
 
 

 
 

�दल्ल �वशव�ववद््द UNIVERSITY OF DELHI 
 

 

�नजी स�चव/व�रष  वैयिक्त सहायत/वैयिक्तसहायत/आशु�ल�पत ते �लए  
वा�षरत तायर�नष पादन मूल याातन �रपोटर  

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR  PRIVATE SECRETARY/SENIOR 
PERSONAL ASSISTANT/PERSONAL ASSISTANT/STENOGRAPHER 

 
 
 

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 - (भाग PART-I) 
 
 

1. अ�धक्रल क् े्म 
Name of the Officer   : ____________________________________ 
 

2. जन म््�थ (�दे/महले्/ववर) 
Date of Birth(DD/MM/YYYY) : __________/________/_________________ 

       
: (शब दद म� In words)____________________ 

     

       ____________________________________ 
 

3. ध्�र् पद क् पदे्म 
Designation of post held  : ____________________________________ 

 
4. क द् अ�धक्रल अेुसू�च् ज्््/ 
 अ.ज.ज्./अ.�प.व. सत संबं�ध् है ? 

Whether the officer belongs to : ____________________________________ 
 S. C./S. T./OBC? 
 
5. व्रम्े गतर म� ्ग्््र ्ेदुिक् कत ््�थ 

Date of continuous appointment : �दे्ंक Date_________________________ 
 to the present grade  
      : गतर Grade:___________________________  
 
6. प््वतदे अव�ध कत  दौर्े समबद अ�धक्रल 
 क् े्म ्थ् पदे्म  

Name of Officer with designation : _________________________________ 
 with whom attached during the    
 period under report    _________________________________ 
 
7. ववर कत  दौर्े छुट्, प्श�श ण�द कत  क्रशडदूूल 
 सत अेुपिसथ्् कत अव�ध।   

Period of absence from duty on : __________________________________  
 Leave, training, etc. during the year.  

 
 

 ज्रल Contd…P-2/- 
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:: 2:: 
 
 

स वमूल याातन SELF APPRAISAL –भाग PART-2 
(िजस अ�धक्रल क् प््वतदे ््�् ज्े् है,उसकत  वव्र् भर् ज्ा )   

(To be filled in by the Officer reported upon) 
 

( कृपद् प�विवूदद कय भर ते सत पह त् अेुदतशद कय क द्ेपूवरक पप �् )   
(Please read carefully the instructions before filling the entries) 

 
 

1. ववर/अव�ध कत  दौर्े ______________सत______________ ्क णपकत  वव्र् �का गा क्द� क् सं��प ्  
�ववरश (�ववरश 100 शब दद  म� ््�् ज्े् च्�हा) 
Brief  resume of the work done by you during the year/period from__________________to 
_______________ (The resume to be furnished should be limited to 100 words): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

2. कृपद् उे मदद क् भ् उल ् त� कर� िजेम� बहु् अ�धक उप्िबकद्य रहलं हद �र उेम� अप ते दयगद्े 
क् भ् उल ् त� कर�।  
Please also indicate items in which there have been significantly higher achievements and 
your contribution thereto. 
 
 
 
 
 
 
 
 

 
 
 

3. कृपद् अप ते इेपुू (उदतश  दद) कत प्िप् म� हय रहल क्मदद ्थ् क्रशद, द�द कयई हद,्य उेक् स�ंतप 
म� उ ल ् त� कर�।  
Please state, briefly, the shortfalls in your input and reasons therefore, if any. 
 
 
 
 
 
 
 
 
 

 
 

ज्रल Contd…P-3/- 
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4. कृपद् उल ् त� कर� �क क द् पवूरव्त कै �्रर ववर कत अच् सपंिप् व्�वरक �ववरश् ्ेध्र�र् ््रल� 

अथ्र् त कै �्रर ववर सत उप ् रव्त ववर कय 31 जेवरल ्क दजर कर् दल गई थ्। द�द ेहलं ्य �ववरश 
दजर कर् ते कत ््रल� ््�् 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. 

 
 
 

 

 
 
 

स थ्े Place:......................    सचूना देने वाले अ�धतार� ते हस ् ा�र  
       Signature of the Officer reported upon 
�दे्ंक Date:..................... 

 
 

भाग PART-3 

मूल याातन APPRAISAL  
 
1. क द् भ्ग-2 कत  �ववरश सत प््वतदे अ�धक्रल सहम् ह ?  द�द ेहल,ं ्य �कस स्म् ्क असहम् 

ह  �र क द् क्रश ह ? 
Does the Reporting Officer agree with the statement made in part 2?  If not, the extent of 
disagreement and reasons thereof. 

 
 
 
 
 
 
 
 

 
2. पप दतक क्दर कत �वशतव््ा ंकत  ््ा प््वतदे प्�धक्रल वव्र् 1-10 कत  स कत ् म� सखं द्प मक गतररगं 

दल ज्े् च्�हा, जह्य 1 सबसत कम गतर ्थ् 10सबसत अ�धक गतर कय दश्र््है।  
Numerical grading is to be awarded for each of the attributes by the reporting authority which 
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest. 
 

(कृपद् प�विवूदद कय भर ते सत पह त् �दश्-्ेदतश� कय क द्ेपवूरक पप �् )  
(Please read carefully the guidelines before filling the entries) 

 

 
(ए)्ेगर्  क्दर क् मूल द्ंके (इस भ्ग क् वत तूज 40%हयग्) 

(A)Assessment of work output (weightage to this Section would be 40%) 
 

 गतररगं Grading 
i) क्दर कत गशु्् Quality of work 
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ii) व द्वस््दक कौश् क् स ् र Level of professional skill 
 

 

iii) गपु ्  ाव ंपरम गपु ्  म्म्द ्थ् क्गज्् कय ्ेपू् ते म�  
�वश वसे्द्् बे्ा र� ते कत दयग द््  
Trust worthiness in handling secret and top secret matters  
and papers 

 

iv) क्दर र्दरल क् अेरु�श �र बठैकद, स्�्प क्रद ण�द कत  ््ा 
णवश दक क्गज़्् कय समद पर पस ् ु्  करे्  
Maintenance of engagement diary and timely submission  
of necessary papers for meetings, interviews, etc. 

 

‘�नगर्  तायर’ पर तुल �मलातर गेरे ाग (तुल[iसे iv]) 
Overall Grading on ‘Work Output’ (Total [i to iv]) 

 

आदय�र  
Initial 

 

 
 

  (बी) व दिक्ग् �वशतव््ां क् मूल द्ंके (इस भ्ग क् वत तूज 30%हयग्) 
(B) Assessment of Personal Attributes (weightage to this section would be 30%) 

 
 

 गेरे ागGrading 
i) क्दर कत अ्भविृप्Attitude to work 
 

 

ii) ब�ुद, उप सकु्् Intelligence, keenness 
 

 

iii) अेशु्से क् अेरु�श Maintenance of discipline  
 

 

iv) िजम मतद्रल क् बयध Sense of responsibility 
 

 

v) सपंतवश �म््ां Communication skills 
 

 

vi) ूलम म� क्दर कर ते कत दयग द्् Ability to work in team 
 

 

vii) समद स्म् म� क्दर परू् कर ते कत दयग द्् Ability to meet 
deadline 

 

viii) उपिसथ्् म� ्ेदम्ेव ठ्/्ेद्म््् ्थ् समद प््े 
Regularity and Punctuality in attendance 
 

 

‘व यिक्ग् �वशेष्ाओा’ पर तुल �मलातर गेरे ाग (तुल[iसे viii])  
Overall Grading on ‘Personal Attributes’ ([i to viii]) 

 

आदय�र  
Initial 

 

 

 

(सी) पक्द र्प मक स�म्् क् मूल द्ंके (इस भ्ग क् वत तूज 30%हयग्) 
 (C)Assessment of functional competency (weightage to this section would be 30%) 
 

 गेरे ागGrading 
i) णशु् ्�पकतद क्दर म� पव्श्् ्थ् शदु््  
Proficiency and accuracy in Stenographic work 

 

 
 

ज्रल Contd…P-5/- 
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ii) परस पर व दिक्ग् सबंधं Inter-personal relations  

iii) समन वद कर ते दयग द्् Coordination ability  

iv) पभ्व् सपंकर , पह् शिक् ाव ं तू्ल�ये ककल स ्थ् णगं् कुद  कत  
स्थ अच छ् व दवह्र  
Effective liaison, Initiative and tact in dealing with telephone 
calls & visitor 

 

‘पतायारा मत स�म्’ पर तुल �मलातर गेरे ाग (तुल[iसे iv])  
Overall grading on ‘Functional Competency’ ( [i to iv]) 

 

आदय�र  
Initial 

 

 
नोट Note: साते्त ते पा येत गपु ते �लए �नधार�र् वेटेज ते अनसुार साबा�ध् समहूद ते औस् अातद ता 

योग समग गेरे ाग ता आधार होगा।  
The overall grading will be based on addition of the mean value of each group of    
indicators in proportion to weightage assigned. 

 
भाग PART-4 

सामान य GENERAL 
 

1. जे्् कत  स्थ भ्ग्द्रल Relations with the public (जह्य ््ग ूहय wherever applicable) 
 (जे्् कत णवश दक््ां क् उ प ् रद््दप व ाव ंअ�धक्रल ्क अ्भगम पर कृपद् �ूप पश् द�)  
 (Please comment on the officer’s accessibility to the public and responsiveness to their needs) 

 
 
 
 
 

 
2. प्श�श Training  

(कृपद् अ�धक्रल कत पभ्�व्् ावं क्दर �म््ां म� �र अ�धक सुध्र ्थ् व�ृद कर ते कत ेिवू सत 
उसकत  प्श�श कत  ््ा ्स�्�रश कर�  
Please give recommendations for training with a view to future improving the effectiveness and 
capabilities of the officer) 
 
 
 
 

 

 
3. स व्स   द कत िसथ्् State of Health 

 
 
 
 

 

 
4. सप द्ेव ठ् Integrity 

(कृपद् अ�धक्रल कत सप द्ेव ठ् पर �ूप पश् द� Please comment on the integrity of the officer) 
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5. प््वतदे अ�धक्रल वव्र् अ�धक्रल कत समस ्  �वशतव््ा ं कत ्स व्र (्गभग 100 शब दद म�), 
िजसम� स्म  दर �तत ाव ं कम स्म  दर �तत, अस्ध्रश उप्िबधद्,ं महप वपशूर अस�्््ा ं ाव ं
कमजयर वग� कत  प्् अ्भविृप् 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 failures and attitude towards weaker sections. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

          
प््वतदे कत  भ्ग-3 कत  �ंर ा, ब् �र स् म� �दा गा वत तूज कत  णध्र पर कु् ्म््कर सखं द्प मक 
गतररगं।  
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of 
the Report. 

  
 
 
 

 
 
 
 
 
 
        प�्वेदन अ�धतार� ते हस ् ा�र  
        Signature of the Reporting Officer 
 

े्म स पव ू अ�रद म�  

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

�दे्ंक Date:.....................  Designation: _____________________________________ 
प््वतदे कत अव�ध म�  

     During the period of Report: ________________________ 
 
 
 
 
 
      ******** 
 
 
 
 
 
 
 



 
 
 
 

 
सालग नतAnnexure-I 

 
साखयाामत केशीतरश ते साे एपीएआर भरने सनबाध ्दशा�नदशश 

 
Guidelines regarding filing up of APAR with numerical grading 

(i) ाप्ाणर कत  स्ंमभ �व�धव् स्वध्े् �र कद्ेपूवरक ्थ् पद्रप् समद दत्त हुा भर ते च्�हा। 
 The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii) दह णश् कत ज््् है �क 1 अथव् 2 कत  �कस् वगतकरश (्ेगर्  क्दर द् �वशतव््ां द् कु्  ्म््कर 
 शतश्करश कत  प््कू्) कय �व्शवू अस�्््ां कत  म्गर सत क्म �चत म� पद्रप् रप  सत ��चपद �दद् 
 ज्ाग् �र इस् पक्र 9 अथव् 10 कत  �कस् शतश् कत  सं बंध मत �व्शवू उप्िबधदद कत  सं बंध मत 
 ��चपद �दद् ज्ाग्। शतश् 1-2 अथव् 9-10 �वर् हय्् ह  अ्: उेक् ��चपद �दा ज् ते कत  जरर्  है। 
 स्ंिखदक  शतश् पद्े कर्त हुा प््वतदे ांव पुे�वर् यके अ�धक्�रदद कय �कस् अ�धक्रल  क् 
 दज्र्ेध्ररश उेकत  अध्े वहल संखद् म� व्रम्े म� क्दरर् सहदय�गदद  कत ्ु्े् मत करे्  च्�हा। 

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) ाप्ाणर क् 8 सत 10 कत  ब्च क् वगतकरश “उपकृवू” ््द् ज्ाग् ्थ् सूच्करश/पदौने्् कत  ््ा 
 �स् प्प््ंक कत गशे् 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) ाप्ाणर क् 6 ्थ् 8 सत छयू् कत  ब्च क् वगतकरश “बहु् अचछ्” ््द् ज्ाग् ्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) ाप्ाणर क् 4 ्थ् 6 सत छयू् कत  ब्च क् वगतकरश “अचछ्” ््द् ज्ाग् ्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) ाप्ाणर क् 4 सत कम वगतकरश “शूनद” ््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 
Cell 

15th November 

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

30th November 

 
 


