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CENTRAL SANSKRIT UNIVERSITY

(Formerly Rashtriya Sanskrit Sansthan, Deemed to be University)

qIfis HRITET iD= Ufdde
Annual Performance Appraisal Report

Uq
Designation

Sea Hofl forfie ud srav ioft ferfue
Upper Division Clerk & Lower Division Clerk

BT BT AT
Name of Officer e,

It a9 / erafer &1 ufcrded
Report for the year/period ending e

D AR faeafaerer /. fawm
Central Sanskrit University/Department = ........o.oooiiiiiiiiiii e
of
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Form

D W [Aealdened & AN PRI Td Hed & folg aiiid Jedid ufadad

Annual Performance Appraisal Report of Section Officer & Assistant of the Central Sanskrit University Service

AT a / 37afey 1 Ufcraas
Report for the year/period ending P

TIfddes <R
PERSONAL DATA
qT — 1
PART — 1

(@< e fwafdened saied & HafSd TRIe SIgHET §RT WX S & forg)
[To be filled by the Administrative Section of the Central Sanskrit University]

1. JFABRT &1 94
NaAME OFf Of 10T

2. O @ aRNg (&9 /¥ /av) (zreat #)
Date of Birth (DD/MM/YYYY) - [oviid i (Inwords) ...ooiiiiiiii

3. gaar ol # emaR Aygfad
B ARG IESIED Syofy
Date of continuous appointment Date .......cccevviiiinnnn. Grade..........ooviveiiiinnn.
to the present grade

4. IHHM U TAT 9 W FRgfaa

B ARG Ig IERIES
Present post and date of Post..........o Date......ccooeveiiiiiennnen.
Appointment thereto

5. 99 & BRI I URATT BT 3rafer
(gedl, Uik afq W) Afe Iad
e RT ¥ uiRreror foram & ar
P! fIavor < |
Period of absence from duty (on

Training, leave etc.) during the year.
If he has undergone training, specify.



HTI-2 - T FHdiehe
Part- 2 — SELF APPRAISAL

(59 TUHTY arer s0r S, Forwey Aot foral ety
(To be filled in by the Officer reported upon)
(mmﬁmﬁmmﬁﬁwmmuﬁﬁ)

(Please read carefully the instructions before filling the entries)

1. g Fv Ay Ragor

Brief description of duties

N @r.......m.....wﬁﬁfm$mmmﬁwwaﬂ'&mrmm—w

(e @& are |- gei 100 aEf ¥ 37w =7 7))

Brief resume of the work done by you during the year/period from ................._
(The resume to be furnished should be limited to 100 words)

AT / Place :-
f&=1 / Date -

Hﬁaﬂ'«."r.ﬁ'ﬂ"ﬁrﬁuﬂt%ﬁﬁmt el EEATETY

Signature of the officer reported upon

e AL A A




AT 3 — R foree) ared et gr spaioer
Part 3 - ASSESSMENT BY THE REPORTING OFFICER

(mwmamram@mﬁaﬂm@mﬁ)

(Please read carefully the guidelines before filling the entries)

1 ART USRS /Rdvar & e wifee A% & s arfve ot B 1 @ 10 @ & AT WY el anfee Pt
1 P AT A A & 3R 10 & A semaw as Ay
Numerical grading is to be awarded for each of the attributes by the reporting authority which should be on a
scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.
(%) T AW 1 Faiw (3 s B axeie 40% 19
(A) Assessment of work output (weightage to this Section would be 40%)
Rraé foremy aret | sratrear sy a7 srenmag e |
SRy g R (3 (4 et 2 & wewe st HRAHHEr 5
Ty ¥ HranR
Grades by Revised Grades by Initial of
Reporting authority Reviewing Authority (if Reviewing
doesn't agree with col.?) Authority
; 1 2 3 4
) Dreierag SRsTERd Rvat & sgER s
&I Y YT AT
i) Accomplishment of planned work/work
allotted as per subjects allotted
i) =y fr eTETEr '
ii Quality of work
fil) ST 3 yrerorar (e 3R aRyean
i) Proficiency in typing (speed and accuracy)
iv) @ # udhore, A AviRe et sk
=ret serafe; wr vavara
iv)  Proficiency in work, namely maintenance of

prescribed registers and charis stc.

'mﬁwwwaﬁw@ﬁwﬁivw

Overall Grading on "Work Output’ (T otal [i to iv] /4)
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m)mgwmmmaﬂuima(wﬁsaﬁrmso%m

(B) Assessment of personal attributes (weightage to this section would he 30%)

{C)} Assessment of functional com

petency (weightage to this section wo

uld be 30%)

ROE e aret | e arfReerdy anr S e
HRFI IR R | e (2 wermper 2 3 ey ity
T A i) JraTe
Grades by Revised Grades by Initial of
Reporting authority Reviewing Authority (if Reviewing
doesn't agree with col,2) Authority
1 2 3 4
i) @ o R
i) Atlitude to work
iy IcRedaa é smasr
ii}  Sense of responsibility
i) IHFUTHH TATT AT
iii) _Maintenance of discipline
vy  EUwoT e
iv) Communication skills
v)  RrEweTasE dvmer
v) _Analytical ability .
vi) O 3 T e B aar
vi)  Ability to work in team
vii)  FIE-RHT o e awet i drggar
vii) _ Ability fo meet deadline
vill)  siFdates Hau
viil) _Inter personal relations
dafesers yoT/fAStwenai £ e At
Overall Grading on 'Personal Attributes’
otal [i to viii] /8)
(m mmmm(ﬁtﬁszﬁrM3wm

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

i) oHAEY & A

iy Coordination ability

iy o

i) _ Initiative

V) IR W e F Wi

iv) _Proficiency in working on computer

|

BT & QT T AT (5T [1 & iv] /4)
Overall Grading on 'Functional Competency'
| (Total [i to iv] /4)

Raré e arer | wwevem ety zrr wenforgy T

IR TRT R | e (Al T 2 @ we SRy vt

T AT Bk aeR

Grades by Revised Grades by Initial of
Reporting Reviewing Authority (if Reviewing

a authority doesn't agree with col,2) Authority

2 3 4
i) wH-ES & Ryl aefdt ey
o HR G WE a0 A SR T Arraar

fequofr : s AT, AiRe A1 v awoie &

Wﬁﬁ#ﬂﬁ#u@mmmmmtmwmmmwm

The overall grading will be based on addition of the mean value of each group of indicatars in proportion to

weightage assigned.




AT / GENERAL
HIT — 4
Part -4
1,

ST &A1Y GO (SRl o SR Q) (U A # e U§w & W AR s et 5 ay
SR W fquen %) '

Relations with the public (wherever applicable)

(please comment on the officer's accaesibility to the public and responsiveness 1o their needs)

2

m(maﬁmzﬁrmiﬂtWﬁmﬁﬁwmmmﬁrr&#uﬁmﬁﬁmﬁmm

Training (Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer)

AT i Rt
State of Health

F@ﬁw(mm&a@ﬁwmmﬁh

Integrity (Please comment on the integrity of the officer)

mﬁﬁmmﬁ,wm&ﬁ:ﬁ.m@ﬁmﬁmwwmuﬁmﬁmm
AT & T ot oX R ey aret iR erT arez Ry (et 100 ez} )

Pen Picture by Reporting Officer (in about 100 words) on the overall

strengths and lesser strength, extraordinary achievements, signifi
sections.

qualities of the officer including area of
cant failures and etlitude towards weaker

1

Signature of the

RUTE & AT-11l 31 W% &, @ 37T F 2 1% avolg 5 MUK X T s T
Overall numerical grading on the basis of welghtage given in Section A, B, and C in Padt-lll of the Report.

! ' RUTe ferae arer 3ty o agamerc

Reporting Officer
AT PGB sonvnssmsssusiviaisvasss

RAfm/Date oo

L P

Name in Block letters: ...... .

Designation: ..............................

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

el




e L e SR

19T — 5 TaT STTABIY §RY g Rmar

Part — 5§ REMARKS OF THE REVIEWING OFFICER
1. wetver Y & ava Sararer L l

Length of service under the Reviewing Officer

2. mmmmmmmmm.aﬁmwmmmmm#mmﬁmmmmﬁm
T HAAD A oA & 2 (Haal : mr 3 3 31097 4 (5)) Pﬁmw@mﬁﬁwmaﬁmmﬂm
ﬂ{.\‘ﬁa?:mﬁ‘r:#mﬁmmmwﬁmaﬁmzﬁﬁmmmﬁwmmmﬁ)

Do you agree with the acscesement made by the repurling officer with respect to the work output and the various
attributes in Pan-3 and Par-47 (Ref: Part 3 & Part 4 (5)) (In case you da 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. mﬁaﬁ‘r%ﬁﬁmmlmm%%ﬁmﬁmmmmxmeNWH

In case of disagreement, please specify the reasons. Is there - anything you wish to medify or add?

4. a‘mjy.a.m.mammmmmmm#wmmmﬂﬂm

The aftitude of the Reporting Officer in assessing the performance of SC/ST officer

5. wefter MR awy e Ry | (weTenT 100 aqﬁ#;mmﬁﬁmmﬁ%ﬁaﬁzwﬂwaﬁﬂsm
sifogfy wive 3R & wor ot o Requett Y |

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 section,

6. fruté & ser-3 & we Te-W 3R W97 3t & ord el & 3T O W orifee AT J

Overall numerical grading on the basis of weightage given in Section- A, Section- B and Section- Cin Part- 3 of
the Reporl,

AT 31RvTer o TR
Signature of the Reviewing Officer
St T N AT A HERT 2
oA/ Date tovvveee o, Name in Block letters: .............c.veeueriiin
Designation: ....,. "

RO ST 3@ BERA - ...
During the period of Report;

.......... Srasseenren.
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INSTRUCTIONS

At Fewan araienr R o seeoyl sem & e HAFR F Fr-FrsureT @ areaiee ane & T@T T 3
FRET A AT it 2RIl & faw Fecaqy! sreondt suwen rar ¥ | 1 ug AT Rrerft R B om 08 &, T
vt aret arfadt stk wwelverr sl o ) Fomavary & w1y 30 o7 ) IR 1 Rl P oo |

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 Officor should, therefore, underlake e duty of filling out the form
with a high sense of responsibility,

Wmmmmmwmmﬁﬁmmwm“mﬂmkmﬂsmm
wHEE o qa @ | U o R God ar uea 7 %, a6 U Rerareae ik | o forare arey iRy sty
FAaT TRt @, 3w rfrandy, et Rde Fardy s 2, o w74 ey, HFERY Srerr W caftneg 6 oAl 9
v 3% foree) & o adi o ol |

Reporting Officers should realize that the objective is to develap an officer so that he/she rtealizes his/her true
potential. [t is not meant lo 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,

¥ & TR e W I i F G ol e iR | R R a3 sl dl @ HY S & o
v zod 3Rt @ Free; gar ae e |
The items should be filled with due care and attention and after devoling adequate time. Any attempt to fill the report
in a casual or superficial manner will be easily discernible to the higher authorities,
afg e Hierl mmwtﬁwmmmammmwmmﬁmmam
TE HT-Iv ﬁﬁzﬂwmx@mﬁmm|mwwmmﬁwmm&mﬁa#
wiReE @l | ’

If the Reviewing Officer is satised that the Reporting Officer had made the report without due care and attention
he/she shall record a remark to that effect in item 2 of Part V. The Govemment shall enter the remarks in the APAR of
the Reporling Officer.

e SR ToATeRe §9 A R s | dhae 3% oYge o iR AT & st @ ) SUTEY TR T U S Y
agfEra dad gt & amﬂﬁwﬁﬁﬂqmn@mqmmﬂhwmﬁmtmﬂaﬂaﬁﬂtmwww#
T | GRyaez iR |raReT T o v R S g

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,

o R arer 3, mmmwwmt.nquwwﬂugﬁwmamamm | afE
mmmwtmmwm%mwmmmvamuzmammﬁmm I
wrd e 2, wafta srfemat e Fae v d o R T IR Ay |

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers will report to whom he 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 ime of assumption of the new change. The tasks/ targets set
should clearly be known and understood by the both the officers concerned.

Tl Freure dpwima o § o smammmzaﬂ?wﬁwgmmﬁmmmmmmamz
Wﬁmmmwﬁaﬂﬁmmﬁwmmmwmmmﬁ$mwﬂm
WAt FoT Wi |

Although performance appraisal is a year-end exercise, in order that il may be a towl for human resource development;
the Reporting Officer should at regular intervals review the performance and take necessary corrective steps by way of
advice cte.

mmmmwmmm&mmmmmmhm.mlmm
weTe Y ofr e A aER e o |

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.

G FUiT, Hedaied 75T 3@ mmamﬁmmm#mmmﬁmmm I

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

o & ¥w & 3O ug 3R s o wea § mmnﬁmmﬂmmmwmm% | B2 ERpEt @
Wt%%ﬁmmwmﬁwmw%wiﬁmm l

Some post of the same rank may be more exacting than others. The degree of skess and strains in any post may also
vary from time to time. These facts should be borne in mind during appraisal and should be commented upon

annranriately
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11.
i

Jifenes W & A odea A e | Rentager

Guidelines regarding filling up of APAR with numerical grading

() it o feraomes afpgaiaer Rt o owp B @ ¥ ok g s e ol el i g
The columns in the APAR should be filled with due care and attention and after devoting adequate time.

(i) ¥% 3N B S & 7 1 3 2 B d oft AfEer o, (T o el sveman ot vy wew A & Ry Ry sl &
FATEA & T s o aghae e 9 R o are | 3 vaR § G 10 & 9 o, fve we Riely ot & wau
# e o o | 1.2 & 35 3R 9410 & A5 Rver ArAe # g0 e Seran AR aee & arwagEa &
it O e o & Hay & R Rras ot stk w#diaT oe aret sl o s o, S sud siadld o
e T &, o v ) dogm i geren F A we oftw
[t 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 necd
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 currenitly working under them.

(i) 8 AR 10 & g Iz aeh ofie v RuEEs Jaea R 3[R JEr Jor 1R 989 A i fse
S/ i At | B e gt & st & o R R oo |
AFPARs graded between 8 and 10 will be rated as ‘outstanding’ and will be given a score of 9 for the purposc of
calculating average scores for empanelment/ promotion.

(iv) B?WW&#W%WWWWWWﬁ%MMMJW?WW
T |
APARs graded between 6 and 5hoﬂ of 8 will be rated as 'very good’ and will be given a score of 7.

(v) 4R A AR 6 F 7R Iz el a1l ot FRwares siFraia= Rl i ron” T seem 3 5 ik R s |
APARs graded between 4 and 6 short of 6 will be rated as ‘good’ and given a score of 3.

(vi) 48T Iz At arfie o Pares wyEimer RO 5 oFg §r R smoon |
APARs graded below 4 will be given a score of zero.

Royoft 2 NOTE
weatae & vt #g o 417 A Feafaie aftear o1 o ot e -
The following procedure should be followed in filling up the item relating to integrity:-

M
(0]
(i)
(i)

()

(a)

(@)

{0}

m
(c}

(=)

(d)

i 3Tl 1 Feafgr Gde & ot &, 0 aarar s |
[f the officer’s integrity is beyond doubt, it may be so stated.
afe; @ Hew ¢, A% T Wl ot ﬁmmaﬂtﬁmzﬂrwh:?ﬁm
1€ there is any doubt of suspicion, the item should be left blank and action taken as under:
U 3 T eeuol a5 1 S AR a1 1w A s | ool £ v ofd Aay Ruté & wr 3T aRea s e
ol YT &1 e, S 7w G s 16 sad! stad o fr Sl & ) S Jeafasr @ gArE e a1 g Reeaoh @
e wT Hara A ¥, Rl st o7 giaa w1 e geae fokr e & e 3fed ¥ ot o 4o 3 ooim we
E un A 3w 3T & T gros g =, SRf o FRifa g o
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 sccret note, the Reporting Officer should state
either that he has not walched the officer’s work for sufficient ime to form a definite judgment or that he has heard
nothing against the officer, as the case may be.
afy, syt avturs & aRvERese W gy @ ot §, 3Rl B weafae vt o & af i weEr o el
aireedter Feate & o & e |

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

af de 1 qfe g sl ¥, a7 Fv o rftae o e o9 ot AR g, Te 3w dyfa w dreme 3

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

afE 3l HRAE & TRTFRREY, HF 57 7€ B € 3R 7 & s gf oeh & 3w & smmor a8 swred oy
e g arar wfye 3R s swm (@) it ) | aufRie wrard f o wifee |

If as a result of the follow up action, the doubls or suspicions are neither cleared nar confirmed the officer’s conduct
should be watched for a further period and thereafter action taken as indicated at b) and (c) above.

(]& AT & DIWAY AT T, 51/4/84-F21.(%) AT 21.6.1965)
(Ministry of Hoe Affairs O.M. No.51/4/84-Esit.(n) dnted 21-6-19€5),
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