRaR/ afear 3nfg &1 | e &dr / 3raf@r/Period
fa& Topic of Trainings/ Conferences/ Seminars/ | Conducted By I / From s/ To
Webinars etc.
TRUIR 3afey & g feu arw gfRraor & faavor
Details of Training Imparted during APAR period
few arw gfretor &1 faaRor gfRreToT 3rafey gTRISToT FEUTeT gfqemfarat
Training Imparted Period Training Institute T&ar

From To No. of

paticipants

TUH W TIHATE cleh Tgell cieh JTSHTHIIR & $fIcX 3R a1e aTRa gt iR veleafcat #r faagon

Details of appointments and promotions held within and outside ICMR from latest to first

&fa/Position

gHTIT/ 317:!341?T/ Division/
Section

J/From d&/To




5.

6.

R I Frat @1 |@fgica faaxor / Brief description of duties

F & S dA8IFEI/AT HUA T 3o fov FuiRa B g, ar smuss o eiRa
R I g 3 (IR / AT A1 3TT T A) FEAT Fr 3S-gH A TATHGBAT F YR W]
AT 3R g% o6 fir e & 39eT 3T FdIU| (3807 & fow 3muss wamer & fow

¥ &1 A=)

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 Action Plan for your Division)

# 319e fowet St ox RO AT § /| 1eport Upon MY WOrK 10

#.9./S.No.

&g /Target

3YTSAT HAAT / Achievements/Shortfall




10.

fasaifed wrgel T FHor TEAT

Total numbers of files cleared.

foders / ITEATANR HEarery H R fru av varer i wer|

Number of exceptions reported to Director/ ICMR Headquarters.

(37) FIAT AG 6 H FAU AT A& V3RA/AAT f wita F & HAAT @1 daT A

oo HL| Ife T8t fr wita & Fis rad W@ & ar I Ta|

(A) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in
item 6. Please specify constraints, if any, in achieving the targets.

(@) AT 31 Hal H1 8 Sool@ H T T 38 3uafstar @& § 3R 375 30
QET HT 8 oo™ |

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

FUIT Jeold Y fh T qaadl Helvsy a¥ & el Ui arfier fqazolt HFuiRa arhi@
AT FoUK a¥ ¥ 3TRAAT a¥ H 31 A, T cof H & w5 A IR g, ar
faaRor gt S Fr arfr@ & S|

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. if yes, give
the date of filing the return.



11, T 39 397 31T 1 el aTel T8 hAATRAT & THUHR FHr Rafcar 31k gar
T & g2
Have you completed the reporting and reviewing of APAR for the staff working under you?
3ITISRY & §EATER / Signature of Official
TISE HERT H ATH & oeeeeeeeeeeseessessersess e
(Name in block letters)
TCoaTH/ Designation ...
B3 | 5 R
Place
1T L R
Date



ATI-11l /Part-111

HEIIcH® qaffetor & feiRor giddes qur gefeRieror Wity garT fhar Sier § it 1-10 &
YA WX EIAT TR, STel 1 aed & Aoft &7 J2UT 10 3Tada Aol &1 oo HT ¢l
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.

(FUaT JiATSEAT I 8T § gl feemiadel 1 T & gg o )

(Please read carefully the Guidelines before filling the entries)

(%) FA-GROTHA ST Hediehe (FH HAET HT AN 40% )
(a) Assessment of work output (Weightage 40%)

IEREGIY gfdage e ECICCIET R IBETY
Attributes Reporting authority Reviewing authority
) YEATS HRT T aRYUTEEATT & 3R W)

refed foram amr &
Accomplishment of planned work /work as per subjects
allotted

ii) 39aTEcA®  F S aRoianfer e
AR

Accomplishment of exceptional work / unforeseen tasks
performed

iii) IROME &y I[oracdr
quality of output

iv) ef&Hcdr / favelvoTcA® &7
Intellect / analytical ability

v) ®R aRUTAT W Fel e Aofitor (Fe/4 x
40 % ) Overall grading on “Work Output’ (Total / 4 X

40%)
fcidesT TR /qefdeliehel ITRIBRT & §EATER /
Signature of Reporting Authority/Reviewing Authority
(@) cTFAI [AAWATIHT T HedieheT (3 1T T R -30% BN )
(b)Assessment of personal attributes (WWeightage 30%)
frervard e SRR qeARe
Attributes Reporting authority ENBEIE
Reviewing
authority
i) SR $T rfAgia
Attitude to work
i) 3caalided &1 &Y

Sense of responsibility

iii) 3TeIRATHeT T IHI&TOT
Maintenance of Discipline

iv) TYETUT-GaTdTd
Communication skills




V) siqed &THT

Leadership qualities

Vi) Th T T HIGT H T A ST &TH AT

Capacity to work in team

vii) TR FHI-ARON &1 3HTaE0T T A
&IHT
Capacity to work in time limit

viil) TRER IFdeTT dee
Inter-personal relations

xi) SITFAIT AAYAI R Fel AR Sofierzor
(ot / 8 x30%)
Overall Grading on Personal attributes (Total/8x30%)

vfcides wiftrey / Yeafdeitenst wTfersny &

g&d1&TY / Signature of Reporting Authority/
Reviewing Authority

(1) FATcHS FETAT T Hedichel ( 3T T & AR -30% BIM)
(c)Assessment of functional competency (Weightage 30%)

gfddesT arfersrT
Reporting authority

gﬂﬁﬂﬁmm

Reviewing authority

) e, RfEeal, F7 g egar F a3 &
gfehaTl TF 3adch TEl TANT FI SATeThRT
Knowledge of rules, regulations, procedures in the area
of function and ability to apply them correctly.

i) fdEey AT Felred S &THAT
Strategic planning ability

iii) Ot oY T &TFEAT

Decision making ability

iv) HHaT &THAT
Coordination ability

V) @dcd I 0T
Leadership qualities

vi) 39T e & 9RT Ta 3R A
A HT &THAT

Ability to motivate and develop subordinates

vii) AT HETHAA TR Fol AR Aofiehtor

(T / 6 x 30%) / Overall Grading on functional
competency (Total / 6 x 30%)

wfddes WfteRT / qeAfdeiicher TRRRT & gEEr
Signature of Reporting Authority/Reviewing Authority




1-

HET-IV /PART - IV

HIATT
GENERAL

AT & AT HENERT (STl o AT )
Relations with the public (wherever applicable)
YiSTelclT el RT3 T ITRENMAcd Ud IABRT deh A T Huar feoqoh 2)

(Please comment on the Officers accessibility to the public and responsiveness to their needs)

gferetor

Training

(FIAT HRRRT T genfadr va SRIHABT # 3R 3f8s gur 3R geftr awer #iv efe
T 3TF ufreror & far [wEReT )

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

ey $r ey
State of health

HcTeIsaT
Integrity

gfddest AFERT carT ASERT HI AT TAAVATINT HT qEIR (STTHIT 100 Asar ),
oo AT 817 Ta FA AHIT &1, FETURTT ITATSHAT, AGcaqOT FAHeIaI3i (FeeT
HIIT-2 1 5 (31) U 5 () Td goel qalt & Iicd 3fAgRy enfaer gn

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:
5(A) &5(B) of Part-2) and attitude towards weaker sections.




6. 3TEI ST/ AT STASiTTcl / FHTST b AN a1t & T THIT (FOT Shal ol HIHIT it b

HAEIT3T T FHT W &Y feoaofr Y, afe I 3 faema 3R T@eTor & forw ey HWWREr g )
Attitude towards Scheduled Castes/Scheduled Tribes / Weaker Sections of the Society (Please

comment on understanding of the problems of Scheduled Castes/ Scheduled Tribes / Weaker
Sections of the society only if he/she is dealing with their development and protection).

7. 9fdded & W3 & WS F, @ AU T H U AT HRA & IUR W Fel HAR
TEITcAS gaffaiuT|

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

gfddesT 3R & gEdeR
(Signature of the Reporting Officer)

£2s LT - R e B 1 - S :
(Name in block letters)

Y9cdTAH/ Designation :



$TT-V /PART -V
(gerdreror rfarrdy iy feoqufh)

(Remarks of Reviewing Officer)

1. GereT0T IhRY & 37efled qal e .o o= SR deh/Length of service

under the Reviewing Authority Officer From.......... to

2. Raiféer Ol garr & 18 3h RAE A $r a8 RO &1 eaeqdess 3eqaqe
T gl grafer aeEh O G9fd SidAT R @S & UATd FAT Idr RAE &

gAdETOT AT HJSE &1/1s the Reviewing officer satisfied that the Reporting Authority has

made his/her report with due care and attention and after taking into account all the relevant
material?

3. Fr RAfea wifterdl g@arr fu a1 dafaes Hedihd @ 319 HeAd 82 (FUA
3HEATT & HH H HROT gdld)| FT 3T SIS HAUA I FT A A5 & FToh

£?Do you agree with the assessment of the Scientist given by Reporting authority?
(In case of disagreement, please specify the reasons). Is there anything you wish to modify or add?

4. Raféa ReNT q@rT T 70 Fodishad & IR & AV feoufOrdi & @y @Ay feoqolt &Y
aur Feft 3ifeh U T FFEATH/RERRT Ao SIS & WIE=1T Hrat & aR 7 feoqolr Y|
/General remarks with specific comments about the assessment given by the reporting Authority
and remarks about the meritorious work of the scientist including total marks awarded.

5. &1 deAlfeleh H IS AT of&for, TU AT HATYUROT 07 IT Aegal § i faA
& fAIU 3a% IIT H TG 9T A & AT 0l 9 3Ih Galeadtad ey T

Th? T IS fIIY &2/ Has the scientist any special characteristics, and/or any exceptional

merits or abilities which would justify his/her selection for special assignment or out of turn
promotion? Is, so specify

6. Ife NAfeT U vad / vadl &7 #eeg §, o Fuar A &9 & Ig 3
N & Far RAfEr 3RER F vadlt / tad I3RERN FT FR-Avaea R Ssger

AR QU g @ Hr § ? /I the officer reported upon is a member of the SC/ST, please

indicate specifically whether the Reporting Authority accessed the performance of the SC/ST
officer fair and just?

g¥dr&iy/Signature

TGS JTETRE H TATH & oo
(Name in block letters)
UcoaTH/ Designation ...

10



o faewrd fr Rae e 715 F 39% @R aifte fasaes Jeames R (vfiesm)
eg ot 1§ § - 39 AT FT YHIOT - 9H
CERTIFICATE BY THE OFFICER REPORTED UPON FOR HAVING SEEN THE APAR

YeIETOT HTUHIRET @RI QU 10 FHoarehel &l Hol 3rdelleed Y fordm Bl
This is to certify that | have gone through the assessment given by the
Reporting/Reviewing Officers in my APAR for the year.................

* T3 S feomofy & e B

I have no comments to offer

* #3319 3saTaee HeTid TR Y 3TeT & 15 & & o & dam/dan | var o
A W Hediehat / AT T AY SaRT Tdiehcd THST ferar ST |

I will submit my representation to the concerned authority within 15 days
from today failing which the assessment / grading may be deemed to have
been accepted by me.

* Sl e A gl 38 @E g
Strike out whichever is not applicable

g¥d1&il/Signature

TIST &R H TATH | oooeeeeseeeerssrssssssssesssn
(Name in block letters)

UCoATH/ Designation ...

11



(i)

(i)

(iii)

(iv)

v)

(vi)

(vii)

(viii)

TEITCAS AVIHIUT & WY THUAR 3R & Fay A fyenfader
Guidelines regarding filling up of APAR with numerical grading

TR & &7 fafad Faur 3R eaaqds aur 92icd FAT ¢ §U e AT
The columns in the APAR should be filled in with due care and attention and after devoting
adequate time.

Ig 3T T S & R 1 3ryar 2 & fhdr geiewor (e S I faAvandt ar g
AT AfeRtoT & wfciper) @l fARISE HAHATIT & AW F Hord T 7 gAicd &7 @
R fear smoem 3k 34 gRR 9 3rar 10 & fREY Aol F ey #§ R[(fdse
3Tt & Fey A ey fGar sreem Aoft 1-2 3@t 9-10 e @iy § 37 3eTe
AT QU S & SRd &l A@ifeas Ao gl Rd gU gfdded U9 gAfdelihe
gy A 3RFRY &1 gt AURer 39 3T S8 d'ar H add T # SRRg
TR Y JoIaAT F AT AR

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.

TAUHR #T 8 & 10 & g 1 FfieRor “Scpee” foram Swem qar FEorAefd &

o g grcares Y T S & AT greares 9 e STwem|

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.

U‘@UNWGH&TS@@H?@?WW“H@&cm T STuem JAr yredie 7

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

THUHR T 4 TAT 6 F DT & ST T JAHOT “3ar &ar AT J2ar gredis 5 fear

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

THUIR $T 4 & A Fafienor g’ ferar Srem|
APARs graded below 4 will be given a score of “Zero”

TR #H I3 3iF grar Aeen AR R 3RHRT gart gaer forf@a-fRor fFar
ST TAT IoITETOT HTASRT SarT $HAT gfve dr sest|

The grade point has to be reflected and justified in the pen picture submitted by the reporting officer
and validated by the reviewing officer.

S| sifRedt & vdesm fadr o 8, afe 9 iRt Aeaiwsa & g 7 o 3R
JHATOI-OF 9 gEATER el & SHR AT g, df THIUR @t arelr 31f86RT, &l rargr
$r 3ufeafd & 59 yAOTT W go HE|

In case the Reported upon officer refuses to note the assessment and sign the certificate, it will be
recorded so with certificate by the officer showing the APAR, in presence of two witnesses.

12



AHefeldeTsr / ANNEXURE

THUHR H R & / Q@ A & v §949 - greit

TIME SCHEDULE FOR PREPARATION/COMPLETION OF APAR

(ufdaee av - facdig a¥ / REPORTING YEAR - FINANCIAL YEAR)

.. afafafer / Activity R A & foav FuiRa alra/
S.No. Date by which to be completed
1. Tl FafRat A Reg vdusm yust &1 f@awor (3rafag | 31% March
or R B RAE sl 0 &, 39) / (Distribution | J€ Tb eie Teel T QU A M)
of blank APAR forms to all concerned (i.e. to officer to be (FehelT & / This may be completed
reported upon) even a week earlier)
2. e R fr RAE oy ol &, 38% ganry swan | 157 April
T Fediha Raifear 3ifRsr & g&gd e/
Submission of Self-appraisal to reporting officer by officer to
be reported upon
3. | Raiféar 3Ry carr i 7§ RAE goafiensrsr sy | 307 June
Fr FEJA AT / Submission of report by reporting officer
to reviewing officer
4. qefdelteet 31fAFRY garT R g o 3R wemesr | 31% July
T HIIR I7TeATT/RET T AT / Report to be completed
by Reviewing officer and to be sent to Administration or CR
Section/cell
3. RaifEa e & faw geest/ Disclosure to the officer | 01% September
reported upon
6. e dr wifta, Il S &), THUHR FHaT ganT AR & wifta f ahE I 15
THIUR 9T / Receipt of representation, if any, on APAR by | &=t #/ 15 days from the date of receipt
the APAR Cell. of communication
7. FETH WITHRY T 319UTdGsT T 3AWT / Forwarding of | 21% September
representations to the competent authority
8. TETH WITISRT SaRT TG T fAuera / Disposal of | 37¢ITdesT &1 WIftd T dRIG ¥ Tk
representation by the competent authority AL & T / Within one month
from the date of receipt of representation
9. THIUR el GaRT 3$ATdGeT T HeTH Tl &
. . 15" November
fAuta i g== Communication of the decision of the
competent authority on the representation by the APAR Cell
10. | S& TR & 3ifas ufasdr g1 & sosh, ar 39

g THITHR H giafsedr §¢ g Sreair / End of entire
APAR process, after which the APAR will be finally on record

30" November
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