
 

 
�दल ्ल्�वशव्�वद्य ् UNIVERSITY OF DELHI 

 
विृत्त सहायत/अधर-विृत्तकसहायतकतक क �ल्वा�षरतकतायर �नषक ादनकमूलकयाातनक�र ोटर 

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR PROFESSIONAL 
ASSISTANT/SEMI PROFESSIONAL ASSISTANT 

 
 कय्यर ्/सकंय्/�वभयग् 
 OFFICE/FACULTY/DEPARTMENT____________________________________________ 

 
् �रपोटर्क�्अव�ध:_____________________________________________________ 

PERIOD OF REPORT: FROM ___________________________________________ 
 

      
वै् िक्क्ब्् ोरय्PERSONAL DATA - (भाग्PART-I) 

 

 
1. अ�धकयरल्कय्नयम् 

Name of the Officer््् : ________________________________ 
 

2. पदनयम्Designation   : ______________________________ 
 

3. जनम्�्�थ्(�दन/महलनय/वषर)् 
Date of Birth (DD/MM/YYYY) : __________/________/___________ 

       
: (शबद्द्म�्In words)_______________ 

     

       ______________________________ 
 

4. क्् य्अ�धकयरल्अनसु�ूच््जय�्/्
अ.ज.जय./अ.�प.व.्से्सबं�ंध््है्? 
Whether the officer belongs to : ______________________________ 
S. C./S. T./OBC? 
 

5. व्रमयन् े््म�् गय्यर्�न्िुक््क�्�्�थ् 

Date of continuous appointment : �दनयंक्Date_____________________ 
 to the present grade  

      :  े््Grade:______________________  
6. पसु््कय ््इकयई्कय्नयम्जहयँ् 

कय्रर््हह्Name of the Library््  

Unit in which worked/working   :्् _____________________________ 
 

7. वषर् के्दौरयन्ड्टूल्(प्श�श,्छुट््ी�द््के्कयरश)्
् से्अनपुिसथ�््क�्अव�ध।््�दउ् क्् ्कय्मरक 

् ने्प्श�श्् ्य्है््ो्उसकय्�ववरश्द�्् 
Period of absence from duty (on : _______________________________  

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

जयरल Contd…P-2/- 
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भाग्PART-2 

(िजसकअ�धतार�कताकप�्वकदनक ��ाकजानाकह , उसतक कदवाराकभराकजाल)  ्
(To be filled in by the Officer reported upon) 

 

1. �कए्गए्कय्�्कय्स�ं�प्् ्�ववरश्Brief description of duties: 
 
 
 
 
 
 
 
 
 

 

 

2. कय्र् के्जो् �्् /उदेश ्् /ध्् े््ीपने्सव््ं् अपने्् ए्�नधयर �र््�कए्हद््य्ीपके्् ए्�नधयर�र््
�कए्गए्हद्उन्(प�रशयम/मयतय््य्अन्् ्रपद्म�)्कय्�्क�्ीठ-दस्मद�्पयथ््मक्य्के्ीधयर्पर्
बनयएं्और्प््् ेक् �्् ्से्अपन््उप िबध्ब्यएं्।्
(उदयहरश-्ीपके्अनभुयग/कय्यर ्/�वभयग्के्् ए्वय�षरक्कय्र् ्ोजनय)््
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) 
 

 

��कय/उदकद कय/धकयकय 
Targets/Objectives/Goal 

उ �िबधयााक 
Achievements 

 
 
 
 
 
 
 
 
 
 
 
 

 

           

3. (अA) कृप्य्मद-2्म�्ब्यएं्गए् �्् द/उदेश ्् द/ध्् े्द्क�्पयिप््म�्हो्रहल्क्म्द्कय्स�ंेप्म�्
उल े्ख्कर�।््�द् �्् द्क�्पयिप््म�्कोई्बयधयएं्रहल्हद््ो्वे्ब्यएं।्
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. 

 

 
 
 
 
 
 
 
 
 
 
 

्
जयरल Contd…P-3/- 
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्

 
(बB) कृप्य्उन्मदद्कय्भ््उल े्ख्कर�्िजनम�्कयफ�्अ�धक्उप िबध्यँ्रहल्हद्और्उनम�्अपने्
्ोगदयन्कय्भ््उल े्ख्कर�।्
Please also indicate items in which there have been significantly higher achievements and 
your contribution thereto. 
 
 
 
 
              

4.् कृप्य्उल े्ख्कर�्�क्क्् य्पवूरव्त्कै �्र्वषर् क�्अच ्सपंि्््वय�षरक्�ववरश््�नधयर�र्््यरलख्
अथयर् त् कै �्र्वषर् से्उ््् रव्त्वषर् को्31्जनवरल््क्दजर् करय्दल्गई्थ्।््�द्नहलं््ो्�ववरश्
दजर् करयने्क�््यरलख्् ख््जयए।्
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. 

 
 
 
 

 
 

 
 
 
 

सचूना दकनककवा�ककअ�धतार�कतक कहसक् ा�रक 
�दनयंक्Date:......................्््््््््््््््््््््् Signature of the Officer reported upon 
 

 
भाग्PART-3 

 

सखं्् य्म्क् ेर्गं्कय्�नधयररश्प�्वेदन््थय्पनु�वर ोकन्पय�धकयरल्दवयरय्�क्य्जयनय्है,जो्1-10्के्पमैयने्
पर्होनय्चय�हए।्जहयँ्1्सबसे्कम् े्््थय्10 सबसे्अ�धक् े््को्दशयर्य्है।् 
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. 
 
 

(तृ याकप�विषटय्कतोकभरनककसकक ह�ककलद ा-�नदक �कतोकधकयान वूरतक पक�लक)  
(Please read carefully the guidelines before filling the entries) 

 
 

 

(ए) �नगर् ्कय्र् कय्मूल्् यंकन्(इस्भयग्कय्वेटेज्40% होगय) 
(A) Assessment of work output (weightage to this section would be 40%) 

 
 प�्वकदनकपा�धतार�क 

Reporting Authority 
 नु�वर�ोतनकपा�धतार�क 
Reviewing Authority 

i) पूवर् �न्ोिज्् कय्र् क�् प�रपूशर् य/�वष्द् के्
ीधयर्पर्ीब�ंट््�क्य्ग्य्कय्र। 
Accomplishment of planned work/work allotted as 
per subjects allotted 

  

्
्

जयरल  Contd…P-4/- 
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्
ii) कय्र�ननप्यदन्क�्गशु्य्््््
Quality of output 
 

  

iii) �वश े्षशय्म्क््ोग्् ्य््््
Analytical ability 
 

  

iv) अपवयदय्म्क् कय्र् क�् प�रपशूर् य/�कए् गए्
अप््् य्श्् कय्र् Accomplishment of 
exceptional work/unforeseen tasks performed 

  

‘�नगर्  तायर’  रकतु�क  म�ातरकगकरे ाग्Overall 
Grading on ‘Work Output’ 

  

आदय�रक 
Initials्

  

 
(ब्) व्् िक्ग््�वशषे्यां्कय्मूल्् यंकन्(इस्भयग्कय्वेटेज्30% होगय) 

(B) Assessment of personal attributes (weightage to this Section would be 30%) 
 
 प�्वकदनकपा�धतार�क 

Reporting Authority 
 नु�वर�ोतनकपा�धतार�क 
Reviewing Authority  

i) कय्र् क�्अ्भविृ््््
Attitude to work्

  

ii) िजममे्दयरल्कय्बोध् 
Sense of responsibility्

  

iii) अनशुयसन्कय्अनरु�श् 
Maintenance of Discipline्

  

iv) सपेंषश्कौश  
Communication skills्

  

v) ने् ृ् व््गशु्Leadership qualities   

vi) टलम् क�् भयवनय् म�् कय्र् करने् क�् �म्य्
Capacity to work in team spirit 

  

vii)  सम्-सय�रश्् कय् अनसुरश् ् करने् क�्
�म्य्Capacity to adhere to time-schedule  

  

Viii)्परसपर्व्िक्ग््संबंध 
 Inter-personal relations 

  

ix)्सम ्छ�व्एवं् व्िक्ग् 
Overall bearing and personality 

  

‘व्िक्ग््�वशषे्या’ं पर्कु ््म यकर् ेर्गं 
Overall Grading on ‘Personal Attributes’ 

  

आदय�रक 
Initials 

  

 
 

जयरल Contd…P-5/- 
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(स्) पकय्यर् म्क्स�म्य्कय्मूल्् यंकन्(इस्भयग्कय्वेटेज्30% होगय) 
(C) Assessment of functional competency (weightage to this Section would be 30%) 

 
 प�्वकदनकपा�धतार�क 

Reporting Authority 
 नु�वर�ोतनकपा�धतार�क 
Reviewing Authority  

i)�न्म/�व�न्म/कय्र् एवं् ्ोग्् ्य् के् �े त् म�्
प�र्यएं् एवं् उनके् सहल् प्ोग् को् जयनकयरल्
Knowledge of Rules/Regulations/Procedures 
in the area of function and ability to apply 
them correctly. 

  

ii) न्�्बद््ोजनय्बनयने्क�्�म्य्Strategic 
planning ability्

  

iii) �नशर् ् ेने्क�्�म्य्््््
Decision making ability्

  

iv) समनव््�म्य्
Coordination ability्

  

v) अध्नसथ्् को् पे�र्् एवं् �वक्स््करने् क�्
�म्य््
Ability to motivate and develop subordinates्

  

vi) पह ्शिक््Initiative्  
 

 

‘पतायारतकमतकस�म्ा’  रकतु�क म�ातरकगकरे ाग 
Overall Grading on ‘Functional 
Competency’ 

  

आदय�रक 
Initials 

  

              
 

सामानकय्GENERAL – (भाग्PART-4) 
 

1. जन्य्के्सयथ्भयग्दयरल्Relations with the public (जहयँ् यगू् हो्wherever applicable) 
 (जन्य्क�्ीवश््क्यां्कय्उ््् रदय�््व््एवं ्अ�धकयरल््क्अ्भगम्पर्कृप्य् �टपप्श््द�)्please 

comment on the officer’s accessibility to the public and responsiveness to their needs) 
 
 
 
 
 
 

 
2. प्श�श्Training  

(कृप्य्अ�धकयरल्क�्पभय�व्य्एवं्कय्र् �म्यां्म�्और्अ�धक्सुधयर््थय्व�ृद्करने्क�्ेिनट् से्
उसके्प्श�श्के् ् ए््सफय�रश्कर�्Please give recommendations for training with a view to 
future improving the effectiveness and capabilities of the officer) 
 
 
 
 
 

 
जयरल Contd…P-6/- 
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3. सव्यस ््् ्क�्िसथ�््State of Health 

 
 
 
 

 

4. स््् �ननठ्य्Integrity 
(कृप्य्अ�धकयरल्क�्स््् �ननठ्य्पर्�टपप्श््द�्Please comment on the integrity of the officer) 
 
 
 
 

   

5. प�्वेदन्अ�धकयरल्दवयरय्अ�धकयरल्क�्समस्् ्�वशेष्यां्क�््सव््र्( गभग्100  बकद््म�),्िजसम�्सयम ्् र्
�ेत्एवं् कम्सयम ्् र् �ेत,्असयधयरश्उप िबध्यं,्मह्व्पूशर् असफ ्यां(संदभर:्भयग्2्कय्3(अ)्एवं् 3(ब)्
एवं्कमजोर्वग�्के्प�्अ्भविृ्््शय्म ्हो।् 

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. प�्वेदन्के्भयग-3्के्खं््ए,्ब््और्स््म�्�दए्गए्वेटेज्के्ीधयर्पर्कु ््म यकर्संख्् य्म्क् ेर्गं।् 

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

 
 
 

 
     
  
  
        प�्वकदन अ�धतार�कतक कहसक् ा�रक 
        Signature of the Reporting Officer 
 

नयम्सप्नट््अ�रद्म�् 

सथ्यन्Place:.....................  Name in Block letters: ______________________________ 
 ्््् पदनयम 

�दनयंक्Date:.....................  Designation: _____________________________________ 
�रपोटर्क�्अव�ध्म�् 

     During the period of Report: ________________________ 
 

जयरल Contd…P-7/- 
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भाग्PART-5 

 

1. पनु�वर ोकन्अ�धकयरल्क�्अभ्् िुक््यँ्
REMARKS OF THE REVIEWING OFFICER. 

 ्् पु�न�वर ोकन्अ�धकयरल्के्अं् गर् ्सेवय्अव�ध् 
   Length of service under the Reviewing Officer   

 
 
 

 

2. क्् य्ीप्भयग-3्व्भयग-4्के्�नगर् ्कय्र् ्थय्�व्भनन््गुशद्के्संबंध्म�्प�्वेदन्अ�धकयरल्दवयरय्�कए्गए्
मूल्् यंकन् से्सहम््हह?्क्् य्ीप्अ�धकयरल्क�्असयधयरश्उप िबध्द/मह्व्पूशर् असफ ्यां् के्संबंध्म�्
�कए्गए्मूल्् यंकन्से्सहम््हह?[संदभर:्भयग-3(ए)(iv)््थय्भयग-4(5)]्
(्�द्ीप्प�्वेदन्अ�धकयरल्दवयरय्�कए्गए्�वशेष्यां्के्�कस््संख्् य्म्क्मूल्् यंकन्से्सहम््नहलं्हह््ो्
ीप्कृप्य्अपनय्मूल्् यंकन्इस्खं््म�्�दए्गए्स्् मभ््म�्द�््थय्अपन््प�विनट्द्को्ीद्�र्कर�्)्
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.) 
 

हयँ् Yes 
 

नहलं्No 

 
            

3.्् असहम््होने्क�् िसथ�््म�् कृप्य्इसके्कयरश्ब्यएं।्क्् य्कोई्ऐस््बय्् है् िजसे्ीप्कुछ्बद नय््य्
जोड़नय्चयह्े् हह ? 
In case of disagreement, please specify the reasons. Is there anything you wish to modify or 
add?  
 
 
 
 

    
4.  पुन�वर ोकन्अ�धकयरल्दवयरय्पेन्�पकच्र।्कृप्य्अ�धकयरल्क�्कम्सयम ्् र् �े त् एवं् उसक�्कमजोर्वग�्के्

प�््अ्भविृ्््स�ह््उसक�्समस्् ्�वशेष्यां्के्बयरे्म�्�टपपश््( गभग्100  बकद््म�)्कर�।्
Pen picture by Reviewing Officer.  Please comments (in about 100 words) on the overall 
qualities of the officer including area of strengths and lesser strength and his attitude towards 
weaker section. 
 
 
 
 
 
 
 
 
 
 
 
 

 
  

जयरल Contd…P-8/- 
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5.  प�्वेदन्के्भयग-3्के्खं््ए,्ब््और्स््म�्�दए्गए्वेटेज्के्ीधयर्पर्कु ््म यकर्सखं्् य्म्क्

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

 

 
 
 
 

 
 
 
 
 

 ुन�वर�ोतनकअ�धतार�कतक कहसक् ा�र 
       Signature of the Reviewing Officer 
 

नयम्सप्नट््अ�रद्म�् 

सथ्यन्Place:.....................  Name in Block letters: ______________________________ 
 ्््् पदनयम 

�दनयंक्Date:.....................  Designation: _____________________________________ 
�रपोटर्क�्अव�ध्म�् 

     During the period of Report: ________________________ 
 

 
्
्
्

********्
्
्
्
्
्
्
्
्
्
्
्
्
्
्
्
्
्
्



्
 

 
सा�गकनतAnnexure-I 

 
 

साखयातमतकककश्तरशकतक कसाेकल ्लआरकभरनककसनेाधकलद ा�नदश  

्
Guidelines regarding filing up of APAR with numerical grading 

(i)् एप्एीर्के्स्ंमभ्�व�धव््सयवधयन््और्ध्यनपूवरक््थय्प्यरप््सम््दे्े् हुए्भरने्चय�हए।्
् The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii)् ्ह्ीशय्क�्जय्््है्�क्1्अथवय्2्के्�कस््वगतकरश्(�नगर् ्कय्र् ्य्�वशेष्यां््य्कु ्् ्म यकर्
् शेश्करश्के्प�्कू )्को्�व्शनट्असफ ्यां्के्मयगर् से्क म्�चत्म�्प्यरप््रप् से्् औ�च््् �द्य्
् जयएगय् और् इस्् पकयर् 9् अथवय् 10् के् �कस्् शेश्् के् सं बंध् मे् �व्शनट् उप िबध्द् के् सं बंध् मे्
् औ�च्््�द्य्जयएगय।्शेश््1-2्अथवय्9-10्�वर ्हो्््हह्अ्:्उनकय्औ�च्््�दए्जयने्क�्ज्रर्््है।्
् सयंिख्क््शेश््पदयन्कर्े् हुए्प�्वेदन्एंव्पुन�वर ोकन्अ�धकय�र्द्को्�कस््अ�धकयरल्् कय्
् दजयर�नधयररश्उनके्अध्न्वहल्संख्य्म�्व्रमयन्म�्कय्रर््सह्ो�ग्द््क�््ु नय्मे्करनय्् चय�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)् एप्एीर् कय् 8् से् 10् के् ब्च् कय् वगतकरश् “उ्कृनट”् ् ्य् जयएगय् ्थय् सूच्करश/पदौनन�्् के् ् ए्
् औस््पयप्यंक्क�्गशनय्करने्के्् ए्पयप्यंक्9्�द्य्जय्ेगय।्
् 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)् एप्एीर्कय् 6््थय् 8् से्छोटय् के् ब्च्कय् वगतकरश् “बहु््अचछय”् ् ्य्जयएगय््थय् पयप्यंक् 7् �द्य्
् जय्ेगय। 
् APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
्
(v) एप्एीर् कय् 4् ्थय् 6् से् छोटय् के् ब्च् कय् वगतकरश् “अचछय”् ् ्य् जयएगय् ्थय् पयप्यंक् 5् �द्य्
् जय्ेगय।्
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) एप्एीर्कय्4्से्कम्वगतकरश्“शून्”्् ्य्जय्ेगय। 
 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 

15P

th
P November 

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

30P

th
P November 

 
 
 


