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HE AT U F GErd fAcers i afifie FRifaes Hediaa RO |
Annual Performance Appraisal Report of Assistant Director of Central Translation
Bureau

gAfd au/3afa & Rae
Report for the year/period ending ..........coooeiiiiii i e,

Fafher fraror
PERSONAL DATA
HIT - |
PART -1
(FATT / TANTIT /BT & G UAHA AT gRT N Sl & forw)

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

1. 3RPRT F1 AT
Name of OFfiCer ... e,
2. SeH &1 dR@ (Ra/AE/av) (ereet )
Date of Birth (DD/MM/YYYY) ....[...[......  (Inwords)...............
3. g AV & eenaR g & alm [CTIE Hofy
Date of Continuous appointmentto Date .............. Grade ......

the present grade

4. IGHAET UG OUT 38 W fOgih & al@ ug feeTe
Present post and date of appointment  Post ............... Date .....
thereto

5. af # a1 @ quieafa & 3E@fy (ged,
gferor 3nfe W) If 3% IMAFRT A
ufRretor forar & ar 391 faearor & |

Period of absence from duty (on training
leave etc.) during the year. If he has
undergone training specify.
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HTIT -2 S 3fer & Ruie ford Ser §, 38d gRT R’ S |
PART — 2 To be filled by the Officer reported upon.

(puam UfAT8AT A ¥ Ugl el N A F US o)
(Please read carefully the instructions before filling the entries)
1. & &1 dieE faaror
Brief description of duties

2. B & A d8F/3T/AT (URAOT/FAET W 3eT & OH) O
T & for AuRa fee &, a1 3o for [uiRa fre oo &, 39 «af
AT 3TS-¢H A UAAGAT & YR W Fa0 3R WP 8T F 37Ul 3uafed
g |

(ZerexoT & forw 3uds gaer & fow @i s Irerr)

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.

(e.g. Annual Action Plan for your Division)

a8 /35T /AF T argets/Objectives/Goals | suafskaiAchievements




-4-

3. (®) Puam #AG 2 H IAIU IT A&T/3RA /AT A Wiy FH T W
HIFAAT BT HET H Sooll@ B | Iig 18T & urfgd H arear @ & o
gare |

(A) Please state briefly, the shortfalls with reference to the

targets/objectives/goals referred to in item 2 .
Please specify constraint, if any, in achieving the targets.

(@) PuaT 39 FAel & M Seo@ HY A wdT 31w suer @ § 3R

3AH 30 ANTEE B AT Seol@ B |
(B) Please also indicate items in which there have been significantly higher
achievements and your contribution thereto.

4. U Sea@ H 5 w1 qdadi Favsy a§ H aa dufa o aiden
faRoh o afi@ g 3wl $Hover a¥ & 31 Faad aF g B

g I At | Ifg aE ar Aol e e & alr@ & So |

Please state whether the annual return on immovable 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.

ICGIC IFAFR & FEAER
Date:................. Signature of officer
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PART -3

P AR &1 AuRer Nue owa arer 3R ger gaeT uridery
gRT fopar S &, S 1-10 & UHE W BT AIfell 1 3 gad hH Hult gAr

10 37 3=Iad Ao & fow § |

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.

(PUAT URATEAT Pl A F Ugel Helda fEemfacelt o e & ue o |)
(Please read carefully the guidelines attached before filling the entries)
() P TG & Hedidhed (3T AW & 50% 37 &)
(A) Assessment of work output (weightage to this Section would be 50%)

Raré feraa

gt gTfaeRY
Reporting
Authority

THET
T (EeeT
HTIT-5 &I T

2 )Reviewing

Authority (Refer
Para 2 of Part — 5)

AT
IR &

3Ta&Initial

of Reviewing
Authority

(RS Tr s st & FaFsa &
S dAT TH MW @ qEU Hwr #

HaTG /QAQETUT/YeTacilhe] & T
AT
Knowledge & Comprehension of Hindi
and English language and ability to
translate, vet and supervet from one
language to another.

(2)3NTET F B aTel IFAGh GRT
fepu T 3egdrg T
QRIETT/ Qelaeidaeld AT 3EH
UIcHD FUR &1 &Aar | Capacity of
effecting qualitative improvement in the

process of vetting/ supervetting of
translated material

(3) wiarm, e, uRYg vd ik
ffFcafs & TQegar  Ability to express

precisely,clearly, accurately and with
brevity

(4) 3cfdie AR GAT FAEI B
fagwor  wa  @AENME  wa @

JqegATAbility to  analyse and  find

solutions to problems faced during
translation.
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(5) ANTIH HheUAT3ll, Aclael hr
JdPY T HFARRAT w1 A
Knowledge of latest concepts, terminology
and expressions.

(6)TT &1 & I & ufa e va draa
#
Inquisitiveness and willingness to learn

new areas.
(7)  HHAY a2 YT
gREufaal @ fAuea fir e@rar wg
B PRl Capacity and

resourcefulness of the officer in handling
general as well as unforeseen situations.

(8) JTAND TAFHAGIRAT FHPR e
&I sraaT Willingness to take additional
responsibilities

(9) 3NTEYy PHIATRAT /3 FARRAT T
ArTeTamd Aeaar  Ability to guide

the subordinate officials.

(10) 3P W frg Hem d&

AR ST Fhar § |
officer can be relied upon.

How far the

& favued & d99 #F 9HT §U 4
ATSIT Overall Grading on “Work output “

(@) cafhora FAAuANt & Fqedied (38 HET & 30% 3id @)

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

Rare forea

el UTTARRY
Reporting
Authority

A&
e (Geey
HTT-5 &l T

2 )Reviewing

Authority (Refer
Para 2 of Part — 5)

THET
UITAYPRT &

3ATg&Initial

of Reviewing
Authority

(i) TI8woTca® J9ITar Analytical ability

(i) ®F & gfa AfAghky  Attitude to

work

(iii) TFASY & Hrger

Sense of responsibility

(iv) 3TIRMAT IATT IWAT
Maintenance of Discipline

(v) EUNOT ahirel Communication skills




(vi) Agea ot

Leadership qualities

(vii) EH HTTAT & B FA Hr &TFAT

Capacity to work in team spirit

(viii) g P ey gATRT B

Capacity to ensure punctuality

(ix) 3ddafhe TaYg

Inter-personal relations

(X) GHT SId Td AThed

Overall bearing and personality

gfhera Tauar3ti fr g &7 A
BT

Overall Grading on ‘Personal Attributes’

(1) FEATcAD FAATATT & Hedidha (38 HT & 20% 3iF @)
(C) Assessment of Functional Attributes (weightage to this Section would be 20%)

e forms e e
arel UTfAeRY | Ui @cyy | uifdedy &

Reporting HT-5 &1 T | 3magRinitial

Authority 2)Reviewing of Reviewing

Authority (Refer Authority
Para 2 of Part - 5)

() Tua/fRfagsw wa  ufpant &
STAPRT 3T 3o FT & A Ter a1 @
AL A T &THAT

Knowledge of Rules/Regulations/
Procedures in the area of function and ability
to apply them correctly.

(i) NfAag AT a9 dar Ao o9

Pr &THT

Ability to make Decision and to plan
Strategies.

(iii) AT &THAT
Coordination ability

(iv) 39aET & URT T affa e
P &FHT

Ability to motivate and to develop
subordinates

(v) Ugel QAfeh  Initiative

PRITCHD &JHAdT & FHT &7 F IfSar

Overall Grading on ‘Functional
Competency’
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AT - 4 A
PART -4 General
1. SAdT & Y HIY9 (STEl ) @)
Relations with the public (wherever applicable)
(puar HRABA dh S B Ugd Td SAh FHAEB & ERA0T
feoquft & 1)
(Please comment on the Officer’s accessibility to the public and
responsiveness to their needs.)

2.  yfgor
Training
(PuaT FRABRY H PR &THAH # IR 3¥Pd gurR o= H T 4
3% ufieror & fow Rwer &)

(Please give recommendations for training with a view to improve the
effectiveness and capabilities of the officer.)

3. T
State of Health




4. g
Integrity
(puan ARG Hr Feafagr @ fevgo &)
(Please comment on the integrity of the officer)

5. RO for@a arer Af¥eNT gR1 AReRT & fAAwanst & dHa g
(craTst9T 100 greel &), fo@ed @Ay &9 vd w1 ALy &1, YR
SUATRIAT, TR (FEH: HT 2 & 3(F) vd 3(W) Td HANRIAT &
gt gf¥ior enfde & |

Pen Picture by Reporting Officer (in about 100 words) on the overall
qualities of the officer including area of strength and lesser strength,
extraordinary achievements, significant failures (ref : 3(A) & 3(B) of Part —
2) and attitude towards weaker areas.
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6. ROIE & 6Wr- 3 F @ &, @ dW 71 & T 70 A F IR W
Pl ARy 3P AfSar |

Overall numerical grading on the basis of weightage given in Section
A, B, and C in Part — 3 of the Report.

Ruc forgst arer 3RS & s&aER
Signature of Reporting officer

T ATH % 3ERT A:
Place @i, Name in Block letter
UcdlH:
(Raxé $r afear )
feere:
Date .\....covvveeeeen
Designation :.....................

(During the period of Report)
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AT - 5
PART -5

1. aer ufferr & 3nghe -
REMARKS OF THE REVIEWING OFFICER :
gaeT WReRT & 3fiT & 7 Fqar & 3@y
Length of service under the Reviewing Officer

2. WO AU HW-3 g HW-4 b B Aouea qur e aqui & Fqay

A R for@a are 3G gRT fohU 90 Hedihd & HeAd & ? FT 31U
PR A FHATYROT 3T/ HABIAN & HIU H U 0 Fedlhd H
Tedad & ? Hedf (9mr-3(&p) (iv) aur s 4 (5) (Ffe 3w RO forma
arel HABRY g1 fpU v Uil & fRel 3T FHedlhd ¥ HeAd A § dl
PUAT HUAT Hedihd SH WUs & fqu 90 oW A & dur ufaigai W
HTER &) |

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 : 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 on the column
provided for you in that section and initial your entries)

e Yes | @%F No
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3. 3EAd ¥ &1 RUfT A PUAT @G HROT IAV| FT PS5 T I &

o4 31U P agar a1 SNsaAT ARd § ?

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

4. gelleT WK gRT @oAw guid | puar fewuoft & (eemswr 100 <uear
#) Sad 3fREl & gaed RAAvaEd & q@d 87 g vF gGHd a7
Td 3EH FAANGT F ufa AfFghy nfder @ |

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 areas.
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5. RUK & AT - 3 & @ &, @ dAT 7 A U 90 3 & AUR W
Pl AT 3P Afar |

Overall numerical grading on the basis of weightage given in Section
A, B and C in Part-3 of the Report.

it WP & FEAER
Signature of Reviewing Officer

T : ATH T% e A:

Place @i, Name in Block letters :.........
UcdlH:
(Raxé $r afar )

feere:

Date:.......coevvenee. Designation :....................

(During the period of Report)
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3 IR & TT TheIR T qad  Renfady
Guidelines regarding filing up of APAR with numerical grading

(i) TUAUHR & &6 A FaueEl 3R s g g q69g ad g
I wfRT|

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

(i) Ig 3mem & S ¥ B 1 yar 2 & el ageffemor (eta & @
faAuanstt a1 g ATy Aviietor & Ufdge A ARE 3ABAAST & AR A
Fod T F uafm §u @ 3iifcy fear Smoen 3R st ydR 9 3¥ar 10 &
forelt S0t & Fayg d Ay suafkal & @9g & 3oy fGar sroem | Soft 1-
2 31yar 9-10 foRer @ § | 31d: 3 3y for s fr S &1 @ifeas
ol gered & §U Ufddesd vd gAfdoliehed UmiAeprival 1 fohel 3rfeerr o
goll fAYROT 3% 3 a8 &1 A IdAT A HRIG GEANAT A Jolall H
AT AR |

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 officer against a larger
population of his/her peers that may be currently working under them.

(iii) THAU3R &1 8 § 10 & &g &1 goffexor  "3epy " foram Smuem qar
Ao/ Wedfad & fow 3iad wmie & v & & fow graie 9 fear

SITUIT |

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.

(iv) TUUI3R &l 6 dAT 8 & ©Ic & drg Pl JIffpor ag?rsio—esri%im

SITUI J2am utEie 7 e SIRem |

APARs graded between 4and 6 and short of 8 will be rated as “Very
Good” and will be given a score of 7.

(v) TUUIU3R &l 4 dAT 6 @ ©Ic & T T daifpor "3 " forar smwan

Jur urgie 5 fear SRem |

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

(vi) TUHIUR HI 4 § HA qoffesyor " e " forar Srom |
APARs graded below 4 will be given a score of “Zero”.
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e & a9 A fEenAder |

Guidelines regarding the colour scheme to bs used by different graded of
CCS while filling up their APAR form.

(1) drem - SR (TSTHTT)
Yellow Director (Official language)
(2) e - Tgh TG (TSTHT)
Blue Joint Director (Official language)
(3) TpemE - 3U-TAGRRb (JSTHTYT)
Pink Deputy Director (Official language)
(4) e - B8 RS 3rgaresd/ans el igacs
3R TEe FeUd  (rsTem)
White Junior Hindi Translator/Senior Hindi

Translator/Assistant Director (Official
language)



