
:ffiI ~~r <;;RUIQcitm g~ImOI

U. T. Administration of Daman & Diu

~ ~ 3totClIC;<P <PI ~ <PldfdtCl-lIc;ot cHc<li<pot fu:Ut~ ~
ANNUAL PERFORMANCE APPRAISAL REPORT OF JUNIOR HINDI TRANSLATOR

3IftIcI5RT <PI arm

Name of the Officer :-

<Ji5rrcRr/fuITcll/ct5Rlfa<r

Ministry/Department/Office of

:mnf(o mf/3JCIfu <PI ~

Report for the year/period ending

3IIdI-l

PART-l

(l<lRD<P cxrn

PERSONAL DATA

(Pcr3IfilT m- mi1tm mmnPor<P J~3IfilT J;rn m- ~ m-~)
(To be filled by Administrative Section concerned of the Department)

1. 3IftIcI5RT <PI arm/Name of the Officer :-

2.

3.

\JlaJI c15t mfrm: (~/m3:/mf)
Date of Birth (DD/MM/YYYY)

crrImor mnt j'j- ~ ~ c15t mfrm: :­
Date of continuous appointment to the

Present grade

(~~j'j-)

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

fuoricp mnt

Date .
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4. crctmor ([Q ITW;m \:R ~ c§t crrfucr :- ([Q

Present post and Date of appointment thereto

~
Post Date

5. crd Mm:R 3~ c§t 3mfu (¢t, ~Imur 3J:J:fu\:R) ~ 3CI?[ 3rftrcpRt 6T~ ~Imur fffi:rr 3 m
;mcpJ fu<Rur ~/Period of absence from duty (on leave, training etc.) during the year. If he has

undergone training, specify:
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3JIdT-2

PART-2

~ J~ <PI !lRtd<;O\ Pcmrr ~ % ~ PH m- \JIfoT m-lID!

To be filled by the officer reported upon

(cpmrr !lRlR<:<.i1em moT nQQIT J~tliT em emor nlI<¥ el)
(Please read carefully the instructions before filling the entries)

1. ~ Cf5T~fi'rcRur/ Brief description of duties:I

2. cm<f i't> ;ill CI~/3t~~/ t~ 3rrt:I<5tRRi 3rcrot:fffir f5rtlIDcr fcm: oT -m 3I:!tfcp fffir f6rtlIDcr fcm: <m< oT 30f

(qfuuur/<flI5II -m 3RRr~ <i'i:)~ c:Bt 3IJO-CRf~ m~ i't> 3ITtlR (R ~ 3fu ~ CI~ it 3[1:fOft~r

~ I (3C;I{RU[i't> fffir 3I:!tfcp![8IJd[i't> fffir cnfijcp cm<f mnorr)

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)

CI~/3t~~/t&r

Ta rgets/Obj ectives/Goals

36
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Achievements



-3-

3. (3r) cpum dIe;-2 ;jj-m ~ cr~/3t('cll/ t-&IT cl5tmfH ;jj-ill m C!5fJrcil ern "ReN ;jj-~
cWl ~cr~cl5tmfH;jj-~<rrmmoTm-q~1

• 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.
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(q)

(B)

CfITRIT dOl <JIc:lem 8ft ~ cp) ~ CI51l15t 3Ifucp ::mill'0Ui'Ii ~ 33£R 3"O!Jt 3r05r

~em8ft~CP)1

Please also indicate items in which there have been significantly higher achievements
and your contribution thereto:

4. CfITRIT ~ cp) fcl5 CRII ~ ~ mf c15T3l.'CICIJiQfr'n CIJf&p fcrcRuft Fortdfur mfuIT

3r~ ~ mf it dfTl..'qcil mf ct5l:31 ~ i"I<'P CNf Q:QTeft ~ cl:tl <1fu auft m fclCRur CNf cr.mcir c15TmfuIT
eft~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.
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~:
Date :- .

39

~ ~ ~ 3rftrcvr;ft m- Q8[IeR

Signature of officer reported upon
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3IT<lI-3

PART-3

-.l.i~lCcH<P ~ CD! FoI£IRur !Afc1d<;o1om l101rof~&JUl mfWvrlt ~ Fctmr \illOII ~ \ill 1-10 if> itJIfo't
-=>

1:R Q)orr~, \iffii 1 mrn: <DcH ~ CD!om 10~ ~ CD!~ CPmI ~I
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.

(~ ~Rtl6cq1 <P1 3INtit ~ ~tl~tlrr <P1r-mor it mp IT)

(Please read carefully the guidelines before filling the entries)

(3£) 'amf ldtl)IHC;OI' em ~qi<poI (~3IT<lI em 3lIT 50% m<m)

(A) Assessment of 'Work Output' (weightage to this Section would be 50%)

~Rt~'ic;oI~oIRfci)<poI :mftJ:mrtt~oIRici)<poI
:mftJ:mrtt

(:m:al 8f[df-S (I5J ihr 2):mftJ:mrtt iT> 3mTflR
Reporting

Reviewing Authority
Initial of Reviewing

Authority

(Refer Para 2 of Part-5)

Authority
(i)

3fijf('f[i'; ll5Rf/Translation Work

(cv) 3~ cPt ~~, ~~~I~, ~oW 8IDTI~ cpr ~I(A)

Knowledgeofterminological,
grammatical

andlinguisticaspectsof

translation. (~) ~ Q[(f cPt ~:rcmlofi ~:§lZ fc'p~ cpr ~fOJ.l)()l~dcp ~ LR 8ft <RffiTI, 3~ cprNHIJ:!fcrcp~ oW mEf<JIRIm QO{t~, W'Cft milW 3~ ~ cPt cit<Rmr I(B)

Abilitytotranslatewithspeedand

accuracy taking care to see that faithfulrendering of the original does not effectsimplicity, natural form of expression andintelligibility.(df) 8IDTI3ITw- ~ em ~ cPt amm oWgadtarur ~ mICr ~tJ:RN cPt cit<Rmr1(C) Comprehension of the languages andability to effect improvement in the processof vetting.(u) ~ &:RI~uR- OIQ 3'WfE <fi: ~ ~
~ 3IR '5IfV:IT em c;QRI or IDa- ~ w- fu1z RIIor

'-" '-"I
(0) Attention to avoidance of mistakes anddefective

translationcorrectedbythe

su perior officers. (ii)
l!,dfOJ.4lMn cprcf cPt ~/~ w- 3ilUR lR

3~cprcf
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Accomplishmentofplannedwork/work

allotted as per subjects allotted.(Hi

m~cBt~

Quality of Output(iv)
3111CllCil,d:\CV m cBt ~/fc'J.5Q <m2" 3~m

mlAccomplishment

ofexceptional

work/unforeseen tasks performed. '~<I5Rif' {U TN f.lJcrIcm ~ /Overall grading on 'Work Output',
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(<I) 'oqRtCldlCl ta~1trnr3iYem c1bC'<1j<pot(m 3II<JT em HR 50% mm)
(A) Assessment of 'Personal Attributes' (weight age to this Section would be 50%)

MRt~<iot mftI<m:ft~ ot«1 ctl <Pot~ot«1ctl<POI

Reporting Authority

mftI<m:ftmftI<m:ft m- 3ffi'larr
(:!iG1lI3f[O!-S <rn lffi 2)

Initial of Reviewing
Reviewing

Authority
Authority (Refer Para 2 of Part-5)(i)

CDRfd5t3~cAttitude to wok
(ii)

M<l-ci'icilll cpr ~u

Sense of responsibility(iii)
3~9lR1oI cpr 3~8IUI

Maintenance of Discipline(iv)

~~
Communication skillsiillycr~(v)

Leadership qualities

(vi)

c;cr d5t llIIQOlIcJj- CDRfwm d5t amm

Capacity to work in team spirit(vii)
mm-wfJu:fi cpr 3~ wm d5t amm

Capacity to adhere to time-schedule(viii)

{R<{R CXJf<tCld!O ~u

Inter-personal relations(ix)

:mrn rrfcr Qti ocll<to,Q

Overall bearing and personality'oqRtCldlCl ta91trnr3iY m~ ~ ~ /Overall grading on 'Personal Attributes',

3II<JT-4

PART-4

~
GENERAL

1. 0f0f<'UR ~u (0I6i 8ft ~)/ Relations with the public (wherever applicable) :

(0f0f<'U d5t 3IIQ9mIXII3ITcpr drCl-lCilRI,Q Qci3rftrc!:>RtffiP 3rf3'rum1:R <p1Rll ftcquft 'f!i/ Please comment on
the Officer's accessibility to the public and responsiveness to their needs.)I

2. ufuI8IUI/ Training:

(<p1Rll 3IfUct5Rtc6t uarrFcrm QciCDRfamm3ITcJj- 3IR 3Ifucp ~tIR 3IR ~ wm d5t c& R ;mW- ~I8IUI U'l fm!­
42



furvIf!~I cr5'i/ Please give recommendations for training with a view to further improving the

effectiveness and capabilities of the Officer.)
I
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3. ~<'IcPt fRIfrr / State of Health:

4. <ir<UclIOOI/ Integrity:

(~3rIT'rcPRt cPt<irclOJlOO! "CR~ 't/ Please comment on the integrity of the officer)
I

5. ~ 3rIT'rcPRt &m 3rIT'rcPRt d5tmmr Fcr®TI1I3ITd5t <l5C1cJI m<fu (ClclT8IdI 100 ~~ M), m;R m~<fIlBr

Qti WJI m~-d1lBr,3RIIURlJf ~RIi:, ~ 3Rf[1)('l(U3IT (~3t: ~-2 CI5T 3(3r) Qti 3 (\\I)) Qti ~ <I<liI

w- :ufct 3~ ~~ m/ 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(B) of Part-2) and attitude towards weaker
sections.

6. ~ w- ~-3 w- ~ 3r 3IR ~ \\I M ~ crnr 3mi:~I w- 3ITtIR"CR ~ ~ <1-lCCllr<Hcv~ /Overall
numerical grading on the basis of weightage given in Section A and Section B in Part-3 of the
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Report.

~/Place .

~/ Date .

Report .

~ 3JftJ:cpRt ~ QRlIW

Signature of the Reporting Officer

omr~3IeRl;fj­
Name in Blok Letters

fuilt cf5t 3rcr:ttr ;fj- ~

Designation during the period of
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Sff<JI-S

PART-S

0( A 3Iftm>rtt mt 3f~ /REMARKS OF THE REVIEWING OFFICER

1. ~ai2:c-f1qJol 3J:ftrcDRt W- 3rtfioI c15T~ Jlcrr c15T3rcrttr

Length of service under the Reviewing Officer:

2. CRII 3r:rq lHIdI-3 Q llfIdI-4 W- ~ Cf5Rl'oW f<mroor <pIT W- ~tr;ft ~ 3J:ftrcDRt &:RI tmQ- dIQ "!.('~LiqJol -R

~ 3? CRII 3r:rq 3J:ftrcDRt c15T3RIItrRUI ~~/~ 3RI!l5C'fiTI3ITw- ~tr ;ft tmQ- dIQ "!.('~qJol -R

~ 3? (<R:-M:llfIdI-3(3r) (iv) oW llfIdI-4(S). (~3r:rq ~ 3~ &:RT fcm!- <m< ~ w- ~

<i<eqj,d1lIJ "WQiqJol ~ ~ ouft g, m ~ 3ruorr "tC'~qJol ~:ill6 w- ~ dIQ mM;ft ~ mil RtCidtiolru CI'i't

3lIEIllR <:rQ) 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)

(/ /1''1

I ill/Yes I ouft/No

3. 3~ ~ c15TfurFrr;ft ~ ~ Cf5RUI&'fIQ-, CRII qs)-{ Mt mer 3 grn- 3r:rq ~ ~ err ~ ~ 3?
In case of disagreement, please specify the reasons. Is there anything you wish to modify or add?

4. ~ai2:c-f1qJol 3~ &:RI Q'5ffi1 CR<fu1 ~ ~dtic-f1Qol <:rQ (RdI8fdI 100 9IG<IT;ft) f5Rr;ft 3~ ci5t mer
fcI9moI3i'i ci5t m<R~cf eBr Qti CD<lIm<R~<f eBr QCi ;mci5t c;tcr ~ w- mTI 3~ 9II:fJrcr 611'" 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.
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5. ~ u.s- llf[<ij"-3u.s-~ 3r 3m- ~ (Sf;H tm cmr 8IRT~I u.s-3rrrm 1R gm ~ <f<lXllrdiCP~ /Overall

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

~ oJ.fde1i cpO! 3rftrcvrtt u.s-QRITeR

Signature of the Reviewing Officer

R.lIOI/Place :

~/Date:

Report... .

0IJdf mID 3r8RT J'i

Name in Blok Letters

fuiIt cl5l:3rcrltr u.s-Wror ~

Designation During the period of
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(i)

(i i)

(iii)

(iv)

----- -------- ------ -----------

-8-

~ w-:m~~3IR mil ~clt ~9~~H

Guidelines regarding filing up of APAR with numerical grading

~JIR w- ~ f<ill'Icm mcruroft 3m- tQJ0111dcooW ~ ~ m Ql! 3ROlI ~I'" ~
The columns in the APAR should be filled in with due care and attention and

after devoting adequate time.

-em 3rr~rr cl5t i3ill'fi ~ fcp 1 3r~ 2 w- ~ ~ (~m en f<I~3rr en ~ lJiC1lCO<

~) W-lli?t~C1 cp)~:rtX:" 3i~lPC1ru3rr w-lJITdf;fj-CJ.5C'rnfWr;fj- ~ ~ it 3~ ~
\JIIQ<Jll 3m- ~ !ICPR 9 3raa::r 10 ib ~ ~ ~ ~u it ~Il'l<:" 31R'If'~ Q> ~u <Il

J~ ~ \JIIQ<Jll1 ~ 1-2 3r~ 9-10 fcIm Q)m ~,Jm: 30ICPI J"fi:fuffl ~ ~ cl5t

\JRC}Rf ~I .mfhtco ~ rmIOI ~ Ql! JJfc1d.C01Q<i llotf<!cGCOO1!IIftlcotQdj cp) ~~ '"

JIfUcp-Rt Cl5TWIffiJruhur 3Ofcb- Jrdlor qlft mccn cJt crctmoI ctJRIm ~Q~ldj cl5t c=raorr cJt'"
CfmJlI~1

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 office against a larger
population of his/her peers that may be currently working under them.

~JIR Cl5T8 it 10 <b & Cl5T~ "m" FcRrr \JIIQ<Jll oW ~dlco<ui/lliaotfc1 w- fffi!c '"
Jm-m ill L<1.ico cl5t arurorr ~ w- fffi! ill L<1.ico 9 ~ \JIIQ<Jll1

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
em panel ment/promotion.

~JIR Cl5T6 oW 8 it CI5dIw- & Cl5T~ "~ JILrn" FcRrr \JIIQ<Jll oW illL<1.iCO7 ~
\JIIQ<Jll1

APARs graded between 6 and short of 8 will be rated as "Very Good" and will
be given a score of 7.

(v) ~JIR Cl5T4 oW 6 it CI5dI<b & Cl5T~ "JIUJI/ FcRrr \JIIQ<Jll o~rr illL<1.iCO5 ~ \JIIQ<Jll1

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

(vi)

48



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

********
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