ALL INDIA INSTITUTE OF MEDICAL SCIENCES, NAGPUR

(onifsics foToutget Ao=diohel fxaic —fot. 3t am.1z.)

Annual Performance Assessment Report (APAR)
AlCS TSTEATCToD FETI0E /FBieToS TSTAND G/ F1oB (ST

For Senior Administrative Assistant/ Junior Administrative Assistant/Cashier

FLITI/ STHITTNRETVE  ceeeeeeeeeeeeeeeeeeeeeeeeeeeeeaeeaan

Department/ Section/Unit: ...

festrs k2 aw fsrsqraest ol stafw@r

Period of Assessmentfrom................... 10
T, arforeos ST
PART-I PERSONAL DATA

(Foerr / fosmonmRicr A Adfoerd TMHAlTE STHET FH R TG, 3BT Sgqufzefr F o sifmerr
I Felesia RACES = Tq HR)
(To be filled by the Administrative section concerned of the Ministry/Department/ Office, inits
absence, Reporting officer to getitfromofficer reportedupon)

1.1 SIEERR BT A TF g&A™ -

Name of officer & present designation:

1.2 TAT T BIITETT B AT © e eneeenennen e e eee et e eea e e enaaaeaneenataeanaeanannanneaneaneanaanaaneaneaneanan

Date of Joining the Service:

1.3 S Rifer .
Date of Birth:

1.4 THAE J & TMAR PR B AT e

Date of continuous appointment to present grade:

1.5 I IS AR IH JARN P a9

Present post and date of posting thereto:

1.6 =g @ oTguRYd TN H A Bl & HR
Period of discontinuity from duty: On account ofLeave:




1.7

1.8

1.9

1.10

1.11

AfRmeTeT A IR /T TR BT H B

Onaccountof/ Training other official Assignments

& A B GE T & S e 9 oTguRe &St i g "
Total Number of days absent from duty without
prior permission of competent authority

deifors od EERe @68 ST
Academic and Professional Qualifications:

sTggfea sl /eTgEfea st /e et @ /a.f. & 37
Whether Belong to SC/ST/OBC/PH Community?

R sicaexig R aferr /gt aegst # o ok =
et sTeaie o< @

Inland/Foreign Training/Refresher Courses undertaken and Professional qualification
attained:

HEAE et @ DAY /TEmEr,/arE B T i o

Fellowship/Membership of Professional Bodies/: Departmental Exam
qualified

FHAAHHE JA + IJa9 Is 99 ¢
Pay in the pay band + Grade Pay:

R g FlEer sl e Eieresat & f&aEser -
Details of the Reporting, Reviewing Officer and Accepting Authorities:

RafEm e I X 951 e 5 =iy

Channel of Reporting Name and Designation Period covered in the year

AT ofereRr
Reporting Authority

g Frieer mitemr
Reviewing Authority

el g
Accepting Authority




T - 2- &. (% / Part-2— SELF APPRAISAL
(39 sfeprd & W s e o faedt s ) / (To be filled in by the Officer reported upon) (w@m
gfftesr 39 & UBd RS & eyE® 9 o) /(Please read carefully the instruction before filling the

entries)

1 =mcfet =m1 wferer fererwor/ Brief description of duties

2 i £ U TH & i/ & SRF % &N U MU HE & G ar gad)
Brief resume of the work done by you during the year/period
from............ [ R (The resume to be furnished should be limited to 100
words)

3 i & HAW & AR HHAl/ BEAl B IS A de |
During the assessment period, total number of disposal of case/files etc.

4 Uz FEWT TET HE B AR ST AT Rl B A |
During the assigning the post, total number of pending cases/files.

O facfm ad & ofd & <ifeq Wl ATt @ B e
Total number of cases/files pending during the financial year.

afereprd |, e Raret el st & @1 s
Signature of the Officer reported upon

e [Place:

fesies /Date:




HIET -

3} RO R a SRR &R gt

Part-3 Assessment by the Reporting Officer

(e ufafeear s & ded fRsr FRA A =HYEGE To o)
(Please read the guideline carefully before filling the entries)

1. Rt eAfeprdl s gl o1/ s & [ Sifes BET & S e S 9 | 9o 9% T
X BN anfen RTEH 9 @ ardd A 9% § X 9o @& ardd S==ad ¥ & g1 Numerical grading
tobeawarded foreachoftheattributesbythereportingauthority whichshouldbeonascale of 1-
10, where 1 referstothelowest grade and 10tothe highest.
(%) F FreaEs 1 gedieh 390 G @ sl o UiIseT ar
Assessment of work output (weight age to this Section would be 40%)

%.4'/ | et /Descriptions RUrE fergey arer | A1 SAHT & 1] apefien
S.N. aAferEprd = jsm %ﬁgﬂﬂﬁ NP
RUNEUES Revised Grades by =1
Grades by Reviewing Authority | efreEmex
Reporting (1fldoesn’t agree with | 1nitial of
Authority col. Reviewi
ng
Authorit
y
1 2 3 4
i) AIEeR HE Efed oA & ATAR
AEfeT HE QA HET
Accomplishment of planned work/work
allotted
as per subjects allotted
ii) FHd & JerEen  / Quality of work
ii) | FHOT H mEOTr (AR aiRegesan/
Proficiency in typing (speed and Accuracy)
iv) Hrd T mErorar, AradRa Weed ofiw =met
gl #1 w@@d | Proficiency in work,
namely maintenance of prescribed and
charts etc.
Hrd e o T AT @ 9 |
)4 Overall Grading on Work
Output (Total [1 to iv 4)
(@) dufarms o1 1 GEiHA(EH e A AONE 30 HRI)
(B) Assessment of personal attributes (Weightage to this section world be 30%)
%.%./|f&rereer /Descriptions Rare foree | aeien erfeeprd e far T
i A | Heiied I (AR weew R SRR Bl
8. No. a0 A T g gewa w8 B)Revised SATETET
Ig Grades | Grades by Reviewing Initial of
by Authority (if doesn’t Reviewing
Report.mg agree with col.2) Authority
authority

FHE B AT ATNIRT IoTIT /
Attitude to work

ii)

SEERE & qEr |
Sense of responsibility

iif)

FYATHT AT & |
Maintenance of discipline

dare s | Communication skills




V)

faeroone s AFadr/ Analytical ability

vi)

M H B B B A
/
Ability to work in team

vii)

g AT O HIA B AT
Ability to meet deadline

viii)

g deer /

Inter personal relation

fQuarett 1 dHa AFET (= {1 @ viii}) Overall
Grading on ‘Personal Attributes’
(Total {I to viii} )

(1) S aHAT B gRiEd (39 ©E # asie 3o gfree Srf)

Assessment of functional competency (weightage to this section would be 30%)

%4 | fgaxer/Descriptions e foree | getem sifeeRrd e fRam e
/8. aret dsiifer s (afx gamw 2 @ | S A
No./ aAfereprd Teaa et ¥)Revised AT
ERUlERl S Initial of
Grades by Reviewing L
™IS - , Reviewing
Authority (if doesn’t agree .
Grades by th col Authority
Reporting with col.2)
authority

HIH-FHIST B =5 TaH] /JEfaE B 5 ST
g2 Tel ol 9 @F & H Frgar /
Knowledge of Rules /Regulations /
Procedures in

the area of function and ability to apply
them

correctly

ii)

=g % graar / Coordination ability

iii)

gea / Initiative

FHPYST IT B HIA H o

Proficiency in working on Computer

TRAOTAT IS &FT 9% J9d ATST ((FH/A |
q iv)

Overall Grading on ‘Functional
Competency (Total {Itoiv})

fooelt . THm AT, MAiRa T dEie & AP § Hadwl & U0 J= AN & anT 9% SfraiiRa ertt

Note:

proportion to weightage assigned.

g™ /GENERAL
| T —4 /Part-4

1.

The overall grading will be based on addition of the mean value of each group of indication ‘in

STAT & AT HUh( STet wEl @F EN) (FI ST B AHE TH g F AT A IR

STeXdl & Ui SeeE X fewef )

Relations with the public (wherever applicable), please comment on the officer’s
accessibility to the public and responsiveness to their needs.




2. afreroT (Frar SAfmd #H HRERAr Y HE AT ¥ R @ 8g A @ gfte § oo #@
st )
Training (Please give recommendations for training with a view to future improving the
effectiveness and capabilities of the officer)

3. e @ Rerfa/ State of Health.

4, AT (AT SHR Pl g g3 feoqely #Y)
Integrity (Please comment on the integrity of the Officer)

5. gcal oY HHAY erAaret, STETeReT Iudfeer, fe@yel fahadref qer asiy & & 9
aifgfe & & afed sifesrd & a9 o ox RO fogs awe st @/ g e (e
900 STl ﬁ)

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 failures and attitude towards weaker sections.

6. W - 3§ @S %, @ol 1 H & T dwele & oNeaR U a9y Affes AT
Overallnumerical grading on the basis of weightage given in Section A, B, and Cin Part- II1
of theReport.

Rare foes arer oIfaeer @1 sxame Signature

of the Reporting Officer
e /Place: ..o A 92 ot "
NameinBlockletters..................ccooeinnnn.
feqie /Date: ..o, g™ /Designation...........ococeeevvvnnnen,

fdrE i erafy & A=
During the period of Report: ............



ar -3 gk e arT sgReEt
Part-5 Remarks of the Reviewing Officer

1. gefeieiers erfeprdt & S
Length of service under the Reviewing Officer. ‘ ‘

2. = oy & MeaEd oY WRT - 3 g 9 ¥ § fawer o dwane’t $ d@dy § Raer frew ad
AR & & Y T gl § gend o7 (HEd W -3 SR Wr-v (YA e o et
& foell ofi ofiferss geaiel & @edq 98l & O 99 © =H ofus fau fu o wiw § ofuer gedien
o7 L TR ST Ufsedl UX STUAT STEmER Y 1)
Do you agree with the assessment made by the reporting officer with respect to the work output
and the various assessments of attributes in Part-3 and Part-4? (Ref. Part 3 & Part4 (5) (In case you do
not agree with any of the numerical assessment of attributes please record your assessment in the
column
provided for you in that section and initial your entries).

g /Yes &t /| No

3. oreeHfa @ Rafq # Hreer gad | HuAr YA HE T RTEH oY Hliee HIAT oTEr Sieer A@ed ® 7
Incaseofdisagreement, pleasespecify thereasons. Inthere anything you wishtomodify oradd?

4. 157,155 AfRrd & Hrd IR B e w9 § RO fres arq sifeard @ afaie )
The attitude of the Reporting Officer in assessing the performance of SC/ST Officer.

5. gAfIe iR ST o 2 | @ 900 @l H) FHUAT eAAIed T HAGY eared & & oY
FHAAR o1 & Ui AR died e & 9T IO 91X fewel Y

Pen Picture by Reviewing Officer. Please comment (in about 100 words) on the overall qualities of
the officerincluding area of strengths and strength his attitude forwards weaker section.

6. RAOE & 9rT - 3 § @ @ AR 7 F € T qiE B U
U 9qHI AifeRe ATST




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

I 9 sga st | 3T 5
Outstanding (9) Very Good (7) Good(5)
HrasTe: 3 STEASSTS:

Satisfactory (3) Unsatisfactory (0)

g SR & e
Signatureofthe Reviewing Officer

e /Place ..o, TIH STER T AT o
Name in Block Letters :.......coovvviiiviniiinnnn.

fadim/ Date ... RAE @ 1@ o
During the period of Report : ....................



q.91.97. /a1.F A.R. whies, 1. 91.81.9. I/ |4
Scrutinized by CAO/APAR Cell, AlIMS

e afraRk. § dofae FEy g § R sa SR S a9kl s o R aee-de
(ergaree-11) it T=iiferT &1

Note: Instructionson APAR including a Time-schedule (Annexure-III) for preparation/completion of actions
pertaining to the same are

T /CONFIDENTIAL
NOTE: 7= & §t FHem Fet =1 8/ PLEASE DO NOT LEAVE ANY COLUMN BLANK
(TET B ST B ST TRy @ 9ig ¥)/(To be detached and Handed over to the Ratee Officer)
() /ARG EICPA e | 1 R ) BT
[ U TH H o H ArFLGR. B T-TEET AT B AL B B Rafdr erfreprd @
T B TR
APAR in 1/0  Shri/fSmt/Ms.....cccocceimivvririieerierienns grade/designation...................... for the
period from............ 0. e submitted after completionofthe self-Appraisal to the Reporting
officeron.........
AT STRBTE & BEET oo
Signature of Reporting
OFffICeT ettt
BRI S o o USSP PSPPI
Name &
Rank/Desi@nation:.........ccceevevereeeeienieneeeenieseneeseeseeseenns
(TRl B ST FHed RAET o @ Qi ¥)/(To be detached and Handed over to the Ratee Officer)
(i) =R G B 10 U 2 PO £SO TE &
ofafy it ar.mr.g.R. & RO ey s G iw. ... Bl GAETT AR B IGT Bl TR |
APAR In 1/0  Shri/Smt./Ms.....ccccoevirriiriirereereene grade/designation...................... for the
period from.................... L{ SR submitted after initiation to the Reviewing Officer
101 FOUR
ROAET STREBT & BT oo
Signature of Reviewing Officer:.........ccccovevirircieneneiiennns
AT TH TE /TG e
Name & Rank/Designation:.........ccceceeveevvereerieneenienieenieneenes
N/ CONFIDENTIAL
ATl @1 A (R e fedt s @ ®)/ Name of the Ratee Officer.......o.vvnen.e.
o1/ RECEIPT
AR, # Ry RSB H HH 91T HB TR T | Adud fawm o FR &
AR, a.F.AR. # vm-arg & b ofadsd, AR ® AL g 9y & & i oRgd B e
A copy of the APAR received by me on...................... As per instructions on the subject, if [ wish to
represent against the contents of the APAR, I have to do so within 15 days.
srferenrdy, Rrae RS ol 57 W@ 8,3 &’
Signature of the Ratee Officer:...........cccccvvvcivniervennnns
R
NAME: ..
B /TEAIH L




ANNEXURE-I

TIMESCHEDULE FORPREPARATION/COMPLETION OF APAR
(REPORTING YEAR-FINANCIALYEAR)

S .No. | Activity Datebywhichtobecompleted

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 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.

5. Appraisal byacceptingauthority, whereverprovided

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

7. Receipt of representation, if any, on APAR

8. Forwarding of representation to the competent authority
(@) Wherethereis no accepting authority for APAR
(b) Wherethereisacceptingauthority for APAR

9. Disposalofrepresentationbythecompetentauthority

10. Communication of the decision of the competent
authority on the representation by the APAR Cell.

11. Endofentire APAR process, afterwhichthe APAR will

be finally taken on record




ANNEXURE-II
alftios _obetfersulast Feetliohel fXulc obl STUTAEl IS 7t 96 T ob FeEl A feUiTIT

idelines recsarding fillin f APAR with numerical sradin

(i) =nftep PRSI gegisT RS & WA & 99« 999 ad gT dEadyas Ud & § A3 |
The Columns in the APAR should be filled with due care and attention and after devoting
adequate time.

(ii) 2= smam & AT B wRl SUAMGET AT APAAST B AFAL (@G T arer A0l A fob fev Ser aror
fogerad o5 1 AT 2 BT SLEEN B GHUGCIT HT fafediese dhad gY UATK DU @ T ol SERTT
TG & 3lb 3T awg 9-10 & AAIAA IS bl GTEEERl & o fasuled ol fafafése ®ad gy
UATCT DU & FARNEd 383 Gos oS 1-2 &l 9-10 b1 (@9 G bl HAHTEGT obdA 31 Blcdl & g
s oy oft wa B oar 3 fwerfa & dwwmor acrel bl HTUSTARAT B il BB Sliw AT
SIfETBTAT STUA  STENT HBIH bl olol AlGGl SEBET bl aFdfoh IAAST bl FaaAdl bl AT I
R gy &l GE I3 I3
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 anumerical grade the reporting and
reviewing authorities should rate the officer against a larger population of his/her peers that may
currently working under them

(iii) onfeior epTeiforsutaer Aoaicher fwulsl o 8 w10 & @M@ o oS bl ‘Teogss  AlGN GG X
leaq|q=6g Hhad b SFasd A Ul A0l & fog s 9 f3=rm Freonst
APARsgradedbetween8and 10willberatedas ‘outstanding’ and willbe givenascore of 9
for the purpose of calculating average scores for empanelment/promotion.

(iv) onfetes epreifersutaar Foichar fxulc 3 ¢ &Hw 8 o & o ol bl ‘dgd BT Hal FAGor
& sk fog mreion 7 fear wmgonat
APARs graded between 6 and short of 8 will be rated as ‘very good’ and will be given a
score of 7.

(v) onfsies awrffasuear Feaiwar fyaie & 4 w6 @ &g & oI5 Bl LT AT AN
b for0 utterion 5 fe=m SgeTIsT
APARs gradedbetween 4 and 6 short of 6 will be rated as ‘good’ and given ascore of 5.

(vi) orfsler brifasuiear Aoeticha @dlc & 4 @ &l (G TS olel oIS bl GIRT Hlel HATGONST
APARs graded below 4 will be given a score of zero.



