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Annual Performance Appraisal Report of Technical Cadres of IGNOU

..................................................................................................... P GHI T / Ay B Qe
Report for the year/period €NAING .......c..iieciieereeiciieieeiiieicecieesiereee s ceeare s treeeeaseeesesaeesessnanas
dafeas R
PERSONAL DATA
HIT-1
PART- 1
(et IR/ HHAR gRT R TR)
(To be filled by the official reported upon)
1. AfErER &1 AW
Name' of OffiCEr - voes me w0t sV 16, SRR ol EHK k4 L gl
2. oW akrg (R /#7&Ar /<) (wreal #)
Date of Birth (DD/MM/YYYY) ......... | A A e, (INWOrds) .......ccocvveeeereennenn.
3. TFE ds A Had Agfa @ ag fe=i® s
Date of continuous appointment Date......cccceeeeeeveiiinrnnas CGrade...................

in the present grade

4 TEA RN ITWR PR Ha@ o8 Rels
Present post and date of appointment POSt ..o Date............... ATA
thereto

5. o ¥ o1d ¥ rqurafa Y sl (Bed),
gl afR), ok S JfER =7 yRweyor
form & o S9@ ARy ¢

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



ATT1-2
PART-2

(S e R 7w g, e Rad faeh o 2)
(To be filled in by the Officer reported upon)

(g SRR B A W TEd et @Y e ¥ 78 3)

(Please read carefully the instructions before filling the entries)

1. fu U Rt &1 AR faRon

Brief description of duties

2. P B A Y/ IRW /AY (AR /A AT A BY H) AW W g forg FriRa
fore &, a1 sy forg MAuiRa v 7y & 99 @1l @1 3ire-T9 7 WfiYsaT & ARR W g91Y
IR WF T P! gfte | JT Tyl AN | ([IERY & A v W & forg a1 wrd
rern)
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)

& /IE¥ /Y Sudfrgi

Targets /Objectives/Goals Achievements




3. (@) mwzﬁmwmﬁmﬁ@/aﬁaﬂm&rﬁ@wﬁﬁm@wﬁm
¥ | afE et o wifty & P TEnt <@ & & sang |
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.

(@) mmwmmmﬁwmmmﬁﬁmwmw
P Ioord BN |

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

4 P 9@ fF T gEad] Hoiex 99 B rEe Hul @ Ti¥e faawely fFuifRa arke seifq

Horey 79 | SwcRad! af B 31 TR G FH BT 3 7 o | afy =Y, & fawefy s v
P GRG TAN |

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.

b o Sianature of officer reported upon



 PART-3

siifdes W, RAfET ik wher Tfed grT & ot 8, W 110 B Y W S WY, wEF 1 ww BH A

AT 10 Tgaw A9 Bt gwlar &)

Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale of 1-10, where
1 refers {o the lowest grade and 10 to the highest.

(oar afdftedt = ¥ wEer Rl

T LTS 9g )

{Please read carefully the guidelines before filling the entries)

(@) wrEd-Frares &1 qEiEE G e ) owelE 40% sHh)
(A) Assessment of work output (weightage to this Section would be 40%

wien wed | wien wiftmrd e witreT
708 (e 95 &1 %1 2)| B srEEw
yrity Reviewing Authority Initial of Reviewing
' (Refer Para 2 of Part-5)| Authority

i) qdfeifm o/ fivg @ s
w amafed fey v wrd A ufgefar
Accomplishment of planned work/work
allotted as per subjects allotted

i) srl-Free #r
Quality of output

iii) faverroes A
Analytical ability

iv) e @1 /fey Ty
v s #
Accomplishment of exceptional work/
unforeseen tasks performed

‘wri-freeE B g M
Overall Grading on ‘Work Output’

(4) =afarma faduart o1 =i
(B} Assessment of personal attributes (weightage to this Section would be 30%)

(79 Es ¥ WoiE 30% =hf)

Sense of responsibility

Wi e ey e sfersrd
HAePatting | (b= arrs o1 4w 2)| & ameew
j\m?ujpg{y ReviewingAuthority | Initial of Reviewing
Authority (Refer Para 2 of Part-5)| Authority
) @ @ un A,/ ghem >
Attitude to work
iy e o

iil) SgETEA w1 tgmw
Maintenance of discipline

iv) YT &Y
Communication skills

AT T :
Leadership qualities

viy T B wE F wrf ey @) s
Capacity to work in team spirit

vii) TGO FT ATET I FY &
Capacity to adhere to time-schedule

vili) dgduidae Gy

Inter-personal relations

x) T BR v affs
Qverall bearing and personality

‘affrrd v @t w9
Overall Grading on 'Personal Attributes’




&

(¥) HDIYICHD QAN D1 JCULWTI RN AT 1 WAVIHG wv v Wty Y
(C) Assessment of functional competency (weightage of this Section would be 30%)

rs '”. - ! | e afererd gLl ﬂlﬁﬂilil
eRsvswngS | (i s W 2) | B e
] F‘Amhojv;’ Reviewing Authority Initial of Reviewing

(Refer Para 2 of Part-5) | Authority

i) fFam/fafvm/ed @ g @ &3 9
WA T IFS TE TANT B AEPBRY

Knowledge of Rules/ Regulations/
Procedures in the area of function
and ability to apply them correctly

i) NMyTZ AT A P aEA
Strategic planning ability

iiiy fAvta = @Y e

Declsion making ability

iv) 99T gl
Coordination ability

V) iRl @ IRE T P R 2 e

Ability to motivate and develop subordinates

vi) e wfed

Initiative

TFRAHD &Har W G W

Overall Grading on ‘Functional Competency’

ATT-4
PART-4

GENERAL

1. W0 P @I |Eg (wel oft arp E)
Relations with the public (wherever applicable)
WA A JRE aF ugH IR I el @ Ufd SHP IAIR@ R pud femel &)

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

2. ofimw
Training
@Ta IRFN N wfyar @ 7 ewar F R IfF gEn AR Ifg I A g A SO wREm H KeiRa
N |)
(Please give recommendations for training with.a view to future improving the effectiveness and capabilities of
the officer)




3. Wz @ Rfy
State of heaith

4. Tt
Integrity
@uam AREq @ Fwfier w o #)

(Please comments on the integrity of the officer)

5. &R AR TAR eWoTl FEERY ITARRAY, we@ypl Preeey dn R Tt @ iy IwE gRed SR
IRFE & wHY Tif W RO fomm gt st @t oot (@M 100 e #)

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. N B AM3 @S &, T I A § ¢ g 3 MR ® |97 Fifds M|
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.

R foa arel I & &R
Signature of the Reporting Officer

©R ¢ A A% ey #
PlBERY Zuivuresssiosiessameressisbessssssansssnssass Name in Block Letters: ........ccccceeviiineecrunnen. reaneued?
G 124
Designation: ............... VAL AT b P T s NSRS VLTV s 05
feara : Raid =1 aaf :
DAt :jeesieriigesianatantensbiBosiessnaihisnin During the period of Report. ................ W) o TE




ART-5 — qhEn Iftisr 3 mﬁ%{ﬁ

PART-5 — REMARKS OF THE REVIEWING OFFICER

1.

Tl AFF D Il Jar T
Length of service under the Reviewing Officer

= I A3 AR -4 F FrenlRa FE won R ot B waE ¥ R R I sRer gR1 R TR geie
| Fewa & T I AT N JEEIRY SqARD / TEQ@pt FaEaast 3 @@ # R fawd e e
N AT T giee | wewa & (§of  AT-a(3)(iv) aen A1T-4(5) |

(@fe s Rl fama A IfFE grr Ry i & B demms e A weva T8 € & T I 15
W g ¥ Ry T ww % T e o vfaife @ |/ srmER ) |

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).

3] T8
Yes No

e B A Rl § P S FRO TN, T B A 727 & RO 9 age @ WS wiEd §?

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

T ARETD B RO | Fyar FHAR 7t B giy HaER, ARH B FHATN 3R FAR A AT IHD FHT
ot R fearf fed (@ 100 TRT A) |

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.




. R T & ok b an

L Roe o wms @ W, stma e of & wif oo @ e e e e AT
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10.

g

INSTRUCTIONS
aiffe FrEi-fraes gearee Rud 1@ seagf swmy 8, 98 el & Frd-frares &1 geaes ae oliv
IS BRA H N | TS B Ay R WEER IUA GHArT § | o I8 AR Sraet Rad o
T <& 8, Rud Rraw aret Pt st wilen sl @t S W @ Wy 39 v # v |if@g ) The
Annual Performance Appraisal Repart is an important document, it provides the basic ang vital inputs for
assessing the performance of an officer and for histher further advancement in hisfher career. The officer
reported upon, the Reporting Officer and the Reviewing Officer should, therefora, undertake the duty of filling
out the form with a high sense of responsibility.
fard forem e el B 77 wegw TR 9y 5 3wet Sy sierd & e e 8, o 1 o
Jeafas weRd @ IEuH WS | 9% UF IR g8 a6 ufivar w8 2, 9few v e v &) R et
A IS SR W SREN B, 99 Afer, forad Rod fodt o 8 @ orf-freres, afsiy semr
W afee & ST At RN ¥ fores @ Wore 7€ ST F1RT | 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,
¥ 7 @EgEs N vIfe wwg @ Wl o @ity | RoE o arsfe iR ov sierr Sud O d W oM
@ g & =g AREIRAT H AN |V G TF SN | The items should be filled with due care and atiention
and after devoting adequate time. Any attempt to fill the report in 2 casual or superficial manner will be easily
discernible to the higher authorities,
TRE SaR TS w9 ¥ A W, dad I veex awl aifbe AT € A 8| SuaRr awamr ™
W IR & A dag vl ¥ vl iR gerdt @ eyedE g o o 7% IwR ReR I g
FRFER & T B WE T W Q| R 3R AR 9 BT WG fHAT AQ| Every answer shall be
given in a narrative form except where numerical grading is fo 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.

Rar fora aren siffrerl, 91 AR B fowat RO fordt st 8, of @ 4o 4 &1 2d & ¥ 5y o9 7@
weg W oY g A Raekl af @ frg 7o ug wenear &, ) 39 ORE @ T T4 9T une
% WY a9 Ay W) # /o ), wetm afeREl BT e v W Wi 3R w9e @1 TRy ) The
Reporting Officer shall, in the beginning of the year, assign targets 1o each of the officers will report to whom
he/she is required to report upon for completion durng 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.
Taft Bri-freTe qeaies af @ aiw F Rear o @ ok 98 AF SEeE Rer F1 06 SRS 9 6
&, o RUIE R grer e @t Frafi srmarer W wrd-fremes &1 geaien s a1y siv womw gty

B AEZH § YIRS FEA o AR | Although performance appraisal is a year-end exercise, in order that
it may be a toot for human resource development; the Reporting Officer should at reguiar intervals review

the performance and take necessary corrective steps by way of advice efc,
YT YoaieAETt HF U8 TR B Aifee 5 gw e B 9 A e & erd-fares, smev,

ZaER AR weRd @t @ PrEMT aAe TER 9T $X( 1 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.
g T, FWAET ¢ WH Al Afer & $Ri-fFeeT @ ar F Roehis oafr as & 0w & ey

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

T8 g o wht & % 1 sterar 2 A R off IR @1, (g Ty I sperer ffgRy s WA A9 @ o)
FE B Tuld gY Tl w7 ¥ fig i S 520 9PR 9 st 10 B US @, Ry g ey et @
weer ¥ sitfr TEvEr Rl 1-2 3R 9-10 B AT R mpre # @, o Sa Siifeew A ot amaeEEr
2| ifrs Y Ry WM @ Ty § RAE forgn o 3l woie v a1 i) Y o s wdaial,
¥ gorT B B FHER S TR I WMET | 1t 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.
Ie §9 /TR & o) Siwas Uil @1 70 ¥ B W 9, Frefeaiea 9 ® fEr G e

Faor purpose or calculating average scores for empanelment/promotion, the following grades will be
considered

10
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TR U IR TS A e e X e a9 @
APARSs graded Grading Score to be considered
8 3R 10 3 IFT 9
Between 8 and 10 Qutstanding
sdRe s dm IET o 7
Between 6 and 8 Very Good
43Re DM <o 5
Between 4 and 6 Good
4| F - 0
Below 4 =

feueft /NOTE

iR | §Ta 7% WA # Pefafes ufhar &1 o Fe TRy ¢
The following procedure shauld-be followed in filling up the item relating to integnity:
() X IRFH H Tufier G A R € @ THS IR A A AN
if the officer’s integrity is beyond doubt, it may be so stated.
() R P w2 @A P @A O fw A IR FERER e A

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

(®)

(@)

@)
(o)
(m)
©

@)

(d)

& J I Rult 75 @ T ok e B aad A 9N Ruvh A e wfy mueha Rad &
el IS ARER | A AA § A, SrIE YRR v & sradt- wwag e @ ¥ &) we
FAAST S e IR @1 T Ruvh & e ae @99 8 8, R IR 37 gfa & &

A P fory IReE @ o1d & S A wafw 9wy Ad ar ar 99 AER & fRaare
Bt g, A N Reafa 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 tq the next superior officer who will ensure that the foflow-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.

afR, el &aTd @ qRUMARTY WE R B I &, A IS A vt e v A ity ok
TR & W Muerg Rad % v <1 @)

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 Confidentiali Report.

X WeE A gfe B el B, o TE wy AN fafleg TR R I Wi &R WA afrer 3t gfea
= fear g

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

If% It FRAE @ YRUTHEHY, TeE R TE A § o 7 € v g kit B ) T @ SR
%) AT HafY @ IR @ T =Y AR WS A S (@) R () w® qufafde sRard @ e
Euradl

tf 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.

11




(ii)

(i)

(iv)

V)

(vi)

FfEd HST & WT (AR a1 |@deft I
Guidelines regarding filling up of APAR with numerical grading

TATAR & TR e |raw iR sgFgde 7= 99T §9g 20 Y R 9N aAIfde |

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

time.

g T P Wt B b 1 3rar 2 B AR A AT B (e U I @ Rdvat ar gww
WMET B forq) srameansil f IRt gY vafa v | g fhar 9w 3R s uar 9 srmat
10 @ e & fhy o e ol & & A fF fRar Wre | 1-2 s@T 9-10 & U R
apral % fAT @Td | a1 ST A Ry I @) Sevd B | AR A Wk A @ Aa
# RO fa@q aral iR TN TTRHRET &Y 3dq Faavrd| sidva o sHafRal @ |
o1 &R AT B T =W |

It is expected that any grading of 1 or 2 (against work output or attributes or overall grade) would be
adequatelyjustified 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

cumrently working under them.

TR @ 8 | 10 @ 919 P T ) "IHL'" AFT AT T FAGHR0 / W=ty & oy
T WIiE B T BeR B f 9 S FIU TG |

APARs graded between 8 and 10 will be rated as “"Outstanding” and wili be given a score of 9 for the
purpose of calculating average scores for empanelment/promotion.

%maﬁeﬁwea%sﬁaaﬁm "B TV | WA RN 39D folv 7 37 fRU
|

APARs graded between 6 and 8 will be rated as “Very Good" and will be given a score of 7.

TGTAR B 4 TAT 6 & q19 ) AT 370" wmmmﬁwswﬁqml

APARSs graded between 4 and 6 will be rated as."Good" and given a score of 5.

TR P 4 | FH B DT " /&1 AW |

APARs graded below 4 wili be given a score of “Zero".

A=-A= gt g1 TiveR WA AR TG O dra @ ey ¥ Rwnfrd

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

Qe o T A

Yellow - Joint Registrar

LG - JY-FHAra

Blue = Dy. Registrar

RGICT - qEIas Herard

Pink e Asstt. Registrar

O - FPT IIR) /IS WeITH
White = Section Officer/Sr. Assistant

eIk = FfT ERIS Td THD /WIS
Cream = Jr. Asstt.-cum-Typist/Assistant

& - mngfealia / & wers Te-ilaRs Yafdas geus
Green = Stenographer/PA-lI/Sr. PA

T - THAR Wt

Grey = Technical Cadres
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