
 
 

 
 

�दल्ल �वशव�ववद््द UNIVERSITY OF DELHI 
 

तकनीक�अ�धकार�/व�रष ््तकनीक�्सहायक/तकनीक�्सहायक/सांिखयक�्सहायक/पयरयोाशा्सहायक्क ्ेश�्
वा�षरक्कायररनषष्ादन्मलूय्ाकंन्�रषरटर 

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR TECHNICAL OFFICER/SENIOR 
TECHNICAL ASSISTANT/TECHNICAL ASSISTANT/STATISTICAL ASSISTANT/LABORATORY 

ASSISTANT 
 

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

 
सम्िप्तववर/अव�धतक्तप््वतदेत 
REPORT FOR THE YEAR/PERIOD ENDING------------------------------------------------ 

 
 

वयैिकतक्बय्ररा्PERSONAL DATA - (भाय PART-I) 
 
 

1. अ�धक्रल क्ते्मत 
Name of the Officer   : ____________________________________ 
  

2. जनतम््�थ (�दे/महले्/ववर)  

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

: (शबतदद म�तIn words)____________________ 
     

       ____________________________________ 
 
3. व्रम्े गतरतम�त्ग्््रत्ेदनिु्तकतत््�थत 

Date of continuous appointment :  �दे्ंक Date_________________________ 
 to the present grade  
      : गतर Grade:___________________________  
 
4. ुतद् अ�धक्रलतअेनस�ूच्तज्््/ 
 अ.ज.ज्./अ.�प.व. सततसबं�ंध्तहै ? 

Whether the officer belongs to  : ____________________________________ 
 S. C./S. T./OBC? 
 
   

5. व्रम्े पदत्थ्तउसतपरत्ेदनिु्तकतत््�थत 

Present post and date of  :  पद Post_____________________________ 
 appointment thereto  
      : �दे्ंक Date_________________________ 
   

 
6. ववर कत तदौर्ेतडदूू ल(प्श�श, छन ट्ती�दतकत तक्रश) सततअेनपिसथ््तकत अव�ध।तद�दतउुत् तक््मरक 

 तेतप्श�शत््द्तहैत् तउसक्त�ववरशतद�। 
Period of absence from duty (on Training, leave etc.) during the year. If he/she has under gone 
training, specify. 
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भाय PART-2 

(िजस्अ�धकार�्का्परतव दन्ेश�ा्जाना्है,उसक ्दवारा्भरा्जा�्)्् 
(To be filled in by the Officer reported upon) 

 
1. �कए गएतक्द�तक्तस�ं�पत् त�ववरशतBrief description of duties: 

 
 
 
 
 
 
 

 
2. क्दर कत तज त्�तद/उदतश तद/धतदतदतीप तेतसतवदंतअप तेत््एत्ेध्र्र्त�कएतहदतद्तीपकत त््ए ्ेध्र्र्त�कएतगएतहदत

उेत(प्रम्श/म्त्तद्तअनतदतरपदतम�) क्द�तकततीठ-दसतमद�तप् थ्मक््तकत तीध्रतपरतबे्एंतऔरतप्तदतकत्�तद 
सततअपे्तउप्िबधतब््एंत। 
(उद्हरश- ीपकत तअ नेभ्ग/क्द्र्द/�वभ्गतकत त््एतव्�वरकतक्दरतद जे्)  
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) 

 

्�तद/उदतश तद/धतदतद 
Targets/Objectives/Goal 

उप्िबधद्ातत 
Achievements 

 
 
 
 
 
 
 
 
 
 
 
 

 

           
3. (अA) कृपद् मद-2 म�तब््एंतगएत्�तदद/उदतश तदद/धतदतददतकततप्िप्तम�तह तरहलतक्मददतक्तस�ंतपतम�त

उलत् तखतकर�।तद�दत्�तददतकततप्िप्तम�तक  तब्ध्एंतरहलतहदत् तवततब््एं। 
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. 
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(बB) कृपद् उेतमददतक्तभ्तउलत् तखतकर�तिजेम�तक्फततअ�धकतउप्िबधद्ातरहलतहदतऔरतउेम�तअप तेत
द गद्ेतक्तभ्तउलत् तखतकर�। 
Please also indicate items in which there have been significantly higher achievements and 
your contribution thereto. 

 

 
 
 
 
 
 
 
 
 

             

4. कृपद् उलत् तखतकर�त�कतुतद्तपवूरव्ततकै �्ररतववरतकततअच्तसपंि््तव्�वरकत�ववरश्त्ेध्र्र्त््रलखत
अथ्र् ततकै �्ररतववरतसतत उ्त् रव्ततववरतक त31 जेवरलत्कतदजरतकर्तदलतग तथ्।तद�दतेहलंत् त�ववरशत
दजरतकर् तेतकतत््रलखत््ख्तज्ए। 
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. 

 
 
 
 
 
 

 
 
 
 
 
 
 

सचूना्द न ्वाश ्अ�धकार�्क ्हसत्ा�र् 
�दे्ंक Date:......................                      Signature of the Officer reported upon 
 
 
 
 

भाय PART-3 
 
सखंतद््तमक गतररगंतक्त्ेध्ररशतप््वतदेत्थ्तपने �वर्  केतप्�धक्रलतवव्र्त�कद्तज्े्तहै,ज त1-10 कत तपमै् तेत
परतह े्तच्�हए।तजह्ात1 सबसततकमतगतरत्थ्त10्सबसततअ�धकतगतरतक तदश्र्् है।त 
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. 
 

(कृषया्प�विषटय््कर्भरन ्स ्षहश ्लदोा-रनद ो�्कर्धय्ानषवूरक्षप्शल्)् 
(Please read carefully the guidelines before filling the entries) 

 
 

(ए) ्ेगर् तक्दरतक्तमूलतद्ंकेत(इस भ्गतक्तवत तूजत40% ह ग्) 
(A) Assessment of work output (weightage to this section would be 40%) 
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 परतव दन्पा�धकार�् 
Reporting Authority 

षुन�वरशरकन्पा�धकार�् 
Reviewing Authority 

i) पवूर ्ेद िज्त क्दरत कतत प्रपशूर् ्/�ववददत कत त
ीध्रतपरतीब�ंू्त�कद्तगद्तक्दर। 
Accomplishment of planned work/work 
allotted as per subjects allotted 

  

ii) क्दर् ेनतप्दे कततगनश््तततत 
Quality of output 

  

iii) �वशत् तवश््तमकद गतद््ततत 
Analytical ability 

  

iv) अपव्द््तमक क्दरत कतत प्रपशूर् ्/�कएत गएत
अप्तद््श्त क्दरत Accomplishment of 
exceptional work/unforeseen tasks performed 

  

‘रनयरत् कायर’् षर् कुश् ेमशाकर् ग रेयंOverall 
Grading on ‘Work Output’ 

  

आदय�र् 
Initials 

  

 

 
 (ब्) वतदिु्ग्त�वशतव््ांतक्तमूलतद्ंकेत(इस भ्गतक्तवत तूजत30%ह ग्) 

(B) Assessment of personal attributes (weightage to this Section would be 30%) 
 

 

 परतव दन्पा�धकार�् 
Reporting  
Authority 

षनु�वरशरकन्पा�धकार�् 
Reviewing Authority  

i) क्दर कततअ्भविृ््त 
Attitude to work 

  

ii) िजमतमतद्रल क्तब धत 
Sense of responsibility 

  

iii) अेनश्से क्तअेनर�शत 
Maintenance of Discipline 

  

iv) सपंतवश कौश् 
Communication skills 

  

v) त्े ृ् तव गनश 
Leadership qualities 

  

vi) ूलम कतत भ्वे्त म�त क्दरत कर तेत कतत �म्् 
Capacity to work in team spirit 

  

 
 
 

ज्रल Contd….P-5/- 
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vii)  समद-स््रश्त क्त अ नेसरशत त कर तेत कतत �म्् 
Capacity to adhere to time-schedule  

  

viii)परसतपरतवतदिु्ग्तसबंधं 
 Inter-personal relations 

  

ix)समग छ�वतएवंतवतदिु््तव Overall bearing and 
personality 

  

‘वय्िकतयत् �वो षताां’् षर् कुश् ेमशाकर्
ग रेयंOverall Grading on ‘Personal 
attributes’ 

  

आदय�र् 
Initials 

  

 

(स्) पक्द्र्तमकतस�म््तक्तमलूतद्ंकेत(इस भ्गतक्तवत तूजत30% ह ग्) 
(C) Assessment of functional competency (weightage to this Section would be 30%) 

 
 

 परतव दन्पा�धकार�् 
Reporting Authority 

षनु�वरशरकन्पा�धकार�् 
Reviewing Authority  

i)्ेदम/�व्ेदम/क्दरतएवंतद गतद््तकत त�तततम�तप�पद्एंत
एवं तउेकत तसहलतपद गतक तज्ेक्रल Knowledge of 
Rules/Regulations/Procedures in the area of 
function and ability to apply them correctly. 

  

ii) े्््बद द जे्त बे् तेत कतत �म्् Strategic 
planning ability 

  

iii) ्ेशरद त् तेतकतत�म्् 
Decision making ability 

  

iv) समनतवद �म्् 
Coordination ability 

  

v) अध्ेसतथ क तपत्र्तएवंत�वक्स्तकर तेतकतत�म्् 
Ability to motivate and develop subordinates 

  

vi) पह् शिु् Initiative  
 

 

‘पकायाराम्क्स�मता’्षर्कुश्ेमशाकर्ग रेयं 
Overall Grading on ‘Functional 
Competency’ 

  

आदय�र् 
Initials 

  

 

सामानय् GENERAL – (भाय PART-4) 
 

1. जे्् कत तस्थतभ्ग्द्रलRelations with the public (जह्ा ््गूतह wherever applicable) 
 (जे््तकततीवशतदक््ांतक्तउ्त् रद््द्तवतएवंतअ�धक्रलत्कतअ्भगमतपरतकृपद्त�ूपतपश्तद�)please comment 

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

 

्
 ज्रल Contd….P-6/- 
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2. प्श�श Training  

(कृपद्तअ�धक्रलतकततपभ्�व््तएवंतक्दरत�म््ांतम�तऔरतअ�धकतसनध्रत्थ्तव�ृदतकर तेतकततेिनूतसतत
उसकत तप्श�शतकत त््एत्सफ््रशतकर�तPlease give recommendations for training with a view to future 
improving the effectiveness and capabilities of the officer) 
 
 
 
 
 
 

 

3. सतव्सत तद कततिसथ््तState of Health 
 
 
 
 

 

4. स्तद्ेनतठ् Integrity 
(कृपद् अ�धक्रलतकततस्तद्ेनतठ्तपरत�ूपतपश्तद�तPlease comment on the integrity of the officer) 
 
 
 
 
 

   

5. प््वतदे अ�धक्रलत वव्र्त अ�धक्रलत कतत समसत् त �वशतव््ातं कतत ्सतव्रत (्गभगत 100् ोबद्् म�), 

िजसम�तस्म तदरत�तततएवतंकमतस्म तदरत�तत, अस्ध्रशतउप्िबधद्,ं मह्तवपशूरतअसफ्््ा ं (सदंभर: 

भ्गत2 क्त3(अ) एवतं3(ब)  एवतंकमज रतवग�तकत तप््तअ्भविृ््तश््म्तह ।त 

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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
ज्रल Contd….P-7/- 
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5. प््वतदे कत तभ्ग-3 कत तखंरतए, ब्तऔरतस्तम�त�दएतगएतवत तूजतकत तीध्रतपरतकन ्त्म््करतसखंतद््तमकत

गतररगं।त 

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

 
 
 

 
  
 
 
     
  
        परतव दन्अ�धकार�्क ्हसत्ा�र् 
        Signature of the Reporting Officer 
 

े्म सतपनतूतअ�रदतम�त 

सतथ्े Place:.....................  Name in Block letters: ______________________________ 
     पदे्म 

�दे्ंक Date:.....................  Designation: _____________________________________ 
्रप रू कततअव�धतम�त 

     During the period of Report: ________________________ 
 
 

भाय्PART-5 
 
1. पने�वर्  के अ�धक्रलतकततअभतदनिु्द ा्तREMARKS OF THE REVIEWING OFFICER. 
 
   पन्े�वर्  केतअ�धक्रलतकत तअं् गर् तसतव्तअव�धत 
   Length of service under the Reviewing Officer   

 
 
 
 

 

2. ुतद् ीपतभ्ग-3 वतभ्ग-4 कत त्ेगर् तक्दरत्थ्त�व्भनते तगनशदतकत तसंबंधतम�तप््वतदेतअ�धक्रलतवव्र्त�कएतगएत
मूलतद्ंकेतसततसहम्तह�? ुतद्तीपतअ�धक्रलतकततअस्ध्रशतउप्िबधदद/मह्तवपूशरतअसफ्््ांतकत तसंबंधतम�त
�कएतगएतमूलतद्ंकेतसततसहम्तह�?[संदभर: भ्ग-3(ए)(iv) ्थ्तभ्ग-4(5)] 
(द�दतीपतप््वतदेतअ�धक्रलतवव्र्त�कएतगएत�वशतव््ांतकत त�कस्तसंखतद््तमकतमूलतद्ंकेतसततसहम्तेहलंतह�त् त
ीपतकृपद्तअपे्तमूलतद्कंेतइसतखंरतम�त�दएतगएतसत् मतभतम�तद�त्थ्तअपे्तप�विनूददतक तीवद�रतकर�त) 
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.) 
 

ह्ातYes 
 

ेहलं No 

             
     ज्रल Contd….P-8/- 
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3.  असहम्तह ते तकतत िसथ््तम�त कृपद्तइसकत तक्रशतब््एं।तुतद्तक  तऐस्तब््त हैत िजसततीपतकन छतबद्े्तद्त
ज ड़े्तच्ह्ततह� ? 
In case of disagreement, please specify the reasons. Is there anything you wish to modify or 
add?  
 
 
 
 
 
 

    
4.  पने�वर्  के अ�धक्रलतवव्र्तपतेत�पुतचर।तकृपद्तअ�धक्रलतकततकमतस्म तदरत�तततएवतंउसकततकमज रतवग�तकत त

प््तअ्भविृ््तस�ह्तउसकततसमसत् त�वशतव््ांतकत तब्रततम�त�ूपतपश(्गभगत100्ोबद्् 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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

5.  प््वतदे कत तभ्ग-3 कत तखंरतए, ब्तऔरतस्तम�त�दएतगएतवत तूजतकत तीध्रतपरतकन ्त्म््करतसंखतद््तमकतगतररगं। 
Overall numerical grading on the basis of weightage given in Section-A, Section-B and 
Section-C in Part-3 of the Report. 

 

 
 
 

 
 
 
 

षुन�वरशरकन्अ�धकार�्क ्हसत्ा�र 
       ् Signature of the Reviewing Officer 
 

े्म सतपनतूतअ�रदतम�त 

सतथ्े Place:.....................  Name in Block letters: ______________________________ 
     पदे्म 

�दे्ंक Date:.....................  Designation: _____________________________________ 
्रप रू कततअव�धतम�त 

     During the period of Report: ________________________ 
 
 

********** 
 
 
 
 
 
 



 
 

 
संशगन्कAnnexure-I 

 
संखयाामक्क शीकरश्क ्साे्�षी�आर्भरन ्सनेंध्लदोारनदशो्

 
Guidelines्regarding्filing्up्of्APAR्with्numerical्grading्

(i) एप्एीरतकत तस्ंमभत�व�धव्तस्वध्े्तऔरतधद्ेपूवरकत्थ्तपद्रप्तसमदतदत्ततहनएतभर तेतच्�हए। 
 The columns in the APAR should be filled in with due care and attention and `after devoting 
 adequate time. 
 
(ii) दहतीश्तकततज्््तहैत�कत1 अथव्त2 कत त�कस्तवगतकरशत(्ेगर् तक्दरतद्त�वशतव््ांतद्तकन ्त ्म््करत
 शतश्करशतकत तप््कू्) क त�व्शनूतअसफ्््ांतकत तम्गरतसततक्मत�चततम�तपद्रप्तरपत सतत औ�च्दत �दद्त
 ज्एग्त औरत इस्त पक्रत 9 अथव्त 10 कत त �कस्त शतश्त कत त सं बंधत मतत �व्शनूत उप्िबधददत कत त सं बंधत मतत
 औ�च्दत�दद्तज्एग्।तशतश्त1-2 अथव्त9-10 �वर्तह ््तह�तअ्: उेक्तऔ�च्दत�दएतज् तेतकतत जरर्त है।त
 स्ंिखदकततशतश्तपद्ेतकर्ततहनएतप््वतदेतएंवतपने�वर्  केतअ�धक््रददतक त�कस्तअ�धक्रलत क्त
 दज्र्ेध्ररशतउेकत तअध्ेतवहलतसंखद्तम�तव्रम्ेतम�तक्दरर्तसहद �गददततकतत न््े्तमततकरे्त च्�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) एप्एीरत क्त 8 सतत 10 कत त ब्चत क्त वगतकरशत “उ्कृनू” ््द्त ज्एग्त ्थ्त सूच्करश/पदौने््त कत त ््एत
 औस्तप्प््ंकतकततगशे्तकर तेतकत त््एतप्प््ंकत9 �दद्तज्दतग्। 
 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) एप्एीरतक्त6 ्थ्त8 सततछ ू्तकत त ब्चतक्त वगतकरशत “बहन्तअचछ्” ््द्तज्एग्त्थ्त प्प््ंकत7 �दद्त
 ज्दतग्। 
 APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a 
 score  of 7. 
 
(v) एप्एीरत क्त 4 ्थ्त 6 सतत छ ू्त कत त ब्चत क्त वगतकरशत “अचछ्” ््द्त ज्एग्त ्थ्त प्प््ंकत 5 �दद्त
 ज्दतग्। 
 APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5. 
 
(vi) एप्एीरतक्त4 सततकमतवगतकरशत“शूनद” ््द्तज्दतग्। 
 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 

 
 


