
fnYyh fodkl izkf/kdj.k
DELHI DEVELOPMENT AUTHORITY
lgk;d@mPp Js.kh fyfid@fUkEu Js.kh fyfid

dh okf’kZd dk;Z&fu’iknu fjiksVZ
ANNUAL PERFORMANCE ASSESSMENT REPORT OF

ASSISTANT/UPPER DIVISION CLERK/LOWER DIVISION CLERK

vof/k % -------------------------------------------------------------------------ls ----------------------------------------------------------------------rd
Period ______________________________to ______________________

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

1. uke
Name :

2. firk dk uke
Father’s Name:

3. inuke
Designation:

4. tUefrfFk
Date of Birth:

5. “kSf{kd ;ksX;rk
Educational Qualification:

6. fookfgr vFkok vfookfgr
Married or single

7. fn-fo-izk- esa orZeku xzsM esa yxkrkj fu;qfDr dh frfFk
Date of continuous Appointment in the
present grade in DDA viz.:

8. D;k LFkk;h@v/kZ LFkk;h vFkok vLFkk;h gSa
Whether permanent, quasi permanent
or temporary:

9. vuqHkkx] ftlesa fjiksVkZ/khu o’kZ ds nkSjku
Section in which served during the year
under report and period of service in each:
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10. o’kZ ds nkSjku vodk”k] izf”k{k.k vkfn ij M~;wVh ls vuqifLFkr
jgus dh vof/k
Period of absence from duty, on leave,
training etc. during the year:

11. d`i;k crk,asa fd D;k fu/kkZfjr frfFk vkFkkZr~ vxys dSys.Mj o’kZ
dh 31 tuojh rd fiNys dSys.Mj o’kZ ds fy, vpy laifÙk dk okf’kZd
fooj.k Hkjk Fkk \;fn gk¡] rks fooj.k Hkjus dh frfFk dk mYys[k djsaA
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 following calendar
year. If so, the date of filling the returns should be given

uke ,oa inuke
Name & Designation

dk;Z dh vof/k
Period worked

fjiksfVZx vf/kdkjh
Reporting Authority
leh{kkdrkZ vf/kdkjh
Reviewing Authority

Hkkx & II fjiksfVZ/khu o’kZ@vof/k ds nkSjku deZpkjh }kjk laHkkys x, dk;Z dk laf{kIr
fooj.k ¼fjiksfVZx 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)

_______________________________________________________
_______________________________________________________

uksV% os bl ckr dk mYys[k djsa fd D;k ftl deZpkjh dh fjiksVZ Hkjh tk jgh gS mls
igy djus] fu;eksa ,oa fofu;eksa dh tkudkjh dk iz;ksx djus ds fu.kZ; ds dk;ksZa
vFkok lkekU; izd`Ùk ,oa uSfefÙkd izd`fr ds izksQs”kuy rduhd ds dk;ksZa esa yxk;k
x;k gSA

NOTE: He should indicate, whether the official reported upon is employed on
tasks involving initiative judgement of application of knowledge of
rules and regulations or professional techniques of tasks of a simple
nature and routine character.

Hkkx & III fjiksfVZx vf/kdkjh }kjk ewY;kWdu
PART-III ASSESSMENT BY THE REPORING OFFICER

1. LokLF;
State of Health __________________________
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2. lkekU; cqf)eÙkk ,oa lh[kus dh mRlqdrk
General intelligence and
Keenness to learn __________________________

3. Vad.k esa izoh.krk
Proficiency in typing

mRd`’V
Outstanding

cgqr vPNk
Very Good

vPNk
Good

vkSlr
Average

[kjkc
Poor

4. vius dk;kZsa esa izoh.krk tSls fu/kkZfjr jftLVjksa ,oa pkVZ vkfn dk j[kj[kko
Proficiency in his/her works viz. maintenance of prescribed registers
and charts etc.

mRd`’V
Outstanding

cgqr vPNk
Very Good

vPNk
Good

vkSlr
Average

[kjkc
Poor

5. dk;ksZa ds fu;fer igyqvksa tSls lgk;d Mk;jh] Qkbyksa dk leqfpr j[kj[kko djuk
,oa Qkbyksa dk fjdkMZ j[kus] lwphc) djus ,oa NkWVus ds dke ij /;ku nsukA
Attention to routine aspects of work such as proper maintenance
assistant diary, files, recording of indexing and weeding of files.

¼d½ bu igyqvksa ij i;kZIr /;ku nsrs gSA
¼[k½ bu igyqvksa ds izfr mnklhu gSA
¼x½ ckj&ckj izksRlkfgr djuk vkSj fujh{k.k djuk iM+rk gSA
(a) Pays adequate attention to these aspects.
(b) Is indifferent to these aspects
(c) Has to constantly promoted and supervised.

6. dk;kZy; dk;Z&i)fr dh tkudkjh gksuk
Knowledge of office procedure

mRd`’V
Outstanding

cgqr vPNk
Very Good

vPNk
Good

vkSlr
Average

[kjkc
Poor

7. lkekU; ,oa mls lkSais x, dk;Z ds lanHkZ esa fof”k’V fu;eksa] fofu;eksa ,oa vuqns”kksa
dh tkudkjh gksuk
Knowledge of Rules, Regulation & Instructions in general and with
particular reference to the work allotted to him.

mRd`’V
Outstanding

cgqr vPNk
Very Good

vPNk
Good

vkSlr
Average

[kjkc
Poor
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8. dk;Z dh xq.koÙkk
Quality of work

(i) mi;qDr fu;e&fofu;eksa dks lgh rjg ls ykxw djus dh ;ksX;rk
Ability to apply the relevant Rule / Regulations correctly

mRd`’V
Outstanding

cgqr vPNk
Very Good

vPNk
Good

vkSlr
Average

[kjkc
Poor

9. ekeyksa dh iw.kZr;k ,oa O;kid :i ls tk¡p djus dh {kerk
Capacity to examine cases thoroughly and comprehensively

mRd`’V
Outstanding

cgqr vPNk
Very Good

vPNk
Good

vkSlr
Average

[kjkc
Poor

10. fVIi.k ,oa izk:i.k dh dksfV
Quality of Noting & Drafting

mRd`’V
Outstanding

cgqr vPNk
Very Good

vPNk
Good

vkSlr
Average

[kjkc
Poor

11. dk;Z ds fuiVku esa rRijrk
Promptness in Disposal of work
(a) cgqr rRij

Very Prompt _________________
(b) i;kZIr :i ls rRij

Reasonably prompt __________________
(c) /khes ,oa dk;Z esa nsjh djus dh izo`fÙk

Is slow and tends to delay __________________

12. vuq”kklu ds izfr nkf;Ro
Amenability of discipline __________________________

13. mifLFkfr esa le; dk ikcUn
Punctuality in attendance __________________________

14. lgdfeZ;ksa ds lkFk laca/k@tulaidZ
Relations with fellow employees/
public relations __________________________

15. lR;fu’Bk
Integrity __________________________
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16. D;k fjiksVkZ/khu vof/k ds nkSjku vf/kdkjh dks dk;Z ds izfr mnklhu jgus vFkok
vU; dkj.kksa ls MkWVk x;k gS \ ;fn gkW] rks d`i;k la{ksi esa mYys[k djsaA
Has the officer been reprimanded for indifferent work or for other
causes during the period under report? If so, please give brief
particulars.
_______________________________________________________
_______________________________________________________

17. D;k vf/kdkjh us dksbZ mRd`’V vFkok mYys[kuh; iz”kkaluh; dk;Z fd;k gS \ ;fn
gk¡] rks mldk laf{kIr fooj.k nsaA
Has the officer done any outstanding or notable work meriting
commendations if so briefly mention them
_______________________________________________________
_______________________________________________________

18. fjiksfVZax vf/kdkjh dh fVIi.khA d`i;k ¼yxHkx 100 “kCnksa esa½ dq”kyrk vkSj de
dq”kyrk okys dk;Z {ks=ksa lfgr vf/kdkjh ftldh fjiksVZ Hkjh tk jgh gSa] dh lexz
fo”ks’krkvksa dk mYys[k djsa vkSj detksj oxksZ ds izfr muds n`f’Vdks.k ij fVIi.kh
djsaA
Pen picture by the Reporting Officer, please comment (in about 100
words) on the overall qualities of the officer reported upon including
areas of strength and lesser strength and his attitude towards weaker
sections.

19. lexz xzzsfMax
Overall Grading ______________________________

fjiksfVZax vf/kdkjh ds gLrk{kj ----------------------------------------------------------------------------
Signature of the Reporting Officer ___________________
uke Li’V v{kjksa esa -----------------------------------------------------------------------------------------------
Name in Block letters _____________________________

fnukad % inuke -------------------------------------------------------------------------------------------------------------------
Dated: ____________ Designation ___________________________________
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Hkkx &IV leh{kkdrkZ vf/kdkjh dh fVIi.kh
PART-IV REMARKS OF REVIEWING OFFICER

1. leh{kkdrkZ vf/kdkjh ds v/khu lsok dh vof/k
Length of service under reviewing officer
_______________________________________________________

2 D;k vki Åij fn, x, Hkkx&AAAesa fjiksfVZax vf/kdkjh dh fVIi.kh ls lger gS \
;fn ugha] rks viuh vlgefr dk mYys[k djsaA ;fn vki fjiksfVZx vf/kdkjh dh
fVIi.kh ds vfrfjDr deZpkjh ds dk;Z@vkpj.k ds laca/k esa dqN fof“k’V ckrsa
tksMuk pkgrs gS] rks d`i;k mudk mYys[k djsaA vki vius fopkjksa dk laf{kIr
fooj.k ;gk¡ Hkh ns ldrs gSA
Do you agree with the remarks of the Reporting Officer in Pt.III
above? If not, indicate the extent of your disagreement. If you wish
to add anything specific with regard to the work/conduct of the official
over and above the remarks of the reporting officer, please mention
them.   You may also sum up your views here.

_______________________________________________________
_______________________________________________________
_______________________________________________________
_______________________________________________________

3. D;k vf/kdkjh esa dksbZ [kkl fo“ks’krk vFkok mRd`’V xq.k vFkok ;ksX;rk gS tks
mldh rjDdh rFkk ckjh ls igys mPprj fu;qfDr ds fy, fo“ks’k p;u dks
U;k;laxr Bgjrh gSa \ ;fn gk¡] rks mu fo“ks’krkvksa dk la{ksi esa mYys[k djsa vkSj
bl ckr dk Hkh mYys[k djsa fd D;k vki mUgsa ckjh ls igys inksUufr ds fy,
mi;qDr ekurs gSA
Has the officer special characteristics and or any outstanding merits of
abilities which would justify his advancement and special selection for
higher appointment out of turn. If so, mention the characteristics
briefly and indicate do you consider him ‘FIT’ for ‘OUT OF TURN’
promotion.
_______________________________________________________
_______________________________________________________
_______________________________________________________

4 leh{kk vf/kdkjh dh fVIi.khA d`i;k fVIi.kh djsa ¼yxHkx 100 “kCnksa esa½ ftlesa
vf/kdkjh ftldh fjiksVZ Hkjh tk jgh gS] dh leLr fo“ks’krkvksa dk dq“kyrk okys
dk;ksZa ,oa de dq“kyrk okys dk;ksZa lfgr mYys[k gks rFkk mudk detksj oxksZa ds
izfr n`f’Vdks.k Hkh crk;k x;k gksaA
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Pen picture by the Reviewing Officer, Please comment(in about 100
words) on the overall qualities of the officer reported upon including
areas of strength and lesser strength and his attitude towards weaker
sections.

5. lexz xzzsfMax
Overall Grading ______________________________

fjiksfVZax vf/kdkjh ds gLrk{kj ----------------------------------------------------------------------------
Signature of the Reporting Officer ___________________
uke Li’V v{kjksa esa -----------------------------------------------------------------------------------
Name in Block letters _____________________________

fnukad %------------------- inuke ---------------------------------------------------------------------------------------------------------------------
Dated_________ Designation ________________________________

a) tulaidZ dk ;g dkWye vf/kdkjh }kjk dsoy rHkh Hkjk tkuk vko“;d gksxk] tc
fjiksVkZ/khu vf/kdkjh dk yksxksa ds lkFk tulaidZ dk dk;Z gksA
The column to ‘Public Relation’ need be filed in by officer only where
the duties of the official reported upon are such that he comes in
contract with the members of the public.

b) lR;fu’Bk ls lacaf/kr dkWye dks Hkjus ds fy, fuEufyf[kr izfØ;k dk ikyu fd;k
tkuk pkfg,&%
The following procedure should be followed in filling up the column
relating to integrity.

(i) D;k vf/kdkjh dh lR;fu’Bk lansg ls ijs gSa \ ;fn ,slk gS] rks mYys[k
djsaA
Is the officers integrity is beyond doubt, it may be so stated.
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(ii) ;fn dksbZ lansg gS] rks dkWye dks fjDr NksMsa+ vkSj fuEufyf[kr dk;Zokgh
djsa-
Is there is any doubt or suspicious, the cl. should be left blank
and action taken as under:-

c) ,d i`Fkd uksV fjdkMZ fd;k tk, vkSj vuqorhZ dkjZokbZ dh tk,A xksiuh; fjiksVZ
ds lkFk dh izfr vxys ofj’B vf/kdkjh dks Hkh Hksts tk,] tks ;g lqfuf”pr djsaxs
fd ftl ekeys esa lR;fu’Bk izekf.kr djuk laHko ugha gS] mlesa vuqorhZ dkjZokbZ
“kh/kz gh dj yh xbZ gSA
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.
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