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Annual Performance Appraisal Report of Technical Cadres of !GNOU 

..................................................................................................... 'cf>T � qlf / � qft � 

Report for the year/period ending ............................................................................................. . 

1fPT-1 
PART-1 

a� f1ffi if> � 
PERSONAL DATA 

&tifila �/ct>4i:lrft aRT � �) 
(f o be filled by the official reported upon)

1. � q;r �

Name of Officer ... ... ......... ............ ...... ... ...... ............ ...... ... .. � ... ... ... ... ... ... ... . .. 

2. \iFf � � �/1ttfl.ir/crf) (� 1i). 
Date of Birth (DD/MMNYYY) ....... ../. ....... ./ .......... .. (in words) ............................ . 

3. c@1,A" � � � Ptgfcru cJft oTtrof
Date of continuous appointment
in the present grade

4. ffl"r1 'CfG' om � 1R Pigfcfu <1ft �
Present post and date of appointment
thereto

5. qtf�q;rzt��*'"��.
��).�����
�tm���I
Period of absence from duty (on training
leave etc.) during the year, if he/she has under
gone training, specify.
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Date ............................ Grade .................. . 

Post ............................ Date ............. �: .... .. 



irPT-2 

PART-2 

(\ffl 311Qct,1,ft &Rf" 1RT �. lttttctfl ftcrri � ufFft t) 
(To be filled in by the Officer �eported upon) 

(� ���zn q;r � � � � q;r � -f) w B)
(Please read carefully the instructions before filling the entries) 

1. ���q;r�fcrcrxur
Brief description of duties

2. ffl t '1lt � / \iG_�!iq /� (q�Ull'i /1ffiirl °lIT � xi;'CJ �) 3TfIA ffl ffl � �
ftpq m. m 31Ttr$ � � � � 6T � � cGI" 3Tfo-Gx-J lR �<ii� "CR�
� � �� cGI" � -f) � '34<'11}.r � I ('3Gl6x01 � � 3TTtf<fi � � � � �

�)
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 Qivision)

�/xsct�!i4/� '3QC'l�4i 

Targets /Objectives/Goals Achievements 
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\�) llCIJl<ll�CI> C1*1(JI q,1 ,.��"f!'"l \lit'" ...... ..,, " .. VIIQ ...., '" <LJ-l·•J 

(C}�ent offuncUonal compe_tency_(welghtage of thts Section woulcn>e'.30%) 

� R,itliti,� 
- � a·

·-·•r - mft -

.,� .. A�"Y 
' 

i) 

ii) 

f.rlr:11�1� � mrmn <fi lfl3 if· 
� � � � � ctl G!Mcf,J{l 
Knowledge of Rules/ Regulations/ 
Procedures in the area of function 
and ability to apply them correctly 

��<Rr-l�� 
strategic planning ability 

iii} � AA � eflffiT
Decision making ability

iv)�a-n:mT
Coordination ability

v) ��<nl���ffl�afl{ffi
AbilitY to motivate and develop subordinates

vi)�--
Initiative

'!,lctil<.lf<"lcl'i ei1RfT' "CR � 1JITT 
Overall Grading on 'Functional Competency' 

1WT-t 

PART-4 

1. �'P��(vrnf��m)

tt, ,u;,q 

GENERAL 

Relations with the public (Whe�ever applicable)

�� � sultlctirf! 
�: "l'flT-S<m � 2) �� 
Reviewing Authority Initial of Reviewing 
(Refer Para 2 of Part-5) Authority 

w@T � � ac5 � � � � <5 l!fff � Gtt«l�f<l � � � i'J)
(Please comment on the Officer's accessibility to the public and respt>nsfveness to tf'leir need.a)

2. �
Training

.

� � � � � ffl eiJ:fcIT � � � � aITT' � <IWf � � � � �-$\' flNil��I
c!RI)
(Please give recommendations for training with. a view to future Improving the effect1veness and capabillttes of
the officer)
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���3.
State of health

4. 't!C'llf.itel
Integrity
� � � -ti('!!Pltei � � �
(Please comments on the integrity of the officer)

s. eflffiT3lT � q;iJITT ari:rmarr. � �. � f4q,@131T � � wif ct>�� ��q;)or atR
� � � W'f � � � <lra � � � � 100 � �
Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer lncludi11g area of
strengths and lesser strength, extraordinary achievements, significant failures and attitude towards weaker

sections.

6. � cf> ?WT-3 <Ti � 3f, 'ii' t'MT � 1)' <ft' � � � &mR tR wrn 3ITTWcl> � ,
Overatl numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.

�: 
Place: ...... , ...... -.... , ......................... . 

�: 
Date: ........................... : .......... , .... w. 
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fttm! � � � ct> � 
Signature of the Reporting Officer 

-wr mtJ> 3l'ffif # : 
Name in Block Letters: ....... _ ....................... ,,., .... .. 

1:!G-wr: 
Designation: ... ._ .... , .......... , ................................ . 

���: 
During the period of Report: ............. , .• , ............... . 



�-5 - :aiilen 31Rlct>Rl � �� 
PART-5 - REMARKS OF THE REVIEWING OFFICER 

1. ��"*���

Length of service under the Reviewing Officer

2. <fl1T 3TTtJ 1fllT-3 � 1fl'lT-4 "if Ptcq1ftd <fmf � � "T1Tf $ � � � � � � 'G'RT � � �
� � t? � amf � lfft 3lWl'R1'T \i4<'11%14f /� 31'tl4foH113't 1t ffl if � � ctra �
iffiT � 11'1? � � � f? � : 1fl'lT·S(al){iv) � 1fTlT-4(5) I
� 3l1'q ft4't � � � fflT � T1l � � fl&llc4lct> � � � � f <ft-���
��'if�� ffl if i cfiJT &q;fr � "t � 3'TfflR �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 offiC8f 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}.

� 
Yes 

� 
No 

3. � �"$r� � ��qS'J'{OT �. �<mt�� t f.irn 3Utt � lIT��f?
In case of disagreement, please specify the reasons, is thef'e anything you wish to modify or add?

.. 

4. ��ct>'\�,��cfllf.s��.���3tR��ttm��
1JOTI tR � � � 100 � lt) 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.

8 



:(

_ .. 
�: 
Eidt: .... ��� - - J!,,/ , ,. 

:,t 

'i 

1'ftlftr.1Rladct ftlJIR. 
-:s�Qft11e1-t

----al'! :.� 
;urr.o1tw pe,bM!I � ........ ""'":'�





�,:ft� aJN v� � i � ftm 1R � flRT � t
APARs graded Grading Score to be considered 

8 31R 10 � � � 
Between 8 and 10 Outstanding 

e�a�<tfq �3ftUT 
Between 6 and 8 Very Good

4�6"$� � 
Between 4 and 6 Good 

4 � -;fM -
Below4 -

�/NOTE 
tk4Pttet � � � 1ITT' Tf Pt..:i�Riid � 'PT qn;r; <1ivrr � 
The following procedure should· be followed in filling up the item relating to integrity: 
(i) ��mt ·m4Plt51 � � lR �. m � m 1' 1fflT<JT �I

If the officer's integrity is beyond doubt, it may be so stated.
(ii) � � m t m � cm � � � � � Pt..:i,·Jm"< � � � :

9 

7 

5 

0 

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

{ifi) � � � � � � � � 1TG ����I��� IDa ��<ti�
� c1RGSct;i � <ITT 1ft � ctr �. � � t!Pl�f.ld <1R1TT � � cfffi'qf'f 1ftu C5't 11l t I vrgj 
'«c'4Pl\\d1 <P1 � q;fif m "T<f �cm-� <1ivIT oo·'ftl t fttni � w ��ft 
� f.fuhf m � � � � crmt w m ll �� � eu,m � �ct;,1m;iq; � 
';ftff Wtf. ����I 

(a) A separate secret note should be recorded and followed up. A copy of the note should also be sent
together with the ConfidenliaJ Report lQ. 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.

(G) �. � � � q�D1i1if4'M ��ID \it@�. ffl � � tt�f?lt\:St � CfR t=ft - �
� � � � � if <ITT <ft � I

(b} 

(1T) 

(C) 

(d) 

If, as a result of the follow-up action the doubts or suspicions are cieared, the officer's 1ntegrity should
be certified and an entry made .accordingly in the Confidential Report.
��*t�m�t.mll1!�1ft�mx��•afR����
CfR��,

If the doubts or suspicions are confirmed, the fact should also be recorded and duly communicated to
the officer concerned.
� � � � qR011i,+q�q. m � � � t 3l'R -r tr��� t m � � �

� � � � � � vfAT � � � � � �) anx M) � � � �vfA't
�I
If as a result of the follow-up action, the doubts or suspicions are neither cleared nor confirmed the
officers conduct should be watched for a further period and thereafter action taken as Indicated at (b)
end (c) above.

11 



(i) 

atiA>ct> � q} mtr �3TR � mEft a11�,,
Guidelines regarding filling up of APAR with numerical grading 

�3TR 7.f; � � � � Ull-'lq_cfct> � tflITCq' � tff � � \ifA � I 
The columns in the APAR should be filled in with due care and attention and after devoting adequate 
time. 

(ii) 1:16 armr � vmft t F<P 1 � 2 qft � � � cITT � 1Tq ffl m fch)CS1t11:m m �

� � �) 3t'fttf1<'1C113IT cITT � � � � � � fcl;m vfTq I � � � 9 �
10 cfi � q;r � lfq fc)fl1te � cfi �if��� I 1-2 3lizfcff 9-10 ct;·��
�if�� 131o: �� � vrA qft \il'(t)'(a i, � �� m c1> �
if fttni � � � � � q;r m Pf4-31011eft.:l 4>14'<a � 4>4tuR�1 cl> "ffltf
����u'!Ffr�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 faflures and similarly, any grade of 9 or 1 O 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.

(iii) �&R cf; 8 � 10 $ � qfr � <ITT '\Jci'-fite" l(AT � � f!_'Q)qj'(OI/� "$ �
3TTmr �,�ia, � TflJAT ffi ff>� 9 ���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 empanelmenUpromotion.

(iv) �3ITT' cCt sci� a·ff> � � � ·� arrm'' � vrrqrrr � � � 7 atc1> �
�I
APARs graded between 6 and 8 will be rated as "Very Good'' and will be given a score of 7.

(v) �3lRcGT4 oms cl;��� "3fr.OT'' lfATvmrIT��� s 3Tcn� �,
APARs graded between 4 and 6 will be rated as.''Good" and given a score of 5.

(vi) �31R � 4 � q,q cCf � "�" lfRT � I
APARs graded below 4 will be given a score of "Zero".

�-� cr7Jl am �31R J1tf,i 1fm � � � -t � -q ��1iPt��, 1 
Guidelines regarding the colour scheme to be used by different grades of IGNOU while fining up their APAR form 

tfrffi 
Yellow 

� 
Blue 

� 
Pink 

� 
White 

� 
Cream 

� 
Green 

� 
Grey 

�� 
Joint Registrar 

�-�C'ffl�q 
Dy. Registrar 

fh51il4> <gHtt�cJ 
Asstt. Registrar 

3T¥flT �/� '<16flfq, 
Section Officer/Sr. Assistant 

� fli51ilcJ> {[ct� /fl51lf� 
Jr. Asstt.-cum-Typist/Assistant 

3{J�R:f fqq5 /� tlt;ll1$ �-11� �qfclttqj fli51ilct> 
stenographer/PA-II/Sr. PA 

ac1>.fl� m 
Technical Cadres 
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