
jktdh; fo’ofo|ky;ksa esa v’kS{kf.kd laoxksZa gsrq okf"kZd dk;Z ewY;kadu izfrosnu 

dk;Z ewY;kadu izfrosnu ¼o"kZ----------------------½ 

 

Hkkx&I ¼izfrosnu ¼REPORTEE½dkfeZd ds fy,½ 

   Lksok dk uke ---------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

1- Ukke ---------------------------------------------------------------------------iq=@iq=h@ifRu -------------------------------------------------------------------------------- 

2- tUe frfFk ----------------------------------------------------------------------x`g ftyk ------------------------------------------------------------------------------------- 

3- leh{kk/khu vof/k ds nkSjku in rFkk LFkku ------------------------------------------------------------------------------------------------------------------ 

4- izfrosnd vf/kdkjh ds v/khu dh xbZ lsok vof/k fnukad -------------------------------- ls fnukad------------------------------rd 

5- vodk’k@izf’k{k.k ds nkSjku vuqifLFkfr dh dkykof/k fnukad ---------------------------- ls fnukad-------------------------rd 

6- eq[; ikfj.kkfed dk;ksZa ds fy, fu/kkZfjr y{;ksa ¼d`i;k fofufnZ"V djsa½ ds vuqlkj Lo;a }kjk fd;k x;k 

ewY;kadu% 

Ø-la- eq[; ikfj.kkfed dk;Z 

(Key result areas) 

fu/kkZfjr y{; 

(Targets) 

okLrfod miyfC/k;ka 

(Actual achievements) 

miyfC/k;ka esa deh 

dk dkj.k  

¼;fn dksbZ gks rks½ 

,oa fo’ks"k ;ksxnku 

 

1- izeq[k foHkkxh; dk;ksZ ds HkkSfrd y{;  

(i)------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ 

(ii)---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

(iii)--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

(iv)--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

2- izeq[k foHkkxh; dk;ksZ ds foÙkh; y{; 

(i)------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ 

(ii)---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

(iii)--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

(iv)--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

3- fujh{k.k ------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

4- eq[;ky; ds vfrfjDr {ks= esa jkf= foJke -------------------------------------------------------------------------------------------------------------------- 

5- vU;--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

fVIi.kh%& ;fn foHkkxh; y{; ugha gks rks laf{kIr o.kZukRed fooj.k fn;k tk,A 

--------------------------------------------------------------------------------------------------------------------------------------------------------------- 
izfrosfnr vf/kdkjh }kjk fd, x, fo’ks"k dk;ksZa dk laf{kIr fooj.k ¼150 'kCnksa ls vf/kd u gks½& 

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

Ikzfrosnd vf/kdkjh dks izLrqr                     izfrosnd ds gLrk{kj ,oa 

fd, tkus dk fnukad % -------------------------------------            uke --------------------------------------------------- 

         inuke------------------------------------------------ 

 

¼izfrosfnr vf/kdkjh }kjk dksbZ mikcU/k ugha fd;k tk,½ 



Hkkx& II ¼izfrosnd (REPORTING) vf/kdkjh ds fy, ½ 
izfrosnd vf/kdkjh dh vH;qfDr;k¡ % ¼d`i;k mi;qDr [kkus esa y?kq gLrk{kj djsa] lgh dk fu’kku vkfn ugha½ 

Ø-la- ewY;kadu dk vk/kkj mRd"̀V cgqr vPNk  vPNk larks"kizn vlarks"kizn 

1 dk;Z ifj.kke 

(Output of work) 
     

2 usr`Ro xq.k 

(Leadership qualities) 
     

3 fo'ys"k.kkRed ;ksX;rk 

(Analytical ability) 
     

4 izca/ku ;ksX;rk 

(Management ability) 
     

5 fu.kZ; ysus dh ;ksX;rk 

(Decision making ability) 
     

6 Ikgy djus dh ;ksX;rk 

(Ability to make initiative)  

     

2 ¼d½ lkekU; ewY;kadu %& vf/kdkjh ds O;fDrRo] xq.kksa rFkk nks"kksa] ekufld xq.koÙkk] ifjJe vkSj fu"Bk vkfn dk 

ewY;kadu o leh{kk/khu vof/k ds nkSjku vf/kdkjh ds dk;ksZa dk lexz ewY;kaduA 

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ 

2- ¼[k½ o"kZ ds nkSjku fd;s x;s dk;ksZa ds fy, fyf[kr lykg@HkRlZuk ¼;fn dksbZ gks½ dk laf{kIr mYys[k % 

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

2- ¼x½ D;k vki fdlh vH;qfDr dks izfrdwy ekurs gaS\ ;fn gk¡ rks mlds fy, laf{kIr] fdUrq Bksl dkj.k Hkh nsosaA 

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

3-    D;k izfrosfnr vf/kdkjh vuqlwfpr tkfr@vuqlwfpr tu tkfr@fu’kDrksa@lekt ds detksj oxksZ ds yksxksa                     

ds izfr laosnu’khy gS\ ;fn ugha rks dkj.k crk,¡A                                       ¼gk¡@ugha½ 

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

4-    D;k vkidh tkudkjh esa ,slh dksbZ ckr vkbZ gS tks vf/kdkjh dh lR;fu"Bk vFkok mlds }kjk dkÙkZO; dk   

      bZekunkjh ls ikyu djus dh ;ksX;rk ij izfrdwy izHkko Mkyrh gS\ ;fn gk¡ rks mlds ckjs esa fooj.k nsosaA 

¼gk¡@ugha½ 

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

5-    fcUnq la-1 o 2 esa nh xbZ fVIi.kh ds vk/kkj ij izfrosfnr vf/kdkjh dk lexz ewY;kadu ¼d`i;k mi;qDr [kkus 

esa y?kq gLrk{kj djsa½ 

mRd`"V cgqr vPNk vPNk Lakrks"kizn vlarks"kizn 

 

 

    

fVIi.kh %& d̀i;k lqfuf’pr djsa fd fcUnq la- 1 ls 2 rd es dh xbZ vH;qfDr;ksa ,oa fcUnq la- 5 esa fd;s x;s lexz ewY;kdu esa ,d 

:irk gksA fcUnq la- 1 ls 2 rd esa dgk¡ ij Hkh izfrdwy vH;qfDr ugha gksus ij fcUnqd la- 5 esa rnuqlkj gh lexz ewY;kadu fd;k 

tk,A ;fn dgha ij Hkh dksbZ izfrdwy vH;qfDr gks rks lexz ewY;kadu Hkh vlarks"kizn gh fd;k tk,A 

 

izfrosnd vf/kdkjh ds gLrk{kj ,oa 

leh{kd izkf/kdkjh dks                                        uke ------------------------------------------------------------------------- 

izLrqr fd;s tkus dk fnukad---------------------------------------                        inuke --------------------------------------------------- 

 

 

 



Hkkx& III ¼leh{kd (REVIEWING) izkf/kdkjh ds fy,½ 

 

1- izfrosnd vf/kdkjh }kjk dh xbZ vH;qfDr;ksa ds ckjs esa lkekU; fVIi.kh o lexz ewY;kadu djrs gq, vH;qfDr;k¡ 

vafdr dh tk,¡A ;fn vki izfrosnd vf/kdkjh ls lger ugha gks rks mlds fy, laf{kIr] fdUrq Bksl dkj.k nsosaA 

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

izfrosfnr vf/kdkjh dk lexz ewY;kadu ¼d`i;k mi;qDr [kkus esa y?kq gLrk{kj djsaa½ 

mRd`"V Ckgqr vPNk vPNk larks"kizn vlarks"kizn 

 

 

 

    

 

fVIi.kh %& d`i;k lqfuf’pr djsa fd mi;qZDr fooj.kRed vH;qfDr;ksa ,oa lexz ewY;kadu esa ,d :irk gksA 

fooj.kkRed vH;qfDr;ksa esa dgha ij Hkh izfrdwy vH;qfDr gksus ij gh lexz ewY;kadu dks vlarks"kizn fd;k tk,A 

 

 

 

LohdkjdrkZ izkf/kdkjh dks izLrqr    leh{kd (REVIEWING) izkf/kdkjh ds gLrk{kj 

fd, tkus dk fnukad ---------------------------------   uke --------------------------------------------------------------------------------- 

        inuke ----------------------------------------------------------- 

 

 

 

 

Hkkx&IV ¼LohdkjdrkZ (ACCEPTING) izkf/kdkjh ds fy,½ 

2- LohdkjdrkZ izkf/kdkjh dh vH;qfDr;k¡A ;fn vki izfrosnd vf/kdkjh@leh{kd vf/kdkjh ls lger ugha gks rks 

mlds fy, laf{kIr] fdUrq Bksl dkj.k nsosaA 

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

 

LohdkjdrkZ (ACCEPTING) izkf/kdkjh ds gLrk{kj 

Uke ----------------------------------------------------------------------------------- 

fnukad ----------------------------------------                              inuke-------------------------------------------------------------------- 

  



 

 

Okkf"kZd dk;Z ewY;kadu izfrosnu izi=&I,II rFkk III dk ifjf’k"B¼izi= dk i`-4½ 

      o"kZ ---------------------------------------¼1 tuojh -----------------------------------------------dks½ ds fy;s izFke fu;qfDr ds le; dh LFkkoj lEifÙk lfgr lEiw.kZ 

LFkkoj lEifÙk dk fooj.k 

 

1- vf/kdkjh@dkfeZd dk uke rFkk ----------------------------------------------------------------------------------- 3- fdl lsok laoxZ ls gS-------------------------------------------------------- 

    

   in ftlls og lacaf/kr gSA -------------------------------------------------------------------------------------------- 

 

2- orZeku esa /kkfjr in -------------------------------------------------------------------------------------------------------- 4-orZeku osru -------------------------------------------------------------------------- 

 

mi ftyk] 

mi&[k.M]rglhy 

rFkk xk¡o dk uke 

ftlesa lEifÙk 

fLFkr gS 

lEifÙk;ksa dk 

uke rFkk 

fooj.k 

vkoklh; rFkk 

Hkwfe vU; Hkou 

orZeku 

ewY; 

;fn Lo;a dh ugha gS rks 

crk,¡ fd og fdlds uke 

es /kkfjr gS rFkk ml 

lnL; ds lkFk vkidk 

D;k laca/k gSA 

dSls vftZr dhA ;fn Ø; 

iV~Vs }kjk ca/kd 

mÙkjkf/kdkjh nku ;k vU;Fkk 

:Ik ls vftZr dh xbZ gks rks 

vtZu dh rkjh[k rFkk uke 

lkFk gh ml 

O;fDr@O;fDr;ksa dk fooj.k 

ftuls vftZr dh xbZ gSA 

lEifÙk ls 

vk; 

¼okf"kZd½ 

vH;qfDr 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

      

 

fnukad ------------------------------------------      gLrk{kj ---------------------------------------------- 

 



Time Schedule 

Performance Appraisal in Respect of the Non-Teaching Staff and 

Retirement/Transfer of the Reporting Officer 

Categories of 

case 

 

When APAR form 

is to be given to the 

Officer Reported 

upon for 

completing Part I  

Time Schedule 

for Officers 

Reported 

complete the 

APAR 

 

Time Schedule 

for the 

Reporting 

Officer to 

Officer to 

Complete the 

APAR 

Time Schedule 

for the 

Reviewing 

1 2 3 4 5 

Report at the end  

of the Reporting 

year 

In the Month of 

March 

30
th

 April 31
st
   May 30

th
  June 

Report in the 

event of 

retirement of 

Reporting Officer 

 

The Month 

preceding the month 

in which the 

Reporting Officer is 

due to retire 

15 days before 

the retirement of 

Reporting 

Officer. 

Before    the    

retirement of 

Reporting 

Officer. 

 

within 15 days of 

the Receipt of 

APAR 

Report in the 

event of the 

transfer of the 

Officer Reported 

upon 

Along with the 

Communication 

regarding 

relinquishment of 

post 

Within 15 days 

of the receipt of 

the APAR form 

 

Within 15 days 

of the receipt of 

the self 

assessment 

report. 

Within 15 days 

of receipt of the 

APAR. 

 

Report in the 

event of transfer 

of the Reporting 

Officer. 

 

Immediately before  

handing 

overcharge 

Within 15 days 

of the receipt of 

APAR form 

 

Within 15 days 

of the receipt 

of the self 

assessment 

report. 

Within 15 days 

of receipt of the 

APAR. 

 

Report in the 

event of the 

retirement   of  

the   Officer 

Reported upon 

The month 

preceding the month 

in which the Officer 

Reported upon is 

due to retire 

 

Within 15 days 

of the receipt of 

APAR form 

 

Before the 

retirement of the 

Officer Reported 

upon 

 

Before  

retirement of the 

Officer Reported 

upon. 
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