AT Srnehl gem (it faeg fasata=mer)
EIREE]
o T reATUrR SHHETAT = forT arieeh
FTRATASITET Teaishd Tiaased
Annual Performance Assessment Report for

Non-Teaching Staff of Indian Institute of Technology
(Banaras Hindu University), Varanasi

I-erforep Pafard)

(FsFrsr/aweiat/amfere saef)
Non-Teaching Staff

(Ministerial/Technical/Scientific Cadre)

(T7 A, BT3T C/ Group A, B & C)
Hefar F T vF FeAS Fs:

Name of Employee & Employee Code: ... s s ssssns

Tt aqu/3mafer or ufades:

Report for the year / period ending:.......ccccoceiiiviiiiiiiiiiit iitninninnieneniinaes cos an sesseseens
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Jafes

PERSONAL DATA
HTIT-1 @EATTRALTOE AT FRT R S B o)
Part-1 (To be filled by Concerned Section/ Department of the Institute)
1- PefaTd BT AH
Name of Employee
2- OfeH @ adrE (Rer/ATe/ad) (ersat &)
Date of Birth (DD/MM/YYYY) ........ccocuuu. Y ST Y SR (IN WOTAS) .o
3- gddATe I SR g @ A feetiep: groft:
Date of continuous appointment | D Grade ..o
to the present grade
4- qAATS UG qAT 3T W CRGRR @ arord Ue: feetiep:
Present post and date of appointment thereto POSt. oo Date ...ccoveevnireieiniens
5. Ruiféar iz gerdteror ufdrert
Reporting and Reviewing Authorities
S Ud UgelH %d ®r @ srafy
Name and Designation Period worked

Ruiféar urierasrl/ Reporting Authority

gaﬁeiw ierBTY/ Reviewing Authority

6. 3BT 3N W 3ruiderd &e P 3mafy

Period of absence on leave, etc.:

arafer YBR femforat
Period Type Remark
3BT W (UBR gerte)
On leave ( specify type)
3T SR < (Other specity)
7. uidteror BripA o 3uRea gu
Training Programs attended :
EESiC] fewer
Institute Subject
BRIGH B @i
Period of programme
Ra1/ame/ad) A
(DD/MM/YYYY to
(Rt /@ /adt) (DD/MM/ YYYY
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ATo1-2
Part-2

for 3ifirpt &1 uftded forem e 2, 3AP gRT MY o B U

To Dbe filled in by the Officer reported upon
(uan ufafea @ sl A USCl 3feel @B e A Ug o)

(Please read carefully the instructions before filing the entries)

1. {5 o st & dfera faawor

Brief description of duties

B Ol @eT/32ed/ T 3 WY 3ve faw faiRa e &, o smus fow fefRa o o & 39
@RemaAABT A1 3" BU H) BRI B e-F A UIfHGAT B MR W g AR BB e @t gie
A Ut IucieEr Tdd(EeEERer & fou 3Mud uHwr @ foiu aiftfes @i Arslern, GeM Ude @ HAEEH A
Ie @ AT B deT doT aRAd A IRe, [WAW FHU A 39 WBR A B faw o gensie
3@l & TS B B W @ 8N

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), particularly having regard to procurement planned and
actually made through GeM portal for those Government servants who handled procurement during the period
under reference.

e /3qe e/ 3uciteert
Targets/Objectives/Goals Achievements

Procurement made through GeM portal (wherever applicable)
(i) Total budget allocated for procurement by the |(i) Total procurement through GeM portal made by
Ministry/ Department/Division/Section in Rupees |him/her during the period of report (in Rs.).

(as may be applicable in the case of the Officer s oo & So oo B O UKA B HAEIH A
Reported Upon). HIATE/fAaT1o1/3gaimer gRT Ike Rear o ge wE (U ).

& fou smftd e @oe ww F GRm B
uferddt aiftreprdt @& st @y o) (ii) % of procurement through GeM portal as against
the budget indicated in the Target. oiear & feraiRa
@olc @ goten # o Ukd & AeTA A @ TS
e @ ufderd ...

(iii) Procurements made outside GeM portal and the

reasons therefor. S/ UIea & 3ifalRed &t a8 IR
AT Telb BROTI...

(iv) Steps taken for promotion of GeM in the
Ministry / Department/Division/Section. Fmerer/feretmer

/3T F S Bl TGl Iof &g 3o I Fae |
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3-(3) FHWm A#AT 2 F FAC AT FALAT /3qee /A BT UG H W BlHAT BT AU A
3o BI| Al ofedt @t wiikd # BIg wrend B o F wad|

(A) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in item
2. Please specify constraints, if any, in achieving the targets.

@ @ueT 39 Fl B ot IooR B o FHw it IuafErRt E R AR 399 e
gorere &1 ot 3T B

(8)  Please also indicate items in which there have been significantly higher achievements and your
contribution thereto.

4. F[UAT It B2 B T ydadl Baver a¥ I @e Aufew aitfes faaeft ferefRa
adH 3l BoAver a¥ A IcRadl a¥ B 31 Seldst db ol HA o g ot I
& dl AR g6l el @ aE & S0 (@ad gU T agr S R AT ) |

Please state whether the annual return on immovable property for the preceding calendar year
was filed within the prescribed date i.e. 31st January of the year following the calendar year. If not,
the date of filing the return should be given (To be filled by Group ‘A’ and ‘B’ Staff only).

JIAT qo AT IARBRT B EXATGR

Date: ....ccccomurernrennn. Signature of officer reported upon
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yfdes agn gatdelida UiISRt gRT Acdidse

Assessment by Reporting Authority and Reviewing Authority

HATIT-3
PART-3

“yferdesr den gafdelics WEe gR1 I AfEer were @t omelt B ot 5 1-10 Yo wR BN wfer R
AGH et Is B dam 10 ITAH Is P AT B1 IR AR AAVAR 9F e B AP B ded ‘Iaiea fawt
D IGAR Aoeag BrR/SMERd Pl B G FRA dlell AT YHE s seiaT B e B dsd bR @ &9 &
ferrait Raferaat mfeenait ddeh s1er R I T FU F oL B A Aogar areht 7S B T AF W B Iur
AdR T-eina # e gRT R o o Rulrlt & Rdw emer wwa gr dsmmers AfEer, ol @@ oft @
&, were fpu wmuet

“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. Numerical gradings, wherever applicable, may be awarded having special regard to
the remarks recorded by the officer in the Self-appraisal regarding utilization of GeM portal for procurement and specifically
for items ‘Accomplishment of planned work/work allotted as per subjects allotted” under Assessment of work Output and
‘Knowledge of Rules/Regulations/Procedures in the area of function and ability to apply them correctly” under Assessment
of Functional Competency.”

(@uar ufaftedt & srat A usal Renferde & = & ug o)
(Please read carefully the guidelines before filing the entries)

1) The columns in the APAR should be filled with due care and attention and after devoting adequate time.

2) 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 accomplishment. 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.

3) 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 empanelment/promotion.

4) APARs graded between 6 and short of 8 will be rated as “very good” and will be given a score of 7.
5) APARs graded between 4 and 6 short of 6 will be rated as ‘good” and will be given a score of 5.
6) APARs graded below 4 will be given a score of zero.

(@) Brf forsues & Heiwa (T T BT AR 40 % BNM)

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

uferdea wferert gafdeticra gferepre
Reporting Authority (et amar-5 @1 W 2)
Reviewing Authority

(Refer Para 2 of part-5)

i) ydteranforg wrf @t uRgefar, o
$ IMUR W INEfed fpm orRm Bt
Accomplishment of planned
work/work allotted as per subjects
allotted

ii) PRI -forsureer @ @ife
Quality of output

iii) frocTooTeds  JAroTar
Analytical ability

iv) 3TUdTETcae BTl bt
TRyvfar /A o1E st Bt

Accomplishment of exceptional
work/unforeseen tasks performed

ferofa @ wv ger foremaz Sofiazor
Overall Grading on ‘“Work Output
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@) §|ﬁﬁ'ﬂﬁ fadwansit &1 HAcTiBa (T AT BT HR 30% FHoN)

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

G TR

Reporting Authority (GE%HC HTOT-5 BT WA 2)
Reviewing Authority (Refer Para 2
of part-5)
i) Bt @t 3itdrgted
Attitude to work
i) ForeaTst @1 e

Sense of responsibility
iii) STIRITAS BT 3TETOT
Maintenance of Discipline
iv) AUOT gTeTaTe
Communication skills
v) eied T

Leadership qualities
Vi) GeT @I ITdell & PRI bt Y &l

Capacity to work in team spirit

Vi) THT AROM BT AT B @ evHAT

Capacity to adhere to time-schedule

Viil) TR Iferiord Jaer

Inter-Personal relation

ix) T Bid Td fericT

Overall bearing and personality

aafora fadvarst uR e freme sofieeer

Overall Grading on ‘Personal Attributes’

(@) UbrIicH® HTHAT BT HeAihaT (FA HIIT B AR 30 % &I )

(O) Assessment of functional competency (weightage to this section would be 30%)

yferdeer UmferasTY Yatdetideel WTTErGBTY
Reporting Authority (@it AT-5 H W 2)

Reviewing Authority
(Refer Para 2 of part-5)

i) ferra fafera/mrt vad dQoaar & a5 & ufeamd
Td 37 AL AN B dchelledt SiTerebra

Technical knowledge of Rules /procedures in the
area of function and ability to apply the correctly

i) Sfcrereg NotelT welTer &Y erear

Knowledge of Rules/ Regulations /Procedures in
the area of function

iii) ferofer ey @t everar

Decision making ability

iv) AHAET THdT
Coordination Ability

v) arefeer @ IR vd el & & ereAar

Ability to motivate and develop subordinates

vi) e eifdd Initiative

UPRITHS AGTHA UT HaT ez Soficpor

Overall Grading on ‘Functional Competency”

yferdes et & &xAeR Yafdciibel 3ifABRT & &g

Signature of the Reporting Officer Signature of the Reviewing Officer
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HII-4 ATHATST
PART-4 GENERAL

1.oear & Aty amefierst (Gref oft ueiewr)

Relations with the public (wherever applicable)

(GreTaT Bt ITALABATIIT BT ITEIRIE T MBI dep ATHH TR FHun feweft Q)

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

2. wfereror/
Training
(@uen 3M¥eRT @ genaar Ud wrf ereansit # SR sifte Jgur SR gfg B @ g I AP ultiewr & fow RymiRet

@3 |)(Please give recommendations for training with a view to further improving the effectiveness and capabilities of the Officer)

3. W @ Reafa

State of health

4, Acgferssr
Integrity
(@uan B & Aaferssr R el )

(Please comment on the integrity of the Officer)

5. uftdeer 3Bt gRT e @t AERd fduarsit @t awfiz (@ererer 100 et ), omd At & vd wa
A &, RNURYT 3Uciee™l, HAeyul IrABenail (Feef : oMe-2 ¥ 3(3) WI 3@@) UH g@e a@ent B uia
sifdrgiea enfre &1 uftdes 3mafyr & dRE oF W I B deEr I B fAU RER g IJoW I FHEA W
Rwfrer, cEi-wEl oft @y &, 99 W I @ ulverdar den wEfew # oF @ gl FRfldawe & ufy gRewdor @
off ot fpem wme’

Pen picture by Reporting Officer (in about 100 words) on the overall qualities of the officer including area of strengths
and lesser strengths, extraordinary achievements, significant failures (ref: 3(A) & 3(B)of Part-2) and attitude towards
weaker sections. Wherever applicable, comments on steps taken by the officer for promotion of procurement on GeM
during the period under report, percentage of procurement on GeM and his/her attitude towards full implementation
of GeM in the office may also be recorded.

6. Ufcdeel & H91-3 & IS 31, § g A & U IV AR P 3MIR W FHl [HcABL AFATHDB
oftepoT |

Overall numerical grading on the basis of weightage given in section A,B and C in part-3 of the report

yferdea 3fderd & sxder

Signature of the Reporting Officer

E2ICE qH AH e H
Place: .......ccovvvcineciineeinn. Name in Block Letters:............cooouinniieiiiiiee e
Ucera:
Designation: ............cocoviiiiiiiiiii
fetiep: uferdeer &t arafer & -
Date: ........ooooiiii During the period of Report:
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PaIGH

Place :

Date: ..

HTIT-5
PART-5

1. gafdeliewar Siferd ot sfrgf:

REMARKS OF THE REVIEWING OFFICER

IfUBRY P 3fedold AdT B

Length of service under the Reviewing Officer

2-F1T 39 HE-3 T AO-4 H fopla s genr Rfiem et & dew #

e et g Ry 9 Auied F AeAd &2 w U IRES &
ARV U /Feayol  sRwerasl @ Ay # Y Y Aouied A AgAd &9
(Figst : oo 3()(usr) dem HMeT-4(5)) @R MU Uhdew e g RY qun & fef
ATATEHD HeATDbad A ASHAA 8l dl HUAT UEAT HcAibel A WS P [d 9 X 3 & e
frerdATedr B 3MEeR B3)

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 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 initials your entries.)

Ei @l

Yes No

3. 3 EAd B @t Rafay & guar 39d BRU gard, &= B A a9 2 o 31u B gecrer a1

SiiseT ded 2 ?

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

4. gafdclipet 3B gRT Hetd AT HUAT JATGS B2 (GoreeT 100 @t o) foraat

fipTet @ A faQwaralt @t A &5 Ud P A &3 Td IFSdt gl @olt B UlT
aifdrgfe enférer &t

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.

5. gfcrded & HOT-3 B JS-3, WS- qAT Js-A A QU 90 ARIYT B AR W FA

fcTIepe JATATcHB  qoffepon |

Opverall numerical grading on the basis of weightage given in section- A, section- B and section-C in part-3
of the report

gafdelider ifadRt & &3deR

Signature of the Reviewing Officer

e ATH 3R A

................................... Name in Block Letters:..... ..o e

Ucdrd:

Designation: ...........cooiiiiiiiiiiiii

yfddes & safer &

.................................... During the period of REPOIt: ... sinsassinas
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oy wefad &t Rui fo=sht o1 @ 9 gt aiftfe orf-fruee RUE @demrR) 23 off
IS B- TH SO B AT U

Certificate by the officer Reported upon for having seen the Annual Performance Assessment
Report (APAR)

g gyt fper omar @ f5 ad @ FAA gl
Ruiféar/gerdteror afdrmRat g1 RU o0 Aids & A 3aciiea B2 for=m 21

This is to certify that I have gone through the assessment given by the Reporting/Reviewing Officers in my APAR for the

year

. aD BE Rl wd Bt B

I have no comments to offer.

o & 3uen fidea @R & ) Fd T FRT Jdfta Rt/ /AHIGHTT B TR ifdrET
B AT F 15 R & 3 wgd B2 qonAoft | VAT F el W Heiwa/AfEer H A g
g Fag o= e

I will submit my representation (if any) to the Officer-In-Charge of concerned Office/Division/Section through proper
channel within 15 days from today failing which the assessment/grading may be deemed to have been accepted by me.

o Gl EOL A & I BE |

Strike out which even is not applicable.

TR Aldd XA1ER

Signature with date

Gic)

Name

RESIc]

Designation

REIGIEIG]

Place of posting
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