
me ~~J c;;JIUJl!Ci tRr g~rmar

U. T. Administration of Daman & Diu

CIfuso ~ Jiaiql<;cP <PI cnfflcp cPld:Idt()Lli<;ai dtCqjcPai fu:llt~ ~
ANNUAL PERFORMANCE APPRAISAL REPORT OF SENIOR HINDI TRANSLATOR

JIfi'Icpy;ftem OII<II

Name of the Officer :
(

~/fcr~/~
Ministry/Department/Office of

:;m:rrfi7r mf/ JICIfu em nfc'fctc;or

Report for the year/period ending

3IJ3J-l

PART-l

dqRPcP~

PERSONAL DATA

(Pcr!Hl"dIm- miftm ll91RlPoJ<p J~!Hl"dI (j';RT m- \JJfoT m- FcrQ-)

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

1. JIfi'Icpy;ftem OII<II/Name of the Officer :-

2.

3.

Qla(IJ c15tnRtm (feor/dllQ/mf)

Date of Birth (DD/MM/YYYY)

~ ~ <ItCIdIlTIR ~ c15tnRtm :
Date of continuous appointment to the

Present grade

(9~<It)

...../. ../. (In words)

f%oIjcp ~

Date .

18

Grade



4. crctmar m:- om CRT lR FomFrv cPt n:tiRcr :- m:-'"

Present post and Date of appointment thereto

~
Post Date

5. mf <Rmit 3~ cPt 3ICIfu W~,~IeJUI 3IJ:fu lR) <1ft 3CI?I 3rftrc:p-Rt 6i: ~ ~IeJUI fu<rr ~ oJ

CRTU5I fcrcRur e/Period of absence from duty (on leave, training etc.) during the year. If he has

undergone training, specify:

19
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3IIdT-2

PART-2

~ JIfWvrtt em lAlild<;ot"Pcrnrr \illO\T ~ ~ 6TIT m ~ m fffi!
To be filled by the officer reported upon

(<pmrr lARtR<a] em miT n ~ J~~rr em &r1oJ n U<p IT)
(Please read carefully the instructions before filling the entries)

1. ~Q'5I~f<lcRur/ Brief description of duties:,

2. cpRf <15 ;ill C'ff!iCf/dt~~/f;&J 3JIq<jt ~ 3ruN fu ForuffuT f<mr ill <II 3JJIfci:>fu FortllfuI f<mr arQ" ill 30I

(uftmur/dIDII <II 3RRr~ jt) cmm c6t 3IIO-(RI a:re ill~ <153IItIR (R csrorrQ3~ iRP C'ff!iCf~ 3roof:t;rocrf"&I

~ I (3CIflRUT <15fu 3JJIfci:>!:r~ <15fu cnJ1TcpC!YRf<itJrorr) .

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)

C'ff!iCf/dt~~/ tiRr

Targets/Ob jectives/Goa Is

20

31TC!f'"tSltRIi

Achievements



-3-

3. (3I) <pLRITlJR';" 2 ;it Qi'ITQ" OIQ CI1RIT/;ft~m/ t-&ll cBt mfH ;it 51 J3t ~ <PI :R!)tq ;it ~
C!5'i I ~ CI1RITcBt mfH ;it C!5't{ iSlIUI J3t ID ri't qwrrQ I

• 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.

21



(<II) wcmr 3i5I arc;) CPT aft ~ Cl5'i ~ ~ arft!<p 3"lIC'If'~ aft ~ aill 3OI<lt aru5r

~ CPT aft ~ Cl5'i I
(B) Please also indicate items in which there have been significantly higher achievements

and your contribution thereto:

4. wcmr ~ Cl5'i PcP qm ~ ~ crd cBt am:Ru:fffr cn:f\fuJ fmRufi Famffur n:rfurr

ar~ ~ crd :it d\C1-lQcff crd Cf5t 31 ~ n:<Pc;cl ctm eft ~ cl!1 ~ 0Rft m fcIcRur c;cl ~ cBt orfurr
eft \JIll!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, the date of filling the return should be given.

22



~:

Date :- .

23

r

~ ~ CIIC13rfu<pRt w- 6RllaR
Signature of officer reported upon



-4-

moT-3

PART-3

~.j-«XlICd:l<P ~ em fc}JuhuJ !,d?tac;ot om 'l,otroi~~ ~ (j:;RI Fcrmr;morr %;it 1-10 m- {'fa:mjJ

m man~, ;JJQi 1 :mm Q)(JJ mem om 10 \JmCfcJI m em ~ crmrr %1

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.

(cprrm MRtlGc41 mt 3mT n UQi't ft~nPoJt~It mt tmar n mp it)
(Please read carefully the guidelines before filling the entries)

(aI) 'crmf foll)l!lC;ot' em ~qiQ>ot (mmoT em 3fR 50% m.m)
(A) Assessment of 'Work Output' (weight age to this Section would be 50%)

!!R1Clc;otY,OIl<'fct)Q>ot mftI<t>rtty,otl<'fct)Q>ot
mftrnmt

(:RG3! 8/WI-S <m ihr 2)mftrnmt m am:JllR
Reporting

Reviewing Authority
Initial of Reviewing

Authority

(Refer Para 2 of Part-5)

Authority
(i)

3WTCm; 715Rf/Translation Work

(ev) 3~ c15l:~~, ~~~I Fcrnrar, ~oW srnn Fcrnrar cPT"ffiOf1(A)

Knowledgeofterminological,

grammatical

andlinguisticaspectsof

translation. (:m-) ~ "@T c15l:mcrmoft ~ §1I f<D~ cPT~lo:tlX)l~dcp ~ (R &fl: mcmr, 3~ cPT~llfIf<'rCP ~ oW l\IIUOIlRICll"lOfi ~, ~ nWwft 3~~c15l:~ I(B)

Abilitytotranslatewithspeedand

accuracy taking care to see that faithfulrendering of the original does not effectsimplicity, natural form of expression andintelligibility.(~) srnn3rr if> «R<iIJ cp) ~ c15l:emm nWgoRtmurcvm mm ~~ c15l:~I(C) Comprehension of the languages andability to effect improvement in the processof vetting.(u) ~ ~ ~uR dIT!3~;ft ~ 0Jtarcrfr'Rii 3~ mmt cp) c;m:;rror ~ ~ if> fc1q ~lJO[
'" '"I

(D) Attention to avoidance of mistakes anddefective

translationcorrectedbythe

superior officers. (ii)

~didtQlMC1 cmcf c15l:~/f<'r&r m- 3ITtJR (R
3~cmcf

24



Accomplishmentofplannedwork/work

allotted as per subjects allotted.{Hi

m~c15t~
Quality of Output(iv)

3111Ql<:;1,<Ii<P m c15t~/f<mr ClJQ" 3~m
mlAccomplishment

ofexceptional

work/unforeseen tasks performed. '~<t>Rif' m TO ~ ~ /Overall grading on 'Work Output'.

25
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(<I) 'caRt-OdiO Fcr~)QcrrJir <PI "tcqi<Pot (~3IJdI<PI SIR 50% m<m)

(A) Assessment of 'Personal Attributes' (weight age to this Section would be 50%)

MlildC;ot ~~otfc1C'1.)<pot~otfc1d1<pot

Reporting Authority

~~ w- JIlTIl}R"
(:m:8i 3lJUT-$<f)f lhT 2)

Initial of Reviewing
Reviewing

Authority
Authority (Refer Para 2 of Part-S)(i)

mcl5t3~
Attitude to wok(ii)

Ma-Jicall. cpr mu

Sense of responsibility(iii)
3R!I~IR1oIcpr 3RFeJUI

Maintenance of Discipline(iv)

<imrur~
Communication skills~~(v)

Leadership qualities

(vi)

c;cr cl5t8IICIolIj'j: m ctm5l cl5t arnm

Capacity to work in team spirit(vii)
mrcr-~ cpr 3~ ctm5l cl5tarnm

Capacity to adhere to time-schedule(viii)

~ ~li<tOdlO :cit<iu

Inter-personal relations(ix)

mrn m:r Qci ~C1,Q

Overall bearing and personality'caRt-OdiO Fcr~funrJir tUTff f.lrcrrcm- ~ /Overall grading on 'Personal Attributes'.

3IJdI-4

PART-4

~
GENERAL

1. 0!OITlIit:cit<iu (\Jffii afiwi'l;Kr)/ Relations with the public (wherever applicable) :

(0!0ITlIcl5t3rrcr~mPcTI3ITcpr dlCl..!CiiRl'Q Qci 3rftI<vRt ncp 3rtWam (R cpLRll fEcquft ~/ Please comment on
the Officer's accessibility to the public and responsiveness to their needs.)
I

2. ~Iewr / Training:

(cpLRll3rftI<vRt cl5tn8IIFcmJQci marnm3IT j'j: 3!h- 3r:fUcp~UR 3!h- ~ ctm5l cl5tc& it ~ ~Iewr w- ~

26



~~I qji/ Please give recommendations for training with a view to further improving the

effectiveness and capabilities of the Officer.)

27



-6-

4. ~rclOll\Ol/ Integrity:

(cpqm 3rftrctsRt clSt~rclOll\OlIR f?:cquft'f;/ Please comment on the integrity of the officer)
I

5. u:f7fcrc;or3IftJ:c!sRt&:RI 3IftJ:c!sRtclStm=RTI fu~'rnm3rr clStC!5ffiIC"R'<fu (~8IOI 100 ~IiX:'t<11:), ~ <ImiCcleBr

Qti C[5(Jf<ImiCcleBr, 3RllURUI 31mf'~, ~ 3RIlI5ffiTI3IT(:80&t : lllldI-2 WI 3(3[) Qti 3 (&)) Qti ~ crull

w- uFrr 3~ ~Ilfircr i:t/ Pen Picture by Reporting Officer (in about 100 wards) on the overall
qualities of the officer including area of strengths and lesser strength, extraordinary

achievements, significant failures (ref: 3(A) & 3(8) of Part-2) and attitude towards weaker
sections.

6. u:f7fcrc;orw- lllldI-3 w- ~ 3[ 3m ~ & <Ii: ~ <mz 8IRiw w- 3ITtIRU~ ~ ~ <:i<ccurdi<P ~ /Overall
numerical grading on the basis of weightage given in Section A and Section 8 in Part-3 of the

28



Report.

RIIOf/Place .

~/ Date .
Report .

~ 3Iftrcp-Rj- W-l'RTIIeR

Signature of the Reporting Officer

0IIdfElP 3raR't <i'i:

Name in Blok Letters

fullt d5t 3rcffi'r <i'i: uc;arm

Designation during the period of

29



-7-

3If<JI-S

PART-S

... r.f...J\ __ 3~ c6t 3{~ /REMARKS OF THE REVIEWING OFFICER

1. ~otf<!ctJ.CPot 3~ ~ 3ftfior cl5t orS itcrr cl5t 3rofu

Length of service under the Reviewing Officer:

2. CRlI 300 llIIdI-3 q llIIdI-4 ~ Fol<m1C!5RfoW fcrfilraor ~ ~ ~u <iI~ 3Iftrcm:ft &R1li1:>Q ~ ~C'"<UCPOjit
~ ~? CRlI 300 3Iftrcm:ft cl5t 3RIItlRlJf 3"ClC1:f0tRJl/~ 3RI1:1JffiTI3rr ~ ~u <iIli1:>Q~ ~C'"<UCPotit
~ ~? (~M: llIIdI-3(3f) (iv) oW llIIdI-4(S). (~3OO ~ 3ITtlCl'5tit &R1li1:>Q ~ ~ ~ ~

<:i=.d-jCP ~C'"<1.iCPotit ~ c;uft~, m cpucrr 3ruorr d-je<ucpot ~ m ~~ ~ mar ;fj- ~ oW [(\adilotru em
3ImeRem-)1

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: Part-3(A) (iv). (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)

ID /Yes c;uft/No

3. 3R'1QdI(f a't5t cl5t ~;fj- cpLRII ~ C\5RUI<m:Ilt, CRlI ~ Q<fi QICf3m300 ~ ~?II ~ uum ~?
In case of disagreement, please specify the reasons. Is there anything you wish to modify or add?

4. ~otf<!ctJ.CPot 3Iftrcm:ft &R1 Q5(ffi C'R<!RI cpucrr ,!{dilctJ.Uot em- (CIdI3fdI 100 ~~ <iI) ~ 3Iftrcm:ft cl5t <I<JRTI
fc'r~3rr cl5t ;mJf~~ eBr Qci Cf5(Jf;mJf~~ eBr Qci ;:mcBt ~ crall ~ IDIT 3Ifiruffn ~J::IfiHCroIl'" c

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.

30



5. ~ i'iJ 9IT<lT-3i'iJ ~ 3f 3fu ~ ~;It ~ dfQ'8lRi~I i'iJ 3ITtlR (R gscr ~ ~ ~ /Overall
numerical grading on the basis of weightage given in Section A and Section B in Part-3 of the
Report.

~oUGc1'iCP013rftmmt i'iJ 6RIIllR

Signature of the Reviewing Officer

~/Place :

~/Date:

Report.. .

arm WQ) 3fl)R't <it

Name in Blok Letters

fullt d5t 3rufu i'iJ mror qQcjjJdf

Designation During the period of

31



(i)

(ii)

(ii i)

(iv)

-8-

~~~ ~ ~ m~ QQN31R~ -Reidt ft~IItat~I

Guidelines regarding filing up of APAR with numerical grading

~3IR w- ct5icr<JIfcrfucm mmoft 3m- t<'llotlldcp oW lRIfco ~ mQQ 3ROII ~I
C"> ~

The columns in the APAR should be filled in with due care and attention and

after devoting adequate time.

~ 3rr~II <fit \JIITft6 fcp 1 3ImIT 2 w- fcp<ft ~ (~m <II Fcr~3IT <II ~ n
~) w- ufc1<=RC1cril ~If)C 3i<iLPC1C1l3ITw- dIIdf<ft ctm<H fWr <ft lRIfco ~ ~ 3~ ftm
~ 3m -gfi II<PR 9 3rmrr 10 w- fcp<fi ~ ib ~EI <i't Pct:BJlX':~tRIT w- ~EI <i't

3~ ftm ~I ~ 1-23ImIT 9-10 FcIm- Qillr 6, 3IIT: 30ICPI 3~ ~ ~ <fit

~ ~I ~cp ~ ll0IOI cvm 6Q .Yfl1.21C;01Qti: llotfddl CP01!IIfucptndi cUt ~~ '"
3rfucr>Rt CI5IG\Jd:FoI~ ~ 3Icltor ~ ~ <ft crctmoI WRIm: <iQ~llfdldi c15t ClC'lOII <ft'"

CNOII~I

It is expected that any grading of 1or 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 office against a larger

population of his/her peers that may be currently working under them.

~3IR CI5I8 i'l: 10 w- ~ CI5I~ "~" Fcmr ~ oW <id}CP-lUl/W.uotf?t U:> faQc C">

3IRm w L<1lCPc15tiYIUlOII~ ~ faQ WL<1lCP9 ftm ~ I

APARs graded between 8 to 10 will be rated as "Outstanding" and will be given

a score of 9 for the purpose of calculating average scores for

empanelment/promotion.

~3IR CI5I6 oW 8 i'l:CVdIU:> ~ CI5I~"~ 3ImI" Fcmr ~ oW WL<1lCP7 ftm
~I

APARs graded between 6 and short of 8 will be rated as "Very Good" and will

be given a score of 7.

(v) ~3IR CI5I4 oW 6 ~ CVdIw- ~ CI5I~ "3rc:rn" Fcmr ~ oW WL<1lCP5 ftm ~I

APARs grated between 4 and short of 6 will be rated as "Good" and given a
score of 5.

(vi)
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APARs graded below 4 will be given a score of "Zero".

********
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