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I*I°F]
Form

HAT A A F AT Hr affis R fAvuea geaina R |

Annual Performance Appraisal Report of the Director of Central Translation
Bureau

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

Fafrer faavor
PERSONAL DATA
AT - |
PART -1
(FATeTT /FAHTIT /BT & GAfAT UAMHA AT gRT N Sl & fow)

(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 & afi@ (ga/#ArE/av) (ereat #)
Date of Birth (DD/MM/YYYY) ....[...[......  (Inwords)...............
3. gdA AU H AR fAgRh T al feetin Soft
Date of continuous appointment to Date .............. Grade ............

the present grade

4. gGAE UG IUT 38 W Ogie & al@ ug f&=tren
Present post and date of appointment Post ............... Date ............
thereto

5. ¥ # & @ IquieAfa 1 @iy (el
gfreror 3 W) IfE 3 ARPRY
gfreor forar & df 39T [aaror & |

Period of absence from duty (on training
leave etc.) during the year. If he has
undergone training specify.
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AWT - 2 T A1 Hr RO o dr Sl §, 396 gR1 &7 e |
PART -2 To be filled by the Officer reported upon.
(PuT UfATBAT Bl A H Ugel HISRAT Pl AT ¥ UG o)
(Please read carefully the instructions before filling the entries)
1. fpu a0 st @ @fdrE faaRor
Brief description of duties

2. P & A A8I/3RIA/AT (IRACT/AE AT T T H) JUS @I
& for PuiRa e &, ar 3o for [RuiRa fee o &, 39 st fr
S-38 A UATHBAT & IUR W dA0 AR &b &g A 3T 3T
g |

(FeruT & v 37U PR & o aifife R )

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 office)

AT /3T / T SUTRIAT
Targets/Objectives/Goals Achievements




3. (B) PUA #AZ 2 #H TAW IT A/ /A Hr Wi # @ W
HAGT B AU A Jeo@ HY | I &gt & wifd A arard T g, o 9
gdre |

(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.

() Pudn 39 FET BT W Seolg B TS oy 34U suericrdr @ & 3R

3AH 3O IHTET @ HT oo™ B |

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

4. PUAT 3eoi@ Y fb AT qdad delvsy a¥ & e dufd Gad arilien
ool fAuiRa afi@ 3rafq 3mmeh FHavsxy af Hr 31 FATd aF g H

& g i | Ife A, O Raoh gt v & ad@ & S |

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.

e - T &1 arel AP & FEaeR
Date:................. Signature of the officer reported upon




AT - 3
PART -3

g A w1 YR RO foraa arer gar @aem wideRT gRI
fopar ST &, S 1-10 & UAE X oer Aifeul 1 36 §OaH @ AUl JAT

10 37 3Taad Ao & v & |

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.

(puzn gfaf®adl &l R & Ugel Hodd feanfadedl & <o & ug o |)
(Please read carefully the guidelines attached before filling the entries)

(371) B fAvUIGA P Hedihad (3H AT & 40% 3id gN)

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

Rare forma aren

TR
Reporting
Authority

gAY
TR
(F@GH HIT-5
a1 W 2)

Reviewing
Authority (Refer
Para 2 of Part — 5)

gHTET
UIfAsrRT &
JTIEY
initial of
Reviewing
Authority

(1) AfAe=

TISA & HAT BABAGT &l
AMAT A T &THAAT

Monitoring

Ability to monitor the overall
activities of the organisation

(2) IUTaET AT
FfTEY TWH gRT fhr ww e A

JUNcAD JIR e JAr I[0Tdd
AT et & &

Quality Assurance

Capacity  to make  qualitative
improvement in the work, done by
subordinates and to assure the quality
of work..




(3) FdAR

(1) FNTdH Hepeuarsil, rearael
g HAIHIRHRAT BT AT dAT AT

&l Bl S & ufad fo<mar va
draa & of

(i) v fari, dees, AR @
gER A ol AT &

(3) Innovation

(i) Knowledge of latest concepts,
terminology and expressions
inquisitiveness and willingness to
learn to new areas

(if) Ability to introduce or use new
ideas, techniques, methods etc.

(4) wfregor
(1) ufeor @RieAT,  GMiRat,
PrRIQMAT3 & fHwoT H eTHAT

dur FEArerm afed @ gfefor
dhal 3 gTATOT FRIKAT & AT
A I dar aur Anfeda &ar |

Capacity  to address  training
programmes, seminars, workshops and
willingness to  conduct training

programmes in Headquarters including
all training centres.

(ii)3reamua- dierer
Teaching Skills




(5) gU=mAA
() = & diwaMr & A
TSTHATST fAHTIT/I[E AT &
UITRISIRAT & HIY FHIA IRt
(i) werafas, & wd aee dad
AFC T SAAdRT R grmafas
IGEELEGT e
Administration

(i) Having skills to coordinate with
higher authorities of Deptt. of Official
Language and Ministry of Home
Affairs with regard to the activities of
Central Translation Bureau

(if) Knowledge of administrative,

financial and budgetary matters and
ability to control the organization.

(6) WHAEET dAT YA
gRTEufaal @ Auea Hr &7a7ar va
BRI HRASTAT

Capacity and resourcefulness of the

officer in handling general as well as
unforeseen situations

(7) A9 TI HRIT H ARR
Ieddd W &b ufa dfde ug

SE2IRs]

Aptitude and continuous efforts put
into continuously for upgrading his/her
knowledge and skills.

(8) 3THYUTA Ta faehrd

Research and Development

¥qEUE  wad A st #
faefy

Willingness towards activities in the
field of research and development

FY Avuea & @99 dA FHT U
A Foftepor
Overall Grading on “Work output”
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(7) afhord FaRWd3l & Hedid (39 HOT & 30% 3id el

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

Rare forea

arelT UTTARRY
Reporting
Authority

AT
UTTIhRY
(@F@GH HIT-5
a1 W 2

Reviewing
Authority (Refer
Para 2 of Part — 5)

THET
IR &

MF&EY

Initial of
Reviewing
Authority

(i) fa8woTcHas J9Iar
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 HA Hr &TF AT

Capacity to work in team spirit

(viii) G HT Trecy AT B

Capacity to adhere to time-schedule

(ix) adafthed @I

Inter-personal relations

(X) GHT SId Td hhed

Overall bearing and personality

gfhera Tawar3ti fr g &7 &
BT

Overall Grading on ‘Personal Attributes’




() FracHAD AWt &1 Fedidma (39 AT & 30% 3 @)

(C) Assessment of Functional attributes (weightage to this Section would be 30%)

Rt forea

el UTTARIRY
Reporting
Authority

A&
U (HeeT
HTT-5 &I T

2 )Reviewing

Authority (Refer
Para 2 of Part — 5)

THET
IR &

TT&Iniatial

of Reviewing
Authority

(i) Tga/fafaae gtk & SaerT
T 3¢ P &F H TE &1 H AN
XA DI &THAT

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

(i) SNfderg AretaAr gl @ &Tan
Strategic planning ability

(iii) Ao o &1 &7Har

Decision making ability

(iv) §HIT &THAT
Coordination ability

(v) 3NAEYT B ORT Td [Aefid aa
P &THAar

Ability to motivate and develop
subordinates.
(vi) UgeT QAT

Initiative
FRATcHD &HAAT d THT ¥q H  Afsa
Overall  Grading on  ‘Functional

Competency’
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AT - 4 AT
PART -4 General

1. Jdr & g G899 (SEl aeg @)
Relations with the public (wherever applicable)
(PuaT HRABR Th SiedaT B Ugd T el FATABN & foRTeptor
feoqoft & 1)
(Please comment on the Officer’s accessibility to the public and
responsiveness to their needs.)

2.  yfgor
Training
(Puamr FfRABRY A FF &HABT #H IR 36 GUR o H TR |
3% ufieror & forw AW &)

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

EHEg
State of Health
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4. g
Integrity
(puan ARG H Feafagr w fevgoh &)
(Please comment on the integrity of the officer)

5. Rue for@a g 3Re grr Qe & Adwarst &1 gF@a goia
(GPTeT 100 Quegi H), TS gd TEY &9 Ud HH THLT &7, YR
SUATCIT, JAThoaral (FcH: Her 2 &1 3(31) ud 3(d) Ud HHANNAT &

ufa gf@epror emfdrer & |

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 areas.
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6. ROE & AW1- 3 & @3 31, § W T A U AT 3l & YR W
Pl AR 3P AT |

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

RuE for@a arel 31fA&RT & gEasR
Signature of Reporting officer

T ATH % 3ERT A:
Place @i, Name in Block letter
UG ATH:
(Rare & afa )
feere:
Date ...ocovvvveeeeen
Designation :.....................

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

1. e arferr 6 3T$§ﬂ?5 :
REMARKS OF THE REVIEWING OFFICER :
geT WiReRT & il & 7 Fqar & 3@
Length of service under the Reviewing Officer

2. & AU AW-3 T HOT-4 & S fAsued qur RAffea quil & dag
A Rore foma g 3Red grr fhe 90 Feaied @ TeAd © ? FT AT
HAUBRY P IATYURTT SUSATIAT /AR & HIY H fhT 70 Fedipd 4
Tedd & ? Tedl (mr-3(31) (iv) aur omr 4 (5) (3 3o RO forwa
arel fRABRY gRT fhU 91T IO & fhdl 3P Hedihd § HeAD el & al
PUAT HUAT Hedihd 56 TWUs H QU a0 &fed # & dur gl w
IR )|

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 | @9 No
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3. 3eAd w & YRS # puar sad SROT A0 | T dIs 08 ard

e, [0 31U o agear AT ST Ied & ?
In case of disagreement, please specify the reasons. Is there anything
you wish to modify or add ?

4.  |HET WRGRT gRT §FAT o | puar feoaolt & (Semerer 100 gt
H#) oEd e & Faed RAuasd & THd &9 vd FF GHLY &7
Td 3D ARG & glad ARG afder & |

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. RUic & a1 - 3 & @S Hg dauw F & Gu a0 3df & IR W
Pl AR 3P AT |

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

it WP & FEAER
Signature of Reviewing Officer

T : AT ATh 3ERT H:

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

feeTe:

Date .\...coovvveeeeen e

(During the period of Report)



-16-

3 IR & TT TheIR T qad  Renfady
Guidelines regarding filing up of APAR with numerical grading

(i) vdw3R & & AR aaurEh 3R waehs qur g q699 3d gu
A el

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

(i) Ig 3mem i Sy & F 1 ¥ar 2 & fhEr aeffemor (Feld & ar
TaAuAT3it a1 Por AT AofeoT & Uicdieper @l AT 3 ABer3it & AWT A
word T # gatg ®u @ 3y fgar srwem 3R s geR 9 37¥ar 10 &
frdt Ao & gy & PART sudfal & g9g & MR ar smwem | g
1-2 H¥ar 9-10 fRer T § | 31d: 3 3Ry fu I & JFWRd B
qifegs AN e X U Ufdded vd geAfdellhed Orfderat @ foel
IRAPRY &7 goif AUROT 39h 31T I8 G&I7 A gddAT H FRRT Al
T JoIdT H AT AT |

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.

(ili) TOW3R & 8 & 10 & dg &1 goffor  "Iepy " form Swem gor
Ao/ Wedld & fow 3 g & uer & & fow g 9 fear

SITCIT |

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) THAIR & 6 dAT 8 F BIC & & BT JIffepIoT "ggd reer o

ST JAT UtEieh 7 fear SRem |

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 &7 4 dA7T 6 A ©Ic & g o1 geffeptor  "3eor " forar o

dar uraie 5 fear e |

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

(vi) TAUHR &7 4 § dA goffeyor " e " foram Sem |
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

(1)

(2)

(3)

(4)

NI
Yellow

Blue

Pink

White

CCS while filling up their APAR form.

facers (IsrameT)
Director (Official language)

Tgh AU (ISTHT)

Joint Director (Official language)

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

w8 RS rgacs/aRs &l
Harge AR Ferd fAcUs (IsTHTT)

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




