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'JJTlf-1 
PART-1 

a '1 F«hi <f> ~ 
PERSONAL DATA 

(~ 3lmRT / cfjl-fill{l &RT ~ ~) 
(To be filled by the official reported upon) 

1. ~cpl-;,p=r 

Name of Officer 

2. \SJ";cf.f ctt m00 (ITT /1D6 /~) (~#) 
Date of Birth (DD/MMNYYY) ........ ./ ....... ../. .......... . (in words) ............................ . 

3. fflFl ~ +f x-fffil Pi qfcffi c#t illOO 
Date of continuous appointment 

in the present grade 

4. fflFl ~ d~ '3xi ~ Plqfcffi ctt illOO 
Present post and date of appointment 

thereto 

5. ~+f~xi~ctt~(~ 
~~ ~), ~ ~ 3lmRT ~ ~~ 
fum "r5 ciT ~flcm fclcrxrrT ct I 
Period of absence from duty (on training 
leave etc.) during the year, if he/she has under 
gone training, specify. 

' 2 

Date ..... ... .................... Grade .................. . 

Post ...... ..... ............... .. Date ............ .. ..... . . 



1lf1T-2 

PART-2 

(~ ~ ~ ~ ~. ftit1<6l fMi ~ "Gfl-;ft t) 
(To be filled in by the Officer reported upon) 

(~ !.lfclf&::.ll'i cf5T ~ ~ ~ ~ cf5T urR ~ ~ ~) 
(Please read carefully the instructions before filling the entries) 

1. ~ ~ ~ q51 ~ fctcRuT 
Brief description of duties 

2. q)f<l ~ '11T c1"~/'3'\~~ll/$ (qRowJ/llT51T m 3Rl ~ "#) ~ ~ ~ ~ ~ ~ 
m, m ~ ~ frr~ ~ ~ m '3'.:r ~ qfr 3llo-~ ~ m~fl)cbc11 cB 3Titl'R "IN~ 

3trx ~ c1"~ qfr ~ ~ 3TIRf '34c1~ ~ (Bc:1sxo1 cB ~ ~ wwr cB ~ ~ q)f<l 

~)I 

I 

Please specify targets/objectiv~s/goals (in quantitative or other terms) of work you set for 
yourself or that were set for yd!,il, eight to ten items of work in the order of priority and your 
achievement against each target. (Example: Annual Action Plan for your Division) 

c1"~ I '3'\~~ll /~ ~ 
Targets /Objectives/Goals Achievements 
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3. (3l) ~ lJG 2 lf ~ ~ ~~/'3q_~~m;~ cffr mft<, 1f w ~ cpl x=r~ 1f '3~~ 

cITT'I ~ ~~ cffr mft<, 1f ~ ~ W "ITT ID ~I 
A) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred 

to in item 2. Please specify constraints, if any, in achieving the targets. 

(61") ~\Yfl=JGlcpl~ '3~~ ~~cnrqft~~W~31'R~3ltR ~ll1Gl'1 

cpl 'BT '3 ~ ~ cITT' I 
8) Please also indicate items in which there have been significantly higher achievements 

and your contribution thereto. 

4. ~ ~ FP cf<:fT ~ ~ ~ qfr ~ ~ qfr ~ fcjqxU~ ~ ~ 3l~ 

~ ~ ~ '3tNcJal ~ cffr 31 \JJ-icJ.fl WP vP,l cITTT cft ~~I~ -nft ffi fclqxuft vP,l ~ 
cffr~cmnt, 
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. 

~: ................ .. 
Date: ........................ .. 

~ ~ cf> -gmTITT ftix-1~ ~ ~ "GIT W t 
Signature of the officer reported upon 
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'JfPT-3 
PART-3 
~ ~. ~ 3frx ~err ~ &RT cft" vITTft° t ~ 1-10 ct ~ 'qx ~ ~, ti'fITT 1 ~ cp1, ~ 
c'fm1o~~crn-~t1 1 
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. 

(~ ~ ~ ~ ~ ~ cm-~ ~ ~) 
(Please read carefully the guidelines before filling the entries) 

(3T) q>flf-~ <ITT 'l<flllif>-1 (~ zj~ ~ ~ 40% t,).ft) 
(A) Assessment of work output (weightage to this Section would be 40% 

~err~ ~err~ ~err~ 
~ Reviewi4i (~: 'l'frlT-5 q)f fyn 2) rfi 3IT~WR 
~ ~ ng Reviewing Authority Initial of Reviewing 

IA thority (Refer Para 2 of Part-5) Authority 

i) g_cr~~)Rrta ffl/~ ct 3ITcTR 
"qx ~ ~ ~ ffl ct)- qRg_ofa1 
Accomplishment of planned work/work 
allotted as per subjects allotted 

ii) ffl-~ ct)-~ 
Quality of output 

iii) fcl\!c,lQOff¢l1c/) <JTTm'IT . 
Analytical ability 

iv) 3l4i:IIC:1¢l'ic/l ffl/~ ~ 
3l!k~l~f(l ffl ct)-~ 
Accomplishment of exceptional work/ 
unforeseen tasks performed 

'ffi-~' ct)- x¥rn ~ 
Overall Grading on 'Work Output' 

(ff) ~f<nti1a fcm"i;rcrr311 <ITT 'f:<i"lli<f>.:i (~ m ~ ~ 30% M'ft) 
{B) Assessment of personal attributes {weightage to this Section would be 30%) 

~err ~err~ ~err~ 

F 
~ (~: 'l'frlT-5 q)f fyn 2) rfj 3JRra-N 
t~ i 1mi,,Q Reviewing Authority Initial of Reviewing 

i ~f!to ttYrity (Refer Para 2 of Part-5) Authority 

i) ffl rfi mfr ml/ 1if?ec/l)o1 
Attitude to work 

ii) RrJ UI c; I fl q)f ffi 
Sense of responsibility 

iii) ~ q)f ~e=rur 
Maintenance of discipline 

iv) tiwfor ~ 
Communication skills 

v) ~TT 
Leadership qualities 

vi) G(>f ct)- 'l,fcPIT +l ffl "c/l"R ct)-~ 
Capacity to work in team spirit 

vii) 'Wm-~ q)f ~ "c/l"R ~ ~ 
Capacity to adhere to time-schedule 

viii) 3ia~llfcklc/l ~ 
Inter-personal relations 

ix) x¥rn uFcr o/f ~ 
Overall bearing and personality 

, c.Q Pc@• I a ~3ll' ct)- x¥rn ~ 
Overall Grading on 'Personal Attributes' 

' 
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<~> 11<1>1llf c->1<1> lffJ@'T qiT 'f:<rlli<t>.:i (~ m ~ ~ ao¾ 6Pfi) 
(C) Assessment of functional competency (weightage of this Section would be 30%) 

ri"en ~ ri"en ~ ri"en~ 
Reviewing (~: 'lWT-5 cpf W 2) cfi 3ITTleR 

R'~'i3r' Yrti~ Reviewing Authority Initial of Reviewing 

6 I ,thnr-ih./ 
(Refer Para 2 of Part-5) Authority 

-
i) ~I~ I cWt -qct !ITlmIT cfi ~ ll' 
~ -qc( ~ x'IB1 w:ITTr <!fr \J1i1c.fil'{) 
Knowledge of Rules/ Regulations/ 
Procedures in the area of function 
and ability to apply them correctly 

ii) ~~<RR<!fraTlrcff 
Strategic planning ability 

iii) ~~<!fr aTl@"T 

Decision making ability 

iv) ~ aTl@"T 

Coordination ability 

v) ~ <ITT ~ -qq' fcrc.fifmr ffi <!fr aTl@"T 

Ability to motivate and develop subordinates 

vi) ~~ 
Initiative 

'\.lc/\ll.lfc'l-lc/5 aTlrcff' ~ x=r:rrr ~ 
Overall Grading on 'Functional Competency' 

1=fPT-4 
PART-4 

1. uR"ffi cfi ~ ~ (vreff ~ ~ 'ITT) 

tl1'11~ 

GENERAL 

Relations with the public (wherever applicable) 

(uR"ITT <!fr ~ dq? ~ 3ftx ~ ~ cfi J;ffc'r '3"f% ~~ ~ <[i1fl.11 fuu:rufi ~ I) 
(Please comment on the Officer's accessibility to the public and responsiveness to their needs) 

2. >!firlffUT 
Training 

(<[i1fl.JT ~ <!fr wnfc@r -qq' ffl aTl@"T lf 3fix ~ ~ 3itx ~ ffi <!fr ~ ~ ~ >!firlffUT <!fr ~ 
<ITT' I) 
(Please give recommendations for training with a view to future improving the effectiveness and capabilities of 

the officer) 
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3. ~ctr~ 
State of health 

4. fltxif.it,aJ 

Integrity 

(cptrclT ~ ctr fkllf.'11'61 tR" ftu:rufi <ITT) 
(Please comments on the integrity of the officer) 

5. efl'1"ITT3ll 3iR ~ efl'1"ITT3ll, 3IBltITTU]' ~. ~ ~3ll ~ ~ q1]T cl? >ffu ~~cl?~~ 
~ * z-rnr :rrrr lR ~ ~ ~ ~ &m ~ (~ 100 ~ 'ff) 
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. ~ cl? 'l'fllT-3 cl? ~ 31, <T ~ tr 'if <fr ~ ~ cl? 3lltfR lR "frTir ~ lJfulr I 
Overall numerical grading on the basis of weightage given in Section A, 8 and C in Part-3 of the Report. 

~ : 

Place: ............. , ........ , ............. ... ..... . . 

~: 

Date: .. ...................... .. ... ................. . 

g 

~ ~ ~ ~ * ITT'W!¼R 

Signature of the Reporting Officer 

rfp:f tfJ1F 3l!¼RT 'if : 
Name in Block Letters: ....................................... . 

~ : 

Designation: ....... ..... , ... , ... ,.,,. ,, .. ,, , ... .... .. , .. ,,., ...... . 

~ctt3lqfu: 
During the period of Report: ...... .. .. .. .................. .. 



'JWT-5 - ~m ai~ct>,.fl <fft ~fcn:ml 
PART- 5 - REMARKS OF THE REVIEWING OFFICER 

1. wrtan ~ c:i? 3R'fT@ WIT cmc;r 
Length of service under the Reviewing Officer 

2. cf<rT m 1WT-3 3iR 1WT-4 ~ Pl"4i~d ffl ~ ~ lJUTT * ~ ~ ~ ~ cTrn ~am~ 7J1? ~ 
xr ~ .g7 cf<rT 3lT':r ~ cfft 3ffimRUT ~;~ 3lfl4>&1a1* * ~ ~ ~ ~ crrn ~ 
am ~ 7J1? ~ xr ~ .g7 (~ : 1WT-3(31){iv) ~ 1WT-4(5) I 

(<ffe; m ~ ~ crrn ~am~ lJUTT * ~ x-iMIMcf, ~ xr ~~.gm~ 3fCl,fT ~ 
~ ~ ~ ~ 7l1? m ~ ~ ~ 3ftRJ ~ * xWR 3lmm c!R'I) 
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.) 

5T 
Yes 

~ 
No 

3. ~ ~ cfft ft<2.Tfc'r ~ ~ ~ cffiUT ~. <f<rT cTJW ~ ~ t fGrn 3lll:r <RWIT 7:TT ~ ~ t? 
In case of disagreement, please specify the reasons, is there anything you wish to modify or add? 

4. xf!fiarr ~ cfft ~ I ~ cT1lT * ~ ~ c/5'f 1~¢'101, ~ a,.@!3IT 3fR cf>l'RR a,.im3IT * ~ ~ 
~ lJUJl i:rx ~ ~ (~ 100 ~ 1l) I 
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. 
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5. ~ cfi 'lWT-3 cfi ~-31'. ~-of ~ ~ -x, 1l itf ~ c'HZ.ilit: C/) 3Tfcl1x q~ fl+Hl 3Jllc/j¢ ~1--s•1 I 
Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part-3 of 

the Report. 

\ ~ : 

Place: ... .......... ....... .. .... .................. . 

~ : 
Date : .... ... .. ... .......... ....... ......... ........ . 

9 , 

"f!ltan ~ cf) "ITTmaR" 

Signature of the Reviewing Officer 

~"flT(fi 31"affi ~ : 
Name in Block Letters: .......... .... ..... .. .......... ... ..... . 

~ : 
Designation: ... ... .... ...... ..... .. ..... ... ......... ... .. ... ...... . 

~~~~ : 
During the period of Report: ... ....... ...... .. .. ......... .. . . 



1. 

2. 

3. 

4. 

5. 

6 . 

7. 

8. 

9. 

10. 

~ TI 
INSTRUCTIONS 

~ ffl-~ ~ fttITi "C;q> ~ ~ !, <IB' ~ cf) ffl-~ <ITT ·~ ffl 3l'R 
~ ~ ll 3ITl)- cBT ~ cfi ~ ~ ull-icf.>I~ ~~!I 3IB: cffi ~ ~ fttITi ~ 
vlT ffl t, fttITi ~ ~ ~ 3iR ~arr ~ "cf.>l" ~ "fflcTf--TRI cfi ~ ~ ~ "cf.>l" ~ ~ I 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 offilling 
out the form with a high sense of responsibility. 

fttITi ~ ~ ~ "cf.>l" <IB' ~ ~ ~ fcp ~ ~ ~ <ITT fclcprn ~ ! , ffl cffi ffl 
q I «-1 f4 cf.> ~ "cf.>l" ~ x'lcfi I <IB' "C;q> * ~ cf@T ~ .,gl' t ~ "C;q> f4 cf.> lf1 l<:"lcf.> ~ ! I fttITi ~ 
~ ~ 3l'R ~arr~ "cf.>l", ~ ~ . ~ fttITi ~ vTT;fi t cfi ffl-~. ~ 3l~ 
-w=rn ~ cBT ~ ~ fttITi tr ~ ~ ~ .,gl' ~ ~ I 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. 

~ ~ ~ 3l'R tmftq ~ ffl 'Bfr vTT;fi ~ 1 fttITi "cf.>l" ~ rl'R i:ix 3l~ ~ rl'R ~ ~ urR 
cfi <ITT tr ~ ~ "cf.>l" 3lIBAT ~ -qm ~ ~ I 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. 

~ \1Cffi q of-11<:"lcf.> ~ ll ~ ~. ~ ~ ~ '1fITT ~ ~ <ft vTT;fi "ITT I ~ CITTclTllT lT<IT 

"Z~ \1Cffi cBT ~ ~ ~ t I w;zj 3ftx ~ "cf.>l" ~ ~ ~ 3iR <IB' \1Cffi ~ ffl ~ 
~ cmfr cfi ~ "cf.>l" @ wr ~ ~ I ~ 3l'R ~ ~ <ITT w:rrrr ~ ~ I 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. 

mre ~ qfffi ~. ~ ~ "cf.>l" ~ mre ~ vTT;fi i. cf!!f * ~ tr fr cf!!f if w fcp-q 'GfR ~ 
c,~ xffq.rr I ~ ~ ~ ~ cf!!f cfi ~ 'l<IT ~ ~c,ITT t ID ~ ~ cfi c,~ 'l<IT ~ ~ 
cfi ~ ~ fcp-q ~ I ffi/c,~ GFIT, ~~&RT~~~ urR 3l'R ffl 'GfR ~ I 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. 

<mfq ffl-~ ~ q1!f cf) 3m if ~ 'ul1m i 3l'R <IB' lJT'1q ~ fclcprn <ITT "C;q> cpffcp ;r,, ~ 
t 3IB: m1i ~ ~ ~ "cf.>l" ~ 3RRIB 1:Jx ffl-~ <ITT ~ ~ ~ 3l'R xfffi5 ~ 
cfi 1,1ur, ~ ~ ~ i3oR ~ I 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. 

~ ");&-<1icfi-1cf.>t1f cITT <IB" m N<TI" ~ fcn en,~ fcp-q urR ~ ~ * m-~. 3IT'iROT, 
«:[cffiR ~ m-:i~ cBT ~ <l~ q1«-1f4cfi m-cfR ~ ~ I 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. 

<IB' ~. ~ fcp-q ufR q@" ~ cfi ffl-~ cfi <ITT if ~ ~ (fcp fr ~ N<1T - I 
Assessment should be confined to the appraisee's performance during the period of report only. 

<IB' ~ cBT ~ t fcn 1 3l~ 2 cBT ~ ~ ~ "cf.>l", (fcp-q ~ ffi ~ ~ 3l~ "W,l'1 ~ cfi ~) 
~ "cf.>l" ~ ~ -crzjtq ~ ~ ftr.a ~ ~ I ~ ~ 9 3l~ 10 cfi ~ "cfif, fcp-q ~ fcl:ffi' <ITT<if cfi 
~if~ oITT1<lT ~ I 1-2 3iR 9-10 cfi ~ ~ l!Tlfffi if "ITT<T, 3IB: ~ ~ ffl cBT ~WMcfidl 

~I~~~ urR cfi ~ if fttITi ~ ~ 3l'R ~arr m ~ ~ "cf.>l" 3ltR ~ cf.>4il1R~l 

~ wr,r cITT'cfi fr ~ "cf.>l" ~ ~ ~ I 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 
9-1 O 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. 

mm;~* ~ ~ mwcfiT cBT 1fU'RT m * ~ ~. Plhi~~a w i:ix fcfflR ~ ~ : 
For purpose or calculating average scores for empanelment/promotion, the following grades will be 

considered 

' 10 



~ tft ~ 3TR 11'6 ~ ~ftm~f<JTITT~ufFITt 
APARs graded Grading Score to be considered 

8 3ITT 10 ~ ~ ~ 
Between 8 and 10 Outstanding 

63ITT8~~ ~3fim 
Between 6 and 8 Very Good 

4 3ITT 6 ~ ~ 3fim 
Between 4 and 6 Good 

4~~ -

Below4 -

~.qufi / NOTE 

*lc'll frtti:11 ~ mm l'.JG '+R'1 ~ frl 1-.i f2:i ful a ~ <m ~ q'w[T - : 

The following procedure should be followed in filling up the item relating to integrity: 

(i> ~ 3lmRT ct1 *lc'llAti:11 m ~ ~ t m ~ <fR ~ ~ ~ 1 

If the officer's integrity is beyond doubt, it may be so stated. 

(ii) ~ ~ m t m l'.JG <ITT ~ ~ ~ ~ GtR A1-.i1jt11'{ ~ ct1 ~ : 

9 

7 

5 

0 

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

(cp) ~ 3fWT ~ feurufi G\Jl ctJ ~ 3tR ~ ctl ~ ctl ~ I feurufi ctl ~ 'Q°fu ~ ~ cfi "flTl?.T 

~~~<ITT~ 1l"Gf <ft~. '11T ~ '{!Afhta cITT1TT fcn ~ ~ ~ ctT lT't ~1 "Gf6' 
t1c-llAti:!1 <ITT >fllTfum q'w[T m ~ feurufi <ITT ~ q'w[T ~ ,mr ~. ~ 3lmRl ~ ~ <R fcn 
~ ~ m cf> ~ 3lmRT cf> ffl <ITT ~ ~ qzjq; ~ ,mr ~ m ~ 3lmRT cf> ~ ~ 
,mr x.f!T. ~ ~ ft~ 'ITT I 

(a) 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. 

('@) ~. ~ ~ * qRa11+i-<-c1-M m ~ m uITTf t. m 3lmRT ct1 *lc'llAti:11 >fllTfum q)q <Mt • GtR 
~ ~ ~ ~ ~ ~ cpq <ft ~I 

(b) If, as a result 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. 

(<T) ~ m ct1 ~.m vfTcfi ~. m ~ Tiur ~ ~ q)q ~ ~ • GtR mm 3lmRT <ITT~ 
q)q ~ ~I 

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

(tT) ~ ~ ~ * qR 011ii«1-M, m ~ ,mr rn t GtR ., tr ~ ~ 'ITTcfi t m 3lmRT cf> 3fT"ilxUT 

<ITT 3f1@T ~ cf> ~ ~ ~ - 3tR ~ ~ ~ ('@) 3tR (<T) 1l'x <l~ ~ ctT ulRt -I 
(d) 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. 
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31jfchq, ~1T <6 ffl~ ~3TR ~ ~~ ~~ 
Guidelines regarding filling up of APAR with numerical grading 

(i) ~3lR ~ ~ ~ ~ ~ ui1.:icr4cf5 d~ ~ ~ ~ ~ ~ \JfR ~ I 
The columns in the APAR should be filled in with due care and attention and after devoting adequate 

time. 

(ii) zrg 3ITTTT ctr -qRfi t ~ 1 3T~ 2 ctr fcm-fr 1fr <JITT 'cf51" (~ ~ 'cf5T<l m Fc1~1~a13TT m x=r=rJ 

<JITT ~ ~) 3l-<-l45C"lc'113IT 'cf51" ~ ~~~~~~~I ~ ~ m 9 3T~ 
10 ~ ~ cp1 ~ ~ fcrfufc 'cf5"fm ~ ffltf .). ~ ~~I 1-2 3T~ 9-10 ~ ~ ~ 
~ ll ~ ~ I 3T('f: ~ ~ ~ \JfR ctr~ t I ~ ~ ~ ~ ~ lfPTB 
.) ~ ~ ~ ~ x=rftim ~ 'cf51" m ~ cf514'<.a wt ¢ih11Rll1 ~ ~ 
~ 'PX <JITT ctr \JlRt ~ I 
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 9-1 O 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. 

(iii) ~3lR ~ 8 ~ 10 ~~ctr 'U'ITT 'cf51" "~" l=fFfT ~ d~ -<i"t-1"1¢"<01 /~ ~ ~ 
3tRm !.111{'1icf5 ctr 1'fUAT ffl ~ ~ 9 3lq] ~ ~ I 
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. 

(iv) ~3lR cffr 6 d~ 8 ~ ~ cffr <JITT "~ 3fiUT" l=fFfT ~ d~ ~ ~ 7 3lq) ~ 
~I 
APARs graded between 6 and 8 will be rated as "Very Good" and will be given a score of 7. 

(v) ~3lR cffr 4 d~ 6 ~ ~ cffr ~ "3fiUT" l=fFfT ~ d~ ~ ~ 5 3lq] ~ ~ I 
APARs graded between 4 and 6 will be rated as "Good" and given a score of 5. 

(vi) ~3lR cffr 4 ~ cpJ:f cffr <JITT "~" l=fFfT ~ I 
APARs graded below 4 will be given a score of "Zero". 

fitn:r-fitn:r cf7JT mxr ~3ITT" ~ ffl ~ ~ ~ cfi ~.) ~~11Plc!:~11 
Guidelines regarding the colour scheme to be used by different grades of IGNOU while filling up their APAR form 

~ 
Yellow 

.fu;rr 
Blue 

~ 
Pink 

~ 
White 

WTlf 
Cream 

~ 

Green 

~ 
Grey 

~~ 
Joint Registrar 

~-cg6Ni~cl 
Dy. Registrar 

xi61llcf5 cgc1fl~cJ 
Asstt. Registrar 

3f:!1,JlT ~/~ fl61llcf5 
Section Officer/Sr. Assistant 

~ fl61llcf5 ~ icf;cf) / fl61llcf5 
Jr. Asstt.-cum-Typist/Assistant 

311ZJ,fafrlcf5 /f.i\;fi xi61llcf5 ~-II~ ~llfcltlcf5 "<i61llcf5 
Stenographer/PA-II/Sr. PA 

ci cf5 'i"I cCl ffl 
Technical Cadres 
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