
Q1<+1iUj ~ fcl,n1t ~ ~ ~R:4i ~ ~ ·~ ~<1>1Alii ~ ~ . 
q I fliq; 'cbtd Pi &.I lcFt 4it-ll i cf> ... fttTit 

Annual Performance Appraisal Report for Group 181 Officers of 
. Departmental Canteens of Department of Atomic Energy 

¥ttc1uait1<1>/ General Manager 
~ 1ttc1uait1cb/Deputy General Manager 

uaitict> R-11/ Manager Grade-II 
uiiacb-m-Jl&icf>i1</Manager-cum-Accountant 

~q,1..fl cliT .:::rril" ·····················································································~··· 

Nc1rr1Et <>f t11E3 Offi~etr ................................................................................ . 

~ fl·:&i I ~ crti' / ~ cliT ftq)t ...................................................................... . 

Report for tile }'ear /perie>d ending .......................................................... . 



UQ'?I" I Form 

Annual Performance Appraisal Report for Group 'B' Officers of Departmental Canteens of Department of Atomic 
Energy 

('161!.IEil:lcf>, ~ '151!.IEil:lcf>, ~ v-s-11 c'll!lT ~-~-t>\(liicf>l'I!) 

(Geneal Manager, Deputy General Manager, Manager Grade-II and Manager-cum-Accountant) 

....................................................................... cfii ~ cf!t / ~ cfiT ~ 
Report for the year /period ending ......................................................... .. 

~<1fciacp ~ I Personal Data 
1fl1T-l lPart-1 

(~ /cf>llliC'lll 'ij; ~ !.l•lll'<'IPicf> 3FJ:WT em ~ ufAT m 
(To be filled by the Administrative Section concerned of the Ministry/Department/Office) 

1.~cff -wf 

Name of the officer .................................................................................................................... . 

2. ~ ~ (~/lll5/~ (~-4) 
Date of birth (DD/MM/YYY) ...... ./ ...... / ....... .. (in words) ................................................... . 

3. cJxlT 31~cf>t.ft alj.vll./arj."Gf.vll. ~ ~ ~ t'? 
Whether the officer belongs to SC/CT 

4. cJxlT 31~cf>l.ft ~. ~ 'llT ~1'114~ t'? 
Whether permanent, temporary or officiating 

5. ~ (an) cl> ~. ~ ftq)t ~ ~ cl> ~ 
fflfci>mt~~-q~qft~ 

Section(s) in which served during the year 
under report and period of service in each 

6. c@1WI' ~ 'il Pt<i~a ~ cfft' M 
Date of continuous appointment to the present grade 

7. ~~~~~clftM 
Present post and date of appointment thereto 

s. 

~ 
Date 

~ 

Post 

~ 
Grade 

~ 
Date 

Period of absence from duty (on tralning,leave etc.) during the year. If he has under gone training specify. 

~T,fiUI~~~INo. ofTraining days 

~ ~ 'd' ~.:rrtiil No. of Times Leave Av~iled 

~~~~di Total ELAvalled 

gsct' iRI' o1f$ ~ 'dfl Total HPL Availed 

·-·············-·--···--·····-·······-. i ~ 
• 1 ! 

~ ~ ~ QQafcfo di Total Commuted Leave Availed : ;...--------; 
~ cil' ~ 3fcl1!1RUT $I Total EOL Availed : 1 

~ 3fc5Ri ~I Total Dies non 

~ cil' .JJt ~ di Total LND Availed 

~ cil' ~ tRffer di Total Maternity Leave Availed 

. : 

. ;-( ---------; 

.: 

...... ! ---------, 

.: ·· __ ; ______ ~ 
g,c'I cil' :JTt ~ rd)! Total Paternity Leave Availed : 1 ---------, 
~ cil' ~ ij~ ~ f$./ Child Care Leave Availed : l ;....._ ______ __ 
~ ~.~~-~rd)/ Adoption Leave Availed 

ammn 3~ W,tll EL Balance 

• ' I I•, • ,,I,. '• ' ~~· lll~ill! 

. : . __ ! ______ ~ 

: ; ~--------' 

, H~ I 



PART - 2 - SELF APPRAISAL 

1. 

1. 

2. 

2. 

~ 

To be filled in by the Officer reported upon 

(Please read carefully the instructions before making the entries) 

Brief description of duties 

~/3W:it~ cffl' (Q~U11Jii(-'1cj'i 'll'T ~ lia'~ ~) ~ ~ .~ 3ITtr.t ~ 3'Tft ffl 
~ 1lT c=i)" 3ftr.l' ~ ~ ~ ~ 1lT ~ ffrv ~ rc,sv ml ~ , Mti1ll4'ic1l $ ~ ~ ~ 

c8I' 3m5 ~ ~ all'i c8I' ~ ~ ~ <if~~ ~ ~ lfQ'ift ~ ~ ~ ~ I 

· Please specify targets/objectives/goals (in quantitative or other terms) of canteens etc. 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. 

5q(ijfttltlf 

Targets/Objectives/Goals . Achievements 

! 
I 

I 
I 
I 
' 



~ :- (i) ~ ij; ~ ~TRrn 00 ·~ ~ ~ ~ ~ <'flt-"m cffl 3m" 

c11Gl4>1 3l ~~ ~ ~ I 

Note (i) The targets as set in 'Annual Action Plan' by the concerned Admn. of the organisation 
should be reflected in the above table. 

(ii) The targets/objectives must Include level of cllentele served. 

3. (qi) ~ 2 3l 3~~(1 ~c#OO"dt/cdRit ~ ~ ~ st ~ ~ ~ al iRm!" I 

~ ~ ,;m:r ~ 3l 3'1* ~ iJMlit .~ ~ ' ' i1>T ~ ftm'1' ~ ~ ~ ~ 

3. (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. 

I 

J 
(W) ~ ~ cffi ~\W' ,~ d1~c-cf<(O'j ~ ~ 3W ~' ~~ 3"'Qcfil" 

~~ ~ <fi)' ~ ,c1jOiifiHcfi ~ ~ ~ 3l ~ ~ ~ ~ 
3frQcffl <RiT 4t.11a1r1 ~ ~? 

(B) Please also indicate items in which there have been significantly high achievements, 

particularly in making your canteens/Tiffin Rooms, hygienic , qualitative and competitive and 

your contribution thereto 
r--_______________ ....._ ______________________________ l 

3 
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4. ~ iR'1TQ' fcf;' cRlT ~ q;~as=t ~ ~ .mm -tlcFQftl ~ cnfflcf; Pclc1=tofl ~ 

~ ~ 4i~Os< ~ $ i1re' $ 31 ~ cfcJ; ~ ~ cfl' 'ill$ ~ I ~ ~ ,cU . 

4. Please state whether the annual return on immovable property for the preceding calendar year 

was filed within the prescribed date i.e. ur January of the year following the calendar year. If 

not, the date of filing the return should be given. 

~ ................... .. 

Date. ............ . Signature of officer reported upon 



, • 111! 1111111,1111,1, 

Hli'T-3 

Part- 3 

~q)~Ji JtR ~ Jritq;1t) ~ ,H&4ifdiq"; ~ cfl' ~ ~ .~ 1-10 $ ~ TR ~ ~. 

~ 1 A3.cic1cR ~ ~ 10 3"t.'ac1cR tg ~ ~ ~ t; I 

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. 

(Please read carefully the Instructions before making the entries) 

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

~tl'lf!Jj mft11r Jrftlcii, I lm'tlffl 
31~q;1fi (MPl'-5 QiT inf-2 QiT ~q;1fl $ 
Reporting ~R '#) JmJTlf{ 
Authority Reviewing Authority Initial of 

(Refer Para 2 of Part S) Reviewing 
Authority 

(i) ~ ~ -~ ~ M41fSlc1 
- ., ,, 

m1~m~~~1 
(i) Accomplishment of planned 
work/work allotted as per subjects 
allotted 

(ii) ~~ ~. •JOlcltil 

~ ~ a1' 4'·1~1-i 
(ii) Contribution In ensuring quality of 
Food/Food Items/Materials 

(iii) ~ ~ ~3tliilil c8r 4)J:t.1c1i 

(iii) Ability to handle canteen work 

(iv) ll~-:UfcltJcR Iii ~~~~ 
~ Q@ifclc1 ~~ cRlit~051i 

qif JicijQlc-iii ;r· ~ it cffl' ~ 
4il~cll$ I 

(iv) Action taken to comply with 
hygiene/cleanllness-narms as exist or as 
proposed to be Instituted. 

5 
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'cJlT<l ~WIGi:-1' ~ ~ ~ 
Overall Grading on 'Work Output' 

(B) Assessment of personal attributes(weightage to this Section would be 300,.(i) 

~4,~Jj ~ 3"tclil ti ~ 

~ ( a:JTiJT • 5 clif tm · 2 clif ~4-"i 
Reporting ~~~) 3fflrnl:R 
Authority Reviewing Authority Initial of 

(Refer Para 2 of Part S) Reviewing 
Authority 

Ul ~ al ~~ ~ :aiiRla d $ 
~ "' ..... t<, 

~col~ 

(i) Lev~I of knowledge of functions 
related to job/post in the canteens 

(ii) ~ $ ~ ~~4,101 

(ii) Attitude towards work 
.. 

(iii) 31cijftt,4 I~ t'tci I 

(iii) Responsiveness 

(Iv) ~Traof ~ ~ 

(iv) Maintenance of Discipline 

(v) ~-ij,'tfm,r 
(v) Communication skills 

(vi) ~ ~ $ ~ lftr 11$ ~ 
(vi) Initiatives taken to run the canteen 

(vii) tm' al zi;m m ~ a:mc:rr 
(vii) Capacity to work in team 

(viii)~~~ clil' ~ ~ ~ lffJraT 
(viii) capacity to adhere to time-schedule 

---·-·--. ··-·--· 
(ix) ~ '11V ~ 3ttl ~ $ tmR 

3nft $ 11ft it ~ ~ ~ ~ if$ 
~ 
(ix) Initiative to change with regard to taste 
and type of food etc. demanded 



(x) ~ ~~~ .3tR c-4Rtk-c.l 

(x) Overall bearing and personality 

~ ~·~~~~ verall Gra~ing on 'Personal Attributes' 

(c) Assessment of functional competency (weightage to this Section would be 30%) 
r---·~------·· 
\ 
i 
I 

\):Q)Q:Jf 

~ 
Reporting 
Authority 

. -
~~ ~ 

(:RJ"JT -5 qiT ttu- 2 cfiT ~$ 

°fi?iR NJ 3ITTJT!tR 
Reviewing Authority Initial of 

(Refer Para 2 of Part 5) Reviewing 
Authority --------------------+------+-----------+------''----! 

(iJ cnrir tfi ~::1' al ~;fclRl:iidfi1 
~3ft cnr ~ ol2IT ~ q;rzjf tn 

~ cffi' JtR ~ ~ wm ~ ~ 
~c)ift:Jll~~~~~ 
~ cffl' 4) J .!fri I I 

(i) Knowledge of Rules/ Regulations, 
Procedures in the area of functions and 
ability to apply them correctly for 
managing canteen affairs more effectively 
and smoothly. 

(ii) 3"'c7tl «R $ ~ cffl' 
c-k<hl('! ~ *4cA4~<& ~ coT ~ 
~ ~ 4)a.i,1c11 I 

(ii) Ability to meet the immediate and 
time bound requirement of higher level 
officers. 

(iii) ~-YklRci-i ~ ~ cffi' ~ 
~ $ ft:Jll ~ RTtll $ ~ 

tfi mt al ~ AA ~ 4)nk1I I 
(iii) Decision making ability about the 
utilisation of available staff to meet the 
day to day requirement. 

(iv) ffl al =ticAre1.Qc-\ 'Qci' <ltlllcil 

~~, 

{iv) Co-ordinating and prioritising the work. 

I , 11 ,.,,,h.,, '!U jll~III! ,,, ,11,,.1 



(v) ~~~il~ 

~cfit-am~c);~~ 
RJqi cfit ~ ~ ~ ~ 
~JQ'm ~ cni- (4)J<Qc1i I 

(v) Abillty to. motivate and develop 
confidence in subordinate staff to 
achieve the targets fixed in the 'Annual 
Work Plan'. 

(vi) ~ ct>1.i\f.)w,a;:, iRMdUs ~ 

~ ~ c); ntlv ~ 21t ~ I 
(vi) Initiative taken to Improve the 
sta"dard performance of the cant~p. 

'ct>i<nMct> triRcff' tR ~ ~ 
Overall Grading 
Competency' 

mir-4 

Part-4 

on 'Functional 

I 

·--~--

tllltlrel 

GENERAL 

1. 3t~c1 ~/3t•Jtl~H "'•1':ifiQ/;ift;NIE/fat:~ffli &QFt,i:dl ~ ~ crir ?):; 

mm ?):; ~ tfefh1Ui I ~ 3tffictilfl ~ ~ ~ ~ 3ttt ~ 

3JR!fl.Qctkll:m $ 'Qff!r Jlcllilt,i 'CR' ~cqu1' ?R) 

1. Attitude-towards weaker sections Including SC/ST/Women/Persons with Disability. 

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

6 



, •~I, 11\lffl""I "I ,, 

2. i;rtw1RUT c~ 3ritlcti1fl cffr' i;r:Rmfn;rcrr m mrar.3# # m ~ ~ ~ ~ 
~ ~ $ ~ ~Cfit~~r ctit 

2. Training 

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

effectiveness and capabilities of the Officer). 

3. State of health 

J 
4. 

4. Integrity 

(Please comment on the integrity of the Officer). 

~ I ,11 , , .J , H,, 



• 
5. ~ c:8f' ~ -JU14Hl3rr ,Qf.fiA .fii.J.t&lr 3ftt cfiiFr ~. ~ 

~ ,'1&4'{°' ~)'arc:n'3fi' (lll0!>-2 QiT' 3(l1i) 3ftt 3 (W) Q;I' *8t) ~ cMaht 

3Tim ~ 3M {~cr,)01 q~ ,. Q'{ ftQ'1!a1 li'ftlciilfl ff:r f!wuft (N•llm' 100 ~Jiffl' Jl) 

5. Comment by Reporting Officer (in about 100 words) on the overall qualities of the 

officer including area of strengths and weaknesses, extraordinary achievements, 

sl,nificant failures (ref 3(A) & 3(8) of Part (2) and attitude towards weaker sections. 

'' 

6.· fttht ~ a:nir-3 ~ u l1i • w 3ftt 1T 3t <fr' 1Tt" ri:C.ift ft $ lntlR" tit mm 
.ff&:Z41Mcfi ~ 

6. Overall numerical grading on the basis of welghtase given In Section A, 8 and C in Part-3 
of the Report. 

Signature of the Reporting Officer 

~: 
Place : 

Name In Block Letters : 

~: 
Date : 

Designation during the period of Report : 



a:n.rr-s 

, .,,,. I llll11<1ll i I , 

PART-5 

1. REMARKS OF THE REVIEWING OFFICER 

Length of service under the.Reviewing Officer 

2. ~ 3fltl :RJ71'-3 cl' ffl3'1'-4 $ ~-~l\.Ql~oi ~ ftlftircrt 'T1'tt $ ~ ~ ftctr~"! 

~ mr ~ mr 1.~ic6o1 t ~ ~ 1 <RT ll1Q ~q51ti ~ 3mrl1RVf ~; 

cfi~fqq_ol 3H14iclctl3it ~ ~ ~ ~ aw tflR.4iq;c:1 ~ ~ ~ ? ~ lR'PT-3(3f)(iv) ~ 

3rr,lT 4(5) 

2. 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. 

Paret-3(A)(iv) and Part -4(5) 

q,.u'1c141 ~ 3riftrcf;~t~ ~~t ~~~~ t 
Agree fully 

(~ 3rrQ' ~ci)f!a, 3tit,qS1tf ~ ~ 1N 1JUit i1i ~ .ff&41M4i 'tf"i4iit t ~ ~ i 
m ~ ~ 3i<"4itM ~ llOg it b "1Q' ~it~ ntrr ~ afPJft:41 tR' ~ 

3mmtR q;t I 3ITQ' ~ ~ &fr \"Jftl1t qi{ ~ ~ I 

(In case you do not agree with any of the numerical assessments attributes please record your 

assessment In the column provided for you In that section and initial your entries you may mention 

them here also. 

1f 

~ I •Ii , < , I 



3. 31tit,cRe1 ~ *t' ~ ~ ~ ~ Q;RUT i1C1l1t I ~ cffl$ ~ ~ ~ ~ 3fTCf ~ 

~ill'~~,? 

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

4. ~ ~cquf\ ~ (el'lli'I 100 ~ 1l) ~ ~4il.fl $ ~ ftr0etHl.31l $ .flliRa:4 

~ V'1' ~...ffillt.4 a\';r 1l?i ~ ?l'1if iii qfc!f 3lllftt ~ Qnt)rc;r ~ I 

4. · Pl~a$e comment (111 il~'Wt lQO word$) <m the over;tll qualities of the officer lncludln1 area of 

strength~ and lesser strt\f1sth and his attitud, ~ow~r~s weaker sections. 



• ·•l>I I illffl«•I, I' 

5. ftQ)t ~ :RT1T-3 ~ • -3J, lK if ~ 1g ll' 3l fav '11V ~T ~ 3"lm tR ~ 

-ti&Qlc-iRcli ~ 

5. Overall numerical grading on th,e basis ofw~ig~tage given in Section-A, Section-Band Section-C in 

Part 3 of the Report. 

Signature of the Reviewing Officer 

~ ifm Fl!' 3flm 3l 
Place ................................ . Name in Block Letters ......................................... .. 

~~$~~ 
Date : Designation during the period of Report : 

........................... · .. , .......................... . 
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fl&4!ciH<h :tfFr c)i IDY ~ cffl: !BIB c)i flki~ ~ feyrr-firleyr 
Guidelines regarding filing up of AP AR with numerical grading 

(i) ~ c); ~ ~ ~ ~ ~~.m c); ~ ~ ~. ,flcljfllcl ~ c); ~ 

)tR~~~aR~~I 

The columns in the APAR whichever are applicable as per the job requirements of the posts 

should be filled In with due care and attention and after devoting adequate time. 

(ii) ~ 3fQ'a:IT c3r ~ t; fij;- 4 ~ ;fro ~ ~ afr amcrr (ch1.6f-l~1&c1 ~ fcN)trarnl' 

~ ~ <Os) c); ~ ~ ~ ~4iclcll.:ffi QRT R.CQfc'l.zii CR" Q<{rCff ~ ~ 

r,QI.U1Rla cfiR'O'T i@1V ~ ~ Jtk ~ Uq;'R' 9 3ltrclT 10 ~~at il)s $ ilR * 
fcl~ 3Qt-t~ c); ~ ~ r,Q14)Rlc1 ~ i1c1N ~ ~ I 1-2 ~ 9-10 ~ <Os . 
~ t;'I" ~ f; ~ $.fflGII.! ~ r,Qi41_Rlc1 ~ ilHN ~ ~ ~ t; I fi&<1ifcRcli 

. . 
-a)s ~ ~ ;I' ftQ)t ~ ~ 3tk ~ 3fttq;j~41 cm: ~ ~ ~ 3rtfr.:r cfficJI° 

~- clra MRlc1i1:fl· ~ ~ ~ ~ dlcrtfi&:al if;° ~ ~ q;r ~ ~ ~ 

~I 

It is expected that any grading below 4 (against work ouput or attributes or overall grade) would 

be adequately justified In the comments by way of sp~iflc failures and similarly, any grade of 9 

or 10 should be Justified with respect to specific accomplishment. Grades of 1-2 or 9-10 are 

expected to be rare occurrences and hence there Is a need to justify them. In awarding a 

numerical grade the reportfng and reviewing authorities should rate the officer a~ainst a larger 
population of his/her peers that may be currently working under them. 

(ml s 3tR ,o ~ afl:tJ ~ ~ 'lJl;! ~ cm "3fcli\\c:." 1JliIT ~ 3tR ~ ~ Qltf.i«>r 
21it'co1q~)n1~ QRT 3m ~ cfi'I" iTJ'OloU c); ~~ 9 ~ ~ ~ I 

. APARs graded between 8 and 10 will tie rated as "Outstanding" and will be given a score of 9 for 

the purpose of calculating average sc·ores by empanelment/promotion. 

(Iv} 6 3fR 8 ~ 'cl'iiJf $ ~ c); ~ ~ 1N ~3'R ~ ~ ~ ~ ofTQoTf ~ 7 

~h~I 
APARs graded between 6 and short of 8 will be rated as ''Very Good'' and will be given a score of 

7. 

(v) 4 ~ 6 ~ Cfi1f ~ ~ ~ ~ il'Q" ~ qi)' "3tiUf' a;r;:rr ;;fJ'Q'i1T ~ 5 ~ ~ 

;;fJ'Q'i1T I 

APARs graded between 4 and short of 6 will be rated as "Good" and given a score of 5. 

(vi) 4 ~- cficR" ~ ~ 'lJl;! ~ c:r;)" "~' ~ ~ ~ 

APARs graded below 4 will be given a score of "Zero". 


