
 
 
  

 
 

�दल्ल �वशव�ववद््द UNIVERSITY OF DELHI 
 

�च�कत्सा ��कसाराकेा�लएावस�षरकाकसार�नषा सदनामूलाासाकना�ा ोटरा 
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR MEDICAL OFFICER 

 
क्द र्् द/संक्द/�वभ्ग  
OFFICE/FACULTY/DEPARTMENT------------------------------------------------------------ 

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

 
 

वदैिक्क ब दयर् PERSONAL DATA - (भसगPART-I) 

 
1. अ�धक्रल क् े्म  

Name of the Officer   : ____________________________________
   
2. ध्�र् पद क् पदे्म 

Designation of post held  : ____________________________________ 
 
 
3. जन म््�थ (�दे/महले्/ववर)  

Date of Birth(DD/MM/YYYY) : __________/________/_________________ 
       

: (शब दद म� In words)____________________ 
     

       ____________________________________ 
 
4. Date of Joining    : ________________________________ 
  
 
5. व्रम्े गतर म� ्ग्््र ्ेदनिक्  
 क� ््�थ 

Date of continuous appointment : �दे्ंक Date_________________________ 
 to the present grade  
      : गतर Grade:___________________________ 
  
6. Pay Band with grade pay  : ____________________________________ 
  
 
7. Department/Organization  : ____________________________________ 
            where working and since when 
 
 
 
 
 
 

ज्रलाContd….P-2/- 
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:: 2:: 
 
 
9. ववर कत  दौर्े डदयू ल (प्श�श, छन ट्  

 आ�द  कत  क्रश) सत अेनपिसथ्् क� 
 अव�ध। द�द उक ्  क््मरक ते प्श�श 

 ््द् है ्य उसक् �ववरश द�   
Period of absence from duty (on : ___________________________________  

 Training, leave etc.) during the year.  
 If he/she has under gone training, 

specify.  
 
 

 

भसग PART-2 
 

(िज्ा ��कसाराकसाप�रवेदना�ल�साजसनसाा ,उ्केादवसासाभासाजसएा)ाा 
(To be filled in by the Officer reported upon) 

 

1. �कए गए क्द� क् स�ं�प ्  �ववरश Brief description of duties: 
 
 
 
 
 
 
 

 

 

2. क्दर कत  जय ्� द/उदतश  द/ध दतद आप ते स वद ंअप ते ््ए ्ेध्र�र् �कए हद द् आपकत  ््ए ्ेध्र�र् 
�कए गए हद उे (प�रश्म/म्त् द् अन द रपद म�) क्द� क� आठ-दस मद� प् थ्मक्् कत  आध्र 
पर बे्एं और प् दतक ्� द क� दिरू सत अपे् उप्िबध ब््एं । 
(उद्हरश- आपकत  अेनभ्ग/क्द्र्द/�वभ्ग कत  ््ए व्�वरक क्दर दयजे्) 
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 Section/Office/Department) 
 

 

ल�ाा/उदेद ाा/धााेा 
Targets/Objectives/Goal 

उ लिब�ासाा 
Achievements 
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3. (अA) कृपद् मद-2 म� ब््एं गए ्� दद/उदतश  दद/ध दतदद क� प्िप् म� हय रहल क्मदद क् स�ंतप म� 

उल ् तख कर�। द�द ्� दद क� प्िप् म� कय  ब्ध्एं रहल हद ्य वत ब््एं। 
Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to 
in item 2.  Please specify constraints, if any, in achieving the targets. 

 

 
 
 
 
 
 
 
 
 

 
(बB)कृपद् उे मदद क् भ् उल ् तख कर� िजेम� क्फ� अ�धक उप्िबधद्य रहल हद और उेम� अप ते 
दयगद्े क् भ् उल ् तख कर�। 
Please also indicate items in which there have been significantly higher achievements and 
your contribution thereto. 
 
 
 
 
              

4. कृपद् उल ् तख कर� �क क द् पयवरव्त कै �्रर ववर क� अ ् सपंि्् व्�वरक �ववरश् ्ेध्र�र् ््रलख 
अथ्र् त कै �्रर ववर सत उ् ् रव्त ववर कय 31 जेवरल ्क दजर कर् दल ग  थ्। द�द ेहलं  ्य 
�ववरश दजर कर् ते क� ््रलख ््ख् ज्ए। 
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. 

 
 
 

 
 

 
 

्चूनसादेनेावसलेा ��कसाराकेाासारस�ाा 
�दे्ंक Date:......................                        Signature of the Officer reported upon 
 
 

 
भसग PART-3 

 

सखं द्् मक वगतकरश क् ्ेध्ररश प््वतदे ्थ् पने ्ेररल�श प्�धक्रल वव्र् �कद् ज्े् है, जय 1-10 कत  
पमै् ते पर हये्  ्�हए। जह्य 1 सबसत कम शतश् क् ्थ् 10ाउच ्म शतश् क् उल त्ख कर्् है।  
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. 
 
 

(कृ ासाप�विषटा्ाकोाभानेा्ेा ालेालद स-�नदे �ाकोाधाासन वूरका पालला)ा 
(Please read carefully the guidelines before filling the entries) 
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(ए) ्ेगर्  क्दर क् मयल द्ंके (इस भ्ग क् वत तूज 40% हयग्) 
(A) Assessment of work output (weightage to this section would be 40%) 

 
 प््वतदे प्�धक्रल  

Reporting Authority 
पने �वर् यके प्�धक्रल  
Reviewing Authority  

i) पयवर ्ेदयिज् क्दर क� प�रपयशर् ्/�ववदद कत  आध्र पर 
आबं�ू् �कद् गद् क्दर। 
Accomplishment of planned work/work allotted as 
per subjects allotted 

  

 
ii) क्दर ्ेर प्दे क� गनश्् 
Quality of output 

  

iii) �वश ् तवश्् मक दयग द््    
Analytical ability 

  

iv) अपव्द्् मक क्दर क� प�रपयशर् ्/�कए गए 
अप् द््श् क्दर Accomplishment of 
exceptional work/unforeseen tasks performed 

  

‘�नगरराकसार’ा ााकुला�मलसका शेरेकाराOverall 
Grading on ‘Work Output’ 

  

आदा�ाा 
Initials 

  

 
(ब्) व दिक्ग् �वशतव््ां क् मयल द्ंके (इस भ्ग क् वत तूज 30% हयग्) 

(B) Assessment of personal attributes (weightage to this Section would be 30%) 
 
 प््वतदे प्�धक्रल  

Reporting  
Authority 

पने �वर् यके प्�धक्रल  
Reviewing 
Authority  

i) क्दर क� अ्भविृ््  
Attitude to work 

  

ii) िजम मतद्रल क् बयध  
Sense of responsibility 

  

iii) अेनश्से क् अेनर�श  
Maintenance of Discipline 

  

iv) सपंतवश कौश् 
Communication skills 

  

v) त्े ृ्  व गनश  
Leadership qualities 

  

vi) द् क� भ्वे् म� क्दर कर ते क� �म्् 
Capacity to work in team spirit 
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:: 5 ::  
 

vii)  समद-स्�रश् क् अेनसरश  कर ते क� �म्् 
Capacity to adhere to time-schedule  

  

viii)परसपर वदिक्ग् सबंधं 
 Inter-personal relations 

  

ix)समगछ�वएव ंवदिक््व 
Overall bearing and personality 

  

वदिक्ग् �वशतव््ा ंपर कन ् ्म््कर शतश्करश 
Overall Grading on ‘Personal attributes’ 

  

आदा�ाा 
Initials 

  

 

(स्) पक्द्र् मक स�म्् क् मयल द्ंके (इस भ्ग क् वत तूज 30% हयग्) 
(C) Assessment of functional competency (weightage to this Section would be 30%) 

 
 प््वतदे प्�धक्रल  

Reporting  
Authority 

पने �वर् यके प्�धक्रल  
Reviewing Authority  

i)्ेदम/�व्ेदम/क्दर एव ं दयग द्् कत  �त त म� 
प�रद्एं एव ं उेकत  सहल पदयग कय ज्ेक्रल 
Knowledge of Rules/Regulations/Procedures in 
the area of function and ability to apply them 
correctly. 

  

ii) े्््बद दयजे् बे् ते क� �म्् Strategic 
planning ability 

  

iii) ्ेशरद त् ते क� �म््     
Decision making ability 

  

iv) समन वद�म्् 
Co-ordination ability 

  

v) अध्ेस थ कय पत�र् एव ं �वक्स् कर ते क� 
�म्् Ability to motivate and develop 
subordinates 

  

vi) पह् शिक् Initiative  
 

 

‘पकसासरतामका ्�मरस’ा  ाा कुला �मलसकाा शेरेकारा
Overall Grading on ‘Functional 
Competency’ 

  

आदा�ाा 
Initials 

  

            
्समसनााGENERAL – (भसगPART-4) 

 

1. जे्् कत  स्थ भ्ग्द्रल Relations with the public (जह्यभ् पदययद wherever applicable) 
 (जे्् क� आवश दक््ां क् उ् ् रद््द् व एवं अ�धक्रल ्क अ्भगम पर कृपद् �ूप पश् द�) please 

comment on the officer’s accessibility to the public and responsiveness to their needs) 
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2. प्श�श Training  

(कृपद् अ�धक्रल क� पभ्�व्् एव ंक्दर �म््ां म� और अ�धक सनध्र ्थ् व�ृद कर ते क� दिरू सत 
उसकत  प्श�श कत  ््ए ्सफ्�रश कर� Please give recommendations for training with a view to 
further improving the effectiveness and capabilities of the officer) 
 
 
 

 

3. स व्स   द क� िसथ्् State of Health 
 
 
 

 

4. स् द्ेर ठ् Integrity 
(कृपद् अ�धक्रल क� स् द्ेर ठ् पर �ूप पश् द� Please comment on the integrity of the officer) 
 
 
 

   

5. प््वतदे अ�धक्रल वव्र् अ�धक्रल क� समस ्  �वशतव््ा ंक� ्स व्र (्गभग 100ा बाद् म�), 
िजसम� स्म  दर �तत एव ंकम स्म  दर �तत, अस्ध्रश उप्िबधद्,ं मह् वपयशर असफ्््ा(ंसदंभर: 
भ्ग 2 क् 3(अ) एव ं3(ब) एव ंकमजयर वग� कत  प््अ्भविृ्् श््म् हय।  
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 failure (ref. 3(A) & 3(B) of Part-2 and attitude towards weaker sections. 
 
 
 
 
 
 
 
 
 

6. प््वतदे कत  भ्ग-3 कत  खरं  अ, ब और स म� �दए गए भ्र्ंश कत  आध्र पर कन ् ्म््कर 
सखं द्् मक वगतकरश ।  
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 
of the Report. 

 
 
 

 
     
  
  
        प�रवेदना ��कसाराकेाासारस�ाा 
        Signature of the Reporting Officer 
 

े्म स पर ू अ�रद म�  

स थ्े Place:.....................  Name in Block letters: ______________________________ 
     पदे्म 

�दे्ंक Date:.....................  Designation: _____________________________________ 
�रपय रू क� अव�ध म�  

     During the period of Report: ________________________ 
 
ाा ज्रल Contd….P-7/- 
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भसग PART-5 

 

1. पने �वर् यके अ�धक्रल क� अभ दनिक् REMARKS OF THE REVIEWING OFFICER. 
   पन्े�वर् यके अ�धक्रल कत  अं् गर्  सतव् क््  
   Length of service under the Reviewing Officer   

 
 
 

 

2. क द् आप भ्ग-3 व भ्ग-4 कत  ्ेगर्  क्दर ्थ् �व्भन े  गनशद कत  संबंध म� प््वतदे अ�धक्रल वव्र् �कए 
गए मयल द्कंे सत सहम् ह�? क द् आप अ�धक्रल क� अस्ध्रश उप्िबधदद/मह् वपयशर असफ्््ां कत  
संबंध म� �कए गए मयल द्ंके सत सहम् ह�?[संदभर: भ्ग-3(अ)(iv) ्थ् भ्ग-4(5)] 
(द�द आप प््वतदे अ�धक्रल वव्र् �कए गए �वशतव््ां कत  �कस् संख द्् मक मयल द्ंके सत सहम् ेहलं ह� 
्य आप कृपद् अपे् मयल द्कंे इस खंर म� �दए गए स्मभ म� द� ्थ् �वधमे्् कय आवद�र कर� ) 
Do you agree with the assessment made by the reporting officer with respect to the work 
output and the various attributes in Part-3 and Part-4?  Do you agree with the assessment 
of reporting officer in respect of extraordinary achievements/significant failures of the 
officer reported upon?  [Ref. Part-3(A) (iv) and Part-4(5)] 
(In case you do not agree with any of the numerical assessments of attributes please 
record your assessment on the column provided for you in that section and initial your 
entries.) 
 

ह्य Yes 
 

ेहलं No 

             

3.  असहम् हय ते क� िसथ्् म� कृपद् इसकत  क्रश ब््एं। क द् कय  ऐस् ब्् है िजसत आप कन छ बद्े् द् 
जयड़े्  ्ह्त ह� ? 
In case of disagreement, please specify the reasons. Is there anything you wish to modify 
or add?  
 
 
 
 

    
4.  पने�वर् यके अ�धक्रल वव्र् कॉ्म ्सव्र। कृपद् सम््य े कर� (्गभग 100 शबदद म�) िजसमत 

अ�धक्रल कत  समस् �वशतव््ां क� स्म दर �तत एव ं कम स्म दर �ततएवं  उसक� दनबर्  वग� कत  प््  
अ्भविृ्् श््म् हद। 
Pen picture by Reviewing Officer.  Please comment (in about 100 words) on the overall 
qualities of the officer including area of strengths and lesser strength and his attitude 
towards weaker section. 
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5.  प््वतदे कत  भ्ग-3 कत  खंर अ,खरं ब और खरं स म� �दए गए भ्र्ंश कत  आध्र पर कन ् ्म््कर 

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

 

 
 
 

 
 
 
 
 

 ुन�वरलोकना ��कसाराकेाासारस�ा 
       Signature of the Reviewing Officer 
 

े्म स पर ू अ�रद म�  

स थ्े Place:.....................  Name in Block letters: ______________________________ 
     पदे्म 

�दे्ंक Date:.....................  Designation: _____________________________________ 
�रपय रू क� अव�ध म�  

     During the period of Report: ________________________ 
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्ालगानकAnnexure-I 

 
्ाखासतमकाशेरेकाराकेा्सेाए ेएआााभानेा्नेा�ालद स�नदश ा

 
GuidelinesाregardingाfilingाupाofाAPARाwithाnumericalाgradingा

(i) एप्एआर कत  स्ंमभ �व�धव् स्वध्े् और धद्ेपयवरक ्थ् पद्रप् समद दत्त हनए भर ते  ्�हए। 
 The columns in the APAR should be filled in with due care and attention and `after 
 devoting adequate time. 
 
(ii) दह आश् क� ज््् है �क 1 अथव् 2 कत  �कस् वगतकरश (्ेगर्  क्दर द् �वशतव््ां द् कन ्  ्म््कर 
 शतश्करश कत  प््कय ्) कय �व्शरू असफ्््ां कत  म्गर सत क्म � त म� पद्रप् रप  सत औ� ्द �दद् 
 ज्एग् और इस् पक्र 9 अथव् 10 कत  �कस् शतश् कत  सं बंध मत �व्शरू उप्िबधदद कत  सं बंध मत 
 औ� ्द �दद् ज्एग्। शतश् 1-2 अथव् 9-10 �वर् हय्् ह� अ्: उेक् औ� ्द �दए ज् ते क�  जरर् 
 है। स्ंिखदक  शतश् पद्े कर्त हनए प््वतदे एंव पने�वर् यके अ�धक्�रदद कय �कस् अ�धक्रल  क् 
 दज्र्ेध्ररश उेकत  अध्े वहल संखद् म� व्रम्े म� क्दरर् सहदय�गदद  क� न््े् मत करे्   ्�हए। 
 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) एप्एआर क् 8 सत 10 कत  ब्  क् वगतकरश “उ्कृरू” ््द् ज्एग् ्थ् सय ्करश/पदौने्् कत  ््ए 
 औस् प्प््ंक क� गशे् कर ते कत  ््ए 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) एप्एआर क् 6 ्थ् 8 सत छयू् कत  ब्  क् वगतकरश “बहन् अचछ्” ््द् ज्एग् ्थ् 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) एप्एआर क् 4 ्थ् 6 सत छयू् कत  ब्  क् वगतकरश “अचछ्” ््द् ज्एग् ्थ् 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) एप्एआर क् 4 सत कम वगतकरश “शयनद” ््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 
Cellा

15th November 

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

30th November 

 
 


