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GOVERNENT OF NATIONAL CAPITAL TERRITORY OF DELHI

DEPARTMENT OF TRAINING & TECHNICAL EDUCATION
' 'MUNI MAYA RAM MARG, PITAMPURA, DELHI-110088

ANNUAL PERFORMANCE ASSESSMENT REPORT ]APAR[

' CONFIDENTITAL REPORT OF GAZETTED OFFICER (OTHER THAN THOSE IN TEACHING) FOR THE PERIOD - ',

FROM TO
1 Name of the officer
2 Date of Birth
3 Designation:
W

(To be filled by Reporting and Reviewing Officers)

Name of the Officer reported upon
Report for the period '

-
¥

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.

_(please read carefully the guidelines before filling the entries)

Reporting Officer

1

| -

Reviewiné Officer
(Revised Grades, if

| . does not agree with

column No.2)

initials of Reviewing
officer

1] Accomplishment of planned work/work
allotted as per subjects allotted.

I [A] Assessment of work output (weightage to thls sectlon would be 40%)

|

el —

l___] Quality of Output
3] Analytical ability

'_ﬂ,]—Accompllshment of exceptional work/

| unforeseen tasks performed

ey

Overall Gradmg on "work output

-

1.—..—-——-——

___1] Attltude to work.

| [B] Assessment of Personal attrlbutes (weightage to thlS section would be 30%)

2] Se_hse of responsibility

3] Maintenance of Discipline
4] Communication Skills

| 5] Leadership qualltles

| 6] Capacity to work in team splrlt

7] Capacity to adhere to time-schedule

8] Inter-personal relations

[_—Overall bearing and personahty

Overall Grading on "Personal
Attrlbute"

l

[C] Assessment of Functional Competency (welghtage to this section would be30%)

| 1] Knowledge of Rules/ Regulations/
procedures in the area of function and

ability to apply them correctly.

=

2] Strartegic Planning ability,

| 3] Decision making ability

I_il] Coordination ability

' 5] Abtllty to motivate and develop
| subordinates |

6] Initiative

Overall Gradmg on "Functional




!

[D] Overall Numerical Grading on the basis of weightage givenin
Section A,Band C o

Sighature of the Reporting Officer
Date:- Name
Designation

REMARK OF REVIEWING OFFICER

1. Length of service of assessee under the -
Reviewing authority from the period under
report

2. State of health -

3. Do you agree with the assessment of the g
officer given by the reporting Officer? Is there
anything you wish to modify or add?

4. General remarks -

5. Final average Grading (on scale of 1-10) -

Date:- Signature of Reviewing Officer
Name
Designation



INSTRUCTIONS

potential. it is not meant to be fault-finding process. Instead, it is intended to be a developmental one. The
Reporting Officer and the Reviewing Officer should not shy away from reporting shortcomings in
performance, attitudes or overall personality of the officer reported upon.

4. If the Reviewing Authority is satisfied that the Reporting Authority had made the report without due care
and attention he shall record a remark to that effect in Section IV, The Controlling Authority shall enter the

remarks in the dossier of the Reporting Authority.

(iv) APARs graded between 6 and short of 8 will be rated as “very good’ and will be given a score of 7.
(v) APARs graded between 4 and short or 6 will be rated as ‘good’ and given a score of 5.
(vi) APARs graded below 4 will be given a score of Zero.

12. The following procedure should be followed in fillinc up the item relating to INTEGRITY:-

(1) if the officer/officials integrity is beyond doubt, it may be so stated.
(11) If there is any doubt of suspicion, the item should be left blank and action taken as under--

expeditiously. Where it is not possible either to certify the integrity or to record the secret note, the
reporting officer should state either that he has not watched the officer/official’s work for sufficient time
- to form a definite judgement or that he has heard nothing against the officer/official, as the case may be.

Activity Date by which to be completed

S.No |
1 Distribution of blank APAR forms to all 31 st March
concerned ~1 {This may be completed even a week earlier).
2 Submission of self-appraisal to reporting officer | 15" April
by officer to be reported upon (where
applicable} B ‘
[ 3 Submission of report by reporting officer to 30 th June
| reviewing offiger . o
4 Report to be completed by Reviewing Officer 31 st July
| and to be sent to Administration or CR




