
नोटः वािषर्क कायर्िनçपादन मूãयांकन प्रितवेदन का प्रपत्र नीले कागज पर मुिद्रत िकया जाए। 
Note: APAR form to be printed on blue paper 

 
 

 
 

भारतीय वािनकी अनुसंधान एवं िशक्षा पिरषद के वगर्-। के  
अंतगर्त आने वाले तकनीकी कमर्चािरयɉ का  

वािषर्क कायर्िनçपादन मãूयांकन प्रितवेदन 
 

Annual Performance Appraisal Report  
for Technical Employees of 

Indian Council of Forestry Research & Education  

under Category-I 
 
 
 
 
 
 

अिधकारी का नाम …………………………………..…………...………………… 

Name of Officer ……………………………………………………………………. 

समािÜत वषर् /अविध का प्रितवेदन ……………..……………...…………………... 

Report for the year/period ending …..……………………………………………… 



भारतीय वािनकी अनुसंधान एवं िशक्षा पिरषद संèथान ……………………………………………… 
I.C.F.R.E.  Institute ………………………………………………………………………………. 

प्रपत्र 
Form 

 

भारतीय वािनकी अनुसंधान एवं िशक्षा पिरषद के वगर्-। के अंतगर्त आने वाले तकनीकी कमर्चािरयɉ 
का वािषर्क कायर्िनçपादन मूãयांकन प्रितवेदन 

Annual Performance Appraisal Report for Technical Employees of Indian Council 
of Forestry Research & Education, under Category-I 

 

समािÜत वषर्  / अविध का प्रितवेदन ……………………………………………………… 

Report for the year/period ending ………………………………………………… 
 

वैयिक्तक Þयौरे 
PERSONAL DATA 

भाग-1 
Part-1 

(मंत्रालय /िवभाग /कायार्लय के सàबंिधत प्रशासिनक अनुभाग ɮवारा भरे जाने के िलए) 
(To be filled by the Administrative Section concerned of the Ministry/Department/Office) 
 

1. अिधकारी का नाम  ……………………………………………………………….... 
 Name of the Officer 

 
 

2. जÛम ितिथ: / Date of Birth:  
 अंकɉ मɅ (िदन/माह/वषर्): ………………………………………………………………... 
 In figures (DD/MM/YYYY):  
 शÞदɉ मɅ: ………………………………………………………………... 

 In words: 
 

 

3. वतर्मान पद ………………………………………………………………... 
 Present post held 

 
 

4. वतर्मान पद पर िनयुिक्त की ितिथ ………………………………………………………………... 
 Date of appointment to the present post 

 
 

5. क्या अिधकारी अनुसूिचत जाित/जनजाित का है? ………………………………………………………………... 
 Whether the officer belongs to Schedule 

Caste/Schedule Tribe? 
 

 

6. वषर् मɅ कायर् से अनुपिèथित की अविध (प्रिशक्षण, 
छुɪटी आिद)। यिद उक्त अिधकारी ने प्रिशक्षण िलया 
है तो उसका िववरण दɅ। 

………………………………………………………………... 
 
………………………………………………………………... 

 Period of absence from duty (on training, 
leave etc.) during the year. If he has under 
gone training specify. 

 
………………………………………………………………. 

 
 

(प्रशासिनक अिधकारी के आɮयाक्षर) 
(Signature of Administrative Officer) 

 
 
 
 



भाग - 2 – èव मूãयांकन 
Part - 2 – SELF APPRAISAL 

 

(उस अिधकारी ɮवारा भरा जाए, िजसका प्रितवेदन िलखा जाना है) 

(To be filled in by the Officer reported upon) 

(कृपया प्रिविçटयां भरने से पहले अनुदेशɉ को Úयानपूवर्क पढ़ लɅ) 
(Please read carefully the instructions before filling the entries) 

1.  कतर्åयɉ का संिक्षÜत िववरण  

Brief description of duties 
 
 
 
 
 
 
 
 
 
 
 
 

 

2.   ………………… से  …………………... तक के वषर्/अविध के दौरान आपके ɮवारा िकए 
गए कायर् का संिक्षÜत सार वƣृ 

Brief resume of the work done by you during the year/period from …………..… to …………….. 

(िदया जाने वाला सार वƣृ 100 शÞदɉ से अिधक न हो) 
(The resume to be furnished should be limited to 100 words) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

èथानः/Place: 

िदनांकः/Date: 
अिधकारी, िजसका प्रितवेदन िलखा जाना है, के हèताक्षर 

Signature of the officer reported upon 



भाग - 3 - प्रितवेदन िलखने वाले अिधकारी ɮवारा मूãयांकन 
Part - 3 - Assessment by the reporting officer 

 
 

(कृपया प्रिविçटयां भरने से पहले अनुदेशɉ को Úयानपूवर्क पढ़ लɅ) 
(Please read carefully the guidelines before filling the entries) 

 

1. कायर् िनçपादन का मूãयांकन (प्रितवेदन अिधकारी ɮवारा प्र×येक गुण/िवशेषता के िलए आंिकक गे्रिडगं दी 
जानी चािहए जो िक 1 से 10 तक के पैमाने पर होनी चािहए िजसमɅ 1 का ता×पयर् िनàनतम गे्रड से और 
10 का उÍचतम गे्रड से है। 
Numerical grading is to be awarded for each of the attributes by the reporting authority which 
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to highest. 

(क)  कायर् िनçपादन का मूãयांकन (इस खंड की तरजीह 40% होगी) 
(A) Assessment of work output (weightage to this Section would be 40 %) 

 प्रितवेदन िलखने 
वाले अिधकारी 
ɮवारा िदया गया 

गे्रड 
Grades by 
Reporting 
authority 

समीक्षा अिधकारी ɮवारा 
संषोिधत गे्रड (यिद èतàभ 

2 से सहमत नहीं है) 

Revised Grades by 
Reviewing Authority (if 

doesn’t agree with col. 2) 

समीक्षा 
अिधकारी का 
आɮयाक्षर 
Initial of 

Reviewing 
Authority 

1 2 3 4 
i) योजनाबɮध कायर्/आवंिटत िवषयɉ के 

अनुसार आवंिटत कायर् का पूरा करना 
Accomplishment of planned work/work 
allotted as per subject allotted 

   

ii) 
 

कायर् की गुणवƣा 
Quality of work 

  

iii) 
 
 

कायर् मɅ प्रवीणता, िरकोɬर्स इ×यािद का 
रखरखाव 
Proficiency of work, maintenance  of records 

  

‘कायर् िनçपादन’ पर समग्र गे्रिडगं (कुल [i to 

iii]/3) 
Overall Grading on ‘Work Output’ (Total [i to 
iii]/3) 

  

 

(ख) वयैिक्तक गुण/िवशषेता का मूãयांकन (इस खंड की तरजीह 30% होगी) 
(B) Assessment of personal attributes (weightage to this section would be 30%) 

  प्रितवेदन िलखने वाले 
अिधकारी ɮवारा िदया 

गया गे्रड 
Grades by Reporting 

authority 

समीक्षा अिधकारी ɮवारा संशोिधत गे्रड 
(यिद èतàभ 2 से सहमत नहीं है) 

Revised Grades by Reviewing 
Authority (if doesn’t agree with 

col. 2) 

समीक्षा अिधकारी 
का आɮयाक्षर 

Initial of 
Reviewing 
Authority 

 1 2 3 4 
i) कायर् के प्रित अिभविृƣ 

Attitude to work 

   

ii) उƣरदािय×व की भावना 
Sense of responsibility 

  

iii) अनुशासन बनाए रखना 
Maintenance of discipline 

  

iv) संपे्रषण कौशल 
Communication skills 

  

v) िवæलेषणा×मक योग्यता 
Analytical ability 

  

vi) टीम मɅ कायर् करने की योग्यता 
Ability to work in team 

  



vii) समय-सीमा का पालन करने की योग्यता 
Ability to meet deadline 

  

viii) अतंवȷयिक्तक सबंंध 
Inter personal relations 

  

वैयिक्तक गुण/िवशषेताओ ंकी समग्र गे्रिडगं (कुल [i to 

viii]/8) 
Overall Grading on ‘Work Output’ (Total [i to 
viii]/8) 

  

 

(ग) कायार्×मक क्षमता का मूãयांकन (इस खंड की तरजीह 30% होगी) 
(C) Assessment of functional competency (Weightage to this section would be 30%) 

 प्रितवेदन िलखने वाले 
अिधकारी ɮवारा िदया 

गया गे्रड 
Grades by Reporting 

authority 

समीक्षा अिधकारी ɮवारा संशोिधत गे्रड 
(यिद èतàभ 2 से सहमत नहीं है) 

Revised Grades by Reviewing 
Authority (if doesn’t agree with 

col. 2) 

समीक्षा अिधकारी 
का आɮयाक्षर 

Initial of 
Reviewing 
Authority 

1 2 3 4 
i) काम-काज के क्षेत्र मɅ िनयमɉ/िविनयमɉ/ पɮधितयɉ 

का ज्ञान और इÛहɅ सही तरीके से लाग ूकरने की 
योग्यता 
Knowledge of Rules /Regulations/ Procedures 
in the area of function and ability to apply 
them correctly 

   

ii) समÛवय की योग्यता 
Coordination ability 

   

iii) पहल 

Initiative 

   

iv) कàÜयूटर पर कायर् करने मɅ प्रवीणता 
Proficiency in working on computer 

   

‘कायार्×मक क्षमता’ पर समग्र गे्रिडगं (कुल [i to iv]/4) 
Overall Grading on ‘Work output’ (Total [i to 
iv]/4) 

   

िटÜपणीः  समग्र गे्रिडगं िनधार्िरत की गई तरजीह के अनुपात मɅ संकेतकɉ के प्र×येक समूह के माÚयमान के योग पर आधािरत होगी। 
Note:      The overall grading will be based on addition of the mean value of each of indicators in proportion to 

weightage assigned. 

 

 

 

 

 

 

 

 



सामाÛय/GENERAL 

भाग - 4 
Part – 4 

1. जनता के साथ संपकर्  (जहां कहीं लागू हो) (कृपया जनता की अिधकारी तक पहंुच की योग्यता और उनकी जǾरतɉ के 
प्रित उƣरदािय×व पर िटÜपणी दɅ) 

 Relations with the public (wherever applicable) 
 (Please comment on the officer’s accessibility to the public and responsiveness to their needs) 

 
 
 
 

2.  प्रिशक्षण (कृपया अिधकारी की कारगरता और कायर् क्षमता मɅ सुधार लाने हेतु भिवçय की Ǻिçट से प्रिशक्षण की िसफािरश 
दɅ) 
Training (Please give recommendations for training with a view to improve the effectiveness and 
capabilities of the officer in future) 

 
 
 
 

3.    èवाèØय की िèथित 

  State of Health 

 
 

4. स×यिनçठा (कृपया अिधकारी की स×यिनçठा पर िटÜपणी करɅ) 
 Integrity (Please comment on the integrity of the officer) 

 
 

5.  क्षमताओ ंऔर कमतर क्षमताओ ंअसाधारण उपलिÞधयɉ] मह×वपूणर् िवफलताओ ंतथा कमजोर वगɟ के प्रित अिभविृƣ के 
क्षेत्र सिहत अिधकारी के समग्र गुणɉ पर प्रितवेदन िलखने वाले अिधकारी ɮवारा शÞद िचत्र (लगभग 100 शÞदɉ मɅ) 
Pen picture by Reporting Officer (in about 100 words) on the overall qualities of the officer including 
area of strength and lesser strength, extraordinary achievements, significant failures and attitude towards 
weaker sections. 

 
 
 
 
 
 
 
 

6.  प्रितवेदन के भाग-3 मɅ खंड क, ख और ग मɅ दी गई तरजीह के आधार पर समग्र आिंकक गे्रिडगं 

Overall numerical grading on the weightage given in Section A, B and C in Part-3 of Report 
 
 
 

èथानः/Place: ……………..……. 

िदनांकः/Date: ………………….. 

 
प्रितवेदन िलखने वाले अिधकारी के हèताक्षर 

Signature of the Reporting Officer 

नाम (मोटे अक्षरɉ मɅ): ……………………..…………… 

Name in Block letters:  

पदनामः ……………………………………....…………. 

Designation:  

प्रितवेदन की अविध के दौरानः ………………..………… 

During the period of Report:  
 

 



 
भाग – 5 समीक्षा अिधकारी ɮवारा अßयुिक्तयां 

Part – 5 REMARKS OF THE REVIEWING OFFICER 
 
1.   समीक्षा अिधकारी के तहत सेवाकाल 

      Length of service under the Reviewing Officer 

 

 
2. क्या आप कायर् िनçपादन और भाग-3 तथा भाग-4 मɅ िविभÛन गुणɉ/िवशषेताओ ं के संबंध मɅ प्रितवेदन िलखने वाले 

अिधकारी ɮवारा िकए गए मूãयांकन से सहमत हɇ? (संदभर्ः भाग-3 और भाग-4  (5))  (यिद आप गुणɉ/िवशषेताओ ं के 
िकसी भी आिंशक मूãयांकनɉ से सहमत नहीं हɇ तो उस खड मɅ आपके िलए िदए गए èतàभ मɅ अपना मूãयांकन दजर् 
करɅ और अपनी प्रिविçटयɉ पर अपना आɮयाक्षर करɅ) 
Do you agree with assessment made by the reporting officer with respect to the work output and the 
various attributes in Part-3 and Part-4 (Ref: Part-3 and Part-4) (In case you do not agree with any of 
the numerical assessments of attributes please record your assessment in the column provided for you 
in that section and initial your entries. 

 
 

3. असहमित की िèथित मɅ कारण बताएं। क्या ऐसा कुछ है िजसमɅ आप संषोधन करना अथवा जोड़ना चाहते हɇ? 

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

4. अ.जा./अ.ज.जा. अिधकारी के कायर् िनçपादन का मूãयांकन करने मɅ प्रितवेदन िलखने वाले अिधकारी की अिभविृƣ 

The attitude of the Reporting Officer in assessing the performance of SC/ST officer 
 
 
 

5. समीक्षा अिधकारी ɮवारा शÞद िचत्र  (लगभग  100 शÞदɉ मɅ)। कृपया क्षमताओ ंऔर कमतर क्षमताओ ं के क्षेत्र और 
कमजोर वगɟ के प्रित अिभविृƣ सिहत अिधकारी के समग्र गुणɉ पर िटÜपणी करɅ। 
Pen Picture by Reviewing Officer. Please comment (in about 100 words) on the overall qualities of the 
officer including area of strengths and lesser strengths and his attitude towards weaker section. 
 
 
 
 
 
 
 
 

6. प्रितवेदन के भाग-3 मɅ खंड-क, खंड-ख और खंड-ग मɅ दी गई तरजीह के आधार पर समग्र आिंकक गे्रिडगं 

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

 
 

 
 

èथानः/Place: …………………. 

िदनांकः/Date: ………………….. 

समीक्षा अिधकारी के हèताक्षर 
Signature of the Reviewing Officer

 
नाम (मोटे अक्षरɉ मɅ): ……………………..…………………… 

Name in Block letters:  

पदनामः ……………………………………....………………….. 

Designation:  

प्रितवेदन की अविध के दौरानः ………………..……………….. 

During the period of Report:  



 

 
 

अनुदेश 
INSTRUCTIONS 

 
1. okf"kZd fu"iknu ewY;kadu fjiksVZ ,d egRoiw.kZ nLrkost gS] ;g vf/kdkjh ds dk;Z&fu"iknu dk 

ewY;kadu djus ds fy, vkSj mlds dWfj;j esa vkxs dh c<+ksrjh ds fy, egRoiw.kZ tkudkjh 
miyC/k djokrk gSA vr% og vf/kdkjh ftldh fjiksVZ fy[kh tk jgh gS] fjiksVZ fy[kus okys 
vf/kdkjh vkSj leh{kk vf/kdkjh dks cM+h ftEesnkjh ds lkFk bl QkeZ dks Hkjus dh ftEesnkjh 
fuHkkuh pkfg,A 
The Annual Performance Appraisal Report is an important document, it provides the basic and vital 
inputs for assessing the performance of an officer and for his/her further advancement in his/her 
career. The Officer reported upon, the Reporting Officer and Reviewing Officer should, therefore 
undertake the duty of filling out the form with a high sense of responsibility.  

 
2. fjiksVZ fy[kus okys vf/kdkjh dks ;g eglwl djuk pkfg, fd bldk mn~ns'; vf/kdkjh dk 

fodkl djuk gS] rkfd og viuh okLrfod lkeF;Z dks igpku ldsA ;g ,d =qfV <wa<+us okyh 
izfØ;k ugha gS] cfYd ,d fodklkRed izfØ;k gSA fjiksVZ fy[kus okys vf/kdkjh vkSj leh{kk 
vf/kdkjh dks] ml vf/kdkjh] ftldh fjiksVZ fy[kh tkuh gS] ds dk;Z fu"iknu] vfHk:fp vFkok 
lexz O;fDrRo dh dfe;ka viuh fjiksVZ esa fy[kus ls ladksp ugha djuk pkfg,A 
Reporting Officer should realize that the objective is to develop an officer so that he/she realizes 
his/her true potential. It is not meant to be a fault finding process but development one. The Reporting 
Officer and the Reviewing Officer should not shy away from reporting shortcomings in performance, 
attitudes or overall personality of the officer reported upon.  

 
3. ;s ensa leqfpr /;ku ls vkSj i;kZIr le; nsdj Hkjh tkuh pkfg,A fjiksVZ dks vkdfLed rkSj 

ij vFkok mijh rkSj ij Hkjs tkus dk dksbZ Hkh iz;kl mPp vf/kdkfj;ksa dks Li"Vr% irk py 
tk,xkA 
The items should be filled with due care and attention and after devoting adequate time. Any attempt 
to fill the report in casual or superficial manner will be easily discernible to the higher authorities. 

 
4. ;fn leh{kk vf/kdkjh bl ckcr larq"V gS fd fjiksVZ fy[kus okys vf/kdkjh us mfpr lko/kkuh 

vkSj /;ku ds fcuk gh fjiksVZ fy[k nh gS rks og Hkkx&iv ds en 2 esa bl ckcr vH;qfDr ntZ 
djsaxs@djsaxhA ljdkj bl vH;qfDr dks fjiksVZ fy[kus okys vf/kdkjh ds xksiuh; jksy esa izfo"V 
djsxhA 
If the Reviewing officer satisfied that the Reporting Officer had made the report without due care and 
attention he/she shall record a remark to that effect in item 2 of Part V. The Government shall enter the 
remark in the APAR of the Reporting Officer. 

 
5. izR;sd mRrj o.kZukRed :i esa fn;k tk,] dsoy mls NksM+dj tgka vkafdd xzsfMax nh tkuh gksA 

miyC/k djok;k x;k LFkku mRrj dh visf{kr yEckbZ n'kkZrk gSA 'kCnksa vkSj inca/kksa dks 
/;kuiwoZd pquk tk, vkSj ;g mRrj fjdkMZ djus okys vf/kdkjh ds bjkns dks lgh <ax ls 
n'kkZ,A lqLi"V vkSj lk/kkj.k Hkk"kk dk iz;ksx fd;k tk,A 
Every answer shall be given in narrative form except where numerical grading is to be awarded. The 
space provided indicates the desired length of the answer. Words and phrases should be chosen 
carefully and should accurately reflect the intention of the officer recording the answer. Unambiguous 
and simple language may be used. 

 
6. fjiksVZ fy[kus okys vf/kdkjh] ml vf/kdkjh ftldh fjiksVZ fy[kh tkuh gS] dka o"kZ ds 'kq# esa 

o"kZ esa iwjs fd, tkus okys y{; lkSaisxkA ;fn dksbZ vf/kdkjh fjiksVkZ/khu o"kZ ds fy, u;k in 
lEHkkyrk gS] rks bl rjg ds y{; u;k in lEHkkyus ds le; r; fd, tk,axsA dk;Z@y{; 
nksuksa] lacaf/kr vf/kdkfj;ksa }kjk Li"V :i ls tkus vkSj le>s tkus pkfg,A 
The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers who 
will report to whom he is required to report upon for completion during the year. In the case of an 
officer taking up a new post in the course of the reporting year, such targets/goals shall be set at the 
time of assumption of the new change. The tasks/targets set should clearly be known and understood 
by the both the officer concerned. 

 



7. ;|fi fu"iknu ewY;kadu o"kZ esa lekIr gksus okyk vH;kl gS vkSj ;g fd ekuo lalk/ku 
fodkl dk ,d dkjd cu ldrk gS] vr% fjiksVZ fy[kus okys vf/kdkjh dks fu;fer varjky 
ij fu"iknu dk ewY;kadu djuk pkfg, vkSj lykg bR;kfn ds ek/;e ls lq/kkjkRed dne 
mBkus pkfg,A 
Although the performer appraisal is a year-end exercise, in order that it may be a tool for human 
resource development; the Reporting Officer should at regular intervals review the performance and 
take necessary corrective steps by way of advice etc. 

 
8. izR;sd ewY;kadudrkZ dk ;g iz;kl gksuk pkfg, fd og ewY;kadu fd, tkus okys vf/kdkjh ds 

dk;Zfu"iknu] vkpj.k] O;ogkj vkSj lkeF;Z dh Hkh ;FkklaHko okLrfod rLohj izLrqr djsA 
 It should be the endeavor of each appraiser to present the truest possible picture of the appraisee in 

regard to his/her performance, conduct, behavior and potential. 
 
9. ;g ewY;kadu] ewY;kadu fd, tkus okys vf/kdkjh ds dk;Zfu"iknu ds ckjs esa fjiksVkZ/khu vof/k 

rd gh lhfer gksuk pkfg,A 
Assessment should be confined to the appraisee’s performance during the period of report only. 

 
10. ,d gh jSad ds dqN in vf/kd Jelk/; gks ldrs gSaA fdlh Hkh in esa ruko dk Lrj 

le;&le; ij cny ldrk gSA bu rF;ksa dks ewY;kadu ds nkSjku efLr"d esa j[k tkuk 
pkfg, vkSj bu ij mi;qDr :i ls fVIi.kh dh tkuh pkfg,A 
Some post of the same rank may be more exacting that others. The degree of stress and strains in any 
post may also vary from time to time. These facts should be borne in mind during appraisal and should 
be commented upon appropriately. 

 
11.vkafdd xzsfMax ds lkFk ,ih,vkj QkeZ Hkjus laca/kh fn'kk&funsZ'k& 

Guidelines regarding filling up of APAR with numerical grading-  
(i) okf"kZd dk;Zfu"iknu ewY;kadu fjiksVZ esa LrEHk leqfpr /;ku ls vkSj i;kZIr le; nsdj Hkjh 

tkuh pkfg,A 
The columns in the APAR should be filled with due care and attention and after devoting adequate 
time. 
 

(ii) ;g mEehn dh tkrh gS fd 1 vkSj 2 dh dksbZ Hkh xzsfMax dk] fd, x, dk;Z] vFkok xq.k 
vFkok le; xzsM ds fy, fo'ks"k dfe;ksa ds ek/;e ls pfj= vkdyu esa i;kZIr :i ls 
vkSfpR; Bgjk;k tk,A blh izdkj 9 rFkk 10 ds xzsM dk] fd, x, fo'ks"k dk;ksaZ ds laca/k esa 
vkSfpR; Bgjk;k tk,A 1&2 ds xzsM vkSj 9&10 ds xzsM fcjys ekeyksa esa gksaxs] vr% mudk 
vkSfpR; crkus dh vko';drk gSA vkafdd xzsM fn, tkus ds laca/k esa fjiksVZ fy[kus okys vkSj 
leh{kk djus vf/kdkjh dks vius deZpkfj;ksa] tks mlds varxZr dk;Z dj jgs gSa] dh ,d cM+h 
la[;k dh rqyuk esa xzsfMax djuh 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 9 or 10 
would be justifiedwith 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 the 
reviewing authorities should be rate the officer against a larger population of his/her peers that may 
be currently working under them. 

 

(iii) 8 vkSj 10 ds chp xzsM okyh okf"kZd dk;Zfu"iknu ewY;kadu fjiksVZ dks ^vlk/kkj.k* ekuk 
tk,xk vkSj iSuy esa 'kkfey fd, tkus@inksUufr gsrq vkSlr Ldksj dh x.kuk dsjus ds mn~ns'; 
ls 9 Ldksj fn;k tk,xkA 
APARs 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. 

 
(iv) 6 ls vf/kd vkSj 8 ls de xzsM okyh okf"kZd dk;Zfu"iknu ewY;kadu fjiksVZ dks ^cgqr vPNk* 

ekuk tk,xk vkSj 7 Ldksj fn;k tk,xkA 
APARs graded between 6 and short of 8 will be rated as ‘very good’ and will be given a score of 7. 

 

(v) 4 ls vf/kd vkSj 6 ls de xzsM okyh okf"kZd dk;Zfu"iknu ewY;kadu fjiksVZ dks ^vPNk* ekuk 
tk,xk vkSj 5 Ldksj fn;k tk,xkA 
APARs graded between 4 and 6 short of 6 will be rated as ‘good’ and given a score of 5. 

 

(vi) 4 ls de xzsM okyh okf"kZd dk;Zfu"iknu ewY;kadu fjiksVZ dks 'kwU; Ldksj fn;k tk,xkA 
APARs graded below 4 will be given a score of zero. 

 



 
fVIi.kh 
NOTE 
 
lR;fu"Bk ls lacaf/kr en dks Hkjus esa fuEufyf[kr izfØ;k dk ikyu djuk pkfg,% 
The following procedure should be followed in filling up the item relating to integrity: 
 

(i) ;fn vf/kdkjh dh lR;fu"Bk lansg ls ijs gS] ,sls crk;k tk,A 
If the officer’s integrity is beyond doubt, it may be so stated. 

 

(ii) ;fn dksbZ lansg gS] en dks [kkyh NksM+ fn;k tk, vkSj fuEukuqlkj dkjZokbZ dh tk,& 
If there is any doubt of suspicious, the item should be left blank and action taken as under- 

 
(a) ,d vyx xqIr fVIi.kh ntZ dh tk, vkSj ckn dh dkjZokbZ dh tk,A fVIi.kh dh ,d 

izfr xksiuh; fjiksVZ ds lkFk vxys ofj"Bre vf/kdkjh dks Hkh Hkst nh tk,] tks ;g 
lqfuf'pr djsxk fd vuqorhZ dkjZokbZ 'kh?kz dh tkrh gSA tgka lR;fu"Bk dks izekf.kr 
djuk ;k xqIr fVIi.kh dks fyfic) djuk laHko ugha gS] fjiksVZ vf/kdkjh ;g lwfpr djs 
fd lqLi"V fu.kZ; djus ds fy, vf/kdkjh ds dk;Z dks ns[kus esa i;kZIr le; ugha Fkk ;k 
mlus vf/kdkjh ds f[kykQ dqN lquk ugha] tSlh Hkh fLFkfr gksA 
A separate secret note should be recorded and followed up. A copy of the note should be sent 
together with the confidential Report to the next superior officer who will ensure that the 
follow-up action is taken expeditiously. Where it is not possible either to certify the integrity or 
to record the secret note, the Reporting Officer should sate either that he has not watched the 
officer’s work for sufficient time to form a definite judgment or that he has heard nothing 
against the officer, as the case may be.  

 
(b) ;fn] vuqorhZ dkjZokbZ ds ifj.kkeLo:i lansg nwj gks tkrs gSa] vf/kdkjh dh lR;fu"Bk 

izekf.kr dj nsuh pkfg, vkSj rnuqlkj ,d izfof"V xksiuh; fjiksVZ esa dj nh tk,A 
If, as a result of the follow up action the doubts or suspicious are cleared, the officer’s integrity 
should be certified and an entry made accordingly in the Confidential Report. 

 
(c) ;fn lansg dh iqf"V gks tkrh gS] ;g rF; Hkh fyfic) dj fn, tkus pkfg, vkSj M~;wVh] 

lacaf/kr vf/kdkjh dks lalwfpr dj nh tk,A 
If the doubts or suspicions are confirmed, the fact should be recorded and duty communicated to 
the officer concerned. 
 

(d);fn] vuqorhZ dkjZokbZ ds ifj.kkeLo:i] lansg nwj ughsa gksrs gSa vkSj u gh mudh iqf"V 
gksrh gS]  vf/kdkjh ds vkpj.k dks vxyh vof/k ds nkSjku ns[kk tkuk pkfg, vkSj mlds 
ckn mi;qZDr ¼[k½ vkSj ¼x½ ij ;FkkfufnZ"V dkjZokbZ dh tkuh pkfg,A 
If as a result of the follow up action, the doubts or suspicions are neither cleared nor confirmed 
the  officer’s conduct should be watched for a further period and thereafter action taken as 
indicated at (b) and (c) above. 

 



नोटः वािषर्क कायर्िनçपादन मूãयाकंन प्रितवेदन का प्रपत्र lQsn कागज पर मुिद्रत िकया जाए 
Note: APAR Form to be printed on white paper 
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vf/kdkjh dk uke …………………………………………………………………….. 

Name of Officer………………………………………………………………….. 
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Hkkjrh; okfudh vuqla/kku ,oa f”k{kk ifj’kn ds oxZ&।।  ds varxZr vkus  okys rduhdh  

deZpkfj;ks dk okf’kZd dk;Zfu’iknu ewY;kadu izfrosnu 

Annual Performance Appraisal Report for Technical Employees of Indian Council of 
Forestry Research & Education under Category-II 

 
lekfIr o’kZ@vof/k dk izfrosnu  --------------------------------------------------------------------------------- 

Report for the year/period ending-------------------------------------------------------------------------- 

oS;fDrd C;kSjs 
PERSON DATA 

Hkkx& 1 
PART-1 

¼ea=ky;@foHkkx @dk;kZy; ds lEcaf/kr iz”kklfud vuqHkkx }kjk Hkjs tkus ds fy,½ 
To be filled by the concerned Administrative Section of the Ministry / Department/ Office 
 
1- vf/kdkjh dk uke     ------------------------------------------------------------------------------------------------------------------------------------------- 
 
 Name of the Officer. --------------------------------------------------------------------------------------------------------------------------------------------- 
 
2- tUe frfFk@ Date of Birth: 
 vadks esa ¼fnu@ekg@o’kZ½%   --------@--------@----------- 
 In figures (DD/MM/YYYY): 
 ”kCnkas esa               ----------------------------------------------------------------------------------------------------------------------------  
 In words: 
 
3- orZeku in          ------------------------------------------------------------------------------------------------------------------------------------ 
 Present post held 
 
4- orZeku in ij fu;qfDr dh frfFk     ---------------------------------------------------------------------------------------------------------------------- 
 Date of appointment to the present post 
 
5- D;k vf/kdkjh vuqlwfpr tkfr@tutkfr dk gS \------------------------------------------------------------------------------------------------- 
 Whether the officer belongs to Schedule Caste/Schedule Tribes? 

 
6- o’kZ esa dk;Z ls vuqifLFkfr dh vof/k   ------------------------------------------------------------------------------------------------------------- 

¼izf”k{k.k] NqVVh vkfn½A ;fn mDr  
vf/kdkjh us izf”k{k.k fy;k gS rks mldk fooj.k nsaA---------------------------------------------------------------------------------------------------- 

 Period of absence from duty (on training,  
leave etc during the year. If he has under  --------------------------------------------------------------------------------------------------------- 
gone training specify.  

 
 

¼iz”kklfud vf/kdkjh ds vkn~;k{kj½ 
(Signature of Administrative Officer) 



 
Hkkx &  2 
PART-II 

¼ftl vf/kdkjh dk izfrosnu fy[kk tkuk gS] mlds }kjk Hkjs tkus ds fy,½ 
TO BE FILLED IN BY THE OFFICER REPORTED UPON 

¼d`Ik;k izfof’V;ksa dks Hkjus ls igys vuqns”kks dks /;ku ls i< ys½ 
(Please read carefully the instructions before filling the entries) 

 
1- fd;s x;s dk;ksZ dk laf{kIr fooj.k  
 Brief description of duties 
  

 
 
 
 
 
 
 
 
 
 

 
2- dk;Z ds tks y{;@mn~ns”;@/;s; vkius Loa; vius fy, fu/kkZfjr fd, gks] ;k vkids fy, fu/kkZfjr fd, 

x, gkss mu ¼ifjek.k@ek=k ;k vU; :i  eas½ dk;ksZ dh vkB&nl enas izkFkfedrk ds vk/kkj ij crk,a 
vkSj izR;sd y{; dh n`f’V esa viuh miyfC/k crk,¡A 
¼mnkgj.k ds fy, vkids izHkkx ds fy, okf’kZZd dk;Z ;kstuk½ 
Please specify targets/objectives /goals (for 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). 
y{;@mn~ns”;@/;s; 
Targets /Objective/Goals 

miyfC/k;k¡ 
Achievements 

  

 
3- ¼v½ d`Ik;k en 2 esa crk, x, y{;ksa@mnns”;ksa@s/;s;kas dh izkfIr esa jgh dfe;ksa dk la{ksi es mYys[k djsaA        

y{;ks dh izkfIr esa dksbZ ck/kk,a jgh gks rks ;s crk,¡A 
(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. 
 
 
 
 
 
 
 
 

 



 
¼c½ d`Ik;k mu enks dk Hkh mYys[k djsa ftueas dkQh vf/kd miyfC/k;k¡ jgh gaS vkSj muesa vius ;ksxnku     
dk Hkh mYYks[k djssA 

 
(B) Please also indicate items in which there have been significantly higher achievements and 

  your contribution thereto.  
 

 
 
 
 
 
 

 
4-d`Ik;k mYYks[k djs fd D;k iwoZorh dSys.Mj o’kZ dh vpy lEifRRk okf’kZd fooj.kh fu/kkZfjr fnuk¡d 
vFkkZRk~ dSys.Mj o’kZ ls mRrjorhZ o’kZ dks 31 tuojh rd ntZ djk nh xbZ FkhA ;fn ugh rks fooj.k ntZ 
djkus dh fnukd¡ nh tk,A 

 
 Please state whether the annual return of 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 filing the return should be given. 
  

  
 

 
  
 
 

lwpuk nsus okys vf/kdkjh ds gLrk{kj 
Signature of officer reported upon 

 
 fnuk¡d ----------------------------- 
 Dated ----------------------------- 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Hkkx &3 
PART-3 

 
la[;kRed oxhZdj.k dk fu/kkZj.k izfrosnu rFkk iqufuZjh{k.k izkf/kdkjh }kjk fd;k tkuk gS tks 1&10 ds 

iSekus ij gksuk pkfg,] tgk¡ 1 lcls de Js.kh dk rFkk 10 mPpre Js.kh dk mYys[k djrk gSA 
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. 
 

¼d`Ik;k izfof’V;ksa dks Hkjus ls igys fn”kkfunsZ”kkas dks /;ku ls i< yas½ 
(Please read carefully the guidelines before filling the entries) 

 

¼v½ dk;Z fu’iknu dk ewY;kadu ¼bl Hkkx dk Hkkj 40% gksxk½ 
(A) Assessment of work output (weightage to this Section would be 40%) 

 
  izfrosnu 

izkf/kdkjh  
Reporting 
Authority 

iqufoZyksdu izkf/kdkjh 
¼lanHkZ Hkkx &5 dk iSjk 2 ½ 
Reviewing Authority 
(Refer Para 2 of Part-5) 

iqufoZykasdu 
izkf/kdkjh ds 
vk|k{kj 
Initial of 
Reviewing 
Authority 

i) iwoZfu;ksftr dk;Z dh ifjiw.kZrk@fo’k; ds vk/kkj 
ij vkOkafVr fd;k x;k dk;Z 
Accomplishment of planned work/work 
allotted as per subjects allotted 

   

ii) dk;Z &fu’iknu dh dksfV 
Quality of output 

   

iii) fo”ys’k.kkRed ;ksX;rk  
Analytical ability 

   

iv) vioknkRed dk;Z dh ifjiw.kZrk@fd;s x, 
vizR;kf”kr dk;Z 
Accomplishment of exceptional 
work/unforeseen tasks performed 

   

 fuxZr dk;Z ij dqy feykdj Js.khsdj.k 
Overall Grading on ‘Work Output’ 

   

 
¼c½     O;fDrxr fo”ks’krkvks dk ewY;kadu ¼bl Hkkx dk Hkkj 30% gksxk½ 
(B)     Assessment of person attributes (weightage to this section would be 30%)  
 

  
  

 
 

izfrosnu 
izkf/kdkjh 
Reporting 
Authority

iqufoZyksdu izkf/kdkjh 
¼lanHkZ Hkkx &5 dk iSjk 2½ 
Reviewing Authority 
(Refer Para 2 of Part-5) 

iqukfoZyksdu izkf/kdkjh 
ds vk|k{kj 
Initial of Reviewing 
Authority

i) dk;Z dh vfHko`fRr 
Attitude to work 

   

ii) ftEesnkjh dk cks/k 
Sense of responsibility 

   

iii) vuq”kklu dk vuqj{k.k 
Maintenance of discipline  

   

iv) Lakizs"k.k {kerk,¡ 
Communication skills 

   

v) usr`Ro xq.k 
Leadership qualities 

 

vi) ny dh Hkkouk essa dk;Z djus dh {kerk 
Capacity to work in team spirit 

   

vii) le; lkfj.kh dk vuqlj.k djus dh {kerk 
Capacity to work in time -schedule 

   



viii) 
 

ijLij O;fDrxr laEc/k  
Inter-person relations 

   

ix) lexz Nfo ,ao O;fDrRo 
Overall bearing and personity 

   

 O;fDrxr fo”ks’krkvks ij dqy feykdj 
Js.khsdj.k 
Overall Grading on ‘Person Attributes’ 
 

   

 
 
  ¼l½ izdk;kZZRed l{kerk dk ewY;kadu ¼bl Hkkx dk Hkkj 30% gksxk½ 

(C) Assessment of functional competency (weightage to this Section would be 30%) 

   
  izfrosnu 

izkf/kdkjh 
Reporting 
Authority

iqufoZyksdu izkf/kdkjh 
¼lanHkZ Hkkx &5 dk iSjk 2½ 
Reviewing Authority 
(Refer Para 2 of Part-5) 

iqufoZyksdu izkf/kdkjh 
ds vk|k{kj 
Initial of Reviewing 
Authority

i) fu;e @fofu;e@dk;Z ,ao ;ksX;rk 
ds {ks= essa izfdz;k,¡ ,ao muds lgh 
iz;ksx dh tkudkjh 
Knowledge of Rules 
/Regulations/Procedures in the area 
of function and ability to apply 
them correctly. 
 

   

ii) uhfrc) ;kstuk cukus dh {kerk  
Strategic planning ability 

   

iii) fu.kZ; ysus dh {kerk 
Decision making ability 

   

iv) leUo; {kerk 
Coordination ability 

   

v) v/khuLFk dks izsfjr ,ao fodflr 
djus dh {kerk 
Ability to motivate and develop 
subordinates 

 

vi) igy “kfDr 
Initiative 

   

izdk;kZZRed l{kerk ij dqy feykdj  
Js.khssdj.k 
Overall Grading on ‘Functional 
Competency’ 
 

 

 
  



Hkkx &4 
PART-4 
lkekU; 

GENERAL 
1. turk ds lkFk Hkkxhnkjh ¼tgk¡ Hkh iz;ksT;½ 
   Relations with the public (wherever applicable) 
 ¼turk dh vko”;drkvks dk mRrnkf;Ro ,ao vf/kdkjh rd vfHkxe ij d`i;k fVIi.kh nsaA 
  (Please comment on the Officer’s accessibility to the public and responsiveness to their needs) 
 
 
 
 
 
2- izf”k{k.k 
  Training 
 ¼d`i;k vf/kdkjh dh izHkkfork vkSj dk;Z {kerkvks eas vkSj vf/kd lq/kkj vkSj o`f+) djus dh n`f’V ls mlds izf”k{k.k ds fy,       
flQkfj”kas djsA½ 
 (Please give recommendations for training with a view to further improving the effectiveness and capabilities of the officer) 
 
 
 
 
 
3- LOkkLF; dh fLFkfr 
    State of Health 
 
 
 
4- lR;fu’Bk 
     Integrity 
  ¼d`Ik;k vf/kdkjh dh lR;fu’Bk ij fVIi.kh nsaA½ 
    (Please comment on the integrity of the officer) 
 
 
 
5- izfrosnu vf/kdkjh }kjk vf/kdkjh dh leLr fo”ks’krkvksa dh rLohj ¼yxHkx 100 “kCnks esa½ ftleas lkeF;Z {ks= ,oa de lkeF;Z  
{ks=] vlk/kkj.k miyfC/k;k]¡ egRoiw.kZ foQyrkvksa ¼lanHkZ% Hkkx &2 dk 3¼v½ ,ao 3¼c½ ,ao nqcZy oxkaZs ds izfr vfHko`fRr “kkfey gkasA 
Pen picture by Reporting Officer (in about 100 words) 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- izfrosnu ds Hkkx& 3 ds [kaM v] c] rFkk l esa fn;s x, Hkkjka”k ds vk/kkj ij dqy feykdj la[;kRed oxhZdj.kA 
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report. 
 

 
 
LFkku@Place....................... 
 
fnukad@Date......................        izfrosnu vf/kdkjh ds gLrk{kj 

Signature of the Reporting Officer 
 

                     uke lkQ v{kjksa esa ……………………………... 
Name in Block letters: ……………………………… 

    Iknuke% …………………………………………........... 
Designation: ……………………………………........ 
izfrosnu dh vof/k esa% …………………………….. 
During the period of Report: ……………………….. 

  

 



Hkkx&5 
PART- 5 

1. iqufoZyksdu vf/kdkjh dh vfHk;qfDr%  
REMARKS OF THE REVIEWING OFFICER 
iqufoZyksdu vf/kdkjh ds vUrxZr lsok dky 

Length of service under the Reviewing Officer 
 

 

 

2. D;k vki Hkkx&3 o Hkkx&4 esa fuxZr dk;Z rFkk fofHkUu xq.kksa ds laca/k esa izfrosnu vf/kdkjh }kjk fd;s x;s ewY;kadu ls lger gSa\ D;k vki 
vf/kdkjh dh vlk/kkj.k miyfC/k;ksa@ egRoiw.kZ vlQyrkvksa ds laca/k esa fd;s x;s ewY;kadu ls lger gS\ ¼lanHkZ% Hkkx&3 ¼v½¼IV½ rFkk 
Hkkx&4 ¼5½½ 
¼;fn vki izfrosnu vf/kdkjh }kjk fn;s xq.kksa ds fdlh la[;kRed ewY;kadu ls lger ugha gS rks d`Ik;k viuk ewY;kadu bl [k.M ds fn;s 
x;s LraEHk esa ns rFkk fo|ekurk ds vk|k{kj djsa½  

Do you agree with assessment made by the reporting officer with respect to the work output and the various 
attributes in  Part-3 and Part-4? Do you agree with the assessment of the reporting officer in respect of 
extraordinary achievements/significant faluires of the officer reported upon? (Ref: Part 3A(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 column provided for you and initial your entries. 

  
gk¡

YES 
Ukgha

NO 
 

3- vlger gksus dh fLFkfr esa d`Ik;k blds dkj.k crk;sa] D;k dksbZ ,slh ckr gS ftls vki dqN cnyuk ;k tksM+uk pkgrs gSA  

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

 

 

 

 

 

 

4. iqufoZyksdu vf/kdkjh }kjk dye rLohjA Ñi;k lekykspu djsa ¼yxHkx 100 'kCnksa esa½ ftlesa vf/kdkjh dh leLr fo’ks"krkvksa dh lkeF;Z {ks= 
,oa de lkeF;Z {ks= ,oa mldh nqcZy oxksZ ds izfr vfHko`fRr 'kkfey gksA  

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. izfrosnu ds Hkkx&3 [kaM&v] [kaM&c rFkk [kaM&l esa fn, x, Hkkjka”k ds vk/kkj ij dqy feykdj la[;kRed oxhZdj.kA  

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

 

 

 

 
 
 
LFkku /Place: …………………. 

 
fnukad /Date: ………………….. 

Lkeh{kk vf/kdkjh ds gLrk{kj 

Signature of the Reviewing Officer 
 

uke lkQ v{kjksa esa ………………………………. 

Name in Block letters: ……………………………… 

Iknuke% …………………………………………........ 

Designation: ……………………………………........ 

izfrosnu dh vof/k esa% …………………………….. 

During the period of Report: ……………………….. 
 

 

 

 



la[;kRed Js.khdj.k ds LkkFk ,ih,vkj Hkjus laca/kh fn'kkfunsZ'k 
Guidelines regarding filling up of APAR with numerical grading 

 

1) ,ih,vkj ds LraHk fof|or lko/kkuh vkSj ?;kuiwoZd rFkk Ik;kZIr le; nsrs gq, Hkjus pkfg,A 

The columns in the APAR should be filled with due care and attention and after devoting adequate time.  
 

2) ;g vk'kk dh tkrh gS fd 1 vFkok 2 ds fdlh oxhZdj.k ¼fuxZr dk;Z ;k fo’ks"rkvksa ;k dqy 
feykdj Jzs.khdj.k ds izfrdwy½ dks fof’k"V vlQyrkvksa ds ekxZ ls dye fp= esa Ik;kZIr :Ik ls 
vkSfpR; fn;k tk,xk vkSj blh izdkj 9 vFkok 10 ds fdlh Jzs.kh ds laca/k esa fof’k"V miyfC/k;ksa ds 
laca/k esa vkSfpR; fn;k tk,xkA Jzs.kh 1&2 vFkok 9&10 fojy gksrh gS vr% mudk vkSfpR; fn, 
tkus dh t:jr gSA lkaf[;d Jzs.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 to 2 (against work output or attributes or overall grade) would be 
justified with respect to specific accomplishments. 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) ,ih,vkj dk 8 ls 10 ds chp dk oxhZdj.k “mR—"B” fy;k tk,xk rFkk lwphdj.k@ç¨Uufr ds fy, 
v©lr izkIrkad 9 fn;k tk;sxkA 

APARs 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) ,ih,vkj dk 6 rFkk 8 ls NksVk ds chp dk oxhZdj.k “cgqr vPNk” 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. 
 

5) ,ih,vkj dk 4 rFkk 6 ls NksVk ds chp dk oxhZdj.k “vPNk” 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. 
 

6) ,ih,vkj dk 4 ls de dk oxhZdj.k  “'kwU;” fy;k tk,xk A  
 APARs graded below 4 will be given a score of “Zero”. 



uksV% okf"kZd dk;Zfu"iknu ewY;kadu izfrosnu dk izi= xqykch dkxt ij eqfnzr fd;k tk, 

Note: APAR Form to be printed on PINK PAPER 
 

 

 

 

Hkkjrh; okfudh vuqla/kku ,oa f’k{kk ifj"kn ds oxZ &AAA ds  

varxZr vkus okys rduhdh deZpkfj;ksa dk 

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

 

Annual Performance Appraisal Report (APAR) 

for Technical Employees of  

Indian Council of Forestry Research & Education 

under Category-III 
 

 

 

 

vf/kdkjh dk uke ------------------------------------------------------------------------------------------ 

Name of Officer ……………………………………………………………………. 

lekfIr o"kZ@vof/k dk izfrosnu ------------------------------------------------------------------------ 

Report for the year/period ending ………………………...………………………. 

 

 

 



Hkk- ok- v- f’k- i- laLFkku ----------------------------------------------------------------------------------------------- 
 

ICFRE Institute…………………………………………………………………………………... 
 

izi= 

FORM 
 

Hkkjrh; okfudh vuqla/kku ,oa f’k{kk ifj"kn ds oxZ&AAA ds varxZr vkus okys rduhdh 

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

Annual Performance Appraisal Report for Technical Employees of Indian Council of Forestry 

Research & Education under Category-III 

 
lekfIr o"kZ@vof/k dk izfrosnu -------------------------------------------------------------------------------------------- 

Report for the year/period ending --------------------------------------------------------------------------- 
oS;fDrd C;kSjs 

PERSONAL DATA 

Hkkx&1 

PART-1 

¼ea=ky;@foHkkx@dk;kZy; ds lEcaf/kr iz’kklfud vuqHkkx }kjk Hkjs tkus ds fy,½ 

To be filled by the concerned Administrative Section of the Ministry/Department/Office) 
 

1. vf/kdkjh dk uke ---------------------------------------------------------------------------------------------------------- 

 

Name of the Officer…………………………………………………………………………… 
 

2]  : / Date of Birth: 

  ( / / ): ………/………/……… 

In figures (DD/MM/YYYY): 

 :  

 …………………………………………………………………………………………………………………
…………………………….. 
In words: 

  

3]     
  
Present post held 

 

4.       
  
Date of appointment of the present post 

 

5.         /   ? 

 ………………………………………………….…………………………… 
Whether the officer belongs to Schedule Caste/Schedule Tribe? 

 

6.      o"kZ esa dk;Z ls vuqifLFkfr dh vof/k  ------------------------------------------------------------------------------ 

¼izf’k{k.k] NqV~Vh vkfn½A ;fn mDr vf/kdkjh  

us izf’k{k.k fy;k gS rks mldk fooj.k nsaA  ------------------------------------------------------------------------------ 

Period of absence from duty (on training, 

 Leave etc during the year. If he has under-   ------------------------------------------------------------------------------ 

-gone Training, specify.      

 
 

  

(Signature of Administrative Officer) 



Hkkx&2 

PART-1I 

¼ftl vf/kdkjh dk izfrosnu fy[kk tkuk gS] mlds }kjk Hkjs tkus ds fy,½ 

TO BE FILLED IN BY THE OFFICER REPORTED UPON 
 

¼Ñi;k izfof"V;ksa dks Hkjus ls igys vuqns’kksa dks /;ku ls i<+ ysa½ 

(Please read carefully the instructions before filling the entries) 
 

1. fd;s x;s dk;ksaZ dk laf{kIr fooj.k 

Brief description of duties 

 

 

 

 

 

 

2. dk;Z ds tks y{;@mn~ns’;@/;s; vkius Lo;a vius fy, fu/kkZfjr fd, gksa] ;k vki ds 

fy, fu/kkZfjr fd, x, gksa mu ¼ifjek.k@ek=k ;k vU; :i esa½ dk;ksaZ dh vkB&nl ensa 

izkFkfedrk ds vk/kkj ij crk,a vkSj izR;sd y{; dh n`f"V esa viuh miyfC/k crk,WaA 

¼mnkgj.k ds fy,% vkids izHkkx ds fy, okf"kZd dk;Z ;kstuk½ 

Please specify targets/objectives/goals (for 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). 

y{;@mn~ns’;@/;s; 

Targets/Objective/Goals 

miyfC/k;kWa  

Achievements 

 

 

 

 

 

 

 

 

3. ¼v½ Ñi;k en 2 esa crk, x, y{;ksa@mn~ns’;ksa@/;s;ksa dh izkfIr esa jgh dfe;ksa dk 

la{ksi esa mYys[k djsaA y{;ksa dh izkfIr esa dksbZ ck/kk,a jgh gksa rks os crk,WaA 

(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. 

 

 

 

 

 

 

 
 

 



¼c½ Ñi;k mu enksa dk Hkh mYys[k djsa ftuesa dkQh vf/kd miyfC/k;kWa jgh gSa vkSj 

muesa vius ;ksxnku dk Hkh mYys[k  djsaA 

(B) Please also indicate items in which there have been significantly higher achievements and 

your contribution thereto.  

 

 

 

 

 

 

 

 

 

 
 

 

4.  Ñi;k mYys[k djsa fd D;k iwoZorhZ dSyS.Mj o"kZ dh vpy lEifRr okf"kZd fooj.kh 

fu/kkZfjr fnukWad vFkkZr~ dSyS.Mj o"kZ ls mRrjorhZ o"kZ dks 31 tuojh rd ntZ djk nh 

xbZ FkhA ;fn ugha rks fooj.k ntZ djkus dh fnukWad nh tk,A 

 Please state whether the annual return on immovable property for the preceding calendar year 

was filed within the prescribed date i.e. 31
st
 January of the year following the calendar year. If 

not, the date of filing the return should be given.  
 

 
 

 

 

 

 

 

 

 

lwpuk nsus okys vf/kdkjh ds gLrk{kj 

Signature of officer reported upon  

 

fnukWad% ----------------- 

Dated: …………. 

 

 

 

 

 

 

 



Hkkx&3 

PART-3 
 

la[;kRed oxhZdj.k dk fu/kkZj.k izfrosnu rFkk iqufuZjh{k.k izkf/kdkjh }kjk fd;k tkuk gS tks 

1&10 ds iSekus ij gksuk pkfg,] tgkWa 1 lcls de Js.kh dk rFkk 10 mPpre Js.kh dk 

mYys[k djrk gSA 

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. 
 

¼Ñi;k izfof"V;ksa dks Hkjus ls igys fn’kkfunsZ’kksa dks /;ku ls i<+ ysa½ 

(Please read carefully the guidelines before filling the entries) 
 

¼v½ dk;Z fu"iknu dk ewY;kadu ¼bl Hkkx dk Hkkj 40%gksxk½ 

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

  izfrosnu 

izkf/kdkjh 

Reporting 

Authority 

 

iqufoZyksdu izkf/kdkjh 

¼lanÒZ Òkx&5 dk iSjk 2½ 

Reviewing Authority 

(Refer Para 2 of Part-5) 

iqufoZyksdu 

izkf/kdkjh ds 

vk|k{kj 

Initial of Reviewing 

Authority 

i) iwoZfu;ksftr dk;Z dh ifjiw.kZrk@fo"k; ds 

vk/kkj ij vkoafVr fd;k x;k dk;Z 

Accomplishment of planned work/work 

allotted as per subjects allotted 

   

ii) dk;Z&fu"iknu dh dksfV 

Quality of output  
   

iii) fo’ys"k.kkRed ;ksX;rk 

Analytical ability 
   

iv) vioknkRed dk;Z dk ifjiw.kZrk@fd;s x, 

vizR;kf’kr dk;Z 

Accomplishment of exceptional 

work/unforeseen tasks performed 

   

 fuxZr dk;Z ij dqy feykdj Js.khdj.k 

Overall Grading on `Work Output’ 
   

 

¼c½ O;fDrxr fo’ks"krkvksa dk ewY;kadu ¼bl Hkkx dk Hkkj 30% gksxk½ 

(B) Assessment of personal attributes (weightage to this Section would be 30%) 
 

  izfrosnu 

izkf/kdkjh 

Reporting 

Authority 

iqufoZyksdu izkf/kdkjh 
¼lanÒZ Òkx&5 dk iSjk 2½ 

Reviewing Authority 

(Refer Para 2 of Part-5) 

iqufoZyksdu izkf/kdkjh 

ds vk|{kj 

Initial of Reviewing 

Authority 

i) dk;Z dh vfHko`fRr 

Attitude to work 
   

ii) ftEesnkjh dk cks/k 

Sense of responsibility 
   

iii) vuq’kklu dk vuqj{k.k  

Maintenance of Discipline 
   

iv) laizs"k.k {kerk,Wa  

Communication skills 
   

v) usr`Ro xq.k  

Leadership qualities 
   

vi) ny dh Hkkouk esa dk;Z djus dh 

{kerk 

Capacity to work in team spirit 

   

vii) le; lkfj.kh dk vuqlj.k djus 

dh {kerk 

Capacity to work in time-schedule 

   



viii) ijLij O;fDrxr lEca/k 

Inter-personal relations 
   

ix) lexz Nfo ,oa O;fDrRo 

Overall bearing and personality 
   

O;fDrxr fo’ks"krkvksa ij dqy feykdj 

Js.khdj.k 

Overall Grading on `Personal Attributes’ 

   

 

¼l½ izdk;kZRed l{kerk dk ewY;kadu ¼bl Hkkx dk Hkkj 30% gksxk½ 

(C)Assessment of functional competency (weightage to this Section would be 30%) 

  izfrosnu 

izkf/kdkjh  

Reporting 

Authority 

iqufoZyksdu izkf/kdkjh  
¼lanÒZ Òkx&5 dk iSjk 2½ 

Reviewing Authority 

(Refer Para 2 of Part-5) 

iqufoZyksdu izkf/kdkjh 

ds vk|{kj 

 Initial of Reviewing 

Authority 

i) fu;e@fofu;e@dk;Z ,oa ;ksX;rk ds 

{ks= esa izfØ;k,Wa ,oa muds lgh 

iz;ksx dh tkudkjh 

Knowledge of Rules /Regulations / 

Procedures in the area of function and 

ability to apply them correctly. 

   

ii) uhfrc) ;kstuk cukus dh {kerk 

Strategic planning ability 
   

iii) fu.kZ; ysus dh {kerk 

Decision making ability 
   

iv) leUo; {kerk 

Coordination ability 
   

v) v/khuLFk dks izsfjr ,oa fodflr djus 

dh {kerk 

Ability to motivate and develop 

subordinates 

   

vi) igy 'kfDr 

Initiative 
   

izdk;kZRed l{kerk ij dqy feykdj 

Js.khdj.k 

Overall Grading on `Functional 

Competency’ 

   

 



Hkkx&4 

PART-4 
lkekU; 

GENERAL 

1. turk ds lkFk Hkkxhnkjh ¼tgkWa Hkh iz;ksT;½ 

Relations with the public (wherever applicable) 

¼turk dh vko’;drkvksa dk mRrjnkf;Ro ,oa vf/kdkjh rd vfHkxe ij Ñi;k fVIi.kh nsaA½ 

(Please comment on the Officer’s accessibility to the public and responsiveness to their needs) 

 

 

 

 

2. izf'k{k.k 
 Training 

¼Ñi;k vf/kdkjh dh izHkkfork vkSj dk;Z {kerkvksa esa vkSj vf/kd lq/kkj vkSj o`f) djus dh n`f"V ls 

mlds izf’k{k.k ds fy, flQkfj’ksa djsaA½ 

(Please give recommendations for training with a view to further improving the effectiveness and capabilities of 

the officer) 

 

 

 

 

3. LokLF; dh fLFkfr 

State of Health 
 

 

 

 

4. lR;fu"Bk 

 Integrity 

 ¼Ñi;k vf/kdkjh dh lR;fu"Bk ij fVIi.kh nsa½ 

 (Please comment on the integrity of the officer) 

 

 

 

 

  



5. izfrosnu vf/kdkjh }kjk vf/kdkjh dh leLr fo’ks"krkvksa dh rLohj ¼yxHkx 100 'kCnksa esa½] 

ftlesa lkeF;Z {ks= ,oa de lkeF;Z {ks=] vlk/kkj.k miyfC/k;kWa] egRoiw.kZ foQyrkvksa ¼lanHkZ% 

Hkkx&2 dk 3¼v½ ,oa 3¼c½½ ,oa nqcZy oxksaZ ds izfr vfHko`fRr 'kkfey gksA 

Pen Picture by Reporting Officer (in about 100 words) 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. izfrosnu ds Hkkx&3 ds [kaM v] c rFkk l esa fn;s x, Hkkjka’k ds vk/kkj ij dqy feykdj 

la[;kRed oxhZdj.kA 

 Overall numerical grading on the basis of weightage given in Section A,B and C in Part-3 of the 

Report.  

 

 

 

LFkku/Place: …………………. 

 

fnukad/Date: ………………….. 

 

 

 

izfrosnu vf/kdkjh ds gLrk{kj 

Signature of the Reporting Officer 

 

uke lkQ v{kjksa esa ---------------------------------------------------------- 

Name in Block letters: ………………………………… 

inuke% ………………………………… 

Designation: ……………………………………....…… 

izfrosnu dh vof/k esa% ………………………… 

During the period of Report: ………………………… 

 
 



Hkkx&5 

PART- 5 
1. iqufoZyksdu vf/kdkjh dh vfHk;qfDr%  

REMARKS OF THE REVIEWING OFFICER 

iqufoZyksdu vf/kdkjh ds vUrxZr lsok dky 

Length of service under the Reviewing Officer 

 

 

 

2. D;k vki Hkkx&3 o Hkkx&4 esa fuxZr dk;Z rFkk fofHkUu xq.kksa ds laca/k esa izfrosnu vf/kdkjh 

}kjk fd;s x;s ewY;kadu ls lger gSa\ D;k vki vf/kdkjh dh vlk/kkj.k miyfC/k;ksa@ egRoiw.kZ 

vlQyrkvksa ds laca/k esa fd;s x;s ewY;kadu ls lger gS\ ¼lanHkZ% Hkkx&3 ¼v½¼IV½ rFkk 

Hkkx&4 ¼5½½ 

¼;fn vki izfrosnu vf/kdkjh }kjk fn;s xq.kksa ds fdlh la[;kRed ewY;kadu ls lger ugha gS 

rks d`Ik;k viuk ewY;kadu bl [k.M ds fn;s x;s LraEHk esa ns rFkk fo|ekurk ds vk|k{kj djsa½  

Do you agree with assessment made by the reporting officer with respect to the work output and the 

various attributes in  Part-3 and Part-4? Do you agree with the assessment of the reporting officer 

innrespect of extraordinary achievements/significant faluires of the officer reported upon ? (Ref: Part 

3A(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 column provided for you and initial your entries. 

  

gk¡ 

YES 

Ukgha 

NO 
 

3. vlger gksus dh fLFkfr esa d`Ik;k blds dkj.k crk;sa] D;k dksbZ ,slh ckr gS ftls vki dqN 

cnyuk ;k tksM+uk pkgrs gSA  

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

 

 

 

 

4. iqufoZyksdu vf/kdkjh }kjk dye rLohjA Ñi;k lekykspu djsa ¼yxHkx 100 'kCnksa esa½ ftlesa 

vf/kdkjh dh leLr fo’ks"krkvksa dh lkeF;Z {ks= ,oa de lkeF;Z {ks= ,oa mldh nqcZy oxksZ ds 

izfr vfHko`fRr 'kkfey gksA  

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. izfrosnu ds Hkkx&3 [kaM&v] [kaM&c rFkk [kaM&l esa fn, x, Hkkjka’k ds vk/kkj ij dqy 

feykdj la[;kRed oxhZdj.kA  

Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in 

Part-3 of the Report. 

 

 

 

 

 

 

LFkku /Place: …………………. 

 

fnukad /Date: ………………….. 

iqufoZyksdu vf/kdkjh ds gLrk{kj 

Signature of the Reviewing Officer 

 

uke lkQ v{kjksa esa -………………………………. 

Name in Block letters: ……………………………… 

Iknuke% …………………………………………........ 

Designation: ……………………………………........ 

izfrosnu dh vof/k esa% …………………………….. 

During the period of Report: ……………………….. 

 

 

 

 



la[;kRed Js.khdj.k ds LkkFk ,ih,vkj Hkjus laca/kh fn'kkfunsZ'k 

Guidelines regarding filling up of APAR with numerical grading 
 

1) ,ih,vkj ds LraHk fof|or lko/kkuh vkSj ?;kuiwoZd rFkk Ik;kZIr le; nsrs gq, Hkjus pkfg,A 

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

time.  

 

2) ;g vk'kk dh tkrh gS fd 1 vFkok 2 ds fdlh oxhZdj.k ¼fuxZr dk;Z ;k fo’ks"rkvksa ;k 

dqy feykdj Jzs.khdj.k ds izfrdwy½ dks fof’k"V vlQyrkvksa ds ekxZ ls dye fp= esa 

Ik;kZIr :Ik ls vkSfpR; fn;k tk,xk vkSj blh izdkj 9 vFkok 10 ds fdlh Jzs.kh ds laca/k 

esa fof’k"V miyfC/k;ksa ds laca/k esa vkSfpR; fn;k tk,xkA Jzs.kh 1&2 vFkok 9&10 fojy 

gksrh gS vr% mudk vkSfpR; fn, tkus dh t:jr gSA lkaf[;d Jzs.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 to 2 (against work output or attributes or overall grade) would 

be justified with respect to specific accomplishments. 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) ,ih,vkj dk 8 ls 10 ds chp dk oxhZdj.k “mR—"B” fy;k tk,xk rFkk lwphdj.k@ç¨Uufr 

ds fy, v©lr izkIrkad 9 fn;k tk;sxkA 

APARs 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) ,ih,vkj dk 6 rFkk 8 ls NksVk ds chp dk oxhZdj.k “cgqr vPNk” 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. 

 

5) ,ih,vkj dk 4 rFkk 6 ls NksVk ds chp dk oxhZdj.k “vPNk” 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. 

 

6) ,ih,vkj dk 4 ls de dk oxhZdj.k  “'kwU;” fy;k tk,xk A  

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

 


