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GOVERNMENT OF INDIA
DR. RAM MANOHAR LOHIA HOSPITAL,
NEW DELHI

ANNUAL PERFORMANCE ASSESSMENT REPORT

~ DESIGNATION

FOR

PERSONAL ASSISTANT/STENOGRAPHER

NAME OF THE OFFICER

REPORT FOR THE
YEAR/PERIOD FROM




. 2, Name

GOVERNMENT OF INDIA
DR. RAM MANOHAR LOHIA HOSPITAL, NEW DELHI

ANNUAL PERFORMANCE ASSESSMENT REPORT (APAR)
PART -1

(To be filled by the Office)

1. Reporting period From To

3. Date of Birth

4. Designation

5. Qualification

6.  Scale of Pay
| i) Basic Pay

ii) Grade Pay

iii) Pay Band

7 Date from which present post

held

8. Whether SC/ST/OBC (Please
tick mark) SC/ST/OBC

-9, Period of absence on account of  Training

training/long leave (more than'3 Leave

months)

Date:



HET-2 — ¥-Fpdihe
Part 2 - SELF APPRAISAL

(3 AR gRT T we, fordy frare fodr Sl §)
(To be filled in by the Officer reported upon)

(Wmﬁmﬂ%ﬁa@aﬁﬁmﬁqjﬂ?wm

(Please read carefully the instructions before filling the entries)

1 e & o, T /30 & ST 3T0F g7 RT AU R @ wEE g
@f@rE o 100 s FF DRAT a1 AR

Brief resume of the work done by you during the year/period from ..... — t0 sonenesicias
(The resume to be furnished should be limited to 100 words)

2. T A A g, S Fecaqol STae Suafeual 1 gt 3R 37T HIUe T AT Tl
Please also indicate items in which there have been significantly higher achievements and your
contribution thereto.

3. mﬂﬂﬁ%ﬁ%m%mﬂﬁwmmmﬂﬁma
F wRIT F Fard)

Please state, briefly, the shortfalls in your input and reasons therefore, if any.

4 FH s B Fu qdadt Fdvsy a¥ f O @R W affE Bl e e
Y FAVR a§ F qC H 31 FAqY aF afEd T A TE A | AR 7§, A el g
T T ARG & S|

Please state whether the annual return on immoveable property for the preceding calendar year
was filed within the prescribed date i.e. 31™ January of the year following the calendar year. If
not, the date of filing the return should be given.

I | Place :
+F / Date : 37 3R F gean fSadhr o o s §

Signature of the officer reported upon




HET 3 - FHedichel
Part 3 - APPRAISAL

1, Fgr RO f@sr arer 3RF smer-2 # RU v Rawor & ggAa &2 al &8, ar sty
forw @ d& & AR 39F T FROT B2

Does the Reporting Officer agree with the statement made in part 2 7 If not, the extent of
disagreement and reasons thereof.

2. e Rwe aer 3R aRr s onfdvar $ wiftrdr #ife @ fuikor fRar smeer
FfF 1-10 YRR 9T AT T e 1 F1 arcgd Aead fife @ 3 10 &1 arced 3waaq aie
T

Numerical grading is to be awarded for each of the attribute 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.

(Fuar w3 e A g Rer-A&d #F waEgEs g)

(Please read carefully the guidelines before filling the entries)

(%) frT 1T @ & i (39 @US fT dleie 40 FfARa gel)

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

HIfE / Grading

) @ o
Quatity of work

i)y cgauide ®ivA F AT
Level of professional skill

iy 9T AR WA AHAT AR FEEEN R FE I F AT
Trust worthiness in handling secret and top secret matters and papers

iv) e sl & e AR dow!, anneeR saanfe & AT Hravaw
TSI T AT

Maintenance of engagement diary and timely submission of necessary
papers for meetings, interviews, etc.

T T FEA" T THT R [ T iv] /4)
Overall Grading on ‘Work Output’ [i to iv] /4)




@) &afes O 1 Hedishat (B9 @3 A AT 30 wiaRra &)
(B)Assessment of personal attributes (weightage to this section would be 30%)

HfE | Grading

i) & gfy iR
Attitude to work

i) e, IogEa

tnteilgence, keenness

iii) @m AT TEAT
Maintenance of discipline

iv) ToerT @ty
Sense of responsibility
v)  wawor Fherd

Communication skills

vi) o & S e §r degar

Ability to work in team

vii)  TRI-HAT HT I FA T JEIIAr
Ability to meet deadline

viii)  g1forly 3 RafRaar 3R g aredr

Regularity and Punctuality in attendance

“¥afthe Ui A1 @HT FAR (i F viii] /8)

Overall Grading on ‘Personal Attributes’ [i to viii] /8)

(1) FraTeRT I & FAediwal (39 @S Fr AT 30 gfava gef)
(C) Assessment of functional competency (weightage to this section would be 30%)

#IC / Grading

) IR Rt aurar 3R gEer

Proficiency and accuracy in Stenographic work

iy adafes graew
Inter-personal relations

iy WATdT ETar
Coordination ability

iv)  THTEEIY FETE, TEe HR TNl 9T T &a A AT & ard e
TYAER- FRIAAT
Effective liaison, Initiative and tact in dealing with telephone calls & visitor

“FraicAs ST A THT FE [ Tiv] /4)

Overall Grading on ‘Functional Competency’ [i to iv] /4)

Rroqoft: @ AR & a8 R & A A, FEH & S T F AW T F g @ iy
gl

Note: The overall grading will be based on addition of the mean value of each group of indicators in
proportion to weightage assigned.




AT / GENERAL

HET-4

Part4

1. FAdr & @96 (g FE v e
Relations with the public (wherever applicable)
(@mmﬁMWﬁ?}ﬂtﬁﬁMﬂﬁﬁﬁ*ﬁtmﬂmﬁmw%mﬁﬁ)

(please comment on the officer's accessibility to the public and responsiveness to their needs)

2. ofRwor (Fea HOEd $ ad wReTeEar 3R aeRdar # agR & Al ST S AR &)
Training (Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer)

3. e #r iy
State of Health

4. e (#FR & wfaer w Rogofr &)

Integrity (Please comment on the integrity of the officer)
5. Rat e o sl qrr 3wl & geg ol v aol, aeruRer suafRal, Apagt sfEE @ FEER

ot & i @Y wRa 3w% W Pl & weu A aRF & rhe (S 100 Wt #)

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 atlitude towards weaker

sections.

6 A FHMIFEE S @ I TF & 7 aohe & IR W 10 & S 91 §AT wifdadT FR

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

frard fras o el & geami
Signature of the Reporting Officer

AH BT F AT oo

T/ Place :
Name in Block letters: ................coevvinnnn
HETH § coviienvorsisameessssss e onias sy G i S
Designation: ..........coccoviiiiiii i
RATF/Date : oo AE & I ¢ e,

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




(i)

10.

WMﬁmmﬂﬁ,ﬁMWMWﬁﬁ.ﬁﬁwmﬂmﬂmm
afew |

It is expected that any grading of 1 & 2 (against work output or attribute or overall grade ) would be adequately
justified in the pen picture by way of special failures and similarly any grade of 9 & 10 would be justified with
respect to special 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 large population of his/her peers that may be currently working under them,

Td R/aSWTE F AT dtwad et fr e Fw F oaea ®, e 93t o faw e

ST
For purpose of calculating average scores for empanelment/promotion, the following grades will be
considered

8 | . ®m' | v, DR W Ra e b
graded b PO ] Score tobe constdered
83K 10& drx e 9
Between 8 and 10 Qutstanding
6HR 8 #ra T oo 7
Between 6 and 8 Very Good
a3k ed g o 5
Between 4 and 6 Good
4 ¥ M = 0
Below 4
f2oavfy / NOTE

Ffam ¥ @afla #g &) swat & AR v & aew e i -
The following procedure should be followed in filling up the item relating to integrity:-

R #iUwr H Fcaf@er @i § @ & W @ aw |
If the officer’s integrity is beyond doubt, it may be so stated.

ofe #% Wi &, 7E A T o) R Av W ReER FRas f S

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

()

@)

(=

UF HT AW Rowolt & & v dR ag fr owmbad & are | Regvh B oo oy Mo R & amm
o afman el W o A & se, A aw gRRE = F oweEdt srtag o & omh & s
FATE F AR wr ar qw Rowoh & AfEg ww ww A g RO st o gfe B
grae Tl A & R 3w & &1 ® aEs & ow @ A 9 @ 3w HEd & faw wo
g Af, Ah o Rufy v

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 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.

o, sqact Ftars & ooy ®@F @ @ 90§ AN & sfEnenfia & R ok ik
TAAR TF S el R A & e |

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 Confidential Report.

2R WE B G @ o B, e N R W RY T ART AR T, WA e o wR w

& Fme |
If the doubts or suspicions are confirmed, the fact should also be recorded and duty communicated to the officer
concerned.

TR et Frtard & oRommaey, WE 7 A8 A § IR A @ 3R (R A 8, HOEd F smwer &
el A & 2w dmn S R dR 3wE ag 3w (@) AR () W awfaiie st fr ot ok
If 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.

(TF FIET F IR ANE H.51/4/84-F0(F) RA® 21.6.1965)
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1965).




