GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI
SERVICES DEPARTMENT- BRANCH-IV/CONFIDENTIAL CELL
B-WING: 7™ LEVEL: DELHI SECRETARIAT
I.P.ESTATE: NEW DELHI

No.F.2/1/2012/S.IV/CC/ 5349~ KR4 Dated: O%\OU\ 2512
To

All Principal Secretaries / Secretaries and Head of Departments
All Local Bodies / Autonomous Bodies/ Public Sector Undertakings
Government of NCT of Delhi

Delhi / New Delhi.

Sub: Introduction of Annual Performance Assessment Report (APAR) in place of
Annual Confidential Report for DANICS Officers.
Sir/Madam,

Ministry of Home Affairs, Govt. Of India, keeping in view DoP&T guidelines on the subject has
introduced revised format for recording the Annual Confidential Report of DANICS officers to be
known as Annual Performance Appraisal Report (APAR). This newly introduced APAR form (Copy
enclosed) shall be used for recording the Confidential Report of DANICS Officers with effect from
the reporting year 2011-2012. The APAR of DANICS Officers to be recorded for the period with
effect from 01.04.2011 is invariably to be recorded in the new prescribed format. APAR recorded in
any other format with effect from the reporting year 2011-2012 shall not be accepted.

The entire exercise of completion of APARs shall have to be carried out as per enclosed time
schedule by the concerned administrative department where DANICS Officer is posted. After the
APAR is reported and reviewed, complete APAR shall be disclosed to the Officer reported upon
seeking his/her comments, if any, within 15 days of date of such communication. After expiry of
the said period, the APAR alongwith certificate regarding disclosure of APAR to the concerned
DANICS officer shall be sent to Services Department in original alongwith attested photocopy of

APAR for onward transmission to Ministry of Home Affairs, Govt. Of India.

Further, attention in particular is drawn of the Officer to be reported upon and concerned
authorities entrusted with report and review of APAR for ensuring that entries in the table
provided on page 2 of the APAR are recorded without fail. A copy of the APAR form in
Annexure-I, time schedule for completion of APAR (Annexure-1I) and Certificate for disclosure of
Annual Performance Appraisal Report (Annexure-III) in respect of DANICS officers for initiating
Annuai Performance Assessment Report for the reporting year 2011-12 onwards is enclosed. The
same can be downloaded from the website of Services Department i.e.
http://services.delhigovt.nic.in/. This may please be brought to the notice of all DANICS
officers posted in the Department.

Yours faithfully,

K.

Encls: As above. (KAILASH CHANDRA)
" SPL. SECRETARY (SERVICES)
No.F.2/1/2012/S.IV/CC/ S G- DA Dated: , 9\“4‘ 28]

Copy for information to:-
1. Principal Secretary to Lt. Governor, Delhi, Raj Niwas, Delhi.
2. Principal Secretary to Chief Minister, GNCT of Delhi.
3. Staff Officer to Chief Secretary, GNCT of Delhi.
m

(KAILASH CHANDRA)
SPL. SECRETARY (SERVICES)
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CONFIDENTIAL

a1 (Rafer) e (o) a1 & o
% forg
qIite HrAToHEA GedichT dfcda
Annual Performance Appraisal Report

of
DANICS and DANIPS

AIFRT H A T G&TH
Name and designation of the Officer :

L VR C TR N
Report for the year/period ending

...................................................................



Y ied wesr / faem

Name of the Union Territory/Department S S Y T T R AT

FORM

9 e we/faur & aE (ffe) A (gf) saa IS /eEe IS /SaT merEt 98-2 /5
gerdieE I3-1 st aof & fau aifte e gfides

Annual Performance Appraisal Report of Entry Grade/Selection Grade/Junior
Administrative Grade-II/Junior Administrative Grade-I Officer of DANICS/DANIPS.

guifte gy /3@ty &1 gfqde
Report for the year/period ending R AT R 5 R N B AR OSSR SRR T A MBS AOH

qT - 1 Jafedes =R
PART - 1 PERSONAL DATA

(F=r stHa weer & HEfa gemEt ST g WS & fam)

(to be filled in by the Administrative Section concerned of the Union Territory)

i @Hlaaﬁfﬂ l A
Name Of the Off Cer 1. e e e e et et e

2, AT TG

Present establishment R hae RERE L e Ak el Tl e s T AR B e

3. o @ arie - of & (/e a)
Date of birth (DD/MM/YYYY) e A R S A e A S BT AN AR ARAL s
5 ) arirg (s #)
Dette of DItth (I wWORdBE oo s s s s ke s s s i i s o ssas s

4. gamE & F amare gl @ i ESIE? iy
Date of continuous appointment B 1 Grade.concauan
to the present grade

5. gAuM g o7 39 W MR @ ade i festie
Present post and date of Designation................... Date..................

appointment thereto

7 ¥ 3 @ ewuRefy & oy (g

b B
gfeerr ofe W) Afe SE e 9
uirerr foram & a See faawen |
Period of absence from duty (on
training, leave etc) during the year
(if he/she has undergone training,
specify)

BRI TG dfed (S el 3 S faawer wega o 2)

Signature with date (officer reported upon)

~J

q9Taieh TR

Administrative Officer



MOVEMENT
Sl. Particulars Date of Signature Date of Signature
No. Receipt Despatch

Officer being reported
upon

Reporting Officer

Reviewing Officer

4 Chief Secretary/
Administrator
5 Ministry of Home o

Affairs




3.

AT - 2 R

PART -2 RESUME
o sty 7 gfdees forar ST B, 39 8)1 | 9N & fou

To be filled in by the Officer reported upon

(e ufeedl it WA & wEd SR B &N ¥ 13 )

(Please read carefully the instruction before filling the entries)

1. fFa ™ wEt w ditra g

Brief description of duties

2 T F A /R /I T T e fig FeiRa B @, o e R R B o g o
(TR /AR A e T H) FE A eNe-aq-AE gl $ oTMR WS o &% @ & afe
H Sl SuefE JA | (FRME  fou o gem @ foe aifte B dre)

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).

%9 90 T /3499 /T REmIE3e fagor

Sl. No. | Targets/Objectives/Goals Achievements Remarks
1

2

8

(Please also indicate items by marking (V) in which there has been significant higher
achievements and contribution thereto)

3. [N SadE P g gl waver af @ o @l At e R air elq #aver
E!ﬁ@f@?ﬂﬂ?ﬁaﬁiﬁﬂﬁﬂaﬂﬂ%aﬁﬂmiﬁﬂﬁlﬁﬂﬁﬁﬁﬂwﬁm%mﬁml

Please state whether the annual return on immovable property for the preceding calendar
year was filled within the prescribed date i.e. 315t January of the year following the calendar
year. If not, the date of filling the return should be given.

] i

feetiep I & A ATHA & T

BIGEE § cwommpimiinniig bianes Signature of officer reported upon




2
q[T - 3 GETHE AT /A
PART - 3 NUMERICAL GRADING

HEAE a1 e ST qon e st g/ B S ® S 1010 @ ¥ @ @ ik,
Sl 1 ® F A 7 adr 10 Segod Aof B SeaE e 2

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.

(= wferedl i 9§ TEw STRE @ AN ¥ 9% §)
(Please read carefully the instruction before filling the entries)
(=) w1 FroET & g (39 99 # A 40% 2)
(A) Assessment of work output (weightage to this Section would be 40%)
Reporting Authority (mq.‘, q-5 FH U 2)

Reviewing Authority
{Refer Para 2 of Part-5)

) gREIRT @ @ aRger /A ® ear W
Frefed fhar w1 w5 |

Accomplishment of planned work/work allotted
_as per subjects allotted.

ii) FE-FOE i

Quality of output.

iif) faseroemenes e

Analytical ability,

iv) SEETES B GRYTT /R T s
Fr

Accomplishment of exceptional
work /unforeseen tasks performed.

Frfa #@ W g PR St

| Overall Grading on ‘Work Output’

(3) et faQmell @ qeareT (39 AR H AR 30% @)
(B) Assessment of personal attributes (weightage to this Section would be 30%)
[ st SR et e
Reporting Authority (e rT-5 1 Iy 2)

Reviewing Authority
{(Refer Para 2 of Part-5)

) a0 & g
_Attitude to work
i) PTHET @1 Ay
Sense of responsibility
iii) ST 1 TR
Maintenance of Discipline
iv) FU9OT &
| Communication skills.

v) g T

| Leadership qualities.

vi) & & &A1 § FE FA S e
Capacity to work in team spirit

vii) T AN A SFEReT A L
Capacity to adhere to time-schedule
viii) TEIY JARRTI Hey
Inter-personal relations

ix) 99 B4 1d ARk

| Overall bearing and personality
T fadvaret W e PR St

Overall Grading on ‘Personal Attributes’




5.

(®) et Qe B Gedie (3 AT B4R 30% @)

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

yferaes miesrd

Reporting Authority

ERESERRIBEaR

(gt APT-5 & U 2)
Reviewing Authority
(Refer Para 2 of Part-5)

i) e RAfEE /aE TE dea 3 o8 | g o

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

ii) fiftrarg Ao S e

Strategic planning ability

iii) T o @t &

| Decision making ability

iv) TS SHAT
| Ability to motivate and develop subordinates

v) Tedl e

| Initiative

yebralcTd WET UX g Harhr Aol

_ Overall Grading on ‘Functional Competency’

it Sl & SR
‘Signature of Endorsing Officer

A - 4

[SIG 6]

PART -4 GENERAL

1. S @ A SRR (SR A wEe)

Relations with the public (wherever applicable)
(e 1 STAgEEIS B IETE T S b A o e fee 21

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

needs.)

. ggreTor

Training

(e stfeET 1 v od e emanel ¥ ol ofte gaR iR gfs @ @ gfte § SEs e

% fro fwlE %)

(Please give recommendations for training with a view to further improving the effectiveness

and capabilities of the Officer)




W & Raf
State of health

HegfreaT
Integrity
(o siftreprdy 1 weTer 9 few 3)

(Please comment on the integrity of the officer)

nfcee st v st @ g fdwael # &R (T 100 9= H), e amed g e
B HHA &, STHI YA, FeEyel SEEAA (FIH- A-2 # 3 (%) ud 3 (9) vd g
% ofy et e A1)

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 (ref. 3(A) & 3(B) of Part-2) and attitude towards weaker sections.

gieT % AM-3 & We o, 9 9 @ § R U WRIN $ AUR W Ha HAH FEAew i |
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of
the Report.

Signature of the Reporting Officer

I A% IR §:

B e S R R R Name i Bloel Betters v s s i i s s ot s se memasnns

RERIEH
DesTanGTIORN s e T A s e s o e e

gfdees i orafy o

S e RS AR During the period of REROT] ciiiiueiikvinsrs s snssnasmmssomenmss s sosas



S

AR - 5 PUlERIEREIELIRUR-EICEURE |

PART - 5 TO BE FILLED BY REVIEWING AUTHORITY

Length of service under the Reviewing Officer

A -3  AqF-4 § Friq @ g e en & dew § ofgded e @ A T gee |
wenE ¥7 a1 oy SR @ SrERe Syaterdt /Meayel sewade & dda § Bl qeiE 8 qe 27
(de: Am-3 (31)(iv) @ AF-4(5))

(afe sy wfeaes e g &3 1@ PR & Rl gremer qere | g @ R Al e ol e
3q @vs & fod wre § 3 o fmea B ST Y )

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?

el T8
Yes No

sedd 89 & Rl § guar g FROT 9ad, #7 BE U6 99 & B o 8 "en a1 e @wed &7
In case of disagreement, please specify the reasons. Is there anything you wish to modify or add?

B BT FHaH TER | FAT TGRS B (T 100 a0 H) SEH i w g
fadaratt 1 amed &5 ud #0 "med 89 g IEE gaa an & fa el anfeer @

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. ?

gfedeT & AM-3 % ©S o, 9 9 § § RU W ARG F R W H AT et e |

Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the
Report.

gAfaaieT S & BEE

Signature of the Reviewing Officer

9 A% SR H:

o A A Name in Block Letters: oo

e BT T o b ) 0 R e
gfcaes @ arafy H:

A P During the period of Report: ... ...cooviviiiiviiiiiiiiiiiiiiie



il.

iil.

iv.

V1.

vii.

e AVET & |9 O, SR, R e Ran fda
Guideline regarding filling up APAR with numerical grading.

T.OLT. R, B & fafEd qEur of efyde qur v weg 3 8T 9 ae |
The columns in the APAR should be filled in with due care and after devoting .
adequate time in manuscript.

TE S B RN B FF 1 owEr 2 & RR e (Fria @ ar fadwanet ar g faemen
FNHIT % Teleger) B e srewernett & A1t § wad o § wow w9 9 offaw famm s
AN 3 UHR 9 S 10 & RN Aoft 3 wey A ffie guefedl & d@dw § ol fen
ST | Sl 1-2 SreEr 9-10 faXe Bl B 1 o g Siifa R W A sea B witers Ao
YaT R g fcded e qAfdeie itemial # e st @ ast faier 39 et a@
ded § o J§ FRRd gedtEt @ gaer § & aifee |

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 aw2arding 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.

T.OLT.S. # 8 § 10 % 9 &1 aiibeer “Iepe”’ forar SO qer g /d= $ foo
3fa

T<iich Sl T e & fow ureiss 9 Rar S |

APAR 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 the
empanelment/promotion.

THL.TTE. F 6 A1 8 H BT & A P T “aga oremr” form Smo i 7

ST |
APAR graded between 6 and short of 8 will be rated as “Very Good” and will be
given a score of 7.

TR, F 4TI 6 F BIT 3 g F G Caremy” fomm oW o< 5 A
APAR graded between 4 and short of 6 will be rated as “Good” and will be given a
score of 5.

LU, T 4 & HH g g R s
APAR graded below 4 will be given a score of “Zero”.

TR, § =00y 3T 98 & s
Fraction grading in APAR will NOT be given.



An nexure-Tr

Time schedule for preparation of APAR of DANICS/DANIPS officers

f S1ENo.

o

“Nature of Action

forms to all concerned (i.e.
to officer to be reported
upon).

reporting officer to
reviewing  officer  under
intimation to UT Admn.
concerned.

Distribution of blank APAR

Submission of self-
appraisal  to  reporting
officer/UT Admn.
concerned.

Submission of report by

Date by which

the action is to
be completed

o :";-.‘INSEHMPJI‘CI'E

(This may be
completed é

week earlier).

15" May

Actlion is to be
taken by

LT Admn.
concerned. The
officer reported
upon may also
download blank
APAR form from
the websile of
MI-IA.

Officer reported
upon

Re pdi‘ting "
Officer

| Report to be completed by

' Reviewing Officer and sent

to the Chief Secretary/
Administrator or CR
Section/Cell,

entry in APAR, the same
shall be communicated to
the officer concerned as
per extant  rules  giving
!I-mimr’her an opportunity to
lepresent, if he/she
] desires.

In case of any adverse

15" June

“Reviewing
Officer

UT Admn.
concerned




ANNEXURE-III

CERTIFICATE FOR DISCLOSURE OF PERFORMANCE APPRAISAL REPORT OF DANICS/DANIPS

1. Name of the officer
reported upon

2.Year /period of
Assessment

3 Date of disclosure of APAR

to the officer reported upon

4 \Whether comments received from

the officer reported upon Yes/No

5.If yes, date of disclosure to the
officer Reported upon after
consideration of his comments

6.Whether officer has made representation Yes/No
to the Competent Authority

7. If yes, ;the date of communication of
final report after consideration by

the Competent Authority

Sign. of Forwarding Authority:

Name :;

Designation:

Date




