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Annual Performance Appraisal Report 

for 

Officers (Administrative) of the Visvesvaraya National Institute of 
Technology, Nagpur 

~q)I~ (S>l~IIfif.1Cf)) 

Officers (Administrative) 

~cpr~ 

Name of Officer: ....................... .................. ................................................ . 

't1S1I~ CfIt/~ cpr SOIRl~G"1 
Report for the year / period ending: .............................................................. . 

1l]lT-1 

Part-l 

a~Fcfuq) ~ 
PERSONAL DATA 

(~/:t)a1ftllq) fct+ntr &NT ~ \ifR ~ ~ 
(To be filled by Concerned Section/Department of the Institute) 

1 ~ q)f "'flli 

N arne of Officer 

2 ~ ~ mfror Date of Birth 
(DD/MM/YY) ...... ./ ..... ./ ................ . 

~ 

(~~ 
(In words) 

~ 3 ~ ~ -q ~ f.1Wcffi ~ mfror 
Date of continuous appointment 
To the present grade 

Date ... ............ . Grade ............. .. 

4 ~ -qc:- Cf1!IT \Ni ~ f.1Wcffi ~ mfror 
Present post and date of appointment 
thereto 

5 Cflf -q <m<f ~ ~ ~ 3lCffEr (~ ~ 
~~) ~\'lCffi"~of~~t m 
\Niq)f fllcRur ct I 
Period of absence from duty (on training 
leave etc.) during the year. If he has under 
gone training, specify 

-qc:

Post 
~ 
Date 
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~-2 

Part-2 

1. 

To be filled in by the Officer reported upon 

~ 
(Please read carefully the insb'uctions before filing the enh'ies) 

qiT ~ fcrcRur 
Brief descri tion of duties 

2, ~/ / ~ ~ .m ~ 
fcl;<) om m \R ~/l{l?IT m 3Rl' ~ 1l) ~ ~ 3l1O-~ ~ ~ r$ 3mrR 1R 
ffi 3lR ~ ~ ~ ~ ~ 3ltAT ~ ~ (\3GI6'{UI r$ ~ am WWT ~ ~ 
qyflfq; q;nf ~). fctm ~ ~ PI~M(;jd 3lR CfffifCf 1l \R ~ ~ r$ ~ GeM 
~ r$ ~ ~ ~ r$ ~ 1l. ~ m r$ ~ ~ r$ ~ ~ q;)-~I 

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. (Example : Annual Action Plan for your 
Division), particularly having regard to procurement planned and actually made 
through GeM portal for those Government servants who handled procurement during 
the period under reference, 

~ 
Tar Achievements 
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'lWT-3 
PART-3 

~ ~ g'1f4(1~Cfj'1 lOIl~CfjI;fl am ~ 
Assessment by Reporting Authority and Reviewing Authority 

'ti&lI~Cfj q,ffCfj,(ol cpr ~ ~ ~ g'1f.fiftal OI lOIl~Cfjlift ~ \iIFIT ~ \iIT 1-10 ~ ~ lR 6Frr ~, ~ 1 m 'Cfj'lf 

~ cpr ~ 10 ~ ~ cpr ~ <tRffi ~ I "Gl'6T '4t ~ lIT, 'ti&lI~Cfj ~, ~ ~ ~ ~ ~ ~ GeM ~ ~ 
~ ~ ~ ~ ~-~ ~ ~ ~ GGf qft ~ ~lllfllll41 ~ ~ ~ ~ ~ ~ ~ \;fT ~ ~ ~ ~ 
~ ~ ~ ~ "ff6ff ~ ~ ~ ~ 'Pil4'IRiid q;nf /q;nf cpr ~,q;nf ~ ~ ~ "ff6ff q;nf ~ ~ ~ 
~~~ / ~~q;nf ~~~~~~~qft IHlKfTcprWOfI' 

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. Numerical gradings, wherever applicable, may be 
awarded having special regard to the remarks recorded by the officer in the Self-appraisal regarding utilization 
of GeM portal for procurement and specifically for items 'Accomplishment of planned work/ work allotted as 
per subjects allotted' under Assessment of Work Output and 'Knowledge of Rules/Regulations/Procedures in 
the area of function and ability to apply them correctly' under Assessment of Functional Competency. 

«Irl<rr ~ <m 'lff-l ~ ~ ~'mf.'l<t:tff <m E<iR ~ ~"R) 
(Please read carefully the guidelines before filing the entries) 

1) The columns in the AP AR should be filled with due care and attention and after devoting adequate time. 

2) 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 accomplishment. Grades of 1-2 or 9-10 are expected to be rare 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. 

3) AP ARs 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. 

4) AP ARs graded between 6 and short of 8 will be rated as 'velY good' and will be given a score of 7. 

5) AP ARs graded between 4 and 6 short of 6 will be rated as 'good' and will be given a score of 5. 

6) AP ARs graded below 4 will be given a score of zero. 

(aT) q;nf ~ cpr ~ ~ 1WT cpr ~ 40:iIT<rr) 

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

~lOIl~Cfjlift t1lQC'1I<P'1 lOIl~Cfjlift 
Reporting ~ 1WT-5 q;r W 2) 

Authority Reviewing Authority (Refer 
Para 2 of part-5) 

i) 'i.4f.'l(l~RrlC1 CflT4 <1ft ~/fct!m c5 ~-qx 
~ 1iPm "tIm CflT4 
Accomplishment of planned work/work 
allotted as per subjects allotted 
ii) CflT4-~ <1ft ~ 
Quality of output 
iii) f4:tJltj°Il(+jCf) ~ 
Analytical ability 
iv) 3tQqIGlfliCf) CflT4 <1ft ~/fcl;<) ~ 
~CflT4 
Accomplishment of exceptional 
work/ unforeseen tasks performed 
f.rrffi <Pm tR 'WI" ~ ~ 
Overall Grading on 'Work Output' 
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(if) C4Fcffi'ld ~ cpr ~ ~ 1lJ1T cpr 'l1R 30:m.rr) 
(8) Assessment of personal atb'ibutes (weightage to this would be 30%) 

~lOIl~q)I~ ~:lqt'1ICfl'1 1oI111:lCflI,(1 

Reporting Authority ~ 1!T'T-5 q;r W 2) 
Reviewing Authority 

(Refer Para 2 of part-5) 
i) cpnf ~ ~ 
Attitude to work 
ii) ~em~ 
Sense of responsibility 

iii) ~em~ 

Maintenance of Discipline 
iv)~~ 
Communication skills 
v)~ <JUT 
Leadership qualities 
vi) ~ ~ 1lTCRT -ft cpnf ~ ~ aflmT 

Capacity to work in team spirit 
vii) ~ ~ em ~ ~ ~ aflmT 

Capacity to adhere to time-schedule 
viii) ~~~ 

Inter-personal relations 
ix) ~ufct~~ 

Overall bearing and personality 
~ IY-<:19\II01i tR ~ ~ ~ 
Overall Grading on 'Personal Attributes' 

~) !OIct*~f(iiCf) ~ cpr ~~iCf)'1 ~ 'JIllT cpr 'lffi 30: lWn ) 
(C) A t £ £ ti 1 t (. ht t thi ti ssessmen 0 une ona eompe eney weIgJ age 0 s sec on wou Id b 30o/c) e 0 

i~ f.nR/~/cpnf ~ <W<mr ~ aBrr -ft ~ ~ 
~mfi~~~~ 
Technical knowledge of Rules /procedures in 
the area of function and ability to apply the 
correctly 

ii) ~ mwrr ~ ~ aflmT 

Knowledge of Rules/ Regulations 
/Procedures in the area of function 
iii) ~ ~ ~ aflmT 

Decision making ability 

iv)~ aflmT 

Coordination Ability 
v) ~ q;l ~ ~ ~ ~ ~ aflmT 

Ability to motivate and develop subordinates 

Vi) ~Wffl 

Initiative 
~cplqlt"icp ~ tR ~ ~ ~ 

Overall Grading on 'Functional Competency' 

~~~~ 
Signature of the Reporting Officer 

~lOIl~q)I~ 

Reporting 
Authority 

~-:"qt'1ICfl'1 lOIl~q)I~ 
~ 1!T'T-5 q;r W 2) 

Reviewing Authority 
. (Refer Para 2ofpart-5) 

9,.1Fcfctlill'1 ~ ~ ~ 
Signature of the Reviewing Officer 
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';fT1T- 4 

PART-4 
1. \JRm m- W!< ~ (\m;T ~~) 

~ 

GENERAL 

Relations with the public (wherever applicable) 
(uAm'lft 3M~l1ctidl31T "<tiT \)ct1'(G I ~~ ~ ~ (fCfi ~ qx ~ ~ ~) 
(Please conunent on the Officer's accessibility to the public and responsiveness to their needs) 

2 . ~ 

Training 
{CfltIm ~ '1ft ~ ~ <!iTlf ~ if 3ih: ~ WIN 3ih: ~ ~ '1ft ~ ~ ~ ~arur m-~ ~ ~ J) 
(please give recommendations for h'aining with a view to further improving the effectiveness and capabilities of the Officer) 

3. ~qft~ 
State of health 

4. tlt'llPtEOI 

Integrity 
{CfltIm ~ '1ft ~ qx ~ ~) 
(Please comment on the integrity of the Officer) 

5. ~ ~ GRT ~ '1ft "Wffif ~ '1ft ~ ~ 100 ~ 1)-). ~ ~ af?f ~ "Cfill ~ af?f, 3ffi1'ClN1IT 

\)qii1~l1i. ~ ~ ~ : lfITf-2 q; 3(ar) ~ *)) ~ ~ crif m- 'IIftr ~ mfllt;r 0)"1 "\if6'T ~ ~ 0)". ~ m- "d'6d" 
~ m- "Gffioi GeM qx ~ qIT ~ ~ m- faq ~ '\'IT'lT ~ ~ ~ qx~. GeM qx ~ "<tiT 'Slfcrmf 3ih: ~ if 
GeM m- ~ ctill1f;:ql1'1 m- 'IIftr "\Jt1'ctiT "WIT ~ "G"Gf fcpm lilT ~ t I" 

Pen picture by Reporting Officer (in about 100 words) on the overall qualities of the officer including area of 
strengths and lesser strengths, exh'aordinary achievements, significant failures (ref: 3(A) & 3(B)of Part-2) 
and attitude towards weaker sections. "Wherever applicable, comments on steps taken by the officer for 
promotion of procurement on GeM during the period under report, percentage of procurement on GeM 
and his/her attitude towards full implementation of GeM in the office may also be recorded" 

6. ~ ~ ';fT1T-3 ~ ~ 31', q ~ ~ ~ ~ ~ ~ ~ 3TltIR "tR '!Ff ~ 't1&lIMcp qlffcpxUl1 

Overall numerical grading on the basis of weightage given in section A,B and C in part-3 of the 
report 

~~~~ 
Signature of the Reporting Officer 

Name in Block Letters: .. .... .. .. .... .................... .. ....... .. 
~: 

Place: ................... .. 
~: 

Designation: ......................................... ....... .. ........ .. 
~qft~~ : 

During the period of Report: ............ .. ...................... . 
~ 
Date: ........................ .. 
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'BT'T-5 

PART-S 
1. g"1fif<'1~ct>"1 ~ cCr ~ 

REMARKS OF THE REVIEWING OFFICER 
g"1fif<'1)ct>"1 ~ ~ ~"flcrr qm;J 

Length of service under the Reviewing Officer 

2. Cfm 3lJ1i ~-3 q ~-4 Tf f.f1m q;nf ~ ~ TIT ~ ~ Tf ~ ~ em ~ 'f4 ~ ~ ~ 
t? Cfm 3lJ1i ~ cCr 3ffiltfRUT \3q&1~14)'/~ 3ttlQ)&1t1laIT ~ ~ Tf ~ 'f4 ~ ~ ~ ~ ~ : ;rrlT 
3(ar){q3T) ~ ;rrlT-4(s)) ~ 3lJ'll ~ ~ IDXT ~ 1J'1't ql; ~ ~ ~ ~ ~ -;fflf cIT ~ 3l'RT ~ ~ ~ ql; 
~ 1]1) ~ ~ ~ ~ ~ q;l 3lTmR qR) 

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 
eXh'aordinary achievements / significant failures of the officer reported upon ?(Ref: Part- 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 in the 
colullm provided for you in that section and initials your enh·ies.) 

I V:s I No 

3. ~ ~ cCr ~ Tf ~ ~ "Cf>RUT m. Cfm ~ ~ <mf t ftffi 3lJ1i ~ ~ 'IT ~ ~ t? 
In case of disagreement, please specify the reasons. Is there anything you wish to modify or add? 

4. g"1fif<'1~ct>"1 ~ em cpWf om I ~ tI'1IC'1~'iI"1 qR ~ 100 ~ -q) ~ ~ cCr ~ ~ 
cCr~~~qilf~~~~~Cflif~~~~ml 
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 
sections. 

5. ~ ~ ~-3 ~ ~. m-ii ~ m-'tI" Tf ~ ~ ~ ~ ~ tR <gR ~ tt'&lltilCf) qlijCf)\(OI I 

Overall numerical grading on the basis of weightage given in section- A, section- B and section
C in part-3 of the report 

~: 

Place: .. ... ........ .... ... . 

~ 
Date: ................. ...... .. . 

g"1fif<'1~Cf)"1 ~ ~ ~ 
Signature of the Reviewing Officer 

;;J+f "WP 3reRT Tf : 
Name in Block Letters: ....... .. ... ... ... ... ... .... ........ ... ..... . 

"4"G'1T'1": 

Designation: ........ ... .. .................. .. .. ..... ..... .. ... .. ....... . 
~cCr~Tf: 
During the period of Report: .. ..... ..... ... ... ................ .. . 
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