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spep )
Form

HE TG A F YD AGAS H A Fw fAvuea Heaida RUc |

Annual Performance Appraisal Report of Joint Director of Central Translation Bureau

qAfd au/3afa & R
Report for the year/period ending ..........coooeiii i i e,

dafhes faeRor
PERSONAL DATA
AT - |
PART -1
(FATTT / FANTIT /BT & FATAT UAMHA AT g N Sl & fow)

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

1. JAPRY &1 a1
NAME OF OFFICEE .. e e e e e

2. SeH & dR@ (Ra/AE/av) (ereet )
Date of Birth (DD/MM/YYYY) ....[...[......  (Inwords)...............

3. gddAE Ao # R AgRe & adw [CTIC Sofy

Date of continuous appointment to Date Grade
the present grade

4. gIAE UG IUT 3§ W AgRh B al@ ug f&=tren
Present post and date of appointment ~ Post ............... Date ............
Thereto

5. a8 # H ¥ Ui H Ay (Pl
gfetor 3nfe W) Ife 3% IMAFRT A
ufRreor forar & ar 39 faaror & |

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 3@l & Roie ford e &, 38d gR1 9T ST |
PART -2 To be filled by the Officer reported upon.

(puan ufaf®al @ A @ Ugel el B S § UG o)
(Please read carefully the instructions before filling the entries)
1. fpv v st @ G@féra faaor
Brief description of duties

2. B & N d8T/3A/AT (RAOT/AET A1 3T T OH) WS TI b
for AuRa fee &, a1 3o for AuRa fer v &, 3 waf & 3me-gq A
WMAHABAT & YR W d40 AR WF 8T A JUAT 3T Idrg |

(3ETe0T & ToT 33Uk UHET & fow aife arT s

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)

CERVETAL A D) U et
Targets/Objectives/Goals Achievements
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3. () PUAT #AG 2 H AW IT FA&T/3RAT/CAAT HT U H & T HFAAT ahr

8T # Seo@ < | Afg @&t Hr oify F s arar W, A T qdw |

(A) 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.

(@) PuaT 39 Fel & N Seod B OAH FHI ATAF SUACTAT 7T & 3R 3

U ANEE & W Seot@ B |

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

4. PUAT 3ea@ B 6 FAT gdadi Hevet a¥ H 3rad Uiy Ot arffer foexof
fRAuiRa afi@ 3rfq 3mmeh Fovx af fHr 31 FTad TF g B g TS A |

afg @@, dr fAawoh o e & akiE & ST |

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.

fears - T ¢ drel UGN & FEABR
Date i........c..e.. Signature of officer reported upon



AT - 3
PART -3

AT AT w1 [AuRor Roe e g gar geflemr i@’y grr fopar
ST § S 1-10 & Y W g aifeul 1 3 9" A A gAr 10 3iH

STadA Aot & 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 gfAfEAl & A & Ugedl Hevd femfaAdell & «arad @ ug o |)
(Please read carefully the guidelines attached before filling the entries)
(F) B fAsUIed &1 Hedidhd (39 ANT & 40% 3d EN)

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

RAYE for@ar arenm | gafem S
T SHBEIE TR &
Reporting (EGH HT-5 I
Authority T ORI initital of

2 Reviewi Reviewing
eviewing Authority
Authority (Refer

Para 2 of Part — 5)

(1) 31garg @/ Translation work
(i) R aur soh smwst @
TASTH H A dAT Th AW
G LU R 1
QA&TOT/ A faelihd a3
|

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

(i) gfdepd &d d#F  3efied
et & IONcAD GUR o &Y &Tem
(if) Capacity of effecting qualitative
improvement in the process of
supervetting of translated material.

(2)EHNUT, gheNy, e FATST B

T JQegar

Ability to conduct conferences,
workshop, etc.




(3) #Nr gw aRE FARERAT &
for doat & faw I, @
3fe IR & 1 Jegar

Ability in preparation of speeches,
articles etc. for Minister and Senior
Officers

(4) Hiegta, TUE, URYE Td HD
HFcafs o Jegar

Ability to express precisely clearly,
accurately and with brevity

(5) uematad, Od g goic @adr
AHFAT T AR IR gemrafas
IGEECEGT e

Knowledge of the matters related

administration, finance & budget and
capacity of administrative control

(6) UfAETOT wrihAT T TU@ET
IR &, 3eIdh ST, UTSThd
IR & dg1 39 & # Farad
fagal & Tua 3nfe & Fnfeda
Ueld e, Aifae 3fg dhr Jegan
Capacity of guiding & monitoring to
design outlines of training
programmes, to organize various
training  programmes, to  design

syllabus and to select the experts in the
field

(7) AT died @ gieor
hal A ufdeor wReAT &
ISl # IR Td ARea &
AT

Capacity to guide in organizing the training
programmes in training centres including
headquarters

(8) TAPAT TT HeAOT FAH HATHAT &
Auera &1 &Har

Capacity to deal with the matters
related vigilance and welfare




9) WA U AU
oREIfAAT & Auea &t &erar va
B PAT

Capacity and resourcefulness of the

officer in handling general as well as
unforeseen situations

10) d$-a gefaar va fakes
RFeRE & weR o @
AT

Ability to accept new challenges and
willingness to  take  additional
responsibilities.

P AvueT & U HA FHT TU
H Fofipor

Overall Grading on “Work output”
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(@) cafpord RAAWATT &1 Hedidd (39 H9T & 30% 3iF @)

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

Rare forea

arelT UTTARRY
Reporting
Authority

e

AT IhRY
(HGH HIT-5
&1 WT-2
Reviewing

Authority (Refer
Para 2 of Part — 5)

THET
IR &

MF&EY

Initial of
Reviewing
Authority

(i) fa&woTcHas J9Iar
Analytical ability

(iiydF & ufa AfAghy

Attitude to work

(iii) FFASY & Hraer

Sense of responsibility

(iv) 3TIRMEA TATT IGeAT
Maintenance of Discipline

V)TUYOT irrer
Communication skills

vi) Aged IqoT

Leadership qualities

(vii) 1T AT & BT FIA DT &FAT

Capacity to work in team spirit

(viil) AT P UGl ARG wA B
&THAT
Capacity to adhere to time-schedule

(ix) 3adafhed TIYg

Inter-personal relations

(X) §HAT S Td Ifhed

Overall bearing and personality

et TaAWAT3t & g &7 A
IR

Overall Grading on ‘Personal Attributes’




_9_

(1) PEATcHAF FAAWAT & Fedidha (38 W7 & 30% 3iF i)
(C) Assessment of Functional attributes (weightage to this Section would be 30%)

Rare forea

arelT UTTARRY
Reporting
Authority

gafiem
SIBERY
(EHGH HIT-5
&7 UT-2
Reviewing

Authority (Refer
Para 2 of Part — 5)

THET
IR &

MF&EY

Initial of
Reviewing
Authority

)y BFa/fRfags & ufsani &
S Td & & & Ieg TEl &I
d P A T &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) AU I Y &TeAAT

Decision making ability

(iv) §HAIT &THAT

Coordination ability

(v) T Fr ORd g [Gefaa &=
&Hr &THAT

Ability to motivate and develop
subordinates
(vi) Ugol 2afh

Initiative
FRATcHD &THATT H AT & H  AfSa
Overall  Grading on  ‘Functional

Competency’
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AT - 4 AT
PART -4 General

1. SAdT & T FIY (SR AL @)
Relations the public (wherever applicable)
(puan AAR dd SAdT Hr ugwu Td 3dd AT & fAuetor @ fecaof
g 1)
(Please comment on the Officer’s accessibility to the public and
responsiveness to their needs.)

2. yfgor
Training
(o AN A I agAAHT FA IR 3RAF gur H R ¥ zEb
gfrator & forw fAwIiRer &)

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

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

5. o forma g 31MRAerY gRT AR & AWt &1 gq@T auia (ST
100 el &), fogd ey &9 wd & ey &8, IEURU 33U,

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 areas.
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6. Ru&E & oer- 3 & @3 &, @ qU 71 H U 7T 3HH & IR W Fo
fHemeRy 3 AT |

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

R formar arer ARSI & T&aER
Signature of Reporting officer

T ATH T 3ERT A:
Place @i, Name in Block letter
UG ATH:
(R &r 3afa &)
fedmep:
Date i..................
Designation :.....................

(During the period of Report)
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AT - 5

PART -5

1. Fatterr urferdr &hr 3{3-'21'1:?5 :
REMARKS OF THE REVIEWING OFFICER :
gafle AR & M & 7S Far H 3afy -
Length of service under the Reviewing Officer

2. WO U HET-3 g HE-4 & B Aeued dur fafded qui & ogdy A
Rore forma arer 3@’ gRT fhe 10 Fearra & FedAd § ? &1 30 AR
T HATUROT SUATRIAT/IABAAIIT & FIU H fhU 0 HeAlhad § AT & ?
Geo [#mr-3(k) (iv) aur s 4 (5)] (3G 3ma RO forma are 3fQsdr gra
fpw v Iolt & fRAT 3P Hedihd @ TEAT A & A PUAT HUAT Hedihed
s9 @WUs A feU 710 FfedA A & JAT giafdl W 3FeR &) |

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
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3. 3eAd g & Rufa d Fuamr @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)
Sad Qe & gaea AAuant & ey &7 vd wH eIy &89 Td 396
wASNAT & gfd fdghy enfde & |

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 & @2 &, @ JU 7 F QU a0 3@l & IUR 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.
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Fatem WiRAE F TEIER
Signature of Reviewing Officer

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

(Rare &6 3@ )

(During the period of Report)
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TEITcA® AvfeRor & Y THUAR IR a9 fGenfager
Guidelines regarding filing up of APAR with numerical grading

(i) TAUHR & T Af¥ad deuE 3R weds au wdig g6y Sd U eRe
aree|

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

(i) Ig 3mem & A1 & 6 1 3yar 2 & R aeffexor (A9t & a1 farwaratt
AT Pol AR A0l & Ufdgel 1 TARAT HABAAT & ART H FHodr & #
Tag ¥ ¥ 3ifRc far smeen 3R s uR 9 ar 10 & fREY Aoh & Faw #
fafdry suafal & dey & 3ifacy fear Smoem | Aol 1-2 372ar 9-10 ke &t &
| 371d: 3o MR Cr I 6 A & | Fifegsd Aol yerar ad gu gfddes wd
gAdehe WfARREr & el 3fRER @1 gat AuRe 3o 3dfa o dem 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 & drg &1 AT "Scpy " TordT AWM JAT FAH0T/

Meadfa & o 3t uraes & 0T R & o urgies 9 foar 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 dA1 8 ¥ Bl & fra &1 aufieor  "agd e " foran Sreen

Jur urgie 7 fear Sem |

APARSs 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 F DI & T HT Geffpor  "3reor " forar Frwem 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 " Toran Som |

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

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

(1)

(2)

(3)

(4)

NI
Yellow

I
Blue

B

Pink
qthe,

White

while filling up their APAR form.

facers (IrsramT)
Director (Official language)

Tgh fAGAD (ISTHT)

Joint Director (Official language)

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

B8 [ Igaes/aiks R gaes AR
Herge [A¢asd (ISTHMT)

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



