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TIME BOUND

GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI

/‘ i - SERVICES DEPARTMENT- BRANCH-IV/CONFIDENTIAL CELL
,- B-WING: 7™ LEVEL: DELHI SECRETARIAT
LP.ESTATE: NEW DELHI
No.F.2/4/2012/S.IV/CC/ € 36~ &40 Dated: | ’4[&\ \a V2o
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 Appraisal Report (APAR) in place of Annual
Confidential Report for Adhoc DANICS Officers.

Sir/Madam,

Keeping in view of the APAR format prescribed by DOPT/MHA and the guidelines on the subject,
this Government has prepared format for recording the Annual Report of Adhoc DANICS officers to be known as
Annual Performance Appraisal Report (APAR). This newly introduced APAR form enclosed as Annexure-I,
shall be used for recording the Annual Report of Adhoc DANICS Officers with effect from the reporting year
2011-2012. The APAR of Adhoc 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 time schedule enclosed
herewith by the concerned administrative department where Adhoc 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 along with
certificate regarding disclosure of APAR (enclosed as Annexure-II) to the concerned DANICS officer shall be
sent to Services-1V/Confidential Cell Department for further necessary action in the matter.

In case, the period under report is less than three months or the concerned Reporting / Reviewing
officer has not seen the performance of the officer to be reported upon due to one reason or other, it is the duty of
the concerned department to issue a non-reporting /non-reviewing certificate giving the specific reasons to the
effect.

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, and Certificate for disclosure of Annual
Performance Appraisal Report (Annexure-II) in respect of Adhoc DANICS officers and time schedule for
initiating Annual 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 Adhoc DANICS officers posted in the Department as well as the
Reporting & Reviewing Officers concerned.

Yours faithfully,

b,

Encls: As above. (KAILASH CHANDRA)
SPL. SECRETARY (SERVICES)
No.F.2/4/2012/S.IV/CC/ 6 36 ~ G40 Dated: {7} I\‘ ] = 1.

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

 Copy to Superintendent(Coordination), Services Deptt. with the direction to upload the same
alongwith APAR form & format of disclosure certificate on the website of Services Deptt.

(KAICASH CHANDRA)
SPL. SECRETARY (SERVICES)




TIME SCHEDULE FOR COMPLETION OF A.P.A.R. FOR ADHOC DANICS OFFICERS

S.No. Activity Date by which Action is to be taken by
to be completed
: Distribution of blank APAR forms to all | 31° March. Administrative Deptt.
concerned (i.e. to officer to be reported | (This may be concerned/  Officer
upon. completed even | reported upon may
a week earlier) download the APAR
form from the web-
site of Services Deptt.
of GNCT of Delhi
2, Submission of self-appraisal to reporting | 15th April Officer reported upon
officer/Administrative Department
concerned under intimation to Services
Department, Branch-1V/Confidential Cell
3. Submission of report by Reporting Officer to | 15th May Reporting Officer
the Reviewing Officer under intimation to
Services Department, Branch-
IV/Confidential Cell
4. Report to be completed by Reviewing | 15th June Reviewing Officer
Officer and sent to the
Administration/Vigilance Section of
concerned Administrative Department for
onward transmission to Services
Department, Branch-1V/Confidential Cell
3. APAR shall be disclosed to the officer | 31st July Administrative
concerned by his Administrative Department
Department. In case the officer reported concerned
upon doesn’t represent or offer any
comment within 15 days of date of
disclosure, APAR may be forwarded to
Services Department, Branch-
IV/Confidential Cell along with disclosure
certificate duly filled in/ signed by the
disclosing authority.
6. Representation, if any received, in | 31st August Administrative
connection with the adverse entry in APAR Department
or otherwise shall be considered and concerned
decided by the Competent Authority as per
extant rules. However, in case where the
competent authority is Chief Secretary,
Delhi the APAR alongwith representation of
the Officer reported upon, comments of the
Reporting/Reviewing  Officer is to be
forwarded to Services Department, Branch-
IV/Confidential Cell.
7 All the APARs after observing the procedure | 30th September, | Administrative
laid down above, shall be sent to Services | in any case Department
Department, Branch-IV/Confidential Cell for concerned

taking into record.
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US-ETh el SIEmRAl & o aiffes e gegich gidda

Annual Performance Appraisal Report
of
AD-HOC DANICS Officers

PRI # 9 9 GEAM
Name and designation of the Officer :

AT ad /37afy &l Hicreas
Report for the year/period ending

...................................................................
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Name of the Department  f.............oeeveiiiiiiiniiiiiiiiie e

ool TR % Ts-gh arfeierd afeial & R e i aRae

Annual Performance Appraisal Report of Adhoc DANICS Officers
( GOVT. of N.C.T. of DELHI )

g v /omafy @1 giaes

Report for the year/period ending e e
T - 1 ER(CHERC K

PART -1 PERSONAL DATA

{ deifer fasmT & gemate SgHrT 20 W M $ i )

(To be filled in by the Administrative Section of concerned Department)

i SRR HT AH

Narie Of The DIICET i i iosimmmnmmnss s oo o v s s seasmsmmmms s’ s sems 5o S s 5 dh

2. A T

Present establishment USR5 35 & wieommrmsmimiesai o o o o scoiosemseimsminieis 8 8 8 8 8 OVSEA RIS & 5 5 K EHOVEEEES S 5 § 35BS

3. S & ailig - o (A /A /a)
Date of birth (DD/MM/YYYY) 0588 § B0 bimnmnir o o s ) 3 P ARESEEEEEY §8 § AR §4 S
= @ e (s )

Date of birth (6 WOTEEH wessssmmmmne s oo iy e i s Cammsi 11 mssammssa i1

4. oAF o F wmar e @ oaka festien ot

Date of continuous appointment Dale .:iismmmanmminss senins Grade
to the present grade

5.  duuM TR o1 99 W YRR @ aide ! fesien

Present post and date of Designation................... Date
appointment thereto

a9 § ogurefa & omfy (g
gieer o W) At Sad ol A
ufgrerT forar & ar S fERer |

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

BEIER A Ffed (S sl 3 S frawer s e 2)

Signature with date (officer reported upon)

~N

PRSI HCe BEaE]

Administrative Officer



case of decision on
adverse remarks, if
any

MOVEMENT

Sl Particulars Date of Signature Date of Signature
No. Receipt Despatch
1 Officer being reported

upon
2 Reporting Officer
3 Reviewing Officer
4 O/o Chief Secretary in
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AT - 2 R

PART - 2 RESUME
STa ST @ gfdes fom ST B, 398 3 R SN & [

To be filled in by the Officer reported upon

(o wfeeedl i 9 § e STRe B AN A U5 )

(Please read carefully the instruction before filling the entries)

1s fF T @t @l faewer <Brief description of duties\‘>

2, P H N AR /T A @E oA forw (eifRa few @, ar emus forw MeifRa Be o w
(afeTm /A o ot wY H) FE B Te-TH-TE AT B SUR WX SHE 3K @ @R # g
A1 Juafey FaTS | (ST & Y o9 F9W & o anfdfes e )

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 0 e /39T /Y STt feperzor
Sl. No. | Targets/Objectives/Goals Achievements Remarks

1

2

s

8

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

3. Ul o A b A Qe davsT qu o weid Al fawel Maia aiig swlq #evet
99 § IeRAl a9 P 31 AL T 39 B & M AR T D R o F F ardE &

Please state whether the annual return on immovable property for the preceding calendar
year was filled within the prescribed date i.e. 31st January of the year following the calendar
year. If not, the date of filling the return should be given.

DAte 2 comsmmsnss s asnmmonns Signature of officer reported upon
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CHRT - 3 qears AT /arfime
PART - 3 NUMERICAL GRADING

HEAHD qBeeT H R ofedes qur gAtTOeeT S gR R S € S 1-10 3 YN W OENT A,
SEt 1 & FH A9 H q 10 IeaaH Aof FH Ieohd BT 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.

(e gfeedl 1 A | e oTRsl F &N & U% )
(Please read carefully the instruction before filling the entries)

(37) el Freares &1 qearEwT (39 ATT F AR 40% BF)

(A) Assessment of work output (weightage to this Section would be 40%)

mfcrares ST EUERERIIEER
Reporting Authority (ga‘;:f 9FT-5 FT 9T 2)
Reviewing Authority

(Refer Para 2 of Part-5)

i) @ET & # IR/ & AIR W)
afrfed o &l |

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

ii) FTE-FeTEE P i

Quality of output.

iii) frsetsomeTe A
Analytical ability.

iv) STYaTEIHS 1 @ URUvidr/fhY U ST
EIp]

Accomplishment of exceptional
work /unforeseen tasks performed.

frfa &4 W o B Sefiser
Overall Grading on ‘Work Output’

(@) et fasismett # qeiw (30 AT B AT 30% Br)

(B) Assessment of personal attributes (weightage to this Section would be 30%)

afere st ERIESERIIECaR
Reporting Authority (Gt 9m-5 &1 U 2)

Reviewing Authority
(Refer Para 2 of Part-5)

i) g

Attitude to work

i) Rroerd @1 Ay

Sense of responsibility

1ii) ST &l STFETT
Maintenance of Discipline

iv) GUYOT &Famd

Communication skills.

v)ﬁ'&j_'ﬂ’\l"l

Leadership qualities.

vi) T Bl AET § FE B ST

Capacity to work in team spirit

vii) T RO BT STTHTT A L&A

Capacity to adhere to time-schedule

viti) TR JARRTT da9

Inter-personal relations

ix) G99 B4 U§ Al

Overall bearing and personality

T fafieanet W A PRt Sl

Overall Grading on ‘Personal Attributes’




25
(|) v T H T (39 A B AT 30% 2RT)

(C) Assessment of functional competency (weightage to this Section would be 30%)
BRECE B CYlERIER I BETR
Reporting Authority (g—@.’[ qFT-5 &1 U 2)

Reviewing Authority
(Refer Para 2 of Part-5)

i) frem fafvam /e wd argar & 8 ® ofkad o
3T TE AR P A

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

i) foas Ao W @ e

Strategic planning ability

iii) ot @9 @t e

Decision making ability

iv) 9999 &HdAT

Ability to motivate and develop subordinates
UYRESN qfeRT

Initiative

TS FEHAT UX A T SN

Overall Grading on ‘Functional Competency’

gfcaes g & BwieR
Signature of Reporting Authority

Pl — 4 HqH
PART - 4 GENERAL

1. S & § ArETd (ST sEe)
Relations with the public (Wherever applicable)
(ST @ STEsRTST B IEE U9 SHUE q S 9X guEr feweh F )

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

2. gfSrerer
Training
(e SRl B gl o FR emmnel # ofR ofte guw oiRX gfs w @ gfe | SES widwe
R Rrwma &% )
(Please give recommendations for training with a view to further improving the effectiveness
and capabilities of the Officer)




e d Ref
State of health

qeafeeT
Integrity
(o sttt @ FefTeT @) fewe €)

(Please comment on the integrity of the officer)

e S ERT Sifteerdl @ e fAdwarel @ qwik (@ 100 =@t §), Pred amed & ud
FH AW &, JTEIERCT Jued], qedYel STEGeel (HeH- -2 # 3 (37) & 3 () wd gEA A
% gfq atf¥gf enfeer 2t

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.

SiceeT % GM-3 % T H, 9 q° § § RU T ARG F IR | HA HAE F@eHH e |

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

yfcrae SRRl & R

Signature of the Reporting Officer

I 9% ST H:

e Name in BlocK Letters: ..ooviiiiie it

RESILH
Designation: .....coiiuiiiiiiiiii e

gfdes &1 ofafy H:

% ersss wens sens s syaw e During the PeFIOd. Of REPOTL: 5 man s ssnasion s sisins s sanio iais ssissiision
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qrT - 5 ERIESIEREIEEARUF-RUIC RS |

PART - 5 TO BE FILLED BY REVIEWING AUTHORITY

QR ST @ i da B

Length of service under the Reviewing Officer

AW AF-3 g AF-4 H Fia & den B T & dde § ofveed ot a7 B W g |
HEHE &0 F1 ST AT & ST Iudted /Aedqe Sakadnst & way ¥ R qeied § gend 27
(gt 9m-3 (1)(iv) @ Am-4(5))

(afe sy gfedes aftEprd 2/ RA W O & Rl geae qiET § TeAd T8 & i Hudl ST Jedih
39 @Us & R &9 H & a0 faEHea B oTeRR & )

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?

& T

Yes No

e BN & Raf ¥ A 3 HROT a9, F0 Pls G4 A & P oY B Fee T a1 e and 87

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

qAfdarR SRR 8T FaW T | 9T FHarEd X (@ 100 g §) Rrad sl @ we
faqenatl @ @Rl & T FH TR & T IE gaa a @ ia Al e 8

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. ?

yieeeT & WAT-3 & @8 o, & U § § Ru T qRia & N W Fo A HeenTE e |

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

gAfdain ST & SEER

Signature of the Reviewing Officer

99 9% SRl H:

$ ey s sy ER e § Name in BlocK Letters: . oot

U/ DESISNATION: wssmion son voims ssisns sans s oms s 5558 505 5iish s 555 5 650 b sind 55708 b
gfcaes &l safy #:

S Dutifig ‘the Period Of REPOTE uwvswssnun vuss suss svws v sssmasansiss soamsims 5o




il

iii.

iv.

vi.

vii.

Ll icau fekciDRols) Bulitc: Sl e B C O CH I I CH
Guideline regarding filling up APAR with numerical grading.

T AR, & & Al qaam R eMyEs qu1 TS 999 39 gY WA @e |
The columns in the APAR should be filled in with due care and after devoting
adequate time in manuscript.

T ST H AR & 1 otEEr 2 & R e (R @ ar fadwae @ gw s
FoliRToT & Hfere) H fafree srawadel & AF § dad o § qa w9 § ohfew faar smom
AR 3 TR 9 FeET 10 & fRE ooft & wey # fafire Suafertt & ddy # oifaw far
ST | &Rt 1-2 SeraT 9-10 RRa it 31 oret: g ofifa ¥ oM &t o B 1 @it Soft
YE™ HAA g Sieed TF YAfdaied Jiemial w1 R st @ ast MR o e e a8
Hea § g § HERa @ediiEl @ gad § He A |

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.

CHUHAR. F 8 F 10 F = H g0 “Iepse” fordr SO e Eher /M & g
e

JTieh &l TOMT X & [T griies 9 far 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.

TOL.USR. & 6 T 8 ¥ Bl F 19 1 i “‘Tgd Feer’ for S s 7

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

UALU.AR. & 4 T 6 § B & s & quiieheor ‘s’ @ s gi<hiss 5 & S |
APAR graded between 4 and short of 6 will be rated as “Good” and will be given a
score of 5.

UROCHAR. & 4 § HH 6T 7 ferar S |
APAR graded below 4 will be given a score of “Zero”.

CALUR. § /3t AT @ & S
Fraction grading in APAR will NOT be given.



ANNEXURE-II

CERTIFICATE FOR DISCLOSURE OF PERFORMANCE APPRAISAL REPORT OF ADHOC DANICS OFFICER

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
5.1f yes, date of disclosure to the
officer Reported upon after
consideration of his comments
Yes/No

6.Whether officer has made representation
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



