oot Taeaframmar=r UNIVERSITY OF DELHI

gicas WeRw/Y-gicas Wes & v aiffe sRifasues Aearea Rae
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR PROFESSIONAL
ASSISTANT/SEMI PROFESSIONAL ASSISTANT

FTATTI/THRT/TIHTIT
OFFICE/FACULTY/DEPARTMENT ----------

PERIOD OF REPORT: FROM .......cooomiiiriiiuminnceneieiins weenieeanieenieeannnn.

FafFas sakT PERSONAL DATA

(IEURY E@RT #T AT To be filled in by the incumbent)

1. a7 Name e
2. YestH Designation PRSPPI
3. TR Permanent / 3rEUTT
Temporary e
4. ARFIATT Qualification TSR SUUUPRR
5. S=ATA Date of Birth L 3T Age..oooooriian
6. T AR Iggd Sy
FAS/HTT F GEfT § ?
Whether the officer belongs to L e e st st e et s bbb et e s sananeeee
S.C./S.T./OBC?
7. PgEFdETHT A8 # Aeatd
$r fafdr Date of appointment /
promotion to the present cadre OO
8. ddeAHT Pay Scale RO PP PP RO PP RO UUUPUUPPPPRRRRI
T dclel Basic Pay ; R
9. GEIhITT Feh1S I ATH STEl

FRRAT & Name of the Library
Unit in which worked e

SR Contd...P-2/-


http://www.google.co.in/imgres?q=university+of+delhi&um=1&hl=en&biw=1366&bih=673&tbm=isch&tbnid=25OKk5k9yz4CAM:&imgrefurl=http://deepaknegi.com/blog/about-university-of-delhi-d-u/delhi-university-logo/&docid=uubsTt1SRGzOlM&imgurl=http://deepaknegi.com/blog/wp-content/uploads/2009/01/delhi-university-logo.gif&w=392&h=390&ei=5IjyT_KtDIbKrAfi05ziBg&zoom=1&iact=hc&vpx=384&vpy=168&dur=2116&hovh=224&hovw=225&tx=127&ty=114&sig=113056676524616444250&page=1&tbnh=134&tbnw=135&start=0&ndsp=19&ved=1t:429,r:1,s:0,i:100
http://hubpages.com/hub/New-Indian-Rupee-Symbol

10. 3Ty HafTr & ek Ife 33U Fig
Sod@AT F fhrar § O 39T 3eo@ Y

State if you did any noteworthy work
which increased the output/efficiency
during the period under review OO

11, P 3oo@ A T AT qaadt shelsy a¥ &1 3rae Hufed afdes faxol f@eiRa ol
37T Felsy a¥ A 3ccakadl a¥ & 31 S deh gof T or a5 | I F1gt ar faaxor
gor e Y I ol S|

Please state whether the annual return on immovable property for the preceding calendar year was
filed within the prescribed date i.e. 31* January of the year following the calendar year. If not, the
date of filing the return should be given.

fesTieh Date: (T & FEATRR Signature of the incumbent)

@S SECTION 1:

Fd<al & fAsured PERFORMANCE OF DUTIES

fafarse SPECIFIC 3iwa AVERAGE
ST RATING ST RATING
1.1 & & yafed a3 & FH FF vd GiHAmy S AT
Knowledge of routines and procedures in the assigned
areas of work.

%) qEdererd AfUHIRAT S aRdg-gg-aafaFds

TETIaT

a) Secretarial-cum-Personal Assistance Lo
to Library Officers

) 3o e
b) Acquisition Work s

A NEES I
C) Periodicals Work

SR Contd...P-3/-



1.2

13

14

1.5

) WA S

d) Processing Work

g) Hded d

e) Circulation Work

g)  HeH U I5H H A dgrgar

f) Reference & Assistance to Readers
Work

T)  TUYAT S

Q) Establishment Work

) o e

h) Accounts Work

3)  SEET

1) Binding Work

) 3R F

J) Stores Work

3) YYUT HY

k) Despatch Work

hIaTST Y G- HTiCT 371 I T&RETd
Maintenance of Official records, files, papers
with orderliness, retrieval of papers etc.

FEleT Aled, YEER g 99 MM IR i 6T g

Ability to draft notes, letters correspondence etc.

3m3eqe eI Output rating

T3 # gdorar v fer@rae Proficiency & Handwriting in languages:

3G English

fZET Hindi

3T HRAT #TVIT Other Indian Language  woeeeeenveeeens

iv. 3= facelr #TwIe Other Foreign Language

SR Contd...P-4/-



Y

16 TaTod, RGN Td daR/fAuers/ehor deardr
Degree of neatness, accuracy and promptness in
preparation / disposal / typing / performance of

i. gA9T &S Catalogue Cards ..o
i, JEUFET Bibliographic L.

ii. ¥R Stencils
iv. ORI dnTend Official papers

V. 3= §1d, If¢ #S & Other things, ifany..................

3= faryanat w1 Hedrwet
ASSESSMENT OF OTHER QUALITIES

Jtwa e @

AVERAGE RATING SECTION

21  Gcgel T e AR gFE R AT
HHATEY S A B AeG

Ability to make physical efforts and to handle ...

arduous assignments i.e. Industriousness

22 AT, Tchdl, ST oI AR T
I 3UGNT A Sl FTTAT

Ability to exercise mental capacities i.e. intelligence, — ...............

alertness, keenness etc.

2.3 mewmﬁmﬁw

Punctuality in observance of office hours ...

24 T A H TRARCAT

Frequency in availing of leave .l

25 HIT T I FT AU AT FA Hr e,
el IR TRl & Ave= & Fgador

Disposal of assigned work i.e. Dedicationto clear ~ ...............

the assignment with speed, accuracy and promptness

26  TIHRT WRORIRAT, FRTET 3eRl, HRET
gferar3tt 3nfe 1 gFATT 3R GgaeT =
Fr sTOT Fr dIgdr

Regard for and degree of willing cooperation with ~ ...............

official authorities, office orders, office procedures etc.

SR Contd...P-5/-



2.7  HEHHAAT T HNTEAT & T FIY 3R 3T
HEIT el HI ST

Relations and willingness cooperation with colleagues ..o,
and subordinates

28  HEId GEADCT HRRRAT & Sfeh 3ucricy Rers’
af@a areaiferd e 3 399 3RT WX@E FE

Proper maintenance of ‘Daily Achievement Record” ...,
with regular attestation from concerned library officers

Ts-2 $ 3iga e

AVERAGE RATING OF SECTION 2

HHIT HedldheT OVER ALL ASSESSMENT

1. 39YFd st &% 3MUR W 3fad e

Average rating based on above sections L

2. HMRUT & Hedl H Hedfaval, cUdgR, eTereed
3cUTGeh, HTcATARATH, TXHhRI HATHGT I I&ET
3NfE & FHediae
Assessment of integrity in terms of conduct, behaviour ...

discipline, productive, confidence, maintenance of official
matters etc.

3. i welemehe a¥ & eRrel fohelt off reqerrargretc,
FTORATEY, I 37T 3G & T S8 7 715 &,
ar 38T ST &

Details, if reprimanded for any indiscipline, negligence ...
lapse or indifference during the year under review

4. TARNFOT/NeTa/S Y. I HIFT F T) &

Proposal about confirmation / promotion / Crossing  ...oiiiiiiii e
of E.B.

f¢aAT Date gEdIeR U e Signature and Designation
(Rarféar 31f@ardr Reporting Officer)

Y Contd...P-6/-



gafdatds sftady #r sregfFaar
REMARKS OF REVIEWING OFFICER

A Td 9gaATH Signature and Designation
fesT Date: (It 31feraT Reviewing Officer)

freafigaray qraseast it srgfFad, afy 7§ &

REMARKS, IF ANY OF THE UNIVERSITY LIBRARIAN

feeTrer Date: faeafaezrey qrasegar
UNIVERSITY LIBRARIAN

*khkkkkikkkkik



(i)

(ii)

(iii)

(iv)

(v)

(vi)

Helddad Annexure-1

HEITHE AVHIOT & 1T THUHR 9 HFae feenfader

Guidelines regarding filing up of APAR with numerical grading

TRIR & T fafad aaeurh AR eqegds qur gificd @A7a &d gV R a1feel
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3TN Y SN & 6 1 3rar 2 & el aeffeor (et @ ar fdwansit ar e Ao
AolieRor & ufdgen) @I fARISE IAHAABT & A F Ford 7 # wdicd &9 @ 3o R
e IR S YRR 9 H¥ar 10 & fRAr Avh & FHew A Rfre Iuafsdi & @y A
3itfRea f&ar srwem| Aol 1-2 3rgar 9-10 fRa g § 31 3o 3iifRcy fov amer fr sa @
qifegs Ao yer Wg@ﬁmw?ﬁwmﬁmw Cal
ESNTTHiROT 3o 31efieT a8 TE&Ar 7 AT H FRRA FEARAT & JoT A FN ARl

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.

THUIR &1 8 & 10 & org &7 gelfieor “Icpee” T SWM qur FEeordelefa & faw

3irad gredie @ AT FRA & fow gredis 9 e Smem|
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.

Uthtram$r6Hmsﬁ@aa;aﬁiwa?ﬁww“agam”ﬁmmwm7ﬁm
SR |

APARSs graded between 6 and short of 8 will be rated as “Very Good” and will ~ be given a
score of 7.

THUHR & 4 I 6 & Oler & g & gefexer “Feor foar Jmwn gur greds 5 fgar
STE|
APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5.

THUIR &1 4 @ A Fefienior “Uqea” forar Srdam|
APARs graded below 4 will be given a score of “Zero”.

skeoskoskokskokosk



Annexure-11

Time schedule for preparation/completion of APAR

(Reporting year — Financial year)

S.No.

Activity

Date by which to be completed

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).

31% March.
(This may be completed even a week
earlier).

Submission of self-appraisal to reporting officer
by officer to be reported upon (where
applicable).

15" April

Submission of report by reporting officer to
reviewing officer.

30™ June

Report to be completed by Reviewing Officer
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever
provided.

31% July

Appraisal
provided.

by accepting authority, wherever

31 August

(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.

1% September

15" September

Receipt of representation, if any, on APAR.

15 days from the date of receipt of
communication.

Forwarding of representations to the competent
authority.

(@) where there is no accepting authority for
APAR.

(b) where there is accepting authority for
APAR.

21°% September

6" October

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
Cell

15™ November

11.

End of entire APAR process, after which the
APAR will be finally taken on record

30™ November




