AT WA AT g
ALL INDIA INSTITUTE OF MEDICAL SCIENCES
AR, SATUUSERT - 522503
Mangalagiri, Andhra Pradesh - 522503
T+ AT qeaieT Rae @r. /. 7. R.)
ANNUAL PERFORMANCE APPRAISAL REPORT (APAR)

TRy AT agrw (g A ftw) @ #Ry wmelRs ages @E 9 Afts) ¥ R
For Senior Administrative Assistant (UDC) & Junior Administrative Assistant (LDC)/Cashier

s / s/ =S
Department/ Section / Unit:

IEG1ET q T fAvurew & sty

Period assessment from to

-1 FRETT =T
Part-1 PERSONAL DATA

(weTer/ s/ Fratag @ gafegd TAaTEeE SOEIET T WY (1Y, S99
gquieafy & RarfEr sfgerd 3@ dafrag foaetde afdwrd @ s 9
(to be filled by the Administrative section concerned of the Ministry/ Department/ Office
in its absence, Reporting Officer to get it from officer reported upon)

1.1 FfgF Y F AW U YA
Name of officer & present designation:

1.2 9T ® FEwgw fi ardw:

Date of joining the service

1.3 s faf:

Date of Birth:
14 FaATa T ® WA gl f arda: faiw_/ Date
Date of continuous appointment to present grade: Is_/ Grade

1.5 FEITT UE IR I a9 foaE:
Present post and date of posting thereto:

1.6 =fc & FqElRad ©H F Iafy: BEr & H

Period of discontinuity from duty: On account of Leave

fRNEAOr T YA/ AT GIHIQ FET F R0
On account of training other official assignments




TeH Wiitwd % o e ¥ S w1 | aqiRe
ot & F7 "

Total Number of days absent from duty without prior
permission of Competent Authority

1.7 <afrs © =AEETEE gadt Ay

Academic and Professional Qualifications:

1.8 HT Jqgfd A/ AT S/ 7w fOger v/ a.fF. @3t F 83
Whether belong to SC/ST/OBC/OPH community?

1.9 R sfqesfta/ s afdveor/ et & s R
FYAT FAATT e AgAE I A
Inland/Foreign Training / Refresher Courses undertaken
or Professional Qualification attained:

1.10 =rFaTE fwEt f w@fda/ geear/ ww & TE Rfevhe  ohar:
Fellowship/ Membership of Professional Bodies/ Departmental Exam qualified:

1.11 91T g 99 + B I

Pay in the pay band + Grade Pay:

112 foorfén, o fadeor sfgwrd % Rewor:
Details of the Reporting, Reviewing Authorities:

Raf&T |99/ Channel of Reporting AT TF UsATH/ Name & designation RmE &t = Period covered in the year

fonifér sfamra
Reporting Authority

T

Reviewing Authority




V-2 & el
Part-2 SELF APPRAISAL

= w1t =1 wfiasw e 9T § 996 g7 W 9= % g/ To be filed in by the Officer reported upon)
(FT gfAfEAt A & UgR Sgemil # eAWyEs 9% @ / Pleaseread carefully theinstructions before filling the entries)

1. @ wo fat & &fém =< / Brief description of duties of post:

2. e, H oeeeeeeeen... T8 A9/ A9t F FO9 wOw T wU oFwTAT wT oAt ga (HfAE F@ 100
=i % Hifhq  grAr  ATgu)  Brief resume of the work done by you during the year/period
from.....ceeeenee. { (o JORUU (The resume to be furnished should belimited to 100 words)

3. IEATET F AT ® QAAT AHAl / BIZAN H (AGSTT H FA G€AT
During the assessment period, total number of disposal of case/file etc.

4. 9T FAANR T FA F A9 Afad qHAT / WISAT A7 FA GLAT
During the assigning the post, total number of pending cases /files etc.

5. fafm ad ¥ sq § «faq wrawr / wredr f F9 "edr
Total number of cases /files pending during thefinancial year.

T/ Place: (3| wfawrd ¥ gearas Sadr R faed 9t g)
feiw / Date: (Signature of the officer reported upon)
ar3 fae e @ afdwrd g qearEs

Part-3 Assessment by the Reporting Officer

(FAT FATEA WA § TR AGEAT F SATAEF TR )

(Please read the guideline carefully theinstructions before filling the entries)

~afET afemrd g yd@s or / Rdwar F foag afw & i ity SifF 1§ 10 9% % W 9% T AR,
Rred 1 &1 qreqd =gmaw 9 & ;T 10 FT qreqd SgaH IS 9 g |

Numerical grading is to be awarded for each of the attributes by the reporting authority which should be on a scale
of 1-10, where score 1 refers to the lowest grade and score 10 to the highest.

(F) W FoIRT 1 qeHT (39 °@ it g0 403 OO
3



(A) Assessment of work output (weight-age to this Section would be 40%)

%.9 | f3awr / Descriptions fafdr wftmrd | ot nfim® | gl e % emereR
./ Reporting Autharity Reviewirg Authority Initial of Reviewing Autharity
S.N.
i) ERIINT F1F AT TRQUEr / A w F g™ 9¥ amEted
fFar mar #™ / Accomplishment of planned work /
work allotted as per subject allotted
ii) FF UM T qorEr / Quality of work output
i) THRT H YA (T S TRYEAT) /
Proficiency in typing (Speed & Accuracy)
iv) FA A FAEL, Aa: HETRT e ST A9mer s
FT T@¥@rEa |/ Proficiencyin work, namely maintenance
of prescribed and charts etc.
FE AT 9X aueq Sofiwor

Overall grading on work output

A 40% THEq it
40% weight-age of overall grading

()

FRETT W F qeTFT (39 @< FT aGE 30 % grfY)

(B) Assessment of Personal Attributes (weight-age to this Section would be 30%)

% .8 | 89w / Descriptions Riter  Wiemd | qARest YOay | GHadrst SIeRd & Sreass
./ Reporting Autharity Reviewing Authority Initial of Reviewing Autharity
SN.
i) F % gia afef¥ / Attitude to work
i) IALETAE FT 9TE9T / Sense of Responsibility
iii) AT F9TT T@AT / Maintenance of discipline
iv) are Hrerd / Communication Skills
v) fgworens FwET / Analytical Ability
vi) | wmfeE wmEeT ¥ Fw #w A oewar
Capacity to work in team spirit
vii) | @ drar oo w1 fT FeEar /
Ability to meet discipline
viii) | siadafe® #@=9 / Inter-personal relations

FATHE T / FAuaet 98 qwed ST

Overall grading on personal attributes

TEd 30% THET FUHTO
30% weight-age of overall grading

() FITHF TEHAT W AR (SH @S T qOOg 30 % gRA)

(C) Assessment of Functional Competency (weight-age to this Section would be 30%)

S.N.

fe=wr / Descriptions

Rater  wiewa
Reporting Autharity

AT SHaRT

Reviewing Authority

TARST ARG F  SEAER

s
Initial of Reviewing Autharity

i)

FH-FT % oA § a9 / AFare / 9t &1 J9=
AT T TRl qF q AN FIA AT ARIAT

of Rules/ Regulations/ Procedures in the area of function

Knowledge

and ability to apply them correctly.

i)

TH=T g9dT /| Coordination ability

iii)

g o<k / Initiative Power

iv)

FFAST T FE FIA BT TAOET /

Proficiency in working on computer

FATAF TATAT T UET SAvfiHor

Overall grading on functional competency

wEd 30% TAET [Avfishur
30% weight-age of overall grading




AT-4 9T 9gs O (Aged ?’I'ITL'T@:)
Part-4 GENERAL ATTRIBUTES (weight-age not applicable)

1. S9aT % §TF WRERl (el | @ 2/ Relations with the public (wherever applicable)

(T T AFeTFRATA F IA@IAE UF ARG qF AFTH 9w FoEr feoywft ¥/ Please comment on the
officer’s accessibility to the public and responsiveness to their needs)

2. 9f9requr/ Training
(FaT rfeprdy it wATAA AT T AWATA § HATT AT g FAT F FER(W FoATT qiAreAw F fow fecoeftwe /

Please give recommendations for training with a view to future improving the effectiveness and capabilities to
the officer)

o F1 f2rfd/ State of Health




4.  goatast ErfaETh i afaeT uw frufy )

Integrity (Please comment on the integrity of the officer)

5. e forae ater stfermT GRT SATEeRT< & ¥RT T[0T, STHTE 0T SHA o6, Hged Ul HiHA( ST FHASIT a1 &
Tt T Afed I THT [T o el 7 =T T SATATHT (WA 100 T30 /) /
Pen Picture should be recorded by the Reporting Officer (in about 100 words) on the overall qualities
of the officer including area of strength and lesser strength, extraordinary achievements, significant
failures and attitude towards weaker sections.

6. RUIE FaMm-3 T @ & T AT H & T qoilg &
AT T T qieThT FHie|
Overall numerical grading on the basis of weight-age
given in Section A, B and Cin Part-Ill of the Report.

R fered I afewr & geme /
Signature of the Reporting Officer:

AT/ Place oo, IR AL H ATH:

TEATH/ DAte e e e, qeTH

During the period of Report:

a5 g e sfywrd f et
Part-5 Remarks of the Reviewing Officer

51 1 e st ¥ siqla dar wme:
Length of service under Reviewing Authority:




52 HT A9 FE fAET &K AW-3 7 AW-4 # [{fw i/ Adwast § d@dg § {Roe frew 9w aftwd F g e T
(6 & agad g7 {¥aw: WF-3 qar AF-4(5)} I T spn / fAduast F &G §F oaifts qeoiea & agaa T )
T S® e ® aow fRiw P Tr ww A qoNT eime o S¢ e et wRftat woamemr #300
Do you agree with assessment made by the Reporting Officer with resped to the work output and the
various assessments of attributes in Part — 3 & 4? {Ref: Part-3 and Part-4(5)} (In case you do not agree with
any with any of the numerical assessments of attributes please record your assessments on the column
provided for you in that section and initial your entries)

| & / YES | T& / _NO |

53 F@gAd g« #t Ruft § $ouT T@F FROT S9N, FUAT YAr FF g red a0 S@wes AT SeEr S 90 87
In case of disagreement, please specify the reasons, is there anything you wish to modify or add?

54 ST,/ F.9.97. GOFH F FE [FAoET FToqEaET w0 7 Roe P @ afiwsh i ategio o
Attitude of the reporting officer in assessing the performance of SC/ST Officer.

55 o Rwor afds s/ v90 a=ik @ 100 st ®) FUAT gAAEE F & AR FESR O F w9 twgie afted
A F gy i ux fRreguft #Y
Pen Picture should be recorded by the Reviewing Officer. Please comment (in about 100 words) on the
overall qualities of the officer including area of strengths and his attitude towards weaker sections.

5.6 dfideT ¥ WW-3 ¥ @&, @e-@ dR g #§ A ¢ qwiw F q@gr w39 e
g aftswr / overall numerical grading on the basis of weight-age given in
Section-A, Section-B and Section-C in Part-3 of the Report

IFE(9) IJgT A=A (7) | F==(S) AT (3) FEAISE (0)
Outstanding (9) Very Good (7) Good (5) Satisfactory (3) Unsatisfactory (0)

o Adew st F gearax /

Signature of the Reviewing Officer

T/ Place & oo, LR = e = A 1 S

Namein Block Letters: ........coovvveivieei e

BT B T L




Note:

(i)

(i)

gfeerdy w1 T (B foe ot sm @ §) /Name of the Ratee Officer

arefa

qouresre/ qrfRewRe gy, steararae gry st
Scrutinized by CAO/APAR Cell, AlIMS

Frefaen-fre & wafreg fga daw & oo =@t T #7377 ofvpel #=9 % oo fawg @ww-de
(AT - ) T "R 7

Instructions on APAR including a Time-schedule (Annexure-lll) for preparation/completion of actions pertaining to the
same are enclosed.

M7 / CONFIDENTIAL
NOTE: FeaT &IE HT FI@H R AT ATE / PLEASE DO NOT LEAVE ANY COLUMN BLANK
(AT F AT FF AT ATAHRY FT @q § / to be detached and Handed over to the Ratee Officer)

#t/  ofmtas g ¥T/ UEAH &
q Th A osaty i arfAewefe ¥ waweatew wtem A owiwe faew

__________ @ foqrfEr afterd = wega w310

APAR in respect of Shri/ Smt./ Ms. grade/ designation for the

period from to submitted after completion of the self-Appraisal to the

Reporting officer on

fofé&r sfaeRrss % gearere/ Signature of the Reporting Officer :
T Tad gsATT /Name & Designation:

#£/  oftmfas  wft IT/  IeATH i
q Th A ety fir arfrenfe F fofiv aftwd g fErw
F QAT FIAFET A TEqT AT AL

APAR in respect of Shri/ Smt./ Ms. grade/ designation for the

period from to submitted after initiation to the Reviewing Officer on

AT Sreror stfereRTr 3 gearek / Signature of the Reviewing Officer:
A Ta gaqrH /Name & Designation:

TMIAYT_/ CONFIDENTIAL

EIIE / RECEIPT

ogefve & wfy faars FT AT WA I AL B | gafead RAuw ow fAget ¥ aqEne, arofaewmefre &

oo aeg & faeg 9ftasq, afs g @, g2 15 fof % fiaw w&ga &A1 grm
A copy of the APAR received by me on as perinstructions on the subject, if | wish to represent
against the contents of the APAR, | have to do so within 15 days.

e foaey 9 ara sfasrd % geara< / Signature of the Ratee Officer:
A Ud 9ew /Name & Designation:




ANNEXURE-I

TIME SCHEDULE FOR PREPARATION/COMPLETION OF APAR
(REPORTING YEAR-FINANCIAL YEAR)

S.N. | Activity Date by which to be completed
1. Distribution of blank APAR forms to all concerned (i.e. to | (This may be completed even a
officer to be reported upon where self-appraisal has to | week earlier)
be given and to reporting officers where self-appraisal
is not to be given)
2. Submission of self-appraisal to reporting officer by
officer to be reported upon (where applicable)
3. Submission of report by reporting officer to reviewing
officer
4, Report to be completed by Reviewing Officer and to be
sent to the Chief Administrative Officer or ACR Cell or
accepting authority, wherever provided.
Appraisal by accepting authority, wherever provided
(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
7. Receipt of representation, if any, on APAR 15 days from the date of receipt
of communication
8. Forwarding of representation to the competent
authority
(a) Where there is no accepting authority for APAR
(b) Where there is accepting authority for APAR
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 | obtaining of decision of the
authority on the representation by the APAR Cell. competent authority.
11. End of entire APAR process, after which the APAR will be

finally taken on record




(iii)

(iv)

(v)

ANNEXURE-II

it FEwRT geaiss RO i o 3 & w8 9 F 99w 7 fenface
Guidelines regarding filling up of APAR with numerical grading

FItF FEFATRT qeaied RO & @9 &7 =" 9899 7 g0 qEgHiEs Ud W o A
ST

The Columns in the APAR should be filled with due care and attention and after devoting
adequate time.

UHT Srem i T g (FE IUAl AT ARIAEl & avE By
Ff REaa I 1 AT 2 FT ATFNT F ATAERAAT AT T ¥ AT T
ZEAT S0 ST 3 TEr %8 9- 10 F #EaH I I AR fAomes #1 RAfige w9
U AT ¥ H AMEEG g S0 I 1-2 AT 9-10 & &I 9 &7 A91=T F9 1 2l 2,
gt T Iz RY ff o € 91 zw ufe § wwo gaw i smEemswar @1 RO oafemrd siw
AT ATTFHT SO (el FTH FIA AT AISET AR HT qEd@s gHTRI 61 T@aaT w1 ea
¥ @ gO s IT d

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 respected 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 currently work under them.

T IT) A BT SW
TATH

I FAFTIET qeasmT o & 8 v 10 F fi9 F Iz #7 “IhL” WET JTET {T T/
THag & F IZT ¥ saas &oET F o I o far s

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.

FIMUF FEMTERT T ROE & 6 T 8 & &= & IS & “Fgd A=a1” HMT AT 3T
= T oy 7 REr s

APARs graded between 6 and short of 8 will be rated as ‘very good’ and will be given a
score of 7.

TR FTIRTIET qoardT RO # 4 3T 6 F &9 F U AT =P AMT AT ST T O
g 5 RET S |
APARs graded between 4 and 6 short of 6 will be rated as ‘good’ and given a score of 5.

FTF FARTIET geaias e § 4 § = &Y 9@ g I &1 Fr q[T S |

APARs graded below 4 will be given a score of zero.

10



