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व�ैा�नक अ�धकार�/व�रष   व�ैा�नक अ�धकार�/क�नष   वै�ा�नक अ�धकार� के �लए वा�षरक 
कायर�नष  ादन मूल यााकन �र ोटर  

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SCIENTIFIC OFFICER/SENIOR 
SCIENTIFIC OFFICER/JUNIOR SCIENTIFIC OFFICER 

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

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

 
 

वैयिक्क   य रा PERSONAL DATA - (भाग PART-I) 

 
 

1. अ�धक्रल क् े्मName of Officer : _________________________________  
  

2. जन म ््�थ Date of Birth   : _________________________________ 
        
3. अहर््ां Qualifications 
 ाa) �स�व् अक्द�मक Civil Academic: _________________________________ 
  
 बीb) व द्वस््दक Professional/  : _______________________________ 
 ्केीक� Technical 
 सीc) पवीव्् स�ह् �वदतशी भ्व् 

Foreign Language with  : _________________________________ 
 proficiency 
 

 डीd) उत ् ीवर प्न े ्् परल�् 
Promotion examination  : _________________________________ 

 passed 
 
4. प्रं�भक ्ेदिुक्/गतड क� ््�थ 

Date of initial appointment/grade : _________________________________ 
 

5. क द् अ�धक्रलअ.ज्./अ.ज.ज्./अन द  
 �पछड़्वगरक्हह? 

Whether the officer belongs to 
 SC/ST/OBC?    : _________________________________ 

 
6. व्रम्े गतड/पदे्म ाव ं्ेदिुक् ््�थ 

Present grade/designation & 
     date of appointment        :      _________________________________  
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7. सतव् कत  दौर्े ्ेदिुक्दय क्   दौर् Details of appointments held during the service 
 

पद Post सत From ्क To गतड वत् े Grade Pay 
 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

        
8.�रप्�ट�ग, पुे �वर् ्के ाव ं  वीक्रक््र प्�धक्रल 
Reporting, Reviewing and Accepting Authorities 
 
�रप्�ट�ग चहे ्  
Channel of Reporting 

े्म ाव ंपदे्म  
Name and Designation 

�रप्टर क� अव�ध  
Period covered  in the report 

�रप्�ट�ग प्�धक्रल  
Reporting Authority 

  

पुे �वर् ्के प्�धक्रल  
Reviewing Authority 

  

  वीक्रक््र प्�धक्रल  
Accepting Authority 

  

 
9. ववर कत  दौर्े डदयटल सत अेपुि थ्् क� अव�ध(छुटी,प�श�व   �द) 

Period of absence from duty (on leave, training etc.) during the period. 
 

 
 
  
 
 
 

 
10. द�द अ�धक्रल ते क्ई प�श�व प्प ्  �कद् हह, ्् कृपद् उसक् उल ् तख कर�। 

If the officer has undergone any training, please specify.   

 
 
 
 
 
 

 
 
11. परु  क्र ्थ् सम म्े Awards and Honours : _____________________________ 
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12. �रप्�ट�ग ववर कत  दौर्े ापीा र/ाे ई र/ाे ईसी कत    दौरत 

Details of APAR/NIR/NIC rendered during the reporting year 
 
 े्म ाव ंपदे्म  

Name and Designation 
अव�ध 
Period 

�रप्टर कत  पक्र  
Type of Report 

�रप्�ट�ग प्�धक्रल  
Reporting Authority 

   

पुे �वर् ्के प्�धक्रल  
Reviewing Authority 

   

  वीक्रक््र प्�धक्रल  
Accepting Authority 

   

 
भाग PART-2 स वमूल यााकन SELF APPRAISAL 

 
1. क्रव दय क् स�ं�प ्  �ववरव Brief description of duties: 

( पकत  वव्र् ध्�र् पद कत  उउतश द ्थ् क्दर, ज्  पक् ्ेष प्�द् कर ते ह््त ह�,्गभग 100 
श  दद म� Objectives of the position you hold and the tasks you are required to perform, in 
about 100 words) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

            
2. व्�वरक क्दर द्जे्  र उप्ि धद् ंAnnual work plan and achievement: 
 

्ेष प्�द् �का ज् ते व् त् क्दर/ववर कत  �्ा ्ेध्र�र् �का गा 
्� द Tasks to be performed/Targets set for the year 

व्  ् �वक उप्ि ध  
Actual Achievements 

 
 
 
 
 
 
 
 
 
 
 

 

 
 

       जार� Contd…P-4/- 
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3. �रप्टर अव�ध कत  दौर्े क द्  पक् ्ग्् हह �क  प ते क्ई अस्ध्रव द्गद्े �दद् हह अथ्र् त 

अस्ध्रव चुेौ्ीपयवर क्दर स ्््पयवरक पयर् �कद् गद् क्ई बड़् पव््लग् सधु्र �कद् (िजसकत  
प�रव्म  वरप पद्क ् ्/  व्�मत वध्रकय क् महत वपयवर ््भ पहुुच् ह्  र/द् समद अथव् ््ग् म� 
कमी  ई ह्) द�द ऐस् हह ्् (100 श  दय म�) उसक् �ववरव द� : 
During the period under report, do you believe that you have made any exceptional 
contribution, e.g., successful completion of an extraordinary challenging task or major 
systemic improvement (resulting in significant benefit to the user/stake Holder and/or 
reduction in time and costs)?  If so, please give a description (within 100 words) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4. वत कौे सत क्रक ह� िजन हय ते  पकत  क्दर ्ेष प्दे म� अवर्ध पहद् �कद्? 

What are the factors that hindered your performance? 
 

 
 
 
 
 
 
 
 

           
5. कृपद् उे �ततय क् ब््ां िजेम�  प प�श�व क्दरकमय वव्र् अप ते कौश् क् बतह्र बे् ते क� 

जरर् महसयस कर्त ह� : 
Please indicate specific areas in which you feel that need to upgrade your skills through 

 training programmes. 
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6. कृपद् उल ् तख कर� �क क द् पयवरव्त कह �्डर ववर क� अच् सपंित् व्�वरक �ववरवी ्ेध्र�र् ््रलख 

अथ्र् त कह �्डर ववर सत उत ् रव्त ववर क् 31 जेवरल ्क दजर कर् दल गई थी। द�द ेहलं ्् �ववरव 
दजर कर् ते क� ््रलख �्खीज्ा। 
Please state if the Annual Return for immovable property for the preceding calendar year was 
filed up by 31st

 
 January of the succeeding year.  If not, the date of filing the same. 

 
 
 
 
 

 
 
 
 
 
 

सूचना देने वाले अ�धकार� के हस ् ा�र  
�दे्ंक Dated:      Signature of Officer reported upon 
 
 
 

भाग PART –III     मूल यााकन APPRAISAL 
 
 

1. कृपद् ब््ां क द्  प सबं�ंध् अ�धक्रल वव्र् भ्ग-II म� उिल्लख् क्दर द्जे्  र अपयवर 
्ेध्र�र् क्दय क् पयर्कर ते सत सबं�ंध् उत ् र सत सहम् ह�। द�द ेहलं, ्् व्  ् �वक �ववरव द�। 
Please state whether you agree with the responses relating to the accomplishments of the 

 work plan and unforeseen tasks as filled out in Section-II.  If not, please furnish actual 
 details. 

 
 
 
 
 
 

 
2. िजस अ�धक्रल क� �रप्टर �्खी ज् रहल हह द�द उसकत  वव्र् अस्ध्रव द्गद्े �दद् गद् ह् ्् 

उसकत  द्वत पर कृपद् अपेी �टप पवी द�। 
Please comments on the claim (if made) of exceptional contribution by the officer 

 reported upon. 
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3. िजस अ�धक्रल क� �रप्टर �्खी ज् रहल हह क द् उसत अप ते क्दर कत  सबंधं म� �वशतव्द् क्ई अस ््् 
�म्ल हह? द�द ह्ु, ्् व्  ् �वक �ववरव द�। 
Has the officer reported upon met with any significant failures in respect of his work?  If yes, 
please furnish actual details. 
 

 

 
 
 
 
 

 

4.  क द्  प सबं�ंध् अ�धक्रल वव्र् ब््ा गा कौश् बब् ते क� जरर् सत सहम् ह�?  द�द ेहल ं्् 
अपेी �स ्�रश द�। 
Do you agree with the skill up-gradation needs as identified by the officer?  If not give your 
recommendations. 
 
 
 
 
 
 

 
5.्ेगर्  क्दर क् मयल द्ंके (1-10 कत  पहम् ते पर), इस भ्ग क् 40% वतटतज ह्ग्  
Assessment of work output (on a scale of 1-10): weightage to this Section would be 40%) 
 
�वशतव््ां Attributes प््वतदे प्�धक्रल  

Reporting Authority 
पुे �वर् ्के प्�धक्रल  
Reviewing Authority 

i) ्ेद्िज् क्दर/ ब�ंट् �ववदय कत   ध्र 
पर  ब�ंट् क्दय क� उप्ि ध 
Accomplishment of planned work/work 
allotted as per subjects allotted 

  

ii) क्दर-्ेष प्दे क� क्�ट 
Quality of work output 

  

iii) �वश ् तवव-�म््  
Analytical ability 

  

iv) �व�शष ट क्दर क� उप्ि ध/अपत द्�श् 
क्दय क् ्ेष प्दे  
Accomplishment of exceptional 
work/unforeseen tasks performed 

  

�नगर्  कायर का समम मे ग ाग Overall 
Grading on ‘Work Output’ 

  

आदय�र  
Initials 
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6. व दिक्ग् गवुय क् मयल द्कंे (1-10 कत  पहम् ते पर), इस भ्ग क् 30% वतटतज ह्ग् 
Assessment of personal attributes (on a scale of 1-10) ; weightage to this Section would  

  be 30%) 
 

�वशतव््ांAttributes �रप्�ट�ग अ�धक्रल 
Reporting Officer 

पुे �वर् ्के अ�धक्रल  
Reviewing Officer  

i) क्दर कत  प्् तिषटक्व Attitude to work   

ii) उत ् रद््दत व क� भ्वे्  Sense of 
responsibility\ 

  

iii) अेशु्से बे्ा रखे् Maintenance of 
Discipline 

  

iv) सपंतवव कौश् Communication skills   

v) त्े तृ व कत  ग वु Leadership qualities  
 

 

vi) टलम कत  �ह  सत कत  रप म� क्म कर ते क� 
�म्् Capacity to work  as part of a team  

  

vii)  समद-सीम् कत  अं् गर्  क्दर कर ते क� 
�म््  Capacity of work in time limit  

  

viii) पर  पर-व दिक्ग् सबंधंय Inter-personal 
relations 

  

व यिक्ग् गणुद क� समम मे ग ाग Overall 
Grading on ‘Personal attributes’ 

  

आदय�र  
Initials 

  

 
7. पक्द्रत मक स�म्् क् मयल द्ंके (1-10 कत  पहम् ते पर), इस भ्ग क् 30% वतटतज ह्ग् 

Assessment of functional competency (on a scale of 1-10); weightage to this Section would be 
30%) 

 
�वशतव््ां Attributes �रप्�ट�ग अ�धक्रल 

Reporting Officer 
पुे �वर् ्के अ�धक्रल  
Reviewing Officer  

i)क्दर�तत सत सबं�ंध् ्ेदमय/�व्ेदमय/क्दरपव््ल 
क् �्े  र उेक् सहल ्रह सत ््गय कर ते क� 
द्ग द्् Knowledge of 
Rules/Regulations/Procedures in the area of 
function and ability to apply them correctly. 
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ii) स�पत गा �तत कत  अं् गर्   ते व् त् म्म्य म� 
अप ते   ् र पर ्ेवरद त् ते क� �म्् Capacity 
to take decision at his/her level on matters 
within area of delegation 

  

iii) समन वद �म्् Coordination ability   

iv)पत�र् ्थ् प्त स्�ह् कर ते क� द्ग द्् 
Ability to inspire and motivate 

  

v) ्केीक� �्े Technical Knowledge   

पकायारा मक स�म्ा क� समम मे ग ाग Overall 
Grading on ‘Functional Competency’ 

  

आदय�र  
Initials 

  

 
 
8.   व्    द क� ि थ्् State of Health  : _____________________________  
 
 
9. सत द्े ष  ् Integrity – इस कॉ्म म� �टप पवी ्ेम े �्लख् ्ीे �वकल पय म� सत ाक ह्गी The 

remarks against this column shall be made in one of the three options mentioned below: 
 
 i) सदंतह सत परत अथव् Beyond Doubt; or,: ____________________________ 
  
 ii) मतरत स�ं्े म� क्ई प््कय ् ब्् ेहलं  ई हह 
  अथव् Nothing adverse has come to  
  my notice; or    : ___________________________ 
 
 iii) चय�ंक अ�धक्रल क� सत द्ेष  ् म� सदंतह हह, 
  अ्: ाक गपु ्  �टप पवी सं् ग े  हह।  

Since the integrity of the officer is  
doubtful, a Secret Note is attached  : ____________________________ 
herewith. 

 
(इस कॉ्म क् ा.पी.ा. र. पर ्ेदतशय कत  अेु् ग ेक-II म� इं�ग् �का गा �दश् ्ेद�शय कत  अेसु्र भर् 
ज्ा Column should be filled up as per guidelines indicated in Annexure-II to the Instructions on 
APAR)   
 
 
10. िजस अ�धक्रल क� �रप्टर �्खी ज् रहल हह उसकत  समग गवुय, स्म  दर, कम्र स्म  दर ाव ंकमज्र 
वगय कत  प्् व दवह्र स�ह् व द्पक मयल द्ंके ाव ंछ्टत ख् ते म� 01 सत 10 कत  पहम् ते पर समग गतगडगं(समग 
गतगडगं हर वगर कत  सकंत ्क कत  �्ा ्ेद् वतटतज कत  अेपु्् कत   स् म्े कत  द्ग कत   ध्र पर �कद् ज्े् 
हह)General assessment of the officer reported upon including overall qualities, strengths,  lesser 
strengths and attitude towards weaker sections and overall grading in the smaller  box provided on a 
scale of 1-10  (the overall grading in the be based on addition of the 
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mean value of each group of indications in proportion to the weightage assigned) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
11. समग गतड(1-10 अाकद कत  �हस्ब सत) 
 Overall Grade (on score of 1-10) : ____________________________________
  
 
  थ्े Place: 
 

�दे्ंक Date:  
 

�र ो�ट�ग अ�धकार� के हस ् ा�र 
Signature of the Reporting Officer 

 
 
(सखं द्त मक गतगडगं स�ह् ा.पी.ा. र. क् भर ते सबंधंी अेदुतश ा.पी.ा. र. कत  स ं् ग े क-I म� इं�ग् हह 
Instructions regarding filing up of APAR with numerical grading are indicated in Annexure-I to the 
Instructions of APAR) 
            

 

भाग PART – IV (समी�ा Review) 
 

 

1. क द्  प भ्ग-III म� �रप्�ट�ग अ�धक्रल वव्र् क्दर  उटपटु  र �व�भन े  गवुय कत  सबंधं म� �का 
गा   वमयल द्ंके सत सहम् ह�?क द्  प अ�धक्रल क� अस्ध्रव उप्ि धदय महत वपयवर अस ्््ा ं
कत  सबंधं म� �का गा मयल द्ंके सत सहम् ह�? (द�द  प प््वतदे अ�धक्रल वव्र् �दा गा गवुय 
कत  �कसी सखं द्त मक मयल द्ंके सत सहम् ेहलं हह ्् कृपद् अपे् मयल द्ंके इस भ्ग कत  �दा गा 
भ्ग कत  ्ेध्र�र्   ् म भ म� द� ्थ् �ववदम्े्् क्  वद�र कर�) 
Do you agree with the assessment made by the reporting officer with respect to the work 
output and the various attributes in Section-III.  Do you agree with the assessment of 
reporting officer in respect of extraordinary achievements/significant failures of the officer 
reported upon?  
 

(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.) 

 

 
हाँ Yes नह�ा No 
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2. असहम् ह् ते क� ि थ्् म� कृपद् इसकत  क्रव ब््ां, क द् क्ई ऐसी ब्् हह िजसत   प कुछ 

बद्े् द् ज्ड़े् च्ह्त ह�? 
In case of disagreement, please specify the reasons, is there anything you wish to modify or 
add? 
 
 
 
 
 
 

 

3. पुे �वर् ्के अ�धक्रल वव्र् पते �पक चर। कृपद् ्गभग 100 श  दय म� �टप पवी कर�, िजसम� 
अ�धक्रल क� सम  ्  �वशतव््ां क� स्म  दर �तत ाव ंउसक� कमज्र वगय कत  प्् अ�भविृत् श्�म् 
ह्। 
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 sections. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

4. प््वतदे कत  भ ्ग-III म� �दा गा वतटतज कत   ध्र पर कु् �म््कर सखं द्त मक वगतकरव  
Overall numerical grading on the basis of weightage given in Part-3 of the Report. 

 
 
 
 

 
 
 
 
 
        ुन�वरलोकन अ�धकार� के हस ् ा�र  
       Signature of the Reviewing Office 

 
 
 

      ******* 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
सालग नकAnnexure-I 

 
साखयाामक केणीकरण के साथ ए ीएआर भरने सम्ाध �दशा�नददश 

 
Guidelines regarding filing up of APAR with numerical grading 

(i) ापीा र कत   ्ंमभ �व�धव् स्वध्ेी  र रद्ेपयवरक ्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  श् क� ज््ी हह �क 1 अथव् 2 कत  �कसी वगतकरव (्ेगर्  क्दर द् �वशतव््ां द् कु्  �म््कर 
 शतवीकरव कत  प््कय ्) क् �व�शषट अस ्््ां कत  म्गर सत क्म �चत म� पद्रप् रप  सत  �चतद �दद् 
 ज्ाग्  र इसी पक्र 9 अथव् 10 कत  �कसी शतवी कत  सं बंध मत �व�शषट उप्ि धदय कत  सं बंध मत 
  �चतद �दद् ज्ाग्। शतवी 1-2 अथव् 9-10 �वर् ह््ी ह� अ्: उेक्  �चतद �दा ज् ते क�  जरर्  हह। 
 स्ंिखदक  शतवी पद्े कर्त हुा प््वतदे ांव पुे�वर् ्के अ�धक्�रदय क् �कसी अ�धक्रल  क् 
 दज्र्ेध्ररव उेकत  अधीे वहल संखद् म� व्रम्े म� क्दरर् सहद्�गदय  क� ्ु्े् 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) ापीा र क् 8 सत 10 कत  बीच क् वगतकरव “उतकृषट” �्द् ज्ाग् ्थ् सयचीकरव/पदौने्् कत  �्ा 
  स् प्प््ंक क� गवे् 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) ापीा र क् 6 ्थ् 8 सत छ्ट् कत  बीच क् वगतकरव “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) ापीा र क् 4 ्थ् 6 सत छ्ट् कत  बीच क् वगतकरव “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) ापीा र क् 4 सत कम वगतकरव “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 
Cell 

15th November 

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

30th November 

 
 


