
CENTRAL UNIVERSITY OF JAMMU 

Rahya –Suchani (Bagla), District Samba -181143, Jammu (Jammu & Kashmir) 

  

 

okgu pkyd@eSdkfud@xLVsVuj vkWijsVj@ 
fMLip jkbMj ds fy, 

okf"kZd dk;Zfu"iknu ewY;kadu izfrosnu 
  

ANNUAL PERFORMANCE APPRAISAL REPORT 

FOR   DRIVERS/ MECHANICS/GESTETNER OPERATOR/DESPATCH 

RIDER  
 

 
 
deZpkjh dk uke  
Name of Employee ………………………………………………………….………… 
 
 
 
lekfIr o"kZ@vof/k dk izfrosnu 
Report for the year/period ending :……………………………………… 
 

 



oS;fDrd C;kSjk 
PERSONAL DATA 

 
Hkkx & 1 
PART – 1 

¼iz'kklfud vuqHkkx }kjk Hkjk tk,½ 
(To be filled by the Administrative Section) 

 

1. deZpkjh dk uke …………………………………………………………………………………………………………………………….. 
 
Name of the employee………………………………………………………………………………………………………………. 
 

2. tUe frfFk% fnu@ekg@o’kZ         ………/……/…………                  (“kCnksa esa)………………………………………………. 
 
Date of Birth (DD/MM/YYYY) ………/……/…………                  (In words)…………………………………………… 
 

3. /kkfjr in dk inuke ………………………………………………………………………………………………………………………… 
 
Designation of post held …………………………………………………………………………………………………………….. 
 

4. D;k vf/kdkjh vuqlwfpr tkfr@tutkfr dk gS\………………………………………………………………………………………… 
 
Whether the officer belongs to Scheduled Caste/Scheduled Tribe?............................................. 
 

5. orZeku xzsM esa lrr~ fu;qfDr dh rkjh[k 
 
Date of continuous appointment in the 
present grade  
 

fnukad …………………… 
 
Date ……………………. 

xzsM ……………………… 
 
Grade …………………. 

6. o’kZ ds nkSjku NqV~Vh izf”k{k.k bR;kfn ij jgus ds dkj.k 
M~;wVh ls vuqifLFkfr dh vof/k 
 
Period of absence from duty on leave, 
training, etc, during the year 
 

 
 
  
 

 

 
 
 

  



Hkkx & 2& fjiksVZ fy[kus okys vf/kdkjh }kjk ewY;kadu 
PART – 2–  ASSESSMENT BY THE REPORTING OFFICER 

1- LokLF; dh fLFkfr 
 State of health …………………………………………………………………………………………………………………………… 

2- fuiq.krk Lrj 
 Skill level          …………………………………………………………………………………………………………………………… 

3- okgu vfLr;ksa@e”khufj;ksa ds j[k&j[kko easa yxu 
 Diligence in Maintenance of vehicles assests/Machineries……………………………………………………… 

4- “kh?kzrk 
 Promptness…………………………………………………………………………………………………………………………….. 

5- le;fu’Brk 
 Punctuality……………………………………………………………………………………………………………………………… 

6- dfBu ifjfLFkfr;ksa dks lEHkkyus dh ;ksX;rk 
 Ability to handle difficult situations………………………………………………………………………………………… 

7- vuq”kklu ds izfr mRrjnkf;Ro 
 Amenability to discipline………………………………………………………………………………………………………… 

8- lg deZpkfj;ksa ls lEcU/k@tu lEidZ 
 Relations with fellow employees/Public Relations………………………………………………………………… 

9- lR;fu’Bk 
 Integrity…………………………………………………………………………………………………………………………………. 

10-  isij [kpZ djus dk fjdkMZ j[kuk 
 Maintain indents and record of consumption of paper properly………………………………………….. 

11- e”khu dks lkQ lqFkjk j[kuk 
 Keep the Machine in prefect neat and clean…………………………………………………………………………. 

12- ;ksX;rk xLVsVuj vkWijsVj ds :i es 
 Ability as a Gestetner Operator……………………………………………………………………………………………. 

13- lkekU; ewY;kadu 
 General Assessment……………………………………………………………………………………………………………. 

fjiksVZ fy[kus okys vf/kdkjh ds gLrk{kj 
Signature of the Report Officer 

 
LFkku%       lkQ v{kjksa esa uke % 
Place:……………………….      Name in Block Letters :…………………………………………… 
 

inuke% 
Designation:…………………………………………………………… 

 
fnukad%       fjiksVZ dh vof/k% 
Date :……………………….     During the period of Report: ……………………………………  

   



 
iqufoZyksdu vf/kdkjh ds gLrk{kj 
Signature of the Reviewing Officer 

 
LFkku%       uke lkQ v{kjksa esa% 
Place:……………………….      Name in Block Letters :………………………………………….. 
 

inuke% 
Designation:……………………………………………………………. 

 
fnukad%       izfronsu dh vof/k esa% 
Date :……………………….     During the period of Report: ……………………………..  

   
 
 

la[;kRed Js.khdj.k ls lkFk ,ih,vkj Hkjus laca/kh fn’kkfunsZ’k 
Guidelines regarding filling up of APAR with numerical grading : 

 
(i) ,ih,vkj ds LraEHk fof/kor lko/kkuh vkSj /;kuiwoZd rFkk i;kZIr le; nsrs gqw, Hkjus pkfg,A 
 The columns in the APAR should be filled with due care and attention and after devoting adequate time. 
 
(ii) ;g vk”kk dh tkrh gS fd 1 vFkok 2 ds fdlh oxhZdj.k ¼fuxZr dk;Z ;k fo”ks’krkvksa ;k dqy feykdj Js.khdj.k ds izfrdwy½ dks fof”k’V 

vlQyrkvksa ds ekxZ ls dye fp= esa i;kZIr :i ls vkSfpR; fn;k tk,xk vkSj blh izdkj 9 vFkok 10 ds fdlh Js.kh ds laca/k esa fof”k’V 
miyfC/k;ksa ds laca/k esa vkSfpR; fn;k tk,xkA Js.kh 1&2 vFkok 9&10 fojy gksrh gS vr% mudk vkSfpR; fn, tkus dh t:jr gSA lkaf[;d 
Js.kh iznku djrs gq, izfrosnu ,oa iqufoZyksdu izkf/kdkfj;ksa dks fdlh vf/kdkjh dk ntkZfu/kkZj.k muds v/khu ogh la[;k esa orZeku esa dk;Zjr 
lg;ksfx;ksa dh rqyuk esa djuk pkfg,A 

 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 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) ,ih,vkj dk 8 ls 10 ds chp dk oxhZdj.k ^mRd̀’V* fy;k tk,xk rFkk lwphdj.k@izksUufr ds fy, vkSlr izkIrkad dh x.kuk djus ds fy, 

izkIrkad 9 fn;k tk,xkA 
 APARs grade between 8 and 10 will be rates as “outstanding” and will be given a score of 9 for the purpose of 

calculating average scores for empanelment/promotion. 
 
(iv) ,ih,vkj dk 6 rFkk 8 ls NksVk ds chp dk oxhZdj.k ßcgqr vPNkÞ fy;k tk,xk rFkk izkIrkad 7 fn;k tk;sxkA 
 APARs graded between 6 and short of 8 will be rated as “very good” and will be given a score of 7. 
 
(v) ,ih,vkj dk 4 rFkk 6 ls NksVk ds chp dk oxhZdj.k ßvPNkÞ fy;k tk,xk rFkk izkIrkad 5 fn;k tk;sxkA 
 APARs graded between 4 and short of 6 will be rated as “good” and given a score of 5. 
 
(vi) ,ih,vkj dk 4 ls de oxhZdj.k ß”kwU;Þ fy;k tk;sxkA 
 APARs graded below 4 will be given a score of zero.  
 


