
 
 
 
 

�दल्ल �वशव�ववद््द UNIVERSITY OF DELHI 
 

क�नष ््अ�भयंता्के्�लए्वा�षरक्कायर�नष ्ादन्मूलय्ांकन्�र ोटर् 
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR  JUNIOR ENGINEER 

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

 
 

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

 
 

भागPART-I –वैयिकतक् य् 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�धक्रल अ.ज्./अ.ज.ज्./अन द  
 �पछड़् वगर क् गह 

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 ्हे ््ी 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 
1.8 रह��क और व  द्वस््दक अगर््ां 

Academic and Professional Qualifications: --------------------------------------------------------  
् ् ् ् ् ् ्
् ् ् ् ् ् ् ् ् ् ज्रल Contd…P-2/-्

्
्
्
्
्
्
्
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्
:: 2:: 

 
 

1.9 �वभ्गीद परल�् उत ् ी्र कण Departmental Exam passed:  
 
    ग्ँ Yes   ेगलं No  
 

 

भागPART – II  
काय�्का्स�ं�पत््�ववरण Brief description of assignments 

 

2.0 �रपोू्रधीे अव�ध कत  दौर्े �का गा क्द� और उप्िबधदय क् स�ं�प ्  �ववर् ्गभग 100्श द्द 
म� द� िजसम� स�पत गा �व्रष ू क्द� क् उल ् तख �कद् ज्ा। 
Brief resume of work done and achievements with particular mention of the specific 

 tasks and actions assigned to you during the period in about 100 words. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.1 �का गा कोई अन द अ््�रक ्  और अेपत��् क्दर/रनर �का गा क्दर िजेक् उल ् तख करे् 

आवश दक गो। 
Any other additional and unforeseen assignments carried  out/Initiatives  undertaken worth 
mentioning. 

 
 

 
 

2.2 कृपद् उल ् तख कर� �क क द् पयवरव्त कह �्रर ववर कण अ ् सपंित् व्�वरक �ववर्ी ्ेध्र�र् ््रलख 
अ�्र् त कह �्रर ववर सत उत ् रव्त ववर को 31 जेवरल ्क दजर कर् दल गई �ी। द�द ेगलं ्ो �ववर् 
दजर कर् ते कण ््रलख ््खी ज्ा। 
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. 

 
 
 
 

 
 
 
 

 
सचूना्देने्वाले्अ�धकार�्के्�त�थ्स�हत्हसत्ा�र् 
  Officer reported upon Signature with date  
   

 
           जार�् Contd…P-3/-
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      भाग PART-III 
 

3.0 क द् आप अ�धक्रल वव्र् ्ल दय और उप्िबधदय कत  संं धं म� �का गा स वमयल द्ंके सत सगम् ग�? 
ेी त �दा गा पहर् 3.1 कत  सदंभर म� द�द कोई असगम्् गो ्ो उसकण सीम् और उसकत क्र्ं््ा? 
Do you agree with the self-appraisal of the officer with regard to targets and 

 achievements. Indicate reasons and extent of disagreement with reference to 3.1  below,  if 
 any 
 

       
   3.1  �नगरत्कायर् का्मूलय्ांकन्(इस्भाग्का्वेटेज्40%होगा) 

Assessment of work output (weightage - 40%) 
 

 

 प�तवेदन्पा�धकार�् 
Reporting Authority 

 नु�वरलोकन्पा�धकार�् 
Reviewing Authority 

i) पहर् 2.0 कत  अेनस्र �दा गा क्दर को पयर् 
कर ते कण सीम्  
Extent of  accomplishment of  work       
assigned as per para 2.0 

 
 
 
 

 

ii) सपंन े  क्दर कण गन् ्् 
Quality of output 

 
 
 

 

iii) �वश त्व्-�म््     
     Analytical ability 

  

iv) पहर् 2.1 कत  अेनस्र ्ेष प्�द् 
अस्ध्र्/अेपत��् क्दर को पयर् करे् 
Accomplishment of exceptional 
work/unforeseen tasks performed as per 
para 2.1 

  

समग्गेग्गं्Overall Grading   
 

 

आदय�र् 
Initials  

  

 
3.2  वय्िकतगत्�वशषेताां्का्मूलय्ांकन्(इस्भाग्का्वेटेज्30%होगा) 

Assessment of personal attributes (weightage 30%) 
    

 प�तवेदन्पा�धकार�् 
Reporting Authority 

 नु�वरलोकन्पा�धकार�् 
Reviewing Authority 

i) क्दर कत  प्् अ्भर�  
Attitude to work 

 
 

 

ii) उत ् रद््दत व कण भ्वे् और पग् कर ते 
कण रिक् 
Sense of responsibility and initiativeness 

  

iii) अेनर्से और समद कण प्ंदंल 
Discipline & punctuality 

  

iv) सपंतव् कौर् 
Communication skills 

 
 

 

्
् ् ् ् ् ् ् ् ् ज्रल Contd…P-4/-्

्
्
्
्
्
्
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्
्

v) ूलम भ्वे् म� क्दर कर ते कण �म्् 
Capacity to work in team spirit 

 
 

 

vi) समद सीम् म� क्दर कर ते कण �म्् 
Capacity to work in time limit 

 
 

 

vii) परस पर-व दिक्ग् संं धंय और अप ते 
मनविकक् ाव ं ्गकय कत  स्� संं धं 
Inter-personal relations including client 
and customer relations 

 
 
 

 

viii) स व्स   द कण िस�्् 
State of Health 

  

ix) अ्भर�  ाव ंक्दर�म: कृपद् अ�धक्रल 
कण अ्भर�  और उे �ते य क् उल ् तख कर� 
िजेम�  वग प्र�् संं धंी जरर्य स�ग्  
�वक्स कर ते म� क्दर�म  गह 
Aptitude and potential please mention 
about the aptitude of the officer and areas 
in which he has potential to develop along 
with training needs. 

  

सम   तररगंOverall Grading   

आदय�र 
Initials 

  

       
    3.3  पकायाराम्क्स�मता्का्मूलय्ांकन्(इस्भाग्का्वेटेज्30%होगा) 

Assessment of functional competency (weightage 30%) 
 

 प�तवेदन्पा�धकार�् 
Reporting Authority 

 नु�वरलोकन्पा�धकार�् 
Reviewing Authority 

i) क्दर �ते सत संंं�ध् 
्ेदमय/�व्ेदमय/क्दरप्््ल  क् क्े और 
उेको सगल ्रग सत पदोग कर ते कण दोय द्् 
Knowledge of Rules/Regulations/ 
Procedures/Specifications and Codes in the 
area of function and ability to apply them 
effectively 

 
 

 

ii) दोजे् ाव ं अ्भकल पे, प्क क्े, आरतख 
ंे्े्, �म्् क् ब दौर् Planning & Design, 
estimation, drawing sketching and detailing 
ability 

 
 
 

 

iii)  दरय क् �वश ् तव्, अ््�रक ्  सग्दक मदय 
क् �वश ् तव् Analysis of Rates, extra 
substituted items  
(वासतु्�वद् सहायकद् के् �लए् लागू् नह�ं् N.A. for 
Architectural Assistants) 

  

iv)  समन वद �म््Coordination ability   

v)  पंधंे, सगंठे, ्ेदंे ् और क्दर कण 
दतखरतख Management, organization, control 
and supervision of work 
(वासतु्�वद् सहायकद् के् �लए् लागू् नह�ं् N.A. for 
Architectural Assistants) 

  

्
् ् ् ् ् ् ् ् ् ् ज्रल Contd…P-5/-्

्
्
्



्
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    भ्ग–IV:  PART-IV  
  

  4.0 ्गभग्70 रब दय म� पते �पक  र Pen Picture in about 70 words: 
 
  
 
 
 
 
 
 
 
 
 
  
 
्

1-10्सके्ल् र्भाग-III्क�्समग्गेग्गं 
Overall grading of Part-III on scale 1-10 

 
 तररगं Grading प�तवेदन्पा�धकार�् 

Reporting Authority 
 नु�वरलोकन्पा�धकार�् 
Reviewing Authority 

भ्गPart 3.1  
 

 

भ्गPart 3.2  
 

 

भ्गPart 3.3  
 

 

सम   तररगं  
Overall Grading 

 
 

 

आदय�र् 
Initials  

  

 
 
 
 
 
       �र ो�ट�ग्अ�धकार�्के्हसत्ा�र् 

�दे्ंक Date:        Signature of Reporting Officer 

स �्े Place:        with seal 
     
 
् ् ् ् ् ् ् ् ् ् ज्रल Contd…P-6/-्
्
्
्
्
्

vi) �वश वसेीद््, ंन�दमत ् ्, अध दवस्द 
अेनदतरय क् अेनप््े कर ते म� ्त पर्् 
Dependability, intelligence, industry, 
promptness in carrying out instructions 

 
 
 

 

समग्गेग्गं्Overall Grading   
 

 

आदय�र् 
Initials  

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



्
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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 य कत  संं धं म� �का 

गा स वमयल द्ंके सत सगम् ग�? द�द आप �कन गलं सखं द्त मक मयल द्ंके द् अ्भर� दय सत सगम् 
ेगल ं गह, ्ो कृपद् उस भ्ग म� �दा गा कॉ्म म� अप ते मयल द्कंे क् उल ् तख कर� और अपेी 
प�विषूदय 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 

्
् ् ् हाँ्Yes   नह�ं्No 
 
 

3) म् ्भन े ्् कण िस�्् म� ्त संं धंी �ववर् और क्र्य 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 अभ दनिक्द्ं/अव्ोके  
Remarks/observation on the Pen Picture by the Reporting Officer: 

 
 
 
 
 
 
 

5) 1-10स कत ् पर सम   तररगं Overall Grade on scale 1-10: 
 
  
 
 
 
 
 
  
 
       नु�वरलोकन्अ�धकार�्के्हसत्ा�र् 
�दे्ंक Date:      Signature of Reviewing Officer 

स �्े Place: 
     
 
      ********** 

्
्
्
्



्
्

 
संलगन्क्Annexure-I 

 
संखयाामक्केणीकरण्के्साथ्ए ीएआर्भरने्सनेंध्�दशा�नदशश्

 
Guidelines्regarding्filing्up्of्APAR्with्numerical्grading्

(i) ापीाआर कत  स्ंंभ �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 गह �क 1 अ�व् 2 कत  �कसी वगतकर् (्ेगर्  क्दर द् �वरतव््तं द् कन ्  ्म््कर 
 शत्ीकर् कत  प््कय ्) को �व्रषू असस्््तं कत  म्गर सत क्म � े म� पद्रप् रप  सत औ� तद �दद् 
 ज्ाग् और इसी पक्र 9 अ�व् 10 कत  �कसी शत्ी कत  सं ंंध मत �व्रषू उप्िबधदय कत  सं ंंध मत 
 औ� तद �दद् ज्ाग्। शत्ी 1-2 अ�व् 9-10 �वर् गो्ी ग� अ्: उेक् औ� तद �दा ज् ते कण  जरर्  गह। 
 स्ंिखदक  शत्ी पद्े कर्त गना प््वतदे ांव पने�वर् ोके अ�धक्�रदय को �कसी अ�धक्रल  क् 
 दज्र्ेध्रर् उेकत  अधीे वगल संखद् म� व्रम्े म� क्दरर् सगदो�गदय  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 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) ापीाआर क् 8 सत 10 कत  ंी  क् वगतकर् “उतकृषू” ््द् ज्ाग् ्�् सय ीकर्/पदौने्् 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  ंी  क् वगतकर् “ंगन् अचछ्” ््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  ंी  क् वगतकर् “अचछ्” ््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 
Cell्

15th November 

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

30th November 

 


