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Annual Performance Appraisal Report of Deputy Director of Central Translation Bureau

gAfd av/3afa & N
Report for the year/period ending .........coooeiie i e e,

dafren faavor
PERSONAL DATA
AT - |
PART -1
(FATer / TAHTIT /BT &b FATAT URAMHA FJHET RISl &b forw)

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

1. PR &1 T
NaME OF OFFICRT ..o e e e e e e

2. oA & afr@ (ga/#ArE/av) (ereat #)
Date of Birth (DD/MM/YYYY) ....[...[......  (Inwords)...............
3. gA AU # AR fAgRh T ai feetin Soft
Date of Continuous appointmentto Date .............. Grade ............

the present grade

4. gGAE UG TUT 38 W OgRh & al@ ug f&=ren
Present post and date of appointment ~ Post ............... Date ............
Thereto

5. ¥ # & @ IquieAfa H @iy (el
gfetor 3nfe W) I 3 AP A
gfreor forar & df 39T [aaror & |

Period of absence from duty (on training
leave etc.) during the year. If he has
undergone training specify.



HTIT -2 S e & Ruie fordr Se §, 386 gRT 8’1 S0 |
PART -2 To be filled by the Officer reported upon.

(pum gfafdar &l A ¥ Ugel 3Rl & I 8§ Ug o)
(Please read carefully the instructions before filling the entries)
1. fpu v et @ @fdrE faaxor
Brief description of duties

2. B & S JeT/3A/AT (RAO/AET A1 3T T OH) 3OS T@I &
for RAuiRa fpr g, ar 3mus for [uiRa fee v &, 39 o=t fr 3re-gg 7
WATHBAT & YR W TA0 AR Wh d8T A 3T ST add |

(3ereXuT & forw 3mus gHmeT & o arfife sy Aeran)

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)

G /35T /AT Sue ot
Targets/Objectives/Goals Achievements
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3. () PUAT #AG 2 H AU T FA&T/3RAT/CAAT HT U H & T HFAAT i

8T & Joo@ A | Ife Tt A i@ FH PIS arar T, O I Id’ |
(A) Please state briefly, the shortfalls with reference to the

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

(@) PudT 39 #AGl & A Sea@ H FaH dH 3AF suafcudr W& & 3R a4

U ANEE & W Seo@ B |

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

4. PUA Seoad@ B foh FT gdadl FHelvsy a§ T ad U GO arffie frawoh

fRAuiRa ol 3rfq 3mmeh Fovsx af fHr 31 FTad TF g B &g TS A |

Ife F&, O Aawoh g == fir ad@ & av |

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

ICGICE AFAFR & FEAER

Date:................. Signature of officer



AT - 3
PART -3

b Afder @ fAuRor RUE for@a arer gon aallem wifdert grr feman

AT & S 1-10 & UHE W @ @ifev | 1 3 9" &H A JUT 10 A&
STadd Aoft & T & |

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.

(puar gfAfddl & A & Ugel Hedd fEnfadell @ «arad @ ug o |)
(Please read carefully the guidelines attached before filling the entries)
(%) & favued &1 FHediha (39 HET & 40% 3id gioN)

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

Rare for@er arer | gefiem g
ORI TR UTfAhRT &
Reporting @ HIT-5 ITTER
Authority | o &1 (@) initial of

Reviewing Reviewing
Authority (Refer Authority

Para 2 of Part — 5)

(1)31gare R

Translation work

Ry aur et HwIs & gHSA
I Alel TAUT Teh N1 & G@EY AT
A 3gdle  gANETOT/YeRTidcilcheT
IR I JTTAT

Knowledge & Comprehension of
Hindi and English language and ability
to translate vet and supervet from one
language to another.

3HeJaTG Ry & AT

Quantum of translation work as per
prescribed quota

(2) 3gare fdgid & faffiea welt &
fRreror &1 Tragar

Ability to teach various theoretical
aspects of translation.




(1) of¥s @edt & wfd &g
ATAERAT &7

Capacity of  monitoring  the
activities, related with to

achievement of annual Target of
Organization.

(3) GeITdeiihed i THA SHA
IUITcHS FUR & &THAT |

Capacity of effecting qualitative
improvement in the process of vetting
supervetting of translated material

(4)3fed AT P Teol, W
TSI I QUIET Il &THdT

Ability to transform the translated
material into simple, easy, readable and
intelligible.

(5) FdITdH RT3, AsETdel
g HfFcatHar &1 AT
Knowledge of latest concepts,
terminology and expression.

(6) 3gaic @ H dekar &

fAger fr Feaar

Ability to promptly execute the
assigned work.

(7) AT &&l @ S & ufa
foremar vd daa #

Curiosity to Know and learn new vistas
of knowledge.




(8) (i) @oeT Tur 3ucaAa
gRTEufAar @ Auea Hr &a7dar va
B HRSTAT

Capacity and resourcefulness of the

officer in handling as well as
unforeseen situations

(i) TS-% gATAA A FNPR P
& Jegar wd FfaRw SeReRar
TAPR I I JIdr  Ability to

accept new challenges and willingness
to take additional responsibilities

(9) 37Uy AT T PR Bl R

Ioddad el T AT Efforts put

in to continuously upgrade his/her
knowledge and skill.

(10) wRmEA
Administration
U, fod ud goic Iy ATHAT

Hr FEFPRr IR graEe Ao

Pr &7

Knowledge of the matters related with
administration, finance & budget and
capacity of administrative control.

R Avued & FIU F AT IU

A Fufleor Overall Grading on
“Work output “




(@) <aRhord TAAVATIT BT Hedihad (3H AT & 30% 37k @)
(B) Assessment of personal attributed (weightage to this Section would be 30%)

Rt forea

arelT UTTARRY
Reporting
Authority

ge1aToT
TR
(TS HIT-5
&1 W

2 )Reviewing

Authority (Refer
Para 2 of Part — 5)

THET
IR &

MF&EY

Initial of
Reviewing
Authority

(i) fa&woTcHas J9Tar
Analytical ability

(iiydF & ufa AfAghy

Attitude to work

(iii) FFASY & Hraer

Sense of responsibility

(iv) 3TIRMEA TATT IGeAT
Maintenance of Discipline

(V) EUYOT hierel

Communication skills

(vi) Agea ot

Leadership qualities

(vii) EH HTTAT & B FA Hr &TF AT

Capacity to work in team spirit

(viii) FHT B UEdT AT di H
&JHAT
Capacity to ensure punctuality

(ix) adafthed FIYg

Inter-personal relations

(X) GHT SId Td hhed

Overall bearing and personality

gfhera Tauar3ti fr gaar &7 &
BT

Overall Grading on ‘Personal Attributes’




(a1) cafhora fAAWATT FT FHedihad (39 AT & 30% 3 &)
(C) Assessment of personal attributes (weightage to this Section would be 30%)

Rare forea

el UTTARRY
Reporting
Authority

A&
U (HeeT
HTT-5 &I 4T

Reviewing
Authority (Refer
Para 2 of Part — 5)

THET
IR &

TIT&Iniatial

of Reviewing
Authority

(i) T /fafaas afteanst fr ey
Td B & H Zeg HE T F A
A DI &THAT

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

(ii) Afdeg e aaa i efedrn
Ability to make strategies

(iii) AT I Y aTeAAT

Decision making ability

(iv) §HIT &THAT
Coordination ability

(v) 3NAEYT Bl IRT Td [Aefad aa
P &THAar

ability to motivate and develop
subordinates
(vi) UgeT QAT

Initiative
FRATCHD &ATT T THAT ®q F AT
Overall  Grading on  ‘Functional

Competency’
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AT - 4 A
PART -4 General

1. Jddr & g G899 (STl aeg @)
Relations the public (wherever applicable)
(P ISR Th SieAaT B Ugd T Sefeht AT & RIeor W feoqof
a1
(Please comment on the Officer’s accessibility to the public and
responsiveness to their needs.)

2.  yfvafor
Training
(Fuar HQH A FA GTHABT A IR H¥F guUrR A T 3Eb
gietor & forw fAwIiRer &) |

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

3. T
State of Health
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4. gAAS
Integrity
(puan ARG Hr Feafagr w feegoh &)
(Please comment on the integrity of the officer)

5. Roe forma are 31fQe grr 3ifRedt Hf RAdwandt o1 gxa goia (ST
100 el &), O T 8T Td A AFHd &, NATYRUT ST,

ITFAar3t [Tee: Her 2 & 3(h) uad 3(W)] vd FHAGIRAT F ufad giRdor
M & |

Pen Picture by Reporting Officer (in about 100 words) on the overall
qualities of the officer including area of strengths and lesser strength,

extraordinary achievements, significant failures [ref : 3(A) & 3(B) of Part -2] and
attitude towards weaker sections.
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6. Ru&E & oer- 3 & @3 &, @ qU 71 H U 7T 3Hp & IR W Fo
fHemeRy 3 A |

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

Rac formsr arer 3RAP F s&aER
Signature of Reporting officer

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

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

1. e urferr 3T$§ﬂ?5 :
REMARKS OF THE REVIEWING OFFICER :
THET UIIdRT & 3T &1 8 Jar &1 3ay -
Length of service under the Reviewing Officer

2. WO MU HET-3 g HE-4 & B fAsuea dun fafded qui & oddw A
Rae forma arer 31fRed grr fovw a0 Hediad & FedAd © ? F AU RS
T ATUROT U/ HABAAT & FI9 H fhU 0 Hedihd ¥ HeAd & ?
e [amr-3() (iv) @ar smr 4 (5)] (Ifg 3mu RO forger arer sl grr
fpu arw ol & TR 3P Hedihd ¥ WEHAd A& © ol PUAT HUAT Hediched
zg @us # feu 710 @A A & dur gfafdal @ 3meR &)

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 | € No




-14-

3. 3eAd g & Rufa d puamr @k &RoT adqw| = g 0 aid § O

AU P& dgell AT SNSAT ded & 2

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

4. gen UReY gRT §HAT Ui | puAr feruoll & (e@THeT 100 reai #H)
et 3wy & geea AAuanst & ey 89 vd FH TS &89 Td 36
FHASNGT & ufd ARy e & |

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.




5.

RAE & o7 - 3 & @ &, @ JU 7 F QU a0 3@l & IR W Fo

fFempT 3P AT |

Overall numerical grading on the basis of weightage given in Section A, B

and C in Part-3 of the Report.

-15-

FHIET WA & FEATER
Signature of Reviewing Officer

ATH 9T eRT H:
Name in Block letter
UG ATH:

(Rare &6 3@ )

(During the period of Report)



-16-

TEITcA® AvfeRor & Y THUAR IR a9 fGenfager
Guidelines regarding filing up of APAR with numerical grading

(i) TAUIR & & Af¥ad deuE iR aeds aur wdig g6y &d gu e
aree|

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

(i) T 3mem & A & 5 1 31ar 2 & frdy aeffevor (Rea e ar faQdrwaratt
AT Pol AR AoNeoT & Ufdge 1 TARAE HABAAN & ART H Hodr & #
Tag ¥ ¥ 3ifRc e smeen 3R s ueR 9 ar 10 & fREY Aoh & Faw #
fafdry suafal & dey & 3ifacy fear Smoem | 8ol 1-2 372ar 9-10 ke &t &
| 37d: 3 MR CT I i WA & | Fifegd Aol yerar ad gu gfddes wd
gAdehe WAl & Rl 3RER @1 gt AuRe 3o 3da o T A
IIAT H HRG FEATAT B JoldT A HEAT a1y |

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) THUR &1 8 & 10 & I &1 AT "Scpy " TordT AWM JAT FAH0T/

Meadfa & o 3taa uras & 0T & & o urgies 9 foam Srwam |

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) TR &1 6 dAT 8 ¥ Bl & fra &1 aufieor  "agd 3resn " forn Sreen

Jur urgie 7 fear e |

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

(v) THTUHR FT 4 dAT 6 J DI & T HT Gefpor  "3reor " forar Smwem gar

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

(vi) UUIUHR &l 4 ¥ HA Jofieor "YeT " foran Som |

APARs graded below 4 will be given a score of “Zero”.
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oy A RnfAder |

Guidelines regarding the colour scheme to bs used by different graded of CCS

(1)

(2)

(3)

(4)

NI
Yellow

I
Blue

BICIC]]

Pink
qthe,

White

while filling up their APAR form.

facers (IrsrameT)
Director (Official language)

Tgh TAGAD (ISTHTT)

Joint Director (Official language)

3U-fAGeArh (IISTHTET)
Deputy Director (Official language)

B8 [ Igacs/aiks R gaes AR
Herge [ACAsd (ISTHMT)

Junior  Hindi  Translator/Senior  Hindi
Translator/Assistant Director (Official
language)



