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10.
11.

12.

13.

Annual Performance Appraisal Report

yefas oot & fav - fash wfg / @ weras / smyfafts afa
AT Avit AR A FAvs gera 30aR / Fass aar 30ed aF

For Administrative Cadre from LDC to Jr. Administrative Officer/ Jr. Accounts Officer
Including Private Secretary/ Personal Assistant/ Stenographer

ATT-| /PART-I
(AT aRT $RT SATel JTell dATFAH sART / Personal Data-to be filled by Office)

HEATH/ T/ FEATSTT BT FATH: .o
Name of the Institute/Centre/Hqtrs.  .......coooiiiiiinais.

ATH [ Name e ———————
JdATT U /Present Designation et
HHg / 9T / Group/Division e
Raic 31afr /Period of Report i 0] WO £ (o Y GEY

SeH $r a@ / Date of Birth st s e e
FAATT TEATT / dhogg H ol BT ARG oo

Date of posting to present Institute/Centre

memwmﬂ?ﬁg et ee e e et et et et et

Name of the Post on which directly recruited

AT dded TR (eidel) / Present Pay Level © et
IAHATT dcfel TR (Aael) H @GFT & AT 1 .

Date of appointment to the Present Pay Level

TAHAT el ddel / Present Basic Pay L e
AR F AT Hel I T AR [ e

Date of acquiring the Present Basic Pay

ey 3R @R+ AeTdar /Academic and Professional Qualifications

a¥ # s @ quieAfad #T 3@fer / Period of Absence from Duty
(eh/a) 31dehI GX / on Leave e

(@/b) ATAGTOT W /on Training  cooveeeeeeeeeeene,

(3T/c) Qﬁﬁ'{la'ﬁ?f T /on Deputation ..........oovveiiiiniiiniieninnen..



1.

1ar-11 /PART-II

| 3SR &1 9fddesT for@r e g, 38& canl i I & fav
(To be filled in by the Officer reported upon)

(o SRR F s F TE IR F e ¥ e )

(Please read carefully the instructions before filling the entries)

zg RO 3af & ek uread fir a5 dfdred Aegar & [avor &

Provide details of qualifications obtained during the period of this report

33y va faw

e farafacarery

Degree & Subject Institution/ University

ay I / Hofy

Year Grade/ Division

zg RAE 3@fr & cha o ufiegror / gedes / affar / afsar 3nfe & emer form3stenr

aror &

Provide details of Trainings/ Conferences/ Seminars/ Webinars etc. attended during APAR
period (3ifAReFT ST & forw 3rgeer Ss/Add Annexure for extra information)

GiRA&T0T / GFASA / QTAAR/ AfdAR 317G
T Ta9T Topic of Trainings/ Conferences/

Seminars/ Webinars etc.

AT et aTel | 31afe/Period

TS T ATH ¥ /From |d&/To

Conducted By

THUHR 37 & GR1eT T arw giRretor & faazor
Details of Training Imparted during APAR period

U 1T gietor &A1 faaor

Training Imparted

gfRreTor 371G Period | 9TRI&TOT HEATA

From

To

Training Institute

gfaaTiary $r gear

No. of paticipants

TUH H TIAT doh ATSHTAIR & HIe AR F16T e Agiererdt iR gelewifoat s faazor

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

ufa/Position | THTRT/ 3TsJHT9T / Division/ Section A/From

den/To




5.

6.

R I Rt @1 Gfereq f9aror / Brief description of duties

F & S A8IFEI/AT H9S FoI 39+ fow iR B g, ar smuss o iRa
R I g 3 (IR / AT A1 3TT T A) FEAT Fr 3S-gH A ATHGBAT F YR ]
FAT0 3R g% &g &Y e F U U | (3E8I0T & T 3us 98mT & fov

¥ &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)

# 31e fowet St o RO AT § /| 1eport Upon MY WO 10

%.9./S.No.

&g /Target

3Uterdl/ FTAAT / Achievements/Shortfall




faRed Y : gemaa / oEr

Additional work: Administration / Accounts.

(37) FIAT AE 6 H T AT A& V3RA/LAAT f wifta F & HAAT @1 daT A
oo™ HY| Il agar T wftd F dIS STurd W g, O 7 d|

(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 & 8 Iool@ H T T e 3uafstar @ § 3R 375 30
rarerel @l 3 SoolE |

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

(hael FI-U IR A & HAARAT & fI0) FUAT Jeor@ Y o FA7 qaadt Holvst a¥ &
3ad AU aT¥e f[GaRol FeRaT ahi@ 37U1d Felvsl a¥ F 3WRadr av &l 31
STeTaY, T Gof T & 18 Y| Ifg g&f, ar faaRor gof e I ar@ &r S|

(For Group-A & B employees only)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.



10.  (hdel YU-Udh HAURAT & ToI0) FA7T 30 9= AN HH A arel Foft =it &
TR fr RafEer 3w gefem ax & &

(For Group-A employees only)Have you completed the reporting and reviewing of APAR for the

staff working under you?

AT &1 arer 31fRAHRT & FEAEr

(Signature of officer reported upon)

FAST AT H ATH © oooereeeeessrssssssssssssssssssss
(Name in block letters)

YcatH/ Designation :



HATI-11l /Part-111

H&ATcAS Fafientor & fAERoT gfddesT qur qafdieior Wity gary fhar Sier § i 1-10 &
YA W BT TIRT, STET 1 TIH FT AU T qUT 10 3Tadd Aol &I Jeol@ T &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.

(Fuar gfaftedt & et ¥ uger feenfadel &1 eaer & g o)
(Please read carefully the Guidelines before filling the entries)

(%) FA-GROTHA T Hediehe (FH HET HT AN 40% I )
(a) Assessment of work output (Weightage 40%)

IENEGIIY vfcides Wy | qefdelens
Attributes Reporting S NBEIR
authority Reviewing
authority
i) QAT Y 1 aRYUTA/fEaYT & ITUR W 3Eed
forar I s
Accomplishment of planned work/work allotted as per subjects
allotted.

i) gRoTmeT & aquTaedr
Quality of output.

iii) faeeIvoTeAs Aegdr
Analytical ability.

iv) 3qaTercHes & aRquidar / fd aRqutar &3 o

39T T /Z Accomplishment of exceptional
work/unforeseen tasks performed.

T IROTAT T Fol THATRT Aufehor
Overall Grading on “Work Output”. (Total/4 x 40%)

vfcidesT JTfereh Y/ qeafdeliehel TITRIRRT & GEATER
/ Signature of Reporting authority/Reviewing Authority

(T) cTFAI [AAWATHT T HedieheT (3 T T AR -30% BN )

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

IERAGIY gfadesT wftsry | qafdeise

S

Attributes Reporting authority | grfererrdy

Reviewing
authority

i) wRF Hr rfgia
Attitude to work

i) 3ccReTAcd T drer

Sense of responsibility

iii) 3TeIRATHeT T IHI&TOT
Maintenance of Discipline

iv) TYETUT-GaTdTd
Communication skills




V) sided &THdT

Leadership qualities

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

Capacity to work in team

vii) TTETRT FHI-ARON T ITE0T a7 ST

Capacity to work in time limit

viil) RER FfFdera gaer
Inter-personal relations

iX) THT Bfd Ud eIfadea

Overall bearing and personality.

X) SITFAIT TAATATHT I Fer AR Aofrerzor
(et / 8 x30%)
Overall Grading on Personal attributes (Total/8x30%)

fdidesT IR RT / Yeafdellehel ITRIRRT & §EATER
Signature of Reporting Authority/ Reviewing Authority

(1) FRATcHS FETAIT HT Hedidhed (FH T AT H HRX 30% F1M)
(c) Assessment of functional competency (weightage to this section would be 30%)

(3T WEEe FHARAr & fov) Fe/RRgass | uiddea witerRy CEICRICT

S

Td APTAT & &9 H ulhaw ud 3a% @Y wAer | Reporting authority | gyferesry
STTeThRT Reviewing

authority
i) (Fae AfFas wer. / fAeh afa/ 3ryfafs & o)

3merfafies s & gafdr AR qrhl/

(for PA/PS/Stenographer only) Proficiency and accuracy in
Stenographic work

(31T grafas FAaARA & fov) Ha/RRgaes
Ud IJEIAT & 819 H AT U9 3k Har G hr
SATeTehRY (for other administrative staff) Knowledge of

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

i) eIy AT Folled T &THAT
Strategic planning ability.

iii) f0Tr @ $r &7ar / Decision making ability.

iv) §He-ad &THAT / Coordination ability.

v) 39 3refieRt & 9RT va 3k Jfwfaa
T T &FHdr

Ability to motivate and develop subordinates.

vi) ggel AfFd/ Initiative

vii) SricHe HETHAAT T FHel e Aofisor
Overall Grading on “Work Output”.(Total/6 x 30%)

gfddes TR / qeAfdeiiche TRRRT & gEEr
Signature of Reporting authority/Reviewing Authority
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1-

HTET-1V /PART-IV

HIATT
GENERAL

STl & aT1YT AR (Sl o gasT @)
Relations with the public (wherever applicable)
YiSTolcT el TaRThIAT T STREAcd Ud IRRT Teh HRIH T Huar feoqoh Q)

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

wfrefor

Training

(FIAT HRRRT T Fenfaer va wRIEHART # 3R s gur AR geftr awer i efie
¥ 8% ufderor & o fAwRe #Y)

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

ey $r iy
State of health

HcTeIsaT
Integrity

gfdded IR garT AWE Y Hr gATd AAVAET S &R (STerser 100 rear ),
e @ &7 vd wH AL &1, HETURYT 3UTeUd, Agcaqul 3rAwerdr3 (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.

g SA3EgiRd Seefa / HATS & SHAR F9f & Gid AT (FIAT Had dHT
ANt AT FHEAT AT FgAST W § feoqolt Y, I 9 39 e iR wWeor & fow

HH T QTG & d)

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).

gfddes & N3 & WS &, @ dU 71 A QU T 6RIT & JUR R Feol fAemax
TEITcAS gaffaiuT|

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

gEdI&TY/Signature

TIST &R H ATH | ooooeevseeseresmssesssssssssssssssssssnes
(Name in block letters)

GCoATH/ Designation ......eeeessssssennes



STT-V /PART-V
(gerdreTor rferry iy feoqufh)

(Remarks of Reviewing Officer)

1. GoA06TOT I8y & 31T @aT el .o eSS . deh/Length of service under the
Reviewing Authority Officer From.......... to

2. ROféar ey gary & a8 3o ROIE # &1 715 RUE 1 SAEAEs Heqqd e 3R
Tl orEfaeT Feel @ Gt SioA] T ST & uRUTd FT 3eTehl RUIE & Godiaior iRy

H?_IFC g1/Is 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. 71 Ruifea wifterrdy garr fhu a1w d=irfae Hedihed ¥ 39 HgAD §? (PIAT AT &
HAHS & HROT TAR)| T 3T HI$ TN AT FS 3R S5 & gTgeh 8?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. ROfEa sftedy qanr v o Hedieat & SR A Ay Roafordt & ary ey ool
dur @t 3ifehd fhT v FEAEH/RERRT Agd A= & WEAg HrEt & g F feoqol
FY1/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. 9T dlfieh A Ig faRIW ofafor, T I IATUROT 0T AT Jegdl g S [ & & faw
3eTeh TG T Tl WIId A g AT a1 a7y 3ol Feleaifd l ey T qh? 91 $o 3aw

§7?/ 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. Ifq RO MRy vadl / v@dl &7 Ge&g g, o $Uar &99W &0 & Ig S A
a1 Raféar sifsid & vaell / vod SR & FE-Asaed Rae fasuer iR sarqet g

T Fr g ? / Ifthe 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?

gE&dI&Ty/Signature

Rs LT - R B B 1 -
(Name in block letters)

GCoATH/ Designation .....eeeesssssssseene
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o faewrd fr Rae e 715 § 39% @R aifte fsaee Jeaes R (vfiesm)

eg ot 1§ § - 39 AT FT YHIT - 9F
CERTIFICATE BY THE OFFICER REPORTED UPON FOR HAVING SEEN THE APAR

YAIETOT HTUHRET @RI QU 10 Hoarehel &l Hol 3rdelieed 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.................

% FRrE Reoaoh o el

I have no comments to offer

* #3319 3saTaee HeTtd TR Y 3TeT A 15 & & ¢ & dam/dan | dar 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

gEdI&TY/Signature

TYST & H ATH © oooeeeseessresrsssssrsssssssssssesnses
(Name in block letters)

GCoATH/ Designation .......eeessssnes

11



(i)

(i)

(iii)

(iv)

v)

(vi)

(vii)

(viii)

TEITCHS ATNHIOT & ATy TAUAR R & Faer & fenfader
Guidelines regarding filling up of APAR with numerical grading

TR & &7 fafad Faur 3R eaaqds aur 92icd FAT o §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 gefewor (e s ar faAvansit ar g
ARy AU & Hfdepel) HITARISE BTSN & AW § Feld T A q@icd &7 4
R fear smoem 3k 33 gR 9 3ruar 10 & fREY Aol F ey # R[fdse
3Tt & Fey A ey fGar sreem Aol 1-2 3@t 9-10 e @iy § 37 3eTen
AT BT ot & S ¢l FiRas 4ol gai T g gfdded Td gefdeiishet
g F Rl 3RFR F1 AT FUROT 39F ehT S8 dEAr A gIAT H FRRA
TR Y JoIaAT & 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.

THTHR FT 8 & 10 & g FT FAHR0T “Scpee” foram Swem qar FEorAe{a &

o 3iga urcdie i T WA F AT greaies 9 er Srwen|

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 Dl & ST FHT JAHOT “3ar oar 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.

THIU3R &1 4 @ A Fafieor “Yed” ferar SREm|
APARs graded below 4 will be given a score of “Zero”

THUHR & I3 3 gurr Swen R RAifEer 3R garr saer faf@a-faaer fRar
ST TAT IoITETOT HTASRT SaRT $HAT gfce 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.

fSa sy @ thesm fodr o 8, It 9 3Rl Aeaiwa & gae 7 o 3R
JHATUI-OF X §EATER el & PR Tl g, df THIUAR @e arem 38Ry, ar Iamsr
$r ITATT F 3T YATU-9T W T |

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.
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AHefeldeTs / ANNEXURE

THUHR H R & / @ A & @Ov §949 - aroit

TIME SCHEDULE FOR PREPARATION/COMPLETION OF APAR

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

.. aifafafer / Activity W e & v FeiRa arra/
S.No. Date by which to be completed
1. el FafRat & Reg vdiusm yust &1 f@awor (3rafag | 31% March
or R B RAE sl ol &, 39) / (Distribution | J€ TP eie Teel & QU A M)
of blank APAR forms to all concerned (i.e. to officer to be (FehdT & / This may be completed
reported upon) even a week earlier)
2. e R fr RAE oy o &, 38% ganry swen | 15" April
T RAféar JifURY &l e e/
Submission of Self-appraisal to reporting officer by officer to
be reported upon
3. Raféar HRFR garr i 1§ RNE qeAfdeiieret HRAHRY | 30 June
Fr FEJA AT / Submission of report by reporting officer
to reviewing officer
4. gt 3PN garT RAE qff e 3R gemasr | 31% July
T HIIR I7TeATT/RET T HSTAT / 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 FaT 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. FaTH WITDSRY 1 319UTdGsT T 3AYT / Forwarding of | 21° September
representations to the competent authority
8. TETH WITISRT SaRT TG T fAuera / Disposal of | 31¢ITdesT &1 WIftd T dRIEG & 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
GBI B\?!?-IT/ 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 THTHR & 9iafsear ¢ g STwelr / End of entire
APAR process, after which the APAR will be finally on record

30" November
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