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U. T. Administration of Daman & Diu

~~1Q5 (~3mIJ) <VI crrtmv ml~frcr.cLll<;ot cl!cqimot fuitt
ANNUAL PERFORMANCE APPRAISAL REPORT OF ASSISTANT DIRECTOR (OFFICIAL lANGUAGE)

3rftrcvrit Cf5I 0Im

Name of the Officer :-

~/f<'rll{[Of/~

Ministry/Department/Office of

~ crd/3m:fu Cf5I ~

Report for the year/period ending

3IfdI-l

PART-l

::L.Q__ iXiR

PERSONAL DATA

(ftr3JIdT iT.>mrtmI mnmf@cp 3R!!3JIdT(j:RT au ~ m £M-)

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

1. 3rftrcvrit Cf5I OIm/Name of the Officer :-

2.

3.

\
6IOJI Wt ~ (~/<Jilli/crd)

Date of Birth (DD/MM/YYYY)

CICtmar <3toft j'f ~ ~ Wt ~ :

Date of continuous appointment to the

Present grade

(~Ii'i<:TI<il:)

...../. ../. (In words)

<3toft

Date .

1

Grade



4. Cfi'ffiror qc;- oW ;m m ~ c15tnrfucr :- qc;

Present post and Date of appointment thereto Post Date

5. C!1f <fi: cwf:R 3~ c15t3mfu ~, nf9rmuI 31ft m) eft 3CITf 3I:fUcpRt5t C!5T{ nf9rmuI ~ 3 ell

;mmr f<'rcRur ~/Period of absence from duty (on leave, training etc.) during the year. If he has

undergone training, specify:

2



-2-

3JIdT-2

PART-2

~ 3I1tmm1 <m~Rtd<;o1 fuHrr \JIloII ~ ~ a;m aU iJIIOf ih- fW:!

To be filled by the officer reported upon

(<pmn ~Rl~q) em 3RiiTH ~ 3~~rr em £.moJ H mp ff)
(Please read carefully the instructions before filling the entries)

1. ~cm~f<'IcRur/ Brief description of duties:

2. <PRi q, ;:>it CI~/3t~i~llf.im 3~ Rrci 3rm5r fu Fortlffuf fcm< ill <II 3!ILI<b-fu Fort:IffuI fcm< Of(! ill 30I

(ufurrur/<IID!I <II 3RRI ~ <fi) CDRIT Q5t 3IIO-(Rf am m~ q, 3IItIR lR ~ 3fu 1R<P CI~ <I 3roaft 3L!C'lf'<9U

~ I (~q, fu 3!ILI<b-uSIIOIq, fu cn:Iifu';- m?ItJrorr)

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)

CI~/3t~<'I/f.im

Ta rgets/Ob jectives/Goals

3

0tmI

Achievements



-3-

3. (3r) cpwrr ~ 2 J1: W'If(! arQ"rrEFi't/0t9<U/ t-mrr c15tmfi'r J1: ID J3t C!5fJR:ITCPT RaJq J1: ~

~ I <ft rrEFi'tc15tmfi'r J1: cp)-{ mur J3t ID ro u ~ .

• 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.

4



(or) cpcmr 30I Jr<TI CPTaft ~ crQ ~ Cl5IIi5t3IfUcp 3"lTC'lf'~ ~ a 3IR 3OI<fi:3mN

~ CPTaft ~ crQ /

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

and your contribution thereto:

4. cpcmr ~ crQ Pcp cmr ~ ~ mf cl5l:3rercr ~ cn:fut:p fc!cRuft FomIfm n:rfun

3I~ ~ mf ~ 0rct-lQrtI mf cp) 31 0l<iIcRt ffiP ~ Cl'Qf eft arS ~I ~ 0Rft m fuRor ~ ~ cl5l:oRRa
eft \illlZ1

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 filling the return should be given.
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~:

Date :- .

6

~ ~ 1"IJc't 3Iff1cpRt i'i5IRTIIaR

Signature of officer reported upon



-4-

3IT3I-3

PART-3

-l.j~ICcHcP ~ <PI ~uRuI lJ.fC\d<io1 om Llo1roi~~ ~ (j:;RI FcIxrr \JIIOII~;it 1-10 ill i'tJrr<jJv

tR man~, \5ffii 1 mm Q)JI ~ <PI om 10 m ~ <PI ~ <PmI ~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.

(~ MRl~ql em- mol R QQff ~~~~it em- UlIOJ R mp iT)

(Please read carefully the guidelines before filling the entries)

(ar) '<tmf l6!u.u<;ot' em "bC"qjepot(~3IT3I em am 40% m.m)
(A) Assessment of 'Work Output' (weight age to this Section would be 40%)

'"
'"

Reporting
mftI<m:ftw- am:T&R

Authority

(<iG3I8fIOf-S <PT itn 2)Initial of Reviewing
Reviewing

Authority
Authority (Refer Para 2 of Part-5)(i)

3IOJCIIC: C1"5R1jTranslation Work

(<p) f&ft oW J@Nfi amrrJIT cp) :mrn6t CI5I~ oW 1.lCI5amrr it CRdt amrr <it J!OIC!ICl
'" '"m-mc15l:~1

(A)

Knowledge & Comprehension of
Hindi and English language and abilityto translating for one language to theother.(:m:) ;mID Jltfior CPRf m-m CI:IITJ~&:RI fcbl.:!" em:!J~ CI5IgoRterur ~ :mm;m<i'i: ~ u 11("di cp ~ElR c15l:amITIl(B) Capability of effecting qualitativeimprovement in the process of vettingof translation

doing thetranslators

working under him. (~) IDfi oW crfrcso J~ w- fill! ~w- fill! Jrf&r8II1SfU[,<TIn JIlft" ITem- m-m c15l:~I(C) Ability in preparation of speeches,articles
etc.forMinister&Senior

Officers. (ii)

"Rlifsmnaftf7rWIeplqlaqqatj

Implementation

oftheOfficial

Lanauaae Policv

7



(cp) mct5R cBl: ~8ffilI ofl:f7r cBl: 3lIJf

\J1lolCIJI.D.1(A) General awareness of the officiallanguage policy of the government.(m") mcvr:ft CIJI<HCIJ101 <A: ~ i15 rRTIdr i15~u Ji: ~ oW !T9IRJloIcp 3m-emIT i15CIJlcDaQc/ol lR ONR ~ OW tit ~un:~ i15 <IR Ji: ~ ~ <'itRrm1(B)

Abilityshowninwatchingand

ensuring the implementation of thestatutory

andadministrative

requirement regarding the use of Hindiin Official work.

8



(df) fb:quft oW mffiTI c.'RJror at f3clt il5 !Ritdf

at <ffiRIill ~ il5 fffir <IQRICP oW ~81~/~ em &r:R- <fR"6t oW ~~Jt~dft~1(C) Preparation and production of helpand
reference material/literature for

facilitating the use of Hindi/literaturefor facilitating the use of Hindi in notingand drafting.(iii)

iWID7l2lI.uJ-i1C1ot/Meetinqsand

Conferences (Cl5)

:;!NfllIIl'lI<Plcloqqat~,f3clt

..!iC1l6<P1..!~ 3IJ:fu ~ cl5t ~3~ <fR"6t c15t emrnl(A)

Capabilityfororganizingthe

meetings

ofCommittees,suchas
Official

LanguageImplementation
Committee, Hindi Salahkar Samiti etc.(::m) ~ il5 fffir ~ il5 ~ &r:R-<fR"6t at ITRmTI oW ~ ~ ~ :it &r:R-<fR"6t cl5t emrnl(B)

Promptnessandaccuracyin

preparation of agenda papers etc. forthe meetings.(ar) ~ il5 Faruki't/~~rr lR 3~C!5Rkmft <fR"6t c15t ~I(C)

Followupactiononthe

decisions/recom m endations

ofthe

Committee. (iv)

31L1Qlc;l,d:I<Pmc15t~/fW1! ClIQ

3~mml Accomplishment

ofexceptional

work/unforeseen tasks performed.(v)

01 ClJ 1 ClJ liC

Quality of Output(vi)
~ fdi.1tMn m c15t ~/fcTcRr il5 3IIUR

lR 3~ fUxrrdRIT m/Accomplishment of planned work/workallotted as per subjects allotted.'~IDRil''' lIT ~ ~ ~ /Overall grading on 'Work Output',

-5-

(Q) 'oq{itCldlCl Fcr~mm3iY'Cl5T "J[ai<pal (~3JldT Cl5Tam 30% m<m)

(A) Assessment of 'Personal Attributes' (weightage to this Section would be 30%)

9



-'>
'"

mftI<rmt ~:mftmmt i'i> Jm:r~

Reporting

(:1ic;818lm-S <f5llhT 21
Initial of Reviewing

Authority

Reviewing
Authority

Authority (Refer Para 2 of Part-S)(i)

fcr~C1l1 Ullr d! cP cll<RrnI

Analytical ability(ii)

CI5Rf c15t J~

Attitude to wok(iii)

Mud! c; III Cf5T filn

Sense of responsibility(iv)

J~(!m1oI Cf5T J~mur

Maintenance of Discipline

10



-6-

(v) ~amcrrQ-

Communication skills(vi)

OICIR'[ orurc '"
Leadership qualities

(vii)

00 cl5t 8IlCIOII dt CIJRt Cf5T<JI<t>t a-mm

Capacity to work in team spirit(viii)
"R<JRI-:mfMt Q5I 3RjmUI ~ cl5t ernm

Capacity to adhere to time-schedule(ix)

Ull(R <X1f<tOcJIO ~u

Inter-personal relations(x)

-;mrgr -oor Qci <X1f<tON

Overall bearing and personality'oq[(tCldICl FcI~i)~mI3iT'"(U~~~ /

,,-

Overall grading on 'Personal Attributes',

(n) ,~cPlak,"cP n&fMiTI' em "M'aicPaj (m mor WI am 30% m-m)

(e) Assessment of 'Functional Competency' (weightage to this Section would be 30%)

(i) I f&m:r/~/ctmf Qci cll<Rmr U5 ebr ;ft
~ Qci ~:mft ~ cl5t lJ\lotcPlll

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

ability to apply them correctly.

(ii) I ~ ~ 6f<5IIO't cl5t ernm
Strategic planning ability

(WJl fum ffiJ) cl5t ernm
Decision making ability

Ml~ernm
Co-ordination ability

(v) I 3Itftomr cp) rum Qci
ernm

Ability to motivate and develop
subordinates

~ UQCI ~Jfc'm
Initiative

'~cPlak,"cP n~ "(U ~ ~ ~

Overall Grading on 'Functional Competency'

11

Reporting
Authority

-=-

mftr<r>rlt

(Jic;8! 3IT<'T-S <m ~ 2)

Reviewing
Authority

(Refer Para 2 of Part-5)

mft~ ID 3mTl:R

Initial of Reviewing

Authority
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-7-

3IT3T-4

PART-4

:Rr.Jffim

GENERAL

1. iJ1<illTI~ mu (\JRrt 8ft r:rcitR!:)/ Relations with the public (wherever applicable) :

(iJ1<illTIcBt 3IIQ~~3IT em JlC1-lCjtRlrQ QCi 3Iftrctmt ncI'l 3~"CR <pLRII fb:quft:e./ Please comment on
the Officer's accessibility to the public and responsiveness to their needs.)
,

2. ~Iawr / Training:

. (<pLRII 3rftrc!:>Rt cBt TIlHIfi'rm QCi Cf5I<tamnI3rr it 3IR 3rftr<v ~tIR 3IR ~ ~ c15tm ~~ ~Iawr m ~
fut:I5rft~I crJi/ Please give recommendations for training with a view to further improving the

iffeet;ve,e" "d "p,b;!;t;e, of the Officee.)

3. ~?IcBt~ / State of Health:

i _

4. ~r<ildtlX)1/ Integrity:

1(<pR!I ,- <lit Hc<Jfm." <u - t/ Ple"e com meO! 0' the ;,tegdty of the omcee I

5. ~ 3rftrc!:>Rt ~ 3rftrc!:>Rt c15tIDIm fc'r~3rr c15tQ')ffil C'R<lR (CIOIsrar 100 ~~ it), ~ ~~d 8Br

QCi cPJI ~~d aBr, 3RIIURUI 3UC'lf'~, ~ 3Rf[!)('f('lJ3IT (~8f: lHIdI-2 em 3(3I) QCi 3 (or)) QCi ~ a<m

m TIfr'r3~ ~rr:f.ffc;rit/ Pen Picture by Reporting Officer (in about 100 wards) on the overall
qualities of the officer including ar'ea of strengths and lesser strength, extraordinary

achievements, significant failures (ref: 3(A) & 3(B) of Part-2) and attitude towards weaker
sections.

13



6. ~ ~ llIlVT-3~ ~ 3r, Q, oW E;A: tm 0fQ lHRI91~ 31ItIR (R ~ ~ -If-l(XJl,<licPillf%oI/Overall

""m";'" gtod;og 00 the b,,;s of Wi;gh"ge g;veo ;01Sect;oo A, B, eo' C;o PocH of the RepDet

~ 3rfucrrRt ~ l281IaR

Signature of the Reporting Officer

~/Place .

~/ Date .

Report.. .

3ITi'tI-S

PART-S

0ITclI<lJlI) 3r8R'l:;A:

Name in Blok Letters

fuUt cf5t3!C!fu;A:\:ICIolldl

Designation during the period of

-8-

... r:CA_ . JIftmmt <6t J~ /REMARKS OF THE REVIEWING OFFICER

1. ~0tf3ctl.cPoi 3rfucrrRt ~ 3rUtorcf5tor{ iIcrr cf5t3!C!fu
Length of service under the Reviewing Officer:

2. Cf<II3JI(f arraI-3 C[llIlVT-4~ fornn m oW ~ ~ ~ mtU;A: ~ 3rfucrrRt &:RI ~ 0fQ ~("qjC!5OI:R

~ 3? Cf<II3JI(f 3rfucrrRt cf5t3mItIRUI 3Tl<'I:f<SWil/~ 3RfllJCIiTI3IT~ mtu ;A: ~ 0fQ ~("qjcPoi :R

~ 3? (:;Hc;-af:llIlVT-3(3r)(iv) oW llIlVT-4(S). (~3JI(f ~ 3rfucrrRt &:RI ~ 0fQ ~ ~ fi'vRt

-If-l(XJl,<licP~("qjcPoi :R ~ 0Rft 3, en cpucrr 3[(fO[ld1("~1.icPoi~ ~ ~ tm OfQ:RIM;A: ~ oW RlEl<HJoiC1lcr5t

3ImaR <:15'i)1

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). (In case you do not agree with any of the numerical assessments of attributes

please record your assessment on the column provided for you in that section and initial your

14



entries)

ffi /Yes ORft/No

3. 3RRffiTI ID6t c§t ~;Ji: CfITRIT ~ Q5RU[~, cmr ~ iRft <SIml1m300 gm ~ err 0it?0rr ~ ~?
In case of disagreement, please specify the reasons. Is there anything you wish to modify or add?

4. ~otldctlCVat 3rftrcvRt ~ C!5CI<f[m<ful cpqcrr ,.!i<HJctlUat ct'Q (CfdTsrn 100 ~~;Ji:) ~ 3rftrcvRt c§t m:ml

fcr@';mr3IT c§t ~~~ aBr"Qti Q5dI ~~~ aBr "Qti~ ¥cr croll i1s-uPrr 3~ ~nfirEr(;)1
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. rrFrfctclor i1s-3If<lT-3w- ~ 3r, (1[,CI~"R;Ji: ~ <mr 8IRiW w- 3ITUR {R g>c1 ~ <f-liXllrcl:\CV ~/Overall

oumed", gca';og 00 the b,,;, ofr:J;,eo ;0 Seelloo A, 8, 00' C ;0 P,"-3 of the Repoct

~otldctlCVat 3rftrcvRt w- (R(jJaR
Signature of the Reviewing Officer

m/Place : .

~/Date : .

Report... .

omr "RflI)3rem ;Ji:

Name in Siok Letters

fuitt c§t 3rqfu i1s-c:RIor qqomr

Designation During the period of

15



(i)

(ii)

(i ii)

(iv)

-9-

.. ~ ~ m~ QdtQ3IR ~ ~clt ~~~~r

Guidelines regarding filing up of APAR with numerical grading

~3IR W CI.5fcrMfiiliIcITI mmofi 3IR t"llotll<1CP oW tRIico <I<fRI m QQ" 8ROII ~Ic- ~

The columns in the APAR should be filled in with due care and attention and

after devoting adequate time.

Cffi 3II~II c6t \JlIi'ft ~ Fcv 1 3Iwn 2 W ~ ~ (~Cf5Ii1 ~ Fcr~3i1 ~ Cl5CIn'"

~) W lli?t<:,RC1q5) ~Il'iC 3i~lPC1C1l3i1 W CJIIdl;ff CDC'I(JffWr;ff wITco Y<iLIii: 3~ ~

~ 3IR ~ !ICDR 9 3r~ 10 ~ ~ ~ ~ Wlia <Jt ffiIl'iC ~cr<i'i W Wlia ;ff

3~ ~ ~I ~ 1-2 3rwn 9-10 FcRcr Q)m 6, 3m: 3OIQ5I 3~ ~ \JIfoI c6t

~ 61 m1hlcp ~ !lCITOI~ QQ" lli?tCtCiot Qti llotf<Ictl.CPot !IIft)cpilld:i cPt ~~ '"
3J:fuct5Rt CDI ~uRur 3Ofct> 3rdtor Qlft <Rcxrr <i't crmrror <PRIm ~QcilIdld:i c6t C'IC'lOlI;ff'"

Cf-QOII~I

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 rate

occurrences and hence the need to justify them. In awarding a numerical grade

the reporting and reviewing authorities should rate the office against a larger

population of his/her peers that may be currently working under them.

~3IR CDI 8 ii: 10 W & CDI ~ "~" Fcmr ~ oW ~dlcp-lUl/Wao&t W ~c c-

31Rm wLc1.icp c6t UfUIOU~ W ~ WLCllCP 9 ~ ~ I

APARs graded between 8 to 10 will be rated as "Outstanding" and will be given

a score of 9 for the purpose of calculating average scores for

empanel ment/promotion.

~3IR CDI 6 oW 8 ii: CIJJf W & CDI ~ "«¥ 31Lffi" Fcmr ~ oW wLc1.icp 7 ~
~I

APARs graded between 6 and short of 8 will be rated as "Very Good" and will

be given a score of 7.

(v) ~3IR CDI 4 o~II 6 ii: CIJJf W & CDI ~ "31UJI" Fcmr ~ oW WLCllCP 5 ~

~I

APARs grated between 4 and short of 6 will be rated as "Good" and given a
score of 5.
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(vi) ~JIR <PI 4 ~ Cf)(ff~ "~I<Rr" ffRrr ~Ic-

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

********
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