Bharat Sanchar Nigam Limited
(A Govt of India Enterprises)
CORPORATE OFFICE, SEA SECTION
7™ Floor, Bharat Sanchar Bhawan, J anpath
New Delhi - 110 001

No. 1-9/2006 SEA BSNL
Dated 1" May, 2014
To

All Heads of Circles / Circle IFA
BSNL

Subject: Reporting/Reviewing structure for Executives in BSNL - modifications in APAR pro-
forma due to introduction of 2" Reporting officer in respect of IFA in SSA
regarding

Restructuring branch, BSNL CO vide their letter No 4-2/2010 Restructuring dated 19™ July,
2013 circulated the modifications in the reporting and reviewing structure earlier circulated, in respect
of IFAs to SSAs, where concerned Circle IFA is equal or lower in rank to SSA Head. Various circles
have approached this office for issuance of necessary guidelines, for modifications in the present APAR
pro-forma, due to introduction of 2™ Reporting officer in respect of IFAs to SSAs, where Circle IFA is
equal or lower in rank to SSA Head.

The matter has been examined. Since, APAR for the period 2013-14 has already become due, the
undersigned is directed to enclose herewith a modified copy of the APAR pro-forma, after incorporating
relevant portion for assessment by the 2" Reporting Officer, which is to be used in respect of IFA in
SSA, (where circle IFA is equal or lower in rank to SSA Head) for the year 2013-14 only, till issue of
further instructions from BSNL CO.

This issues with the approval of the Competent Authority.

Encl : As above

kS

(V K Bazaz)
Assistant General Manager (SEA)
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ANNUAL PERFORMANCE APPRISAL REPORT
For
Group ‘A’ Officers of Telecom Service,
P&T Accounts and Finance
& P&T (BWS) Service

AR @l T

Name of Officer

9 faen

Date of Birth

TG B dTel Ju/PUIE @l STae

Report for the year /period ending



reppl|

e/ ferwmT
Ministry/Department of
o
Form
THAR HAT A 21 AR THAR @ TE o Far qad B e waser sttt & oo aifie qemee gfcee
Annual Performance Appraisal Report of Group ‘B’ Officers of Telecom Service, P&T
Accounts and Finance & P&T (BWS) Service of DOT

FaIed a4 / rafer @ gfqdes
Report for the year/period ending

JafeTes A
PERSONAL DATA

AT — 1
PART - 1

(e / T / st / & Hatd 99T SERT SR 9 A & fog)
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

1. FATRIHTIT T AT
Name of Officer:

2. 4 @l arrg (feA/are/ad) (o=t 3)
Date of Birth (DD/MM/YYYY):
(In words)

3. A ST H AT HgIeRT @l drrg (ES1ED oy
Date of continuous appointment Date Grade
to the present grade

4. T 92 qLT 7 97 AN Gl Dl g T8 (ERIED
Present post and date of appointment Post Date:
thereto

5. g & o 7 IarAfd @ sar (gE
TfgTeT fe OY) e Te ST T i
foran & otz faavo £
Period of absence from duty (on training
leave etc.) during the year. If he has under
gone training, specify.



Name of the Officer:

Farg @l

Reporting Period:

qrT-2 5T AT 1 Uierded foraT 9T & 39 819 W A & [0

PART -2 To be filled in by the Officer reported upon

(U ufaftedt & 97 H Ted e Bl I H U8 )
(Please read carefully the instructions before filling the entries)
1. T T @l @1 Htera feraom

Brief description of duties

2. % & Al AeT/IEST/ETT 39 T 319 fore Feifa fe &1 ar enuss fore feifa e 7 & s9 (aRom/aen an s =g
q) BT @I 3Me-27 A8 AR & 3R 9 Q. AX &3 @ed i gee F 3T ITwfed gand |

Please specify targets/objectives/goals (in quantative or orther terms) of work you set for your self or that were set for you, eight to
ten items of work in the order of priority and your achievement against each target.

e/ TEE 9/ EE 3D
Targets/Objectives/Goals Achievement




3. (1) T 92 2 ¥ T Y AeHi/I2e /2T Dl Ui H 71 BT BT Had H§ Seerd Y | 1 qeT a0l
ot 1 T 781 2 A 4

(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.

T &l 1 97 Iwg Y T 1ol 31T SURTeEr Tal & 3T 399 AFTe &1 3wy &Y
(B) Please also indicate items in which there have been significantly higher achievements and your contribution
thereto.

4. FUAT IET B 1o FT G elr=? a9 [ ITEW AU AN fawol Meiid arirg stara dewet a9 F
SEadl a9 @ 31 FHAI a9 S B &1 5 A TS &l a1 [avor & I @l drg & A

Please sate whether the annual returns on immovable property for the preceding calendar year was filled within the
prescribed date i.e 31% January of the year following the calender year. If not, the date of filing the return should be
given.

femiep: TG & ATl AR & ST

Date: Signature of officer reported upon




ATl T T

Name of the Officer:
fare @1 srafe:
Reporting Period:

HIT-3
PART -3

HATHE FHTT &1 0 gfcaed T2 gAeT aieei e S € 3 1-10 & T O 89 e el 1 799 &9 207 &

T 10 T AT &l Il BT &

Numerical grading is to be awarded by reporting and reviewing authority which should be on sale of 1-10 where 1 refers to the lowest

(FUAT dfaftedr @ 9 H e [GOHeal & LM H I8 @)

(Please read carefully the guidelines before filling the entries)

grade and 10 to the highest.

(37) &1 OITET B A (39 AT 6 91 40% 20)

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

oA Ude | e ufdde | qAfde
e e rferemTT

1** Reporting 2" Reporting (Fe 91T 5 &1 U
Authority Authority 2)

Reviewing Authority
(Refer Para 2 of
Part-5)

ESERICE R IBE]
% AT

Initial of Reviewing
Authority

i) QAR 1 &1 9Rquid/fawa & Smhr @ sEted
e T @

Accomplishment of planned work/work allotted as per
subject allotted

ii) T e 7 #ife

Quality of output

ity feroeToIeTes e

Analytical ability

iv) STIETET B d1 IR/ T T STaetord s
Accomplishment of exceptional work/unforeseen
tasks performed

I 1 97 g ey i
Overall Grading on ‘Work Output’

(a) AR TSI @l Jedidh (39 AT &1 A1 30% &)

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

A i
qiferRTi

1 Reporting
Authority

e ofced | qAfeee
it EUECL

2" Reporting (FEY T 5 1 W
Authority 2)

Reviewing Authority
(Refer Para 2 of
Part-5)

i:ci N ﬁ o
% ATEET

Initial of Reviewing
Authority

i) B @ A

Attude to work

i) FoTIeTTT @1 Aty

Sense of responsibility

iii) STFATHT a0l 3TFT&TvT
Maintenance of Discipline

iv) FUYT AT

Communication skills

v) g T

Leadership qualities

vi) G @I TG H§ BT I @l A
Capacity to work in team spirit

vii) TR AR T AL & Sl &l

Capacity to adhere to time-schedule

viii) T TR HaY

Inter-personal relations

ix) 9T BT T Al

Overall bearing and personality

TG [GATAATT Tl FeATeh? Lol

Overall Grading on ‘Personal Attributes’




FATRET B AW

Name of the Officer:
fare &1 arafer:

Reporting Period:

(H) UeTATHE FeFaT Bl i (37 91T &l 91 30% =)

(C) Assessment of functional compentency (weightage to this Section would be 30%)
A ufaed | e ufdaed | At RSB IEERCIIPE]
i BIBCar EuBCau % e
1% Reporting 2" Reporting (E’Q"ﬁ T 5 @l Initial of Reviewing
Authority Authority Authority
T 2)
Reviewing
Authority
(Refer Para 2 of
Part-5)
i) e ety @6 ud dredn @ & | gieard ud
Knowledge of Rules/Regulations/Procedures in the area
pf function and ability to apply them correctly
i) i AT & &l &
Strategic planning ability
ii) Ot @ BT e
Decision making ability
iv) THT &qdl
Coordination ability
v) T @1 URT U fastid & @ A
Ability to motivate and develop subordinates
vi) T&T 1fert
Initative
UHETHEG AL U7 HA e 2o
Overall Grading on ‘Functional Competency’
-4 RICIESE
PART -4 GENERAL

1. ST & TY AR (SR 9T 9ae)

Relations with the public (wherever applicable)

(ST @l AELAHAAT Bl Saaldd Ud ATIHNT T ATHTH 97 FUAT [0 3)

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

2. e
Training

(FH AT %I TG T H Goarali § 3 (4w AW AR ghs &7 &l 32 § IHG 9e & g B &7)

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




3. e & Rt
State of Health

4. qAMT
Intigrity
(T ATHHIT Bl AR 97 feur €)

(Please comment on the integrity of the Officer)

5. gferae ST Z1T AT @l F9 TIAadeT @l T (@ 100 9T §), 5aH wme o ug & AW 8, S
STt TE@qul ST (@ qEHe WM 2 % 3(3) UF 3(3) UF gaa at & i AT e 2 |
Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the office 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. UfTaET & AT 3% @3 3, F a1 F ¥ 6 T AT & MW W FH [Harh? Heedh aiiaion
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Repot

JUH yfcfaed T & exdner
Signature of the 1% Reporting Officer
M A ATE ST H:
Place:.....ooiiiiiiii e Name in Block Letters:.........ocviuiiiiiiiiiiiiieee
RECIEN
Designation:.......c.uiiiii
i fefeas @l 3Tare 5
Date:. .o During the period of Report:.........ccocoveiiiiiiiiiiiiiene



HrT-4 31 A
PART - 4-A GENERAL

1. ST & A AFIET (STl 91 gae)
Relations with the public (wherever applicable)

(ST BT ATAFHA BT I TF HAUHNT T AT T FHuT foqui 3)

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

2. e
Training

(T B 1 T O B A § A s e A gt B A st o aiem & e R &)

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

3. TEre & Rt
State of Health

4. AR
Intigrity
(T DT Bl AR 97 feur €)

(Please comment on the integrity of the Officer)

5. gferae ST Z1T AT dl F9 TIAaaen @l T (@ 100 9 ¥), 5aH wme o ug & AW 8, S
YT, AR YUl G (A FEHe N 2 & 3(31) UG 3(9) Td gaa avi & Ufd SAghed o ar |

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the office 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. UTaE & AT 3% @3 3, d o1 7 ¥ 6 T AEIT & W W FH [Harh? Feedh aiiawion
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Repot

foelT uferees afuanr? & emen
Signature of the 2™ Reporting Officer
A ATE ST H:
Name in Block Letters:.......cccoovvieviiiiiiiiiiiieceeeen,
Ye-mM:
Designation:. ... ..c.uiiiii
gferae @l 37are §:



ATl T T

Name of the Officer:

i a1 s

Reporting Period:

HAMT-5
PART -5

1. T A 1 A

REMARKS OF THE REVIEWING OFFICER:

QAR AT & AT JaT Bl
Length of service under the Revewing Officer

2. )1 AT ATT-3 F ATT-4 § W HE qon (&I o0 & F99 § 9idded A6wr 277 6l T qeid § 7eqd 87 a1 A
AT T LN IHATE/AedYD SHBAT & J99 7 6 T i 7 Fead 27 (F84: 9IT-3(A)(iv) T ITT-4(5))
(@ 39 gfcres e E0T o3 O & ot Heaid i 3 HeRd el € ol Ul AUl Jeid 39 TUE & fd T W
4§ T T (g & Eer %)

Do you agree with the assessment made by the reporting office 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) 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 in that section and intitial your entries).

&l T
Yes No
3. 3FEAT 2 @1 R § Hua 399 FR 9, F dI5 UH a1 € ST 37 B8 deadT a1 ST ared §2

In case of disagreement plese speciry the reasons. Is there anything you wish to modify or add?

4. QARG 3BT BT HoAd A | FHUAT FAAE &Y (@ 100 TET H) B AT Sl 795 [9aasi o 792 &
g

FH AW & UG IHb] gad ATl & i ATgie e 2

Pen Picture by Reviewing Officer. Please comment (in about 100 works) on the overall qualities of the officer including area and
lesser

strength and his attitude towards weaker sections.




5. 9(cfded & 91T 3 & S 3, 0% 4, % F ¥ [3U T A & LW 9 HA WHeldh? T2 aiiam |
Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part-3 of the Report.

ONC . o
ENIENICRRS ST & &¥dlel?
Signature of the Reviewing Officer

LIEE AW AT e
Place:... oo Name in Block
Letters:. .o
RECIEN
Designation:. ... ..c.uiiii
festan: qfcfae @l ary :
Date:. oo During the period of
Report:.....coooviiiii
CERTIFICATE

(To be filled up by the Incharge entrusted with the responsibility of maintenance of
Circle copy of APAR in the Field unit/Circle/Distt.)

This is to certify that the APAR (earlier ACR) for the period has been
disclodesed to the officer reported upon and all actions in compliance to the DOP&T O.M. No.
21011/1/2005-Estt. (A) (Pt.IIl) dated 14the May, 2009 in connection with the Annual
Performance Appraisal Report of the officer have been completed.

Signature of the Incharge entrusted with the
responsibility of maintenance of APAR in the
Field unit/Circle/Distt.

Name of the officer:

Designation:

Office:

(Note: It must be ensured that while sending the DOT copy of APAR, this certificate must be duly filled up.
In the absence of this certificate the APAR will not be accepted by DOT).

10



(i)

(ii)

TATAE ST & A1 TAUAT 97T Fae omHgaT

Guidelines regarding filling up of APAR with numerical grading

TYUAT & % fafad Fraem i emgdes 71 93 J99 &d g0 Wi 91U |

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

TE M FH A & 6 1 HUAT 2 & [ AT (R @R A1 [t O e Mt Suie & 9iiea)

fafoTe. ST & AN A H [ JE B9 F SAfE G S S 9 UET 9 AT 10 & [BHT 20 & Hay ¥ [t
Ut & AaY § AR G w1 Soft 1-2 3rerEr 9-10 e Bl ¥ 3Md: Il AT U AWl e € | mifee 2of
9eM %l 8T Ufiided U YAfdaia qIieresiar s fear sieemrl &1 asli-ai 39d A4 a2l F21 § acqqe J Briid JediiEi
FI I § BT AR |

(iii)

(iv)

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 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.

T &1 8 T 10 & d1d T “Tpee foral AT FAT JABIUVIIIT % fo1T SF Il Bl TUHT B3 & [o1g
HTedie 9 fam S |

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.

TUAT &1 6 T4T 8 F BT & a/g M6 “qgd 3231 fordn A T2 UIedies 7 f&m STeem |
APARs graded between 6 and 8 short of 8 will be rated as “Very Good” and will be given a score of 7.

TAUHT &l 4 T4 6 F D121 & ard a0 “3sr ol e 991 Uredis 5 fear SR |

APARs graded between 4 and 6 short of 6 will be rated as “Good” and will be given a score of 5.

THUHR &1 4 F &7 e g foram e |

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

Ke 1| 2 Bt o1 K e 0 o e B A G LA LS5 A P s i 2 I 2 5 L e e S R R | G Ll

Guidelines regarding the colour scheme to be used by different grades of Officers in DOT while filling up their APAR form.

(1) & - I 99T A Ud SHUT
Green - SAG Level & above

() e - HS |, A TR g HS IITANE 27T
Yellow - JTS, STS & JAG

(B) T%E - ke
White - Gr. ‘B
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