
fnYyh fodkl izkf/kdj.k
DELHI DEVELOPMENT AUTHORITY

lHkh rduhdh lewg &x deZpkfj;ksa dh okf’kZd dk;Z fu’iknu ewY;kadu fjiksVZ
ANNUAL PERFORMANCE ASSESSMENT REPORT OF

ALL TECHNIACAL GROUP-C OFFICIALS
vof/k % ---------------------------------------------------------------------------ls --------------------------------------------------------------------------rd
Period: ____________________________ to ________________________

Hkkx &1 O;fDrxr fooj.k
Part-I: Personal Data Employee’s I. D. No._________

1 deZpkjh dk uke
Name of official

2 firk dk uke
Father’s Name

3 tUe frfFk
Date of birth

4 inuke @/kkfjr in
Designation/Post held

5 orZeku xzsM esa fujUrj fu;qfDr dh rkjh[k
Date of continuous appointment
to the present grade, viz

6 vki LFkkbZ] v/kZ&LFkkbZ ;k vLFkkbZ gSa
Whether permanent, Quasi permanent or Temporary

7. fjiksVZ ds varxZr o’kZ ds nkSjku ftu vuqHkkxksa esa lsok dh
vkSj izR;sd esa lsok dh vof/k
Section in which served during the year
under report and period of service in each

8. o’kZ ds nkSjku vodk”k] izf”k{k.k vkfn ij lsok ls vuqifLFkfr
dh vof/k
Period of absence from duty on leave, training etc.
during the year

Hkkx & II % fjiksVkZ/khu vof/k@o’kZ ds nkSjku deZpkjh }kjk laHkkys x, dk;Z dk laf{kIr
fooj.k ¼ fjiksfVZax vf/kdkjh }kjk Hkjk tk,½

Part-II: A brief statement of the work handled by the official during the
year/period under report. (to be filled by the Reporting Officer).
________________________________________________________
________________________________________________________
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uksV % ;g n”kkZ;k tkuk pkfg, fd ftl igy vf/kdkjh dh fjiksVZ rS;kj dh tk jgh gS]
mls bl rjg ds dk;Z lkSais x, gSa ftuesa igy djus] fu.kZ; ysus] Kku ds vuqiz;ksx
vFkok lk/kkj.k izd`fr vkSj nSfud izd`fr ds dk;kZs ds O;kolkf;d rduhdksa ds fu;e
vkSj fofu;e “kkfey gSa A

Note: This should be indicated whether the officer reported upon is employed
on tasks involving initiative, judgment or application of knowledge or
Rules and Regulation of professional techniques of tasks of a simple
nature and routing character.

Hkkx & III fjiksfVZx vf/kdkjh }kjk ewY;kadu
Part-III ASSESMENT BY THE REPORTING OFFICER

1 D;k og mifLFkfr ds ekeys esa fu;fer vkSj le;fu’B gS \ ----------------------------------------
Is he regular and punctual in attendance? _______________

2 og dk;Z tYnh fuiVkrs gSa ;k nsjh djrs gSa \ -------------------------------------------------------
Is he quick/slow in work? _____________________

3 D;k og dk;Z ds izfr lefiZr gSa \ -------------------------------------------------------
Is he devoted to duty? _____________________

4 D;k os vuq”kklu fiz; gSa vkSj D;k os vius i;Zos{kdksa
ls rkyeSy cSBk ikrs gSa \ -------------------------------------------------------
Is he amenable to disciplined and
Co-operative with the supervisory staff? ----------------------------------

5 D;k os cgqr de ifj.kke nsrs gaS \ -------------------------------------------------------
Does he give excess deficit turnout? _____________________

6 D;k os LoPNrk ilan gSa \ D;k os viuh vfHkj{kk esa j[kh ----------------------------------------------------
e”khu vkfn dks lkQ lqFkjh ,oa Bhd&Bkd j[krs gSa \
Is his habit clear? Does he keep the machine etc.
under his custody clear and tidy and in proper manner?______________

7 rduhdh ¼fu;eksa@izfØ;kvksa dh tkudkjh ds ckjs esa fVIi.kh½
Technical (Comments about knowledge of Rules/Procedure)

d½ mRd`’V ----------------------------------------------------------------------
Outstanding __________________________

[k½ cgqr vPNk ------------------------------------------------------------------
Very Good _________________________

x½ vPNk ------------------------------------------------------------------
Good _________________________

?k½ vkSlr ------------------------------------------------------------------
Average __________________________

M½ [kjkc ------------------------------------------------------------------
Poor __________________________
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8 vfrfjDr ¼dsoy ckg~; deZpkfj;ksa ds fy, ½ -------------------------------------------------------------------
Additional (For outdoor staff only) _______________________

d½ turk ls O;ogkj djus esa O;ogkj dq”kyrk ,oa fouezrk------------------------------------------------
Behavior Tact and courtesy in dealing with the public ______________

[k½ {ks= esa gksus okyh ?kVukvksa ds laca/k esa fjiksVZ -------------------------------------------------------
¼LFkkuh; tkudkjh ½
Report regarding happening in the area (Local knowledge) _______________

9- dk;Z ¼vkÅViqV ½ifj”kq)rk ds ckjs esa fVIi.kh -------------------------------------------------------
Work (Comments about output, accuracy) _______________________

10- dk;Z dh dksfV
Quality of work
d½ cgqr vPNk --------------------------------------------------------------

Very Good ___________________
[k½ vPNh ---------------------------------------------------
Good _________________
x½ [kjkc ---------------------------------------------------
Poor _________________

?k½ dk;Z le; ij djrs gSa ;k vf/kd le; yxkrs
gS]vfrfjDr dk;Z vkus ij vfuPNk fn[kkrs gSa ;k -------------------------------------------------
cM+cMkrsa gSaA
Work up to date or in arrear grudges
or grumbles when extra work given ________________________

11 LoHkko ¼LoPNrk] le;fu’Brk] fu;ferrk ds ckjs es fVIi.kh ½ ----------------------------------------
Habits (Comments about Tidiness, Punctuality, Regularity) _________

12. d½ O;fDrRo rFkk LokLF; -------------------------------------------------------
a) Personality and Health ___________________
[k½ lfØ;@mRlkgh@igys djus okys@nzqr xfr ls
dk;Z djus okys@âLV&iqLV ;k detksj LokLF; --------------------------------------------------

b) Active/Enthusiastic/Initiative/quick
stouter or weak in health. ___________________

13. vkpj.k
¼fo”oluh;rk] dk;Z ds izfr leiZ.k] ftEesnkjh dk ,glkl] vuq”kklu] phtksa dks
xksiuh; j[kus dh {kerk] izkf/kdj.k ds izfr oQknkjh ds ckjs esa fVIi.khA D;k vf/kd
dk;Z vkus dh vOkLFkk esa] vf/kd vodk”k] eq[; :i ls ,e- lh ij rks ugha ysrs gSA
Conduct
(Comments about Trust worthiness, devotion to duty-sense of
responsibility discipline capacity to keep things confidential loyalilty to
Authority, if takes too much leave especially on M.C. when there is rush
of work.
_________________________________________________________
_________________________________________________________
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14 vkpj.k ¼f”k’Vkpkj] turk ls O;ogkj lgdfeZ;ksa ls laca/k] Vhe ds lkFk dk;Z djus
dh {kerk vkSj lEeku izsfjr djus dh {kerk ds laca/k esa fVIi.kh ½
Behavior (Comments about manners, dealing with public, relations with
colleagues, team works, and capacity to inspire respect)
______________________________________________________________
______________________________________________________________

15 lR;fu’Bk ------------------------------------------------------------------

Integrity ____________________

16 lkekU; fVIi.kh -------------------------------------------------------------------

General Remark’s ____________________

17 lexz xzsfMax ------------------------------------------------------------------

Overall grading ____________________

fjiksfVZax vf/kdkjh ds gLRkk{kj ----------------------------------------------------------
Signature of Reporting Officer: _________________
uke ¼Li’V v{kjksa esa½ --------------------------------------------------------------------------
Name (in block letters) _______________________

fnukad inuke -----------------------------------------------------------------------------------------------------
Dated_________ Designation _______________________________

Hkkx& IV leh{kk vf/kdkjh dh fVIi.kh
Part-IV REMARKS OF REVIEWING OFFICER

¼leh{kk vf/kdkjh lko/kkuhiwoZd fopkj djsa vkSj crk, fd D;k og fjiksfVZx vf/kdkjh
}kjk fjdkWMZ fd, x, ewY;kadu dks iwjh rjg ls Lohdkj djrk gSA ;fn fdlh ckjs esa og
fjiksfVZx vf/kdkjh ls i`Fkd jkW; j[krk gS] rks rF;ksa dks Li’Vr% crk;k tkuk pkfg,A ½

(The Reviewing Officer should carefully consider and state whether he
accepts the assessment recorded by the Reporting Officer in all respects. If he
differs from the Reporting Officer in any respect, the facts should be clearly
stated)

lexz xzsfMax ----------------------------------------------------------------------
Overall Grading ________________________

leh{kk vf/kdkjh ds gLRkk{kj ----------------------------------------------------------
Signature of Reviewing Officer: ________________

uke ¼Li’V v{kjksa esa½ --------------------------------------------------------------------------
Name (in block letters) _______________________

fnukad inuke -----------------------------------------------------------------------------------------------------
Dated________ Designation _______________________________
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uksV %
Note:

1- ^tu laidZ ls lacaf/kr dkWye dks fjiksfVZx vf/kdkjh }kjk] dsoy rHkh Hkjs
tkus dh vko”;drk gS] tc fjiksVZ fd, x, vf/kdkjh ds drZO; bl izdkj ds gSa fd og tu
lkekU; ds laidZ esa vkrk gS A

The column relating to ‘Public Relation’ need be filed in by the
Reporting Officer only where the duties of the officer reported upon and such
that he comes in contract with in the members of the public.

2- LkR; fu’Bk ls lacaf/kr dkWye dks Hkjus ds fy, fuEufyf[kr izfØ;k dk
vuqlj.k fd;k tkuk pkfg,A

The following procedure should be followed in filling up the column
relating to integrity.

d½ D;k vf/kdkjh dh lR;fu’Bk lansg ls ijs gS] rks bls Li’V djsaA
Is the officer’s integrity is beyond doubt, it may be so stated.

[k½ ;fn fdlh izdkj dk lansg vFkok la”kg gS] rks dkWye dks fjDr NksM+ nsuk
pkfg, vkSj fuEufyf[kr dk;kZokbZ djsaA

Is there any doubt or suspicious, the column should be left blank and
action as under:

d½ ,d i`Fkd uksV fjdkWMZ dj bldk vuqlj.k fd;k tkuk pkfg,A xksiuh; fjiksVZ ds
lkFk] uksV dh ,d izfrfyfi Hkh vxys ofj’B vf/kdkjh dks Hksth tkuh pkfg,] tks ;g
lqfuf”pr djsxk fd vuqorhZ dk;ZokbZ nzqr xfr ls dh xbZ gS ] tgk¡ lR;fu’Bk dk izek.ku
vFkok xqIr uksV dk fjdkWMZ djuk laHko u gks ogk¡ fjiksfVZx vf/kdkjh ;g Li’V djsa fd mlus
,d fuf”pr er dk;e djus ds fy, ;k rks vf/kdkjh ds dk;Z dk Ik;kZIr le; ds fy,
voyksdu ugha fd;k gS vkSj ;k mlus vf/kdkjh ds fo’k; esa dqN Hkh ugha lquk gS] tSlk Hkh
ekeyk gksA
A) Separate note should be recorded and followed up. A copy of the note
should also 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 whether to certify the integrity or to record the secret note, the
Reporting Officer should state either that he had not watched the officer’s work
for sufficient time to time form a definite judgment or that he has heard nothing
against the officer, as the case may be
[k½ ;fn vuqorhZ dkjZokbZ dk ifj.kke] lafnX/krk dk lansg Li’V dj fn;k x;k gS rks
vf/kdkjh dh lR;fu’Bk dks izekf.kr fd;k tkuk pkfg, vkSj rnuqlkj xksiuh; fjiksVZ esa ,d
izfo’kfV dh tkuh pkfg,A

If so results of the follow up action, the doubt of suspicious are cleared,
the officers’ integrity should be certified and an entry made accordingly in the
confidential report.
Xk ½ ;fn lansg vFkok la”k; dh iqf’V gks tkrh gS] rks bl rF; dks fjdkWMZ fd;k tkuk
pkfg, vkSj lacaf/kr vf/kdkjh dks fof/kor lwfpr fd;k tkuk pkfg,A

If the doubts or suspicious are confirmed, this fact should also be
recorded and duly communicated to the officer concerned.
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?k ½ ;fn vuqorhZ dk;ZokbZ ds ifj.kkeLo:i ] lafnX/krk dk lansg u rks Li’V gksrk gS vkSj
uk gh bldh iqf’V gksrh gS rks vf/kdkjh ds vkpj.k dks vkxs dh vof/k ds fy, voyksfdr
fd;k tk, vkSj blds ckn mi;qZDr ¼[k½ vkSj ¼x½ esa n”kkZ, x, vuqlkj dkjokbZ dh tkuh
pkfg,A

If as a result of the follow up action, the  doubt of suspicious are neither
cleared nor confirmed, the officers conduct should be watched for a further
period and thereafter action taken as indicated (B) and (C) above.

3- izR;sd iSjk ds varxZr] dk;Z ds lkekU; ewY;kadu vkSj iSjk ¼16½ ds varxZr lkekU;
“kh’kZ ds varxZr deZpkjh ds vkpj.k ds lkFk] fjiksVZ fooj.kkRed gksuh pkfg,A

The report should in the narrative form under each paragraph, with a
general assessment of the work and conduct of the official under para (16)
under head general.

d½ ,sls iSjkvksa ds varxZr uksV fd, x, er dsoy fun”khZ gS] lokZaxh.k ugha gSaA fjiksVZ dks
fjdkMZ djrs le; bl ckr dk /;ku j[kk tk,A izR;sd en ij fVIi.kh djuk vfuok;Z ugha
gS] vkSj dsoy mUgha enksa dk mYys[k djus dh vko”;drk gS] ftu ij flQkfj”k vFkok
izfrdwy fu.kZ; fy, x, gSA fdlh fcanq ij dksbZ fVIi.kh u gksus dh fLFkfr esa] ;g eku fy;k
tk,xk fd fjiksVZ lgh gS vFkkZr nl fcUnqvksa dk mYys[k djus dh dksbZ fo”ks’k t:jr ugha
gSA

The items noted under such paras are only illustrative and not
exhaustive. There may be kept in mind when recording the report. It is not
necessary to comments on each item and only items where commendation or
adverse views are taken need be mentioned. In the absence of any nothing on
any point, it will be presumed that the report is normal i.e. there is nothing
special to mentioned ten point.
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