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CENTRAL POLLUTION CONTROL BOARD,
DELHI-110 032.

No.C-24013/26/2018/Admn.(P)/ © \ 09" April, 2018
OFFICE MEMORANDUM

Sub: Annual Performance Appraisal Reports (APAR) forms for the period from
01.04.2017 to 31.03.2018 — Regarding.

All employees of CPCB are informed that the Annual Performance Appraisal Reports (APAR)
Forms in respect of all cadres are uploaded on the CPCB website www.cpcb.nic.in. They are
requested to download the relevant form from the CPCB website as per Annexure-l. They are also
advised to check their particulars at Section-I of the APAR Forms and discrepancy, if any, may be
reported to the Administration (P) Division through e-mail (rdp.cpcb@nic.in & madhu.cpcb@nic.in )
for rectification. In some cases, column pertaining to Leave is left blank and will be uploaded shortly.

Before filling-up Section-Il, the employees may ensure to confine their self-appraisal to the
space allotted for it. Any extra sheets attached by way of self-appraisal shall not be accepted.
However, if the allotted space is not sufficient to describe the assigned/performed duties, they may
increase the space of the format (format is posted on CPCB website in word document form). It is
also informed that while submitting the self-appraisal to the respective Reporting Officers, the
employee concerned may obtain necessary acknowledgment from them (Annexure-ll). The
Reporting/Reviewing Officers while writing the assessment in the APAR may keep in mind the
instructions as well as the Level of Reporting & Reviewing at Annexure-lll & Annexure-V and
put their signature alongwith seal at the end of the Section-lll/Section-IV respectively.

Timely completion of APARs is mandatory as per the time schedule prescribed for it at
Annexure-lll_and Annexure-lV (DoPT OM No0.21011/02/2009-Estt.(A), dated 16.02.2009.
Therefore, all the Divisional Heads at Head Office, Delhi and Regional Directors at Regional
Directorate Offices may ensure timely submission of APARSs, to avoid delay in considering the cases
pertaining to clearance of probation period, grant of MACP/FCS/promotion etc.,

The Reviewing Officer after finalizing the APARs must show/provide a copy of APAR to the
officer/employee concerned and obtain his signatures on Section-1V/Section-V as the case may be
and forward the same to the undersigned by name in a sealed cover on or before 30" June, 2018.
However, before forwarding the APARs, all Divisional Heads/ Regional Directors, may see the
Check List at Annexure-VI.

In case of non-submission of self-appraisal within the specified date, it would be presumed
that no self-appraisal is being submitted by the individual concerned and Reporting Officer may
initiate the APAR of the individual at her/his own level and forward the APAR to the respective
Reviewing Officer as per rules.

It is further informed that on receipt of the copy of the APAR, the officers reported upon have
the option to give their comments on the APAR, if required. The Reporting Officers/Reviewing

Officers would also have the option to accept the comments of the officer reported upon or to modify
the APAR accordingly. However, in case of adverse entries in the APAR, the decision of the

Competent Authority shall be final.
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(R.D.Pandey)

i Administrative Officer (P)

To
All Incharge at Head Office Delhi & Regional Directorate Offices of CPCB.
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