
 
 
 
 

�दल्ल �वशव�ववद््द UNIVERSITY OF DELHI 
 
 

�सस ्म्�वश ्लषक/प्रोम्/सहोयकप्रोम््कल ्� े्वो�षवक्कोयव�नष ्ोदन्मूलय्ोाकन्�् ् व््
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR SYSTEM 

ANALYSTS/PROGRAMMERS/ASSISTANT PROGRAMMERS 
 
 

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

 
 

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

 

 
भोग PART –I 

 
1. अ�धक्रल क् े्म Name of the Officer : _____________________________  
 
2. पदे्म Designation    : _____________________________ 

 
3. जन म््�थ Date of Birth   : _____________________________ 
 
4. अहर््ां Qualification  

i) श�ै�णक Academic:   : _____________________________ 
 

ii) व द्वस््दक Professional  : _____________________________ 

5.क द् अ�धक्रलअ.ज्./अ.ज.ज्./अन द  
 �पछड़् वगर क् है 

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

 

6.  प्रंरभक ्ेदिुक् कक ््�थ 
Date of Initial appointment   : _____________________________ 

 
7.  व्रम्े पद ध्�र् कर ते कक ््�थ 

Date from which present post held  : ________________________________ 
 

8.  परश�ण/्म  ब छु टब(3 महल ते सत अ�धक  

 ेहलं)कत  क्रण अेपुिसथ्् अव�ध 
Period of absence on account of  : परश�ण Training:______________ 
Training/long leave (more than  
3 months)     : छुटब Leave:___________________ 
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भोग्PART-II  

सव्मू योाकन्SELF APPRAISAL 
 

 
1. �रपोटर अव�ध कत  दौर्े अिजर्  अहर््ां, द�द कोई ह� 

Qualification acquired during the reporting period, if any: 
कम्ंक 
S.No. 

परल�्/व द्वस््दक अहर््ां  
Exam/Professional 
Qualification 

�कस संस थ्े सत 
अिजर्  कक गई  
Institution from which 
acquired 

प्ठकम अव�ध  
Duration of the course 

i)  
 
 

  

ii) 
 

 
 
 

  

iii) 
 

 
 
 

  

 
2. �रपोटर अव�ध कत  दौर्े सचूे् पौवदो�गकक सत स ं�ंध् क्दरकम/सम मत्े/सतमबे्र म� भ्ग त् ते क् 

ब दौर् Details of IT related training programmes/Conferences/Seminars attended during the 
period under report. 
कम्ंक  

S.No. 

परश�ण क्दरकम�/सम मत्े�/सतमबे्र� म� भ्ग र्द् गद् 
Training Programmes / Conferences / Seminars attended 

अव�ध Duration 

i)  
 
 

 

ii) 
 

 
 
 

 

iii)  
 

 

 
 

3. �रपोटर अव�ध कत  दौर्े पण््ल/जॉ /पोजतक कस पर क्दर कर ते क् स�ं�प ्  �ववरण 
Brief Description of system/job/projects on which during the period under report: 
कम्ंक 
S.No. 

ग््�व�धद्ं Activity उप्िबधद्ं/दोगद्े 
Achievements/Contributions 

i) �रपोटर अव�ध कत  दौर्े �कस 
रसस टम/जॉब स/पोजतक टस पर क्दर  �कद् 
गद्(द�द अ््आवश दक हो ्ो अ््�रक ्  पषृ ठ 
सं् ग े  �का ज्ा)  
System/jobs/projects on which worked 
during reporting period (Additional pages 
may be attached, if absolutely necessary). 

 
 
 
 
 
 
 
 
 

्
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ii) उपदुरक ्  (i) म� उिल्��् रसस टम/जॉ /पोजतक ट 

कत  स ंधं म� मैे अु् क्दर (सवंब�्,को�डगं, ड्ट् 
्ेदतंण पपू शोधे आ�द) Manual Work 
(Scrutiny, coding, data control, proof 
reading etc.) with respect to 
system/job/project mentioned above at (i). 

 
 
 
 
 

iii) उपदुरक ्  (i) म� उिल्��् पप दतक 
रसस टम/जॉ /पोजतक ट क् रसस टम �वश ् तवण ाव ं
अरभकल पे क्दरSystem analysis and design 
work on each of job/project mentioned in 
(i) above. 

 
 
 
 
 

iv) उक ्  (i) म� उिल्��् पप दतक 
रसस टम/जॉ /पोजतक कस पर �का गा  पोर्रमगं 
क्दर Programming work done on each of 
the systems/jobs/projects mentioned in (i) 
above. 

 

v) क्दर क् प त्�ेDocumentation work 
 

 
 
 
 

vi) �रपोटर अव�ध कत  दौर्े पदोग कक गई ममु द 
पोर्रमगं, �वश ् तवक, टूल स, पतकत जतज   
Major programming language, analysis, 
tools, packages used during the assessment 
period. 

 

vii) अन द ग््�व�धद्ँ जैसत सतमबे्र, परश�ण 
पतकत जतज,सम मत्े, रोड शो/पदशरे ब 
इप द्�द(सचूे् पोवदो�गकक सत स ं�ंध्)   क् 
आदोजे  
Other activities like organizing seminars, 
training packages, conferences, Road 
Show/ Exhibition etc. (only IT related) 

 

viii) �रक्डर क् कंप दटूरलकरण  
Computerization of record 
 

 
 
 
 

ix) स व-उप पन े  ेवपव्रे �   
Self-generated innovations 

 
 
 
 
 

x) �वशतव उप्िबधद् ंाव ंदोगद्े  
Significant achievements and contributions 

 
 
 
 
 

्
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xi) कोई ग््रोध/मज रूल िजसकत  क्रण उप प्दक्् 
पभ्�व् हुई, इसको दरू कर ते हत् ुसझु्व।  
Any bottleneck/constraint which affect 
productivity with suggestions to remove 
the same. 
 

 

 
4. कृपद् उल ् त� कर� �क क द् पवूरव्त कै �्डर ववर कक अच् सपंिप् व्�वरक �ववरणब ्ेध्र�र् ््रल� 

अथ्र् त कै �्डर ववर सत उप ् रव्त ववर को 31 जेवरल ्क दजर कर् दल गई थब। द�द ेहलं ्ो �ववरण 
दजर कर् ते कक ््रल� र्�ब 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. 

 
 
 
 

 
 
 
 
 
 

सूचनो्दलनल्वो ल्अ�धको्�्कल ्हस ्ो�्् 
�दे्ंक Dated:      Signature of Officer reported upon 
 
 
 
 

भोगPART-III 
 

(�् ्� �ग्अ�धको्�्दवो्ो्मूलय्ोाकन्
Assessment by the Reporting Officer) 

 
 
 
1. �रपो�ट�ग अ�धक्रल कत  अधबे  : ____________ सत _____________्क 
 क्दर करेत कक अव�ध  

Period spent under the   : From____________  to _____________ 
 reporting officer 
 
 
2. ‘स वमूल द्ंके �रपोटर’ पर स्म्न द �टप प णब  

General comments on “Self  : सहम ्Agree/सहम ्नह�ा् Do not agree/ 

 Appraisal Report”    आा�शक्र ्सल्सहम ्Partial agree 
 

्
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3. समं द्प मक रत�डगं क् ्ेध्ररण प््वतदे ्थ् पुे �वर् ोके प्�धक्रल वव्र् �कद् ज्े् है, जो 1-10 
 कत  पमै् ते पर होे् च्�हा। जह्ँ 1 स सत कम रतड ्थ् 10्स सत अ�धक रतड को दश्र््है।  
 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. 
     
3.1 (ा)(A) स्म्न दक्दर क् मलू द्ंके (इस भ्ग क् वतटतज 40% होग्) Assessment of General work  

(weightage to this section would be 40%) 
 

 
कम्ंक  
S.No. 

गुण््/�वशतव््ओं क् �ववरण 
Description of quality/ 

characteristics 

मूल द्ंकेAssessment 
प््वतदे प्�धक्रल  
Reporting Authority 

पुे �वर् ोके प्�धक्रल  
Reviewing Authority 

(i) स व्स   द कक िसथ्् General Health   

(ii) स वभ्व Temperament  
 

 

(iii) ्ेदरम््् ाव ंसमद्ेष ठ् Regularity 
and punctuality 

  

(iv) ्गे Diligence  
 

 

(v) अेशु्से Discipline  
 

 

(vi) सहकरमरद� सत स ंधं Relation with 
colleagues 

  

(vii) व�रष ठ� सत स ंधं  
Relation with superiors 

  

(viii) पदोक ् ्ओं सत स ंधं 
Relation with users 

  

(ix)  �ुदमप ् ्    
Intelligence 

  

(x) पह्Initiative  
 

 

(xi) आप म�वश व्स 
Self confidence 

  

(xii) ्केबकक सहदोग Technical 
coordination 

  

(xiii) सगंठे्प मक �म्् Organizational 
ability 

  

(xiv) सब� ते कक इच छ् Willingness to learn   
(xv) म्गर दशरे  कर ते कक �म्् Ability to 

guide 
  

 
्
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(xvi) त्े पृ व कर ते कक �म्् Leadership 

qualities 
  

(xvii) सपंतवण Communication  
 
 

 

(xviii) मौ��क Verbal  
 
 

 

(xix) र्��् Written  
 
 

 

(xx) �वश वसेबद्् Dependability  
 

 

(xxi) िजम मतद्रल कक भ्वे्   
Sense of responsibility 

 
 
 

 

(xxii) पश्स्ेक ्ेणरद ाव ं दरूदरशर् ् 
Administrative judgment and 
foresight 

  

(xxiii) क्दर कर ते म� द�्् Efficiency in 
the work 
 

  

(xxiv) अ�धकक्म/अ््�रक ्  िजम मतद्रल त् ते 
कक इच छ् Willingness to accept 
more work/extra responsibility 

  

(xxv) पदोक ् ् अेरुोध पर ध द्े दत ते म� 
्प पर्् Promptness in attending to 
users request 

  

(xxvi) क्दर कर ते म� स्म्न द �द्चस पब  
General interest in work 

  

(xxvii) प�रदोजे् प धंे Project 
management 

 
 
 

 

(xxviii) सप द्ेष ठ् Integrity  
 
 

 

 कु ् �म ोक्् रलरे ाग Overall 
Grading (i to xxviii) 

  

 आदय�्् 
Initials्

  

 
 
3.2  ( ब) ्केबकक �्े ाव ंकंप दूटर रश�् परश�ण कक�वशतव््ओ ंक् मूल द्ंके (इस भ्ग क् 

वतटतज 30% होग्) 
 (B)Assessment of Technical Knowledge and Computer Education Training (weightage 

to this section would be 30%) 
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 ् ् ्  
् ् ्  कनीक�्�ोन्Technical Knowledge 
 
(i) रसस टम प धंे  

System management 
  

(ii) रसस टम क् �वक्स  
System development 

  

(iii) प त्�े  
Documentation 

  

    
   कंप दूटर रश�् परश�ण Computer education training 
 
(iv) रस�् ते कक �म््  

Ability to teach 
  

(v) अेभुव को  ्ंट ते कक �म्् Ability to 
provide hands on experience 

  

 कु ् �म ोक््रलरे ाग Overall Grading 
(i to v) 

  

 आदय�्् 
Initials्

  

्
3.3 (सी)्व द्वस््दक दोग द््ांाव ंस व उप पन े  ेव पव्रे � कक �वशतव््ओं क् मलू द्ंके (इस भ्ग क् 

वतटतज 30%होग्)  
 (C) Assessment of Professional skills and Self Generated Innovations (weightage to this 

section would be 30%) 
 
  व द्वस््दक दोग द््ांProfessional skills 
 
  मूल द्ंके Assessment 

प््वतदे प्�धक्रल  
Reporting  
Authority 

पुे �वर् ोके प्�धक्रल  
Reviewing Authority 

(i) स्म्न द General  
 
 

 

(ii) रसस टम �वश ् तवक ावं अरभकल पे 
System Analysis and Design 

  

(iii) पोर्रमगं Programming 
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  स व उप पन े  ेवपव्रे �Self Generated Innovations 
(vi) ेई दोजे्ओं क् प�रचद Introduction 

of new schemes 
  

(v) गहृ प�रदोजे्ओं कत  म्ध दम सत 
अथरव दवस थ् Economy through in 
house projects 

  

 कु ्�म ोक््रलरे ागOverall Grading (i 
to v) 

  

 आदय�्् 
Initials्

  

 
 

4. जे्् कत  स्थ भ्गबद्रल Relations with the public (जह्ँ ््ग ूहो wherever applicable) 
 (जे्् कक आवश दक््ओं क् उप ् रद््दप व ाव ंअ�धक्रल ्क अरभगम पर कृपद् �टप पणब द�) please 

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

 

5. परश�ण Training  
(कृपद् अ�धक्रल कक पभ्�व्् ावं क्दर �म््ओं म� मर अ�धक सुध्र ्थ् व�ृद कर ते कक �िषट सत उसकत  
परश�ण कत  र्ा रसप्�रश कर�Please give recommendations for training with a view to future improving 
the effectiveness and capabilities of the officer) 
 
 
 
 
 
 

 
6. प््वतदे अ�धक्रल वव्र् अ�धक्रल कक समस ्  �वशतव््ओं कक ्स वबर (्गभग 100्शबद्द म�), िजसम� स्म  दर 

�तत ाव ंकम स्म  दर �तत, अस्ध्रण उप्िबधद्ं, महप वपूणर असप्््ओं(संदभर: भ्ग 2 क् 3 ाव ंकमजोर 

वग� कत  प्् अरभविृप् श्रम् 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 of Part-2 and attitude towards weaker sections. 
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6. प््वतदे कत  भ्ग-3 कत  �ंड ा,  ब मर सब म� �दा गा वतटतज कत  आध्र पर कु् रम््कर संम द्प मक रत�डगं।  

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

 
 
 

 
 
         
           _______________________  
        प� वलदन्अ�धको्�्कल ्हस ्ो�्् 
        Signature of the Reporting Officer 
�दे्ंक Dated:      े्म Name :______________________ 
       पदे्म Designation:__________________ 
 
 

भोग्PART-IV 
 

( नु�वव ्कन्अ�धको्�्क�्अभयिुक योा्Remarks by Reviewing Officer) 
      
1. क द् आप �रपो�ट�ग अ�धक्रल वव्र् �का गा मूल द्ंके सत सहम् ह�? कृपद् उल ् त� कर� �क क द् आप इस 

�रपोटर म� कुछ संशोधे करे् अथव् कुछ जोड़े् च्ह्त ह�। 
Do you agree with the assessment given by the Reporting Officer?  Please indicate 

 whether you would like to modify or add anything to this report 
 

 
 
 
 
 
 

 

2.  पुे�वर् ोके अ�धक्रल वव्र् पते �पक चर। कृपद् अ�धक्रल कक कम स्म  दर �तत ाव ंउसकक कमजोर वग� कत  
प्् अरभविृप् स�ह् उसकक समस ्  �वशतव््ओं कत   ्रत म� �टप पण(्गभग 100्शबद्द म�) कर�। 
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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3.  प््वतदे कत  भ्ग-3 कत  �ंड ा,  ब मर सब म� �दा गा वतटतज कत  आध्र पर कु् रम््कर समं द्प मक 

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

 

 
 
 

 
 
 
 

        ___________________________ 
 ुन�वव ्कन्अ�धको्�्कल ्हस ्ो�् 

       ् Signature of the Reviewing Officer 
 �दे्ंक Dated:     

       े्म Name:_________________________ 
        
       पदे्म Designation:__________________ 
 
       
 
 

******* 
 

 
 
 
 
 
 
 
 

 
 
 
 
 

्
्
्
्
्
्
्
्
्
्
्
्
्



्
्

 
सा गन्कAnnexure-I 

 
साखयोामक्कलशीक्श्कल ्सोे्े ीेआ््भ्नल्सनेाध्�दशो�नदशश्

 
Guidelines्regarding्filing्up्of्APAR्with्numerical्grading्

(i) ापबाआर कत  स्ंमभ �व�धव् स्वध्ेब मर धद्ेपूवरक ्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 आश् कक ज््ब है �क 1 अथव् 2 कत  �कसब वगतकरण (्ेगर्  क्दर द् �वशतव््ओं द् कु्  रम््कर 
 शतणबकरण कत  प््कू्) को �वरशषट असप्््ओं कत  म्गर सत क्म �चत म� पद्रप् रप  सत म�चपद �दद् 
 ज्ाग् मर इसब पक्र 9 अथव् 10 कत  �कसब शतणब कत  सं  ंध मत �वरशषट उप्िबधद� कत  सं  ंध मत 
 म�चपद �दद् ज्ाग्। शतणब 1-2 अथव् 9-10 �वर् हो्ब ह� अ्: उेक् म�चपद �दा ज् ते कक  जरर्  है। 
 स्ंिमदक  शतणब पद्े कर्त हुा प््वतदे ांव पुे�वर् ोके अ�धक्�रद� को �कसब अ�धक्रल  क् 
 दज्र्ेध्ररण उेकत  अधबे वहल संमद् म� व्रम्े म� क्दरर् सहदो�गद�  कक ्ु्े् 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) ापबाआर क् 8 सत 10 कत   बच क् वगतकरण “उपकृषट” र्द् ज्ाग् ्थ् सूचबकरण/पदौने्् कत  र्ा 
 मस् प्प््ंक कक गणे् कर ते कत  र्ा 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) ापबाआर क् 6 ्थ् 8 सत छोट् कत   बच क् वगतकरण “ हु् अचछ्” र्द् 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) ापबाआर क् 4 ्थ् 6 सत छोट् कत   बच क् वगतकरण “अचछ्” र्द् 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) ापबाआर क् 4 सत कम वगतकरण “शूनद” र्द् 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 

 
 
 
 
 
 
 

 
 
  


