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Annual Performance Appraisal Report of Assistant Registrar of IGNOU

..................................................................................................... B! AT Y / 3y B R
Report for the year/period €NAING ...........coiuuiiieieiieierie e e e eeas e eessa e s saeeearees
Fafaeas <R
PERSONAL DATA
HAMT-1
PART-1
(Hafera fEHRT / FHART FRT ¥R_T WIY)
(To befilled by the official reported upon)
1. RSN &1 7H
Name Of OffiCer e e e e
2. o @ AN (A /e /) (ersaT #)
Date of Birth (DD/MM/YYYY)......... | A Loeivirinns (INWOrS) ...ocovviniieeniiineneninns
3.  oaae U ¥ wad Figfad a1 N fe=ie S
Date of continuous appointment Date .....cccovvvvvvevirreennnns Grade.........cc.......

in the present grade

4, M US 9T S R Fgfdd o ok 0" - fe=ie
Present post and date of appointment Post ..., Date......cccccovveeeeee.
thereto

5 9§ # s | Ul &1 /@l (gedh
yfereror anfe), afs Saa ARSI = gferor
forar & o Sw@T faavor <)

Period of absence from duty (on training
leave etc.) during the year, if he/she has under
gone training, specify.

2~



HATT-2
PART-2

(89 st grT w1 Wiy, et Rulid faeh s ?)
(To be filled in by the Officer reported upon)

(@ar gfafica} ot A= | UB W P &OF § U o)

(Please read carefully the instructions before filling the entries)

1. fdv v FrEt @1 Gfera fawor

Brief description of duties

2 o @ o wE /ST /i (GROTH /AT A1 o o ) A W B fore RiRa
g, a1 aue forw FeiRa fy v 8 99 &t @ are-39 7 yrifidar @ R W 991Y
3R &P AT B ge A AU SUHfey Farg (IITERV @ oy 3us waT & forg 9 o
qror ) |

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 Division)

e /9T /AT SEGIEE

Targets /Objectives/Goals Achievements




3. (31 P9 A 2 ¥ qAIC U T/ IgA /A B T F W B a1 |98y § Seord
FN | AR e B TftT A DI T @Y B A qan |

A) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred
toinitem 2. Please specify constraints, if any, in achieving the targets.

(@) Huar S A&l &1l Ieeid TN AT HTey A Sgaferar 38 7 3R I 9 RS
BT 9 Ioord B |

B) Please also indicate items in which there have been significantly higher achievements
and your contribution thereto.

4 YT IO 5 FaT gt Heiex I¥ B I Hufew Bt A fageeft FeifRa arra srerfq
P TN § ITRTAT gY PY 31 TR TF A BT &Y T8 o | R FE O Ao 5 M
BT TRRG &Y |

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.

151 C RN I9 IPR & TEER g Rore foad o @) 8

Date: .............. PSR Signature of the officer reported upon



HAT-3

PART-3

Fifes AT, RO R wier wRe grr & o/ 2, < 1-10 & Y w® B i

R 10 STEaw Aol & qwlar 21 e = I, S 4 S o

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.

(@uar wfafed! we & gea el @ AFYEF U o)
(Please read carefully the guidelines before filling the entries)

@) @rdi-fenga @1 Jeuied (39 @ F) avohe 40% sHh)
(A) Assessment of work output (weightage to this Section would be 40%

T ey e WIerBY
(Fed:9r1-5 &1 WRT 2)| B aMEER
Reviewing Authority Initial of Reviewing

(Refer Para 2 of Part-5)| Authority

) g s /fAvg @ R
R rEfed fey g FRE B
Accomplishment of planned work/work
aliotted as per subjects allotted

i) ®rd-frores # Qo
Quality of output

iil) fazomones QT
Analytical ability

iv) sarere @ /fhy Ty
v & @

Accomplishment of exceptional work/
unforeseen tasks performed

Overall Grading on ‘Work Output’

() afaar fAvaRt &1 [eaied (39 s #) avolls 30% )

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

TR | e WY et wrerERy
NG | (Gf: w5 BT I 2)| B TEER
Wiw Reviewing Authority Initial of Reviewing
n

(Refer Para 2 of Part-5)| Authority

) w3 o <, geam

Attitude to work

i) R & 9w

Sense of responsibility

iif) ST BT TRE
Maintenance of discipline

iv) HUYOT &THaTY
Communication skills

V)
Leadership qualities

vi) T B WG H BRE HA BT
Capacity to work in team spirit

vil) THI—TROY BT ATEROT FRA BT &HAT
Capacity to adhere to time-schedule
vill) siadafes Heu
Inter-personal relations
ix) T Bfa vd afewa
Overall bearing and personality
‘e el @ qwy AT

Overall Grading on ‘Personal Attributes’




(w) yoraicis a9ar &1 (@ ie (36 @ 31 awelis 30% @)

(C) Assessment of functional competency (weightage of this Section would be 30%)

%ﬂ e Ty LikL:R U CEan
ing Y& | (Ffamr-s @1 1 2) [ D ameeR
' Reviewing Authority _ | Initial of Reviewing
(Refer Para 2 of Part-5) | Authority
) Few/fatma/ et @ argar @ a3 §
UfhaY U4 S FE WA B SR
Knowledge of Rules/ Regulations/
Procedures in the area of function
and ability to apply them correctly
iy g T T B eaHar
Strategic planning ability
iy fofg o= 3 emar
Decision making ability
iv) HY &
Coordination ability
V) e @t R 19 el ae Y awar
Ability to motivate and develop subordinates
vi)  wEd wfe
Initiative
RS SHAT W GHT AT
Overall Grading on ‘Functional Competency’

HAT-4
PART-4

ST @B WRr e (et o o E)

qH
GENERAL

Relations with the public (wherever applicable) .
mﬁaﬁmwu@aﬁ?mm$uﬁwmwmﬁwéo

(Please comment on the Officer’s accessibility to the public and responsiveness to their needs)

iRreTor
‘Training
(oar syt @y va wrd e ¥ ik aie
R |)
(Please give recommendations for training with a view to future improving the effectiveness and capabilities of
the officer) »

IR AR 9fE T A gfe A s uRem H ReRy




3. wrey 3 Rafy
State of health

4. wEFST
Integrity
(Fur IRHR @ wafTer W ol )

(Please comments on the integrity of the officer)

5. eramell oR PHGR &EIN, SRRV SUGRrdl, Hewqel fweral T FH R ot @ ufy afigfy & &= wf¥a
I @ Wy Ui R RO form arer st g et (@ 100 wrest #)
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. RICDIuM-3 D @S 3, T H AN TS AT & MR R GAT 3Nifed IR
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.

o fora qmel. IR & TWER
Signature of the Reporting Officer

I : A WH JERT A
Place: .......ccmisisiisaiissssssassisissn Name in Block Letters: ..........cccevrvnicenncinnniinins
T
DO SIGNAIONT. ..cvoureississssssssmssssnsusussasusonssnssusassnssass
e - _ R Y safy :
Date:...cceviieiriiinnccinn During the period of Report: ..........ccccovinenniiinne




ARI-5 — GHNET ARG D1 Igfaaaar
PART-5 — REMARKS OF THE REVIEWING OFFICER

1.

e ARSI JaT B

Length of service under the Reviewing Officer

T AT -3 3R 9rT-4 # Freafea o dor Ry qoif & deg # R fores aret et g1 by T Aot
¥ FEad 87 F7 Y ARNGR B FWRY ISR / WAyl Geane @ Hay ¥ Ruid formm aret aftrerd
g1 Y Y qeaied § wea 87 (Hed : Am-3(an)(iv) TR AT-4(s) |

(@fy am Ruie forem T e gt Ry o & st Hemors Jeaies & wena =8l & o $uar =T Jeaies
3 Ee A Ry Ty Wy # § qen o wfafe & wee smeeR N )

Do you agree with the assessment made by the reporting officer with respect to the work output and the various
attributes in Part-3 & 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 in
the column provided for you in that section and initial your entries.)

&t &l
Yes No

e B A Rufy ¥ Py 9@ FRY qaid, F A YT aed @ R M9 gger ar e wwa 87

In case of disagreement, please specify the reasons, is there anything you wish to modify or add?

e SRR @Y fewelt | FAeik gt @ ufy e &1 ghewr, Swe el ol TR el @ Wy Sw S
Y PN W) Rwlt ford (@ 100 It #) |

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 sections.




5 AU P WPRs @ oo, We-q ol G- ¥ & T avollE @ IWN W W e AT
Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part-3 of

the Report.
e ARETY B TRIER
Signature of the Reviewing Officer
W AT I ey 3 :
Place: ......... Name in Block Letters: ...........cccceeccrenrersecsancassnns
g ¢
Designation: ............
f=iw : fRard o amafey ¥ :
Date : During the period of Report:




10.

LR
INSTRUCTIONS

it Prd-fwreT qeried R 1@ Teaql Sad €, I8 IReN & sE-fued o geied e ek
TIPS FRIR F M B TS B Y AEAYYT TSR IueT FHRarar & | I 9% AR o Rad foreh
o ¥ 8, RAE fore arel e 3 weiien fer & 9 Waurh @ Wy g9 B B AT 91fey | The
Annual Performance Appraisal Report is an important document, it provides the basic and vital inputs for
assessing the performance of an officer and for his/her further advancement in his/her career. The officer
reported upon, the Reporting Officer and the Reviewing Officer should, therefore, undertake the duty of filling
out the form with a high sense of responsibility.

RO forem aTel ARBHRY B I8 A5GH YT A6V [ g0dT Sevy AR o1 e o3 &, afe 98 e
Tt A B gEE 9@ | I8 UF P 3o arelt ufhm 7€ 2, e ve Remarers ufvar 81 Rad foram
Tret ARHT 3R FHen IRE DY, 99 AHR, P RaE foredt S 8, & Frd-feres, afwsfa s
Ty Afdae @ S o Rad § foras ¥ Hora 8 1 9if2y | Reporting Officers should realize that
the objective is to develop an officer so that he/she realizes his/her true potential. It is not meant to be a fault
finding process but 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.

A A S IR wafa Wy @) W S Ay | R @Y srefve AR o) sar Sud d @ W 9 M
@ IR ¥ 9= ARNHERAN P AT | AT T WY | The items should be filled with due care and attention
and after devoting adequate time. Any attempt to fill the report in a casual or superficial manner will be easily
discernible to the higher authorities.

TP SR UGS w9 A A Y, dad SH BIed) el ifbd ARFT & I B | SuerEr HRamEr T
WM SR P JUT g qeir ¥ ) vl 3R el B eegdd g 9y 3R I8 9wk RaE F ame
IRET B IS BT WA T A AN | YR AR RO 9197 T GART AT WY | Every answer shall be
given in a narrative form except where numerical grading is to be awarded. The space provided indicates
the desired length of the answer. Words and phrases should be chosen carefully and should accurately
reflect the intention of the officer recording the answer. Unambiguous and simple language may be used.

R forerd arem aiftreT, W e Bt Rt Rid et ot 2, 9f S 4E 4 @ 7 F @ Ry o a@
ey ) A} B e Rkl af @ fog a1 ug wwierar ?, O 59 TRE P Y AT 9T qRITe
3 WG a9 Y AN | Il /qen o, deft el gRT We vy ¥ 9 sk §ws Wi =ifRv) The
Reporting Officer shall, in the beginning of the year, assign targets to each of the officers will report to whom
he/she is required to report upon for completion during the year. In the case of an officer taking up a new post
in the course of the reporting year, such targets/goals shall be set at the time of assumption of the new
change. The tasks/targets set should clearly be known and understood by the both the officers concerned.

Juft sr-frares e 98 @ ofd § fbar oman @ ok F® WHe W e @ tF eRE 99 waa
2, 3 R forem arel sl oY i sRTe W FHE-fres &1 [eaie s iRy ok Jons sty
@ AW | GURTHS HTH IS 9MMey | Although performance appraisal is a year-end exercise, in order that
it may be a tool for human resource development; the Reporting Officer should at regular intervals review
the performance and take necessary corrective steps by way of advice etc.

AT TEiGaEal T 98 UAN B wifey 5 9% qie g o aet oftrerd & eri-frsreE, smeR,
FaER R TRl Y N JUrNg afde TR URIT BY | It should be the endeavour of each appraiser
to present the truest possible picture of the appraisee in regard to his/her performance, conduct, behaviour
and potential.

I8 eI, qedic 6y WM aTel ARHER & Bd-fwureT & IR § Rurekd= @iy oo & e 89 @ik

Assessment should be confined to the appraisee’s performance during the period of report only.

g 99 B S R 5 1 rerar 2 @Y 5 ) AT Y, (Y g Bk srerar g s v A @ o)
G B U §Y waiE B G Rig fHar 51§ wER 9 Ferar 10 B IS T, Y MY e wrt @
ey ¥ iy SEvmEr WY | 1-2 3R 9-10 B U= fava A H B, e SHT Mg TAW A smavEEHar
2 ifre Fe Ry oM @ Hey ¥ RUiE fore™ arat ok Wit v arel AT &t 3 fg=om SRy,
¥ T D & A B AT A ARY | 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 or 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 the reviewing authorities should rate the officer against a larger population of his/her peers
that may be currently working under them.
9 T /UEITa @ g Sifea wrai@l @ T0E eRA @ a9, Fefafed € w faar e s
For purpose or calculating average scores for empanelment/promotion, the following grades will be
considered

Y

10



7T T IR 4 AT e e w faar fear o @
APARSs graded Grading Score to be considered

8 3R 10 & 1= P 9
Between 8 and 10 Outstanding

6 3K 8 @ 9 5 3eT
Between 6 and 8 Very Good

43R 6D BT
Between 4 and 6 Good

4] 9™ -

Below 4 =

feueft /NOTE
e | Hata we v ¥ Frefafaa ufva &1 gom o =iy
The following procedure should be followed in filling up the item relating to integrity:
() IR IPFE H Faftor W ¥ W § o 39S IR F g Wy
If the officer’s integrity is beyond doubt, it may be so stated.
(i) 3l P8 WdE & @ 7 B @eN Ve Rwr Iy IR AR FREE B W

If there is any doubt of suspicion, the item should be left blank and action taken as under:

@) UF I @ Rwefl T F Sy R a7 B FRAE A 9| R A w9y ey R @
el IRST ISR B A A & S, 7@ AT v 5 orEd sraE N A w2 e
efTeT @ yEIt SR a1 g Rt B fafag v v 79 8, RoE aferd o' g ) 5
que fofa 79 3 oy s @ et B e # waie @ T o a1 s aiter @ Reens @w
& G, S o Ref B

A separate secret note should be recorded and followed up. A copy of the note should also be sent
together with the Confidential Report to the next superior officer who will ensure that the follow-up action
is taken 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’s work for sufficient time to
form a definite judgment or that he has heard nothing against the officer, as the case may be.

Ife, argaclf HarE @ aRvmREwY Wew @ & 9§, o AfeEd B wwafrer w0 @iy ek
Tegar e ufafe Mg RuE & o & @)

If, as a resuit of the follow-up action the doubts or suspicions are cleared, the officer's integrity should
be certified and an entry made accordingly in the Confidential Report.

AR A @ g & W &, o 7% o A fafeg ax A s Ay ok welta sferd @Y gfia
& fear s i

If the doubts or suspicions are confirmed, the fact should also be recorded and duly communicated to
the officer concerned.

I it PRAE @ uRvIHwEHY, WaE R e BN § iR 7 € ol yfe @ &, o e B smerw
B A AR B A @ T AR AR SHS 918 S (@) R (1) W wenfifde sRaE @ o
=R | .

If as a result of the follow-up action, the doubts or suspicions are neither cleared nor confirmed the
officer's conduct should be watched for a further period and thereafter action taken as indicated at (b)
and (c) above.




(ii)

(i)

(iv)

v)

(vi)

aifeed AT 3 w1 TheaR WA waeh Ry
Guidelines regarding filling up of APAR with numerical grading

THTAR & W™ faftrad araem= o eggds e waid wa 9 §Y W OF =Ry

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

I 3TN B AN 2 B 1 rerEr 2 BY DY ff IRET B (U v 1 7 RAPwant @ w5y
UfET & forg) srwerarsil I e gY Taia WU & g far oig | 3R =0 g 9 3remar
10 & U &1 fby Y faldre &t & day & ey a1 S| 1-2 sferar 9-10 & U= favar
AqEel ¥ g SITe | 31a: ST ey Ry oM @) STond 2 | Jifde U e &9 @ a1t
# RrE foram arar iR F#ite wiftretREl 31 eram fr=omd srika w4 sH=nRa) @ wwr
oI HR AT BI AT =0T |

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.

THITR & 8 ¥ 10 B &g B AT BT "Ik A1 TGN TAT FABT/ W=y & forg

AT Tl Y MU B B AT 9 3 foT WG |

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.

%maﬁeame%tﬂaa%ﬁ%ﬂ ‘FE 3BT AT ST T $9S forg 7 3w Ry
I

APARs graded between 6 and 8 will be rated as “Very Good” and will be given a score of 7.
THITR Y 4 TN 6 D S5 B UTST "3BT AFT ST a7 399 T 5 3id Ry W)

APARs graded between 4 and 6 will be rated as “Good” and given a score of 5.

AR T 4 | BH I ARST "I AFT ST |

APARs graded below 4 will be given a score of “Zero”.

- ot grT iR yus wRa R 1 AT @ ey F fRenfad

Guidelines regarding the colour scheme to be used by different grades of IGNOU while filling up their APAR form

drem - Hgad g

Yellow - Joint Registrar

e - IY-Ferdfed

Blue = Dy. Registrar

E - : 2

Pink = Asstt. Registrar

B - AT ARBRY / INS TEIH
White - Section Officer/Sr. Assistant

HH - HIS WEEF U9 CHP / GEIdH
Cream - Jr. Asstt.-cum-Typist/Assistant

a1 - agfefe / Aol gers Te-ll/aRe Jafdds Jes
Green - Stenographer/PA-I1/Sr. PA

Fere! - GERICIRECH]

Grey S— Technical Cadres
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