
 
 
 
 

�दल्ल �वशव�ववद््द UNIVERSITY OF DELHI 
 

कायर् ााककअ�भयंता/सहायककअ�भयंताककेक�ाएकवा�षरकककायर�नषक् ादनकमूलकयांकनक�र्ोटरक 
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR  EXECUTIVE 

ENGINEER/ASSISTANT ENGINEER 
 

क्द्र्द/सकं्द/�वभ्ग  
OFFICE/FACULTY/DEPARTMENT------------------------------------------------------------ 

 

सम्िप् ववर/अव�ध क् प््वतदे  
REPORT FOR THE YEAR/PERIOD ENDING------------------------------------------------ 

 
 

भाग PART-I –वैयिकतकक कय रा PERSONAL DATA  
  

1.1 अ�धक्रल क् े्म Name of Officer : ______________________________ 
  
 

1.2 सतव् म� क्दरभ्र  ग् कण ््��  
Date of Joining the Service  : ______________________________ 
 
  

1.3 जन म््�� 
Date of Birth    : ______________________________  
 
     

 

1.4 क द् अ�धक्रलअ.ज्./अ.ज.ज्./अन द �पछड़् 
 वगर क् गै 

 Whether the officer belongs to 
 SC/ST/OBC    : ______________________________ 

 
1.5 व्रम्े  तर म� ्ग्््र ्ेदनिक् कण ््��  �दे्ंक    तर 

Date of continuous appointment to  :   Date    Grade 
present grade   
 
 

1.6 व्रम्े पद और उस पर ्ैे ््ी कण ््रलख  �दे्ंक    तर 
Present post and date of posting thereto:   Date    Grade 

 
 
1.7 डदयू ल सत अेनपिस�् रग ते कण अव�ध   छन टी कत  क्र् 

Period of discontinuity from duty :  On account of Leave 
 
 
        प्र�्/अन द सरक्रल क्द� कत  क्र्  
        On account of Training/other    
        official assignments 
 
 
क
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1.8 र�ै�क और व  द्वस््दक अगर््ां 

Academic and Professional Qualifications: --------------------------------------------------------  
 
 
1.9 व्स ् नक्् क्उं्स् कण वधै पजंीकर् स.ं ्�्  
 ््��(कत व् व्स ् नक्् कत  म्म त् म� ््गय) 

Registration No. of Council of Architecture : --------------------------------------------------------  
 and date up to which it is valid (applicable 
 in case of Architects only) 
 
 
1.10 अं् द�रीद/�वदतरी प्र�्/पने श  द्र प्ाद्म रनर 

�का और व द्वस््दक अगर््ां प्प ्  कर ्ल 
Inland/Foreign Training/Refresher Courses : --------------------------------------------------------  

 undertaken and Professional qualification  
 attained 
 
 
1.11 अध दत््विृत्/व द्वस््दक ्ेक्द� कण सदस द््/  
 अगर््प्प ्  �वभ्गीद परल�्  

Fellowship/Membership of Professional :  -------------------------------------------------------  
 Bodies/Departmental Exam qualified  
 
 

 

भागPART – II 

वषरकहेतुकसकवमूलकयांकन SELF APPRAISAL FOR THE YEAR 
 
2.1 क्द� क् सं��प ्  �ववर्  

Brief description of duties of post: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

          ज्रलकContd…P-3/- 
 

 
 
 
 



 
:: 3:: 

 
2.2 कृपद् म्त्त मक/पत द�/�वत ् ीद ्� द�/उदतश  द� (8 सत 10 मद वरलद्् कत  ्म म�) क् उल ् तख कर� जो आपकत  

््ा ्ेद् �का गा �त और पत दतक ्� द कत  संबंध म� आप ते  उप्िबध प्प ्  कण गो 
Please specify the quantitative/physical/financial targets/objectives ( 8 to 10 items priority – 
wise / in order of importance) that were set for you and your achievements against each 
targets. 

ा�कयकTargets: उ्ाि ्कAchievements 
  

 
 
 
 
 
 
 
 
 
 
 
 

 

2.3 कृपद् कॉ्म 2.2 म� ्े�दर् ू ्� द�/उदतश  द� कत  संदभर म� अपेी उप्िबधद� पर सं ��प ्  �ूप प्ी कर�। कृपद् 
उे ्� द� क् उल ् तख कर� िजेम� क्फण अ�धक उप्िबधद्ा रगल ग� और उेम� अप ते दोगद्े क् भी उल ् तख 
कर�। 
Please comment briefly on your achievements with reference to targets/objectives referred to in 
column 2.2. Please also indicate significantly higher achievements in relation to the targets and your 
contribution thereto. 
 
 
 
 
 
 
 
 
 
 
 

 
2.4 कृपद् कॉ्म 2.2 म� ्े�दर् ू ्� द� कत  संदभर म� क्मद� पर सं��प ्  �ूप प्ी कर�। कृपद् उे ्� द� को प्प ्  

कर ते म� द�द कोई अवरोध रग� ग�, ्ो उेक् उल ् तख कर� । 
Please comments briefly on the shortfalls with reference to the targets referred to in column 2.2. Please 
specify the constraints, if any, in achieving the targets. 

 
 
 
 
 
 
 
 
 
 

 
 

क क क क क क क क क क ज्रल Contd…P-4/-क
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क
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2.5  (कa) क द् आप ते व्रम्ेववर कत  ््ा सभी अ�धक्�रद� गत्न संबं�ध् व्�वरक क्दर दोजे् बे् 
्ल गै, िजसकत  आप �रपो� �ूग प्�धक्रल ग ? 

 Have you set the annual work plan for all officers for the Current year, in respect  of  
 whom you are the reporting authority? 
  

ककक हाँकYesककककक नह�ंकNo क
 
 (खb)क द् आप ते सभी सबं�ध् अ�धक्�रद� कण ा.पी.ा.आर. ््खी गै, िजसकत  आप �रपो� �ूग प्�धक्रल 

ग  ? 
 Have you written the APAR of all officers in respect of whom you are the Reporting  
 Authority? 

 
   

क क क हाँकYesककककककक नह�ंकNoक
 
 

2.6 �कसी भी अन द अ््�रक ्  ाव ंअपत द््र् क्दर िजेक् उल ् तख करे् आवश दक गो, उेक् उल ् तख 
 कर�, जो सपंन े  �का गा/ रनर �का गा  
 Any other additional and unforeseen assignments carried  out/Initiatives undertaken worth 
 mentioning 
 

 1. 
 

 
 
 
 2.  

 
 
 

2.7. कृपद् उल ् तख कर� �क क द् पयवरव्त कै �्रर ववर कण अ ् सपंित् व्�वरक �ववर्ी ्ेध्र�र् ््रलख 
अ�्र् त कै �्रर ववर सत उत ् रव्त ववर को 31 जेवरल ्क दजर कर् दल गई �ी। द�द ेगलं ्ो �ववर् 
दजर कर् ते कण ््रलख ््खीज्ा। 
Please state whether the annual return on immovable property for the preceding calendar year 
was filed within the prescribed date i.e. 31st

 

 January of the year following the calendar year.  
If not, the date of filing the return should be given. 

 
 
 
 
 

 
 

 
 
 

सचूनाकदेनेकवााेकअ�्कार�ककेक�त�थकस�हतकहसकता�रक 
Officer reported uponSignature with date 

क
क

क क क क क क क क क क ज्रल Contd…P-5/-क
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क
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     भागPART-III 
 

3.0 क द् आप ्� द� ाव ंउप्िबधद� कत  सबंधं म� अ�धक्रल कत  स वमयल द्ंके सत सगम् ग । ेी त �दा गा 
 परै् 3.1 कत  सदंभर म� द�द कोई असगम्् गो ्ो उसकण सीम् और क्र् ब््ां 

 Do you agree with the self appraisal of the officer with regard to targetsand achievements.
 Indicate reasons and extent of disagreement withreference to 3.1 below, if any 

 
   3.1  �नगरतककायरककाकमूलकयांकनक(इसकभागककाकवेटेजक40%होगा) 

Assessment of work output (weightage - 40%) 
On scale 1-10 कत  स कत ् म� ;कृपद् अेनदतर� को दख� see instructions 

 प�तवेदनकपा�्कार�क 
Reporting Authority 

्नु�वराोकनकपा�्कार�क 
Reviewing Authority 

i) परै् 2.2 कत  अेनस्र �दा गा क्दर को पयर् 
कर ते कण सीम्  
Extent of Accomplishment of planned 
work as per para 2.2. above 

 
 

 

ii) सपंन े  क्दर कण गन् ्् 
Quality of output 

  

iii) परै् 2.6 कत  अेनस्र ्े् प्�द् 
अस्ध्र्/अेपत��् क्दर को पयर् करे् 
Accomplishment of exceptional 
work/unforeseen tasks performed as per 
para 2.6 above 

  

‘�नगरतककायर’क्रककुाक�मााकरकगरेेगं 
Overall Grading on ‘Work Output’ 

  

आदय�रकInitials   
 
 

3.2 वकयिकतगतक�ववषेताांककाकमूलकयांकनक(इसकभागककाकवेटेजक30%होगा) 
Assessment of personal attributes (weightage 30%) 

 
  On scale 1-10 कत  स कत ् म� ; कृपद् अेनदतर� को दख� see instructions 
 

 प�तवेदनकपा�्कार�क 
Reporting Authority 

्नु�वराोकनकपा�्कार�क 
Reviewing Authority 

1) क्दर कत  प्् अ्भर�   
Attitude to work 

 
 

 

क

2) पग्, ड्रव ावं स्धे–संपन े ््  
Initiative, drive and resourcefulness 

 
 
 
 

 

3) अेनर्से  
Discipline 

 
 
 
 

 

 

   
 

ज्रल Contd…P-6/- 
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4) संपतव् क र्  
Communication skills 

 
 
 
 

 

5) ूलम भ्वे् सत क्दर करेत कण �म््  
Capacity to work in team spirit 

 
 
 
 

 

6) समद सीम् म� क्दर करेत कण �म््  
Capacity to work to time lines 

 
 
 
 

 

7) परस पर-व दिक्ग् संबंध� और अपेत 
मनविकक् ावं  ्गक� कत  स्� संबंध 
Inter-personal relations and relation 
with clients and customers 

 
 
 

 

8) �वश वसेीद््ावंिजम मतद्रल त्ेत क् 
्े्रद और रइ छ्  Dependability 
and willingness to take responsibility 

 
 
 

 

‘वकयिकतगतक �ववेषताां’क ्रक कुाक �मााकरक
गेरेगं 
Overall Grading on personal attributes 

 
 
 

 

आदय�रकInitials   
 

3.3 पकायाराकमककस�मताककाकमूलकयांकनक(इसकभागककाकवेटेजक30%होगा) 
Assessment of functional competency (weightage 30%) 

 
 On scale 1-10 कत  स कत ् म� ; कृपद् अेनदतर� को दख� see instructions 
 

 प�तवेदनकपा�्कार�क 
Reporting Authority 

्नु�वराोकनकपा�्कार�क 
Reviewing Authority 

1) क्दर�तत सत संबं�ध् ्ेदम�/ 
�व्ेदम�/ क्दरप्््ल  क् क्े और 
उेको सगल ्रग सत  पदोग कर ते  कण 
दोग द्् 
Knowledge of 
Rules/Regulations/Procedures in 
the area of function and ability to 
apply them effectively 

 
 

 

2) ेी््बद दोजे् बे् ते कण �म्् 
Strategic Planning ability 

 
 
 
 

 

क

क

क क क क क क क क क क ज्रल Contd…P-7/-क
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3) ्े्रद त् ते कण �म््     
Decision making ability 

 
 

 

4) �वश ् तव््त मक दोग द््  
Analytical ability 

 
 

 

5) समन वद �म्् Coordination ability  
 

 

6) अधीेस � को पत�र् ाव ं �वक्स् कर ते कण 
�म्् Ability to motivate and develop 
subordinates 

 
 
 

 

7) कायर् ााककअ�भयतंाककेक�ाएकFor EEs 
दोजे् ावं अ्भकल पे, �व्र् ू्् ाव ं
स�ंग््ओं, मयल द्कंे, स्कर ्् ्केीक क् 
क्े ावं पवी््् 
Knowledge and Proficiency in Planning & 
Designing, Specification and Codes, 
Valuation, Vigilance Techniques 

 

वासकतु�वदककेक�ाएकFor Architects  
�रज्रे सत  त्कर उेकत  रखरख्व कण 
समस द्ओं आ�द पर ध द्े दत ते कण 
व द्वग्�रक््।   स�ददर, कल पे्री्, अ्भेव 
�रज्रनस कत  ््ा र े्त मक्् और 
म ््क््। 
Practicability of design attention to 
maintenance problems etc., Creativity 
and originality for aesthetic, imaginative 
and innovative designs 

 

उदयानक कृ�ष�वदक केक �ाएFor 
Horticulture 
भय्ेम्र  ् और फय ्� कत  रो कत  ््ा 
�रज्रे,ब्गव्ेी �्द् �व�ध Landscaping 
and Designing flower shows, 
Horticulture Methodology 

 
 

 

8) पबंधे क् संगंे ावं क्द� क् पदरवत�्  
Management organization and 
supervision of  works 

 
 
 

 

9) अ््�रक ्  प््स �्�प् मद� को रनर 
कर ते म� ्त पर््। म्प, परल�् ज्ं ,�रक्�र�ग 
सम्पे पम््पत, सीूलई कत  अव्ोके गत न् 
जव्ब Promptness in initiating extra 
substituted items. Finalising 
measurements, test checks, recording 
completion certificate, Responding to 
CTE’s observation  
(वासकतु�वदककेक�ाएकाागूकनह�कN.A. for Architects) 

  

‘पकायाराकमककस�मता’क्रककुाक�मााकरकगेरेगं 
Overall Grading on functional 

competency 

 
 

 

आदय�रकInitials 
 

  

क
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1-10 स कत ् पर भ्ग-III कण सम   त�रगं         
    Overall grading of Part-III on scale 1-10 

 त�रगंGrading प�तवेदनकपा�्कार�क 
Reporting Authority 

्नु�वराोकनकपा�्कार�क 
Reviewing Authority 

भ्गPart 3.1  
 

 

भ्गPart 3.2  
 

 

भ्गPart 3.3  
 

 

सम   त�रगं  
Overall Grading 

 
 

 

आदय�रकInitials 
 

  

 
 
    4.1 सत द्े् ं ् : कृपद् अ�धक्रल कण सत द्े् ं ् पर �ूप प्ी द� ।  
 Integrity : Please comment on integrity of the officer: 
 
 
 

4.2  
 

 प�तवेदनकपा�्कार�क 
Reporting Authority 

्नु�वराोकनकपा�्कार�क 
Reviewing Authority 

i) स व्स   द कण िस�््  
State of Health 

 
 

 

ii) कमजोर वग� और अेनसय� ् 
ज्््/अेन.जेज्््/ अन द �पछड़् वगर कत  प्् 
दि्ूको्  
Attitudes towards weaker section and 
SC/ST/OBC 

  

iii) अ्भर�  ाव ंक्दर�: कृपद् अ�धक्रल कण 
अ्भर�  और उे �तत� क् उल ् तख कर� 
िजेम�  वग प्र�् सबंधंी जरर्� स�ग्  
�वक्स कर ते म� क्दर�म  गै 
Aptitude and potential please mention 
about the aptitude of the officer and areas 
in which he has potential to develop along 
with training needs, 

  

आदय�रकInitials 
 

  

 
क क क क क क क क
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4.3 ्गभग 70 रब द� म� पते  �पक  रPen Picture in about 70 words: 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
       �र्ो�ट�गकअ�्कार�ककेकहसकता�रक 

�दे्ंक Date:        Signature of Reporting Officer 

स �्े Place: 
          
 

भाग PART-V 

 
समी�ा REVIEW 

 
1) पने �वर् ोके प्�धक्रल कत  अधीे सतव् कण अव�ध  

Length of Service under Reviewing Authority: 
 
 
 
2) क द् आप भ्ग-III म� �रपो� �ूग अ�धक्रल वव्र् क्दर आउूपनू  और �व्भन े  गन् � कत  सबंधं म� �का 

गा स वमयल द्ंके सत सगम् ग ? द�द आप �कन गलं सखं द्त मक मयल द्ंके द् अ्भर� द� सत सगम् 
ेगल ं गै, ्ो कृपद् उस भ्ग म� �दा गा कॉ्म म� अप ते मयल द्कंे क् उल ् तख कर� और अपेी 
प�वि्ूद� पर आवद्�र कर�। 
Do you agree with the assessment made by the Reporting Officer with respect to the work 
output and various attributes in Part-III. In case you do not agree with any of the numerical 
assessment or attitudes, please record your assessment in column provided for in that Part and 
initial your entries. 
 
 

क क क हाँकYes     नह�ंकNoक
 
 
 

ज्रल Contd…P-10/-क
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3) म् ्भन े ्् कण िस�्् म� ्त सबंधंी �ववर् और क्र्� क्उल ् तख कर�  
In case of difference of opinion details and reasons for the same may be given 
 
 
 
 
 
 

4) �रपो� �ूग अ�धक्रल कण पते �पक  र पर अभदनिक्द्ं/अव्ोके  
Remarks/observation on the Pen Picture by the Reporting Officer: 
 
 
 
 
 
 

 
5) 1-10स कत ् पर सम   त�रगं Overall Grade on scale 1-10: 

   
 
 
 
 
       ्नु�वराोकनकअ�्कार�ककेकहसकता�रक 
�दे्ंक Date:        Signature of Reviewing Officer 

स �्े Place: 
 

 
      ********** 
 

क
क
क
क
क
क
क
क
क
क
क
क
क
क
क
क
क
क
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संागकनकAnnexure-I 

 
संखयाामकककेशीकरशककेकसाथकए्ीएआरकभरनेकसनें्क�दवा�नदशवक

 
GuidelinesकregardingकfilingकupकofकAPARकwithकnumericalकgradingक

(i) ापीाआर कत  स्ंमभ �व�धव् स्वध्ेी और धद्ेपयवरक ्�् पद्रप् समद दत्त गना भर ते  ्�गा। 
 The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii) दग आर् कण ज््ी गै �क 1 अ�व् 2 कत  �कसी वगतकर् (्ेगर्  क्दर द् �वरतव््ओं द् कन ्  ्म््कर 
 शत्ीकर् कत  प््कय ्) को �व्र्ू असफ्््ओं कत  म्गर सत क्म � त म� पद्रप् रप  सत औ� तद �दद् 
 ज्ाग् और रसी पक्र 9 अ�व् 10 कत  �कसी शत्ी कत  सं बंध मत �व्र्ू उप्िबधद� कत  सं बंध मत 
 औ� तद �दद् ज्ाग्। शत्ी 1-2 अ�व् 9-10 �वर् गो्ी ग  अ्: उेक् औ� तद �दा ज् ते कण  जरर्  गै। 
 स्िंखदक  शत्ी पद्े कर्त गना प््वतदे ांव पने�वर् ोके अ�धक्�रद� को �कसी अ�धक्रल  क् 
 दज्र्ेध्रर् उेकत  अधीे वगल संखद् म� व्रम्े म� क्दरर् सगदो�गद�  कण न््े् मत करे्   ्�गा। 

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 gradethe reporting and reviewing authorities should rate the 
officer  against a larger population of his/her peers that may be currently working under them. 

 
(iii) ापीाआर क् 8 सत 10 कत  बी  क् वगतकर् “उतकृ्ू” ््द् ज्ाग् ्�् सय ीकर्/पद ने्् कत  ््ा 
 औस् प्प््ंक कण ग्े् कर ते कत  ््ा प्प््ंक 9 �दद् ज्दतग्। 
 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) ापीाआर क् 6 ्�् 8 सत छोू् कत  बी  क् वगतकर् “बगन् अइछ्” ््द् ज्ाग् ्�् प्प््ंक 7 �दद् 
 ज्दतग्। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
 
(v) ापीाआर क् 4 ्�् 6 सत छोू् कत  बी  क् वगतकर् “अइछ्” ््द् ज्ाग् ्�् प्प््ंक 5 �दद् 
 ज्दतग्। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) ापीाआर क् 4 सत कम वगतकर् “रयनद” ््द् ज्दतग्। 
 APARs graded below 4 will be given a score of “Zero”. 
 
 
      ******* 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
Annexure-II 

 
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 officer to be reported upon 
where self-appraisal has to be given and to 
reporting officers where self-appraisal is not be 
given). 
 

31st

(This may be completed even a week 
earlier). 

 March. 

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

15th April 

3. Submission of report by reporting officer to 
reviewing officer. 
 

30th June 

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

31st July 

5. Appraisal by accepting authority, wherever 
provided. 
 

31st August 

6. (a) Disclosure to the officer reported upon where 
there is no accepting authority. 
 
(b) Disclosure to the officer reported upon where 
there is accepting authority. 
 

1st

 
 September 

 
15th September 

7. 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 
APAR. 
 
(b)  where there is accepting authority for 
APAR. 
 

 
 
 
21st

 
 September 

 
6th 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 the representation by the APAR 
Cellक

15th November 

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

30th November 

 
 


