
~~q'<~1 ~ lJ1d1~I<6) ~, '11~19I'< ~ ~ij)I~~)- (ctij)~ICf>I) 
~~ 

q I fij ij) Cf>T<f f.'t &II ~ '1 ~ C"l1 i ij) '1 lJf(pf~ 

Annual Performance Appraisal Report 

for 

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

~ Cf)l-;u+r 

~ (ct ij);;ft <6)) 

Officers (Technical) 

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

~SflfCQ <flf /~ Cf)l ~RI~~'1 
Report for the year / period ending: .............................................................. . 

~-1 

Part-l 

~~~ct> ~ 
PERSONAL DATA 

(3FJ1Wf/tt~ ~ 6l"XT ~ ~ ci>~) 
(To be filled by Concerned Section/Department of the Institute) 

1 ~ q)f;:n+l 

Name of Officer 

(~ 1l) 2 \iPl ~ ~ (~/"Jfffi/Cfl'f) 
Date of Birth (DD/MM/YY) ...... ./ ...... /................. (In words) 

3 ~~ufi1l~~~~ 

4 

5 

Date of continuous appointment 
To the present grade 

~ TfG crm \fff tR ~ ~ ~ 
Present post and date of appointment 
thereto 
Cfl'f 1l cppf ~ ~ ~ 3lCffu (~it ~ 
~ tR) <lfG \3<ffl ~ ~ yfulffUT ~ t ill 
\fffq)f fit<RuT ~ I 
Period of absence from duty (on training 
leave etc.) during the year. If he has under 
gone training, specify 

~ 
Date ............... . 

TfG 

Post 

~ 
Grade ...... ........ . 

~ 
Date 
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1fTlT-2 

Part-2 

fGR:T ~ <PT gRt~G'1 ~ \ifRT t. ~ ~ ~ \JfR ~ ~ 
To be filled in by the Officer reported upon 

(<f[Q<lT t;I~~ll)· q;) ~ ~ ~ ~ q;) ~ ~ ~~) 
(please read carefully the insh·uctions before filing the entries) 

1. ~ lPl <Pl<IT <PT ~ ~ 
Brief description of duties 

2. q;r4~uIT~~/~/~3llR~3llR~~~m. m~~~~~m 
\R ~ /l1l?lT m 3RT ~ "I)) cpnl *r 3TTO-GX1 ~ ~ ~ 3llmX "QX ~ 3ffi ~ ~ *r 
~ ~ ~ ~ ~ (\jGI6,<UI ~ ~ ~ WJTlT ~ ~ ~ q;r4 mwrr). ~ ~ ~ 
PitilRiid 3ffi ~ 0) \R ~ ~ ~ ~ GeM ~ ~ ~ ~ ~ ~ ~ 0). ~ m 
~~~~~~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. 

(Ff~ / \i,\~~ll/~"ll" 
Targets / Objectives / Goals 

~ 
Achievements 
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Procurements made through GeM portal (wherever applicable) 

~~~~-qmxr(~~ ~~~~~~ ___ ___ _ 

cfr ~ ~ ~ lWffi -q ~m ~ t) 

Total budget allocated for procurement 

by the Ministry/Department/Division 

/Section ill Rupees (as may be 

(i)Total procurement through GeM Portal made 

by him/her during the period of report (in Rs.) 

applicable in the case of the Officer ..;.. 
(ii) GeM ~ ~ ~ '(1 ~ ~ "@m ~ em % 

Reported Upon) . 

(ii) % of procurement through GeM portal as 

against the budget indicated in the Target 

- _ %. 

____ I 

(iii) Procurements made outside GeM portal and 

the reasons therefor _ _____ _ 

(iv) ~/fctl:rrT/Wl'J1T /~ ~ GeM ~ 'Wij'R 

~~~~(f)Glf 1 

(iv) Steps taken for promotion of GeM in the 

Ministry /Department/ Division 

/Section~ ____ _ 
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3 . (or) ~1TlIT 1lG 2 -q ~ ~ (Yf1RIT / \i '\ ~ ~~r / ~<IT ~ ~ ~ xtT <PfTmt <PI ~afq -q ~ 
<f>t I ~ (Yf1RIT ~ ~ -q ~ ~ x6T 51 at <l~ I 

(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. 

(If) ~1TlIT \'R 1fGT <PI 1ft ~ ~-~ ~ 3lfQ<p ~ xtT t ortx ~ 3llR ~)ll~I'1 
<PI 1ft ~ <f>t I 

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

4 . ~1TlIT ~ <f>t ~ qm ~ <t~ Cflf ~ 3TTf(>f ~ ~ ftl<rxufi ~ ~ 
or~ <t~ Cflf ~ \irn'<'1 df Cflf <f>l 31 ~ d<f) G\if qm <ft ~ ~ I ~ ~ at ~ 
G\if~~~<ft~ 1 
Please state whether the annual return on immovable property for the preceding calendar 
year was filed within the prescribed date i.e. 31st January of the year following the 
calendar year. If not I the date of filing the return should be given. 

~~~~*~ffi 
Signature of officer reported upon 
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1lf1T-3 

PART-3 

\OJ I'M G"1 Gl!1I 9)"1 F<f C"I)<t>"1 ~ &m '!:t"'ll i <t>"1 

Assessment by Reporting Authority and Reviewing Authority 

'ti&lltilif) qlifif)i(OI q;r f.!rctRur ~ tmT !f1f.H)lftol !olI~if)I:fI fcpm ~ ~ urr 1-10 ct; ~ 'lR m-rr ~, ~ 1 ~ "ij)lJ 

~ q;r ~ 10 ~ ~ q;r ~ Cf)'("ffi ~ I '\if5T 1ft ~ 51, 'ti&lltilif) ~, ~ ~ ~ ~ ct; ~ GeM ~ ct; 
~ ct; ~ ~ ~-~ ~ ~ '(CIl'(T G\Jf qft ~ Rlllfi'llll'f ct; ~ ~ w:J ~ 'fjUIiPm fcpm W"'f1Cl>CIT ~ am ~ 
w:J ~ ~ ct; "tf6tf ~ ~ ct; ~ 'Ptll)~d ~ /~ q;r amfc;J, ~ ct; ~ ct; "tf6tf ~ ct; ~ am 
~ am ~ / ~ ct; ~ am ~ ~ ~ ~ ~ ~ qft IfIlrnT q;r W"fl' 

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. 

(<f[Q<IT \l~~Ilr cpt ~ ~ ~ ~'lIlf.'J(hlir cpt I>llT'f ~ qG ~") 
(please read carefully the guidelines before filing the entries) 

1) The colunms in the APAR 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 'very 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. 

(31) 'I>Tlf PlI'llIG"1 q;r '!:t"'lli<t>"1 (~ 'JlTlT q;r 1lR 40% ~) 
(A) Assessment of work output (weightage to this section would be 40%) 

\.4I<:1QG., ~ 9)"1F<f C"l)if)"1 ~ 
Reporting Authority (~ 1fr'T- 5 <I>T -.hT 2) 

Reviewing Authority 
(Refer Para 2 of part-5) 

i) '!:<ff.'JIl) IVId "<I>l1f qlt 4R'!:ofdl /~ "* 3T1<TR 

lR ~ tl'P<rr 1"fllT "<I>l1f 
Accomplishment of planned work/work 
allotted as per subjects allotted 
i i) "<I>l1f -~ qlt q;)-f?; 

Quality of output 
iii) ~'lc:>ltjOIl("Jjq) ~ 
Analytical ability 
iv) 3I4ql c;1("Jjq) "<I>l1f qlt 4R,!:ofdl /fcI;"ll ~ 
;$I \l ("Ill ~ I d "<I>l1f 
Accomplishment of exceptional 
work/unforeseen tasks performed 
f.fThr q;n:t lR ~<.>r ~ ~uft<fRur 

Overall Grading on 'Work Output' 
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(EJ) C2lf4~l'ld ~3lT <PT 'iC"lli'f)"1 (~ 1lflT <PT 'JfR 30: ~)­
(B) Assessment of personal attributes (weightage to this would be 30%) 

\OIRI(h~"1 ~ 9;"1f<fI.>t)'f)"1 ~ 
Reporting Authority (~ 1'ff/T- 5 <Ill ¢xl 2) 

Reviewing Authodty (Refer 
Para 2 of part-5) 

i) <PTlf qlt ~ 
Attitude to work 
ii) r~JI'iI G I ~l <PT ~h:r 

Sense of responsibility 
iii) 31'.!~II ·tFl <PT ~lffUT 

Maintenance of Discipline 
iv) ~l'fUT ~ 
Communication skills 
V) ~TT 
Leadershi~ualities 

vi) G<'f qlt 'JlT<RT "!f <PTlf ~ qlt lffllGT 

Capacity to work in team spirit 
vii) ~ mftuft <PT ~ ~ qlt lffllGT 

Capacity to adhere to time-schedule 
viii) ~ Ulfiffi'l\1 "Wf'if 
Inter-personal relations 
ix) WP.T "9"fct ~ ~ 
Overall bearing and personality 
UlF<hpld Iq,I"HlI6tI' -qx <IFf ~ ~~ 
Overall Grading on 'Personal Ath'ibutes' 

(~) \I if) I ~ ft-lj if) ~~ <PT 'iC,'ll i if)"'1 (~ 1lPT <PT -s::rR 30 % m.rr ) 
(C) A t f f ti 1 ( 'ht t hi Id b 30o/c) ssessmen 0 unc ona competency weIgl age 0 t s section WOll e 0 

i) ~ ~ ~ ~.f.«l dif)··i'I<t>"1 

~ /~f<ltfi ~ ~ ~ 11m qft 
\Jl1"'1if)I{) 

Technical knowledge of Rules / procedmes in 
the area of function and ability to apply the 
correctly 
ii)~ ~ ~ qlt lffllGT 

Knowledge of 
Rules/Regulations/Procedures in the area of 
function 
iii) ~ *) qlt lffllGT 

Decision making ability 
iv) ~ lffllGT 

Coordination Ability 
v) 3l~ <Pl -qftq ~ ~ ~ qlt lffllGT 

Ability to motivate and develop subordinates 
vi)~~ 

Initiative 
\lQ>I<U<"'1Q> ~lffllGT 'l:R <IFf ~ ~~ 
Overall Grading on 'Functional Competency' 

lJ~~*~ffi 
Signature of the Reporting Officer 

\OIRI~G"1 ~ 
Reporting 
Authority 

9;"1f<fI.>t)'f)"1 ~ 
(~ 1'ff/T- 5 <Ill ¢xl 2) 

Reviewing Authority 
(Refer Para 2 of part-5) 

~"'1~cl)'f)"'1 ~ * ~ffi 
Signature of the Reviewing Officer 
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'l'JTlT- 4 

PART-4 
1. \if'faT "* W:!.T ~ (~ 1'ft ~) 
Relations with the public (wherever applicable) 

~ 

GENERAL 

(\if'faT <ill 31W~<l<t>\1I3lT <!>T \3ct1'<Glftl("q ~ ~ (fq)" ~ lR ~ ftn:ruft ~) 
(Please comment on the Officer's accessibility to the public and responsiveness to their needs) 

2. vfiTlffUT 
Training 
(~~ <ill 1J~ ~ ct>nf lfflfffi3lT ~ 3Ttx atm ~EIR 3Ttx ~ ~ <ill ~ ~ ~ vfiTlffUT"* ~ ~qH~:A <riO 
(Please give recommendations for b'aining with a view to fm-ther improving the effectiveness and capabilities of the Officer) 

3. ~qft~ 
State of health 

4. fI,<lf.ltGl 

Integrity 
(~ ~ <ill fI,<lPt"d1 lR ftn:ruft ~) 
(Please comment on the integrity of the Officer) 

5 . ~ ~ 6NT ~ ~ "fI1'Im ~ ~ ffi<lR (WfIllT 100 ~ 1)" ~ ~ ~ ~ <fi'f ~ ~. 3ffilm'<UT 

\3qt't~<l1. ~ 31f14it'tlan ~ : ~-2 cp 3(31) ~ 3{<!)) ~ ~ qll'f "* ~ ~ ~ m I "urni '4T ~ m. ~ "* ~ 
~ "* Gffiol GeM 'tR' mR em t«iT1IT ~ * ~ ~ '\'IT'<T ~ ~ CflGllT 'tR'~. GeM 'tR'mR <!>T ~ am-~ "if 
GeM * ~ <t>1<lf;q<l'1 * ~ \ffi<t>T 'WIT '4T G\if ~ \JIT ~ 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, extraordinary 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. \OIRI~<;'1 ~ 'l'JTlT- 3 ~ m 31". 'f ~\>lT "fI" .q ~ ~ ~ ~ 3lTEIR lR ~ ~ fI'M I,"!if> <1'1lif> 'I 01 I 

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

\01 RI~ <;"1 ~ ~ 5ffiTffi 

Signature of the Reporting Officer 

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

Place: ......... .. ........ .. 
lfG"1TIl: 

Designation: .................... .. ...... ...... .... .................... . . 
\01 RI ~ <; '1 qft 3l<l"fu .q : 
During the period of Report: ............................ .. ..... .. 

~: 

Date: ......................... . 
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1=fT1T-5 

PART-5 
l. 1],'1FcfI'l1<tJ'I ~ ~ ~: 

REMARKS OF THE REVIEWING OFFICER 

9>'1FcfC't) <tJ'I ~ <t ~ ~ <flR'f 

Length of service under the Reviewing Officer 

2. qm 3lN 1=fflT- 3 q 1=fflT- 4 "if ~ <PTlf om ~ TTI <t "ffEJEf "if IOIfM<:'1 ~ &NT nP<l ~ 
'!:<"'lli<tJ'I ~ mlfG t? qm 3lN ~ ~ altllElI'lUI \iqC't~llr/SOJt;('(I'Lur altl4>C'tctI3lT <t ~Ef "if nP<l ~ 
~!<"lli<tJ'I ~ mlfG t'? (~ : 1fIlT 3(3l)(q3l) om 1fIlT- 4(5» (~ ;mq ~ ~ &RT ~ TIT ~ ~ ;H<..«ll«lifl ~ 
~ Wlfff ~ m ~ 3fQ"'lT ~ ~ ~ ~ ~ "Ifll ~ -q ~ om ~ <l>l ~ffi q;t) 

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 atb'ibutes please record your assessment in the 
column provided for au in that section and initials our enh·ies. 

if 
Yes 

""11ft 
No 

3. ~ ~ ~ ~ it' Q[4<lT ~ '<tJ'RUT ~'. qm <Pti ~~ <ml t ~ 3lN '[ff ~ m ~ 
T.l'I10 t? 

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

4. 9>'1FcfC't)<tJ'I ~ &NT Cf)C't'I1 ~ I Q[4<lT tlSOJII'I1'il'l "CfR' (WPllT 100 ~ "if) ~ ~ ~ ~ 
~31T ~ m>J~ !!hIT ~ <till m>J~ !!hIT ~ ~ ~ti CfTJf <t qftr ~ ~ N I 
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. IOIRI~<:'1 ct 1=fflT- 3 ct m - 3T. m - 'f om m -"ti" "if ~ ~ ~ ct 3lltfR tR ~ ~ tl\~_c.ljI,SOJ<tJ <P!T<tJ'lUII 

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

9>'1 FcfI'l1 <tJ'I ~ <t ~ 
Signature of the Reviewing Officer 

;;w:r mll> 3TffiT "if : 
Name in Block Letters: .................. .. .................. .. .... . 

~: 

Place: ...... .. ............ . 
"!fG'lr+r: 

Designation: ........................................................... . 
101 R1~ <:'1 ~ 3J"<ffu "if : 
During the period of Report: .................................... . 

~: 

Date: .................... .... .. 
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