ANNEXURE-III
aifiF FE-fasureer Aeaiws RO g7 #1 N I & e aeea Ren-fader
General guidelines for filling up the APAR form
1. wFdraen
Introduction

1.1, ari¥er HrE-fasdiesl Fodihe RUIE Teh Heca Ul a&diael &1 Tg ISR & 36 AR Ao &
faw 3muRed AR Agcaqy! @A VeI R gl 3 g8 el Gadh RaE fadh o @ g,
RAtE forma arer wifteRY 3R qefdeliee WfAsRY 1 Bl e &1 S srcafts SeAerr & arg
AT TAIRTI

The Annual Performance Appraisal Report (APAR) is an important document, which provides the basic
and vital inputs for further development of an officer. The officer reported upon, the Reporting Authority

and the Reviewing Authority should, therefore, undertake the duty of filling up the form with a high sense
of responsibility.

1.2 aif¥e FrI-fAsuIes Feaihed I T #a1¥s Tihar & Tov HRIT Aefer IR GRAETor & AreaH
& T H wEART fRar S @Rl RO forae aror oiRedt @ 9 Aggy wen aree & gae
TS Ueh TSR T JEIfT el & oifeh 9§ 39el aredideh &7 I Ygdlel Heh| g Ifedm goat
s UfshaT & glell WIRT diceh TE Ueh faepraelier @t g1 Rue for@a arel wiftierdy, geafdeitehet
TR 3R ROie Eeredr aftey @, Ga 3fwd & Rae dr o1 & & 399 s9-
fasaree, cuaeR 3r¥ar §HT AfFdea A FAAT &t gl A faframr a8 arfgul

APAR should be used as a tool for career planning and training, rather than a mere judgmental exercise.
The objective is to develop an officer so that he/she realises his/her true potential. It is not meant to be a
faultfinding process but a developmental tool. The Reporting Authority and the Reviewing Authority

should not shy away from reporting shortcomings in performance, attitudes or overall personality of the
officer reported upon.

2. A19T1-1

Section-|
2.1.3g @us varafae gamer/wiEe [eer & s ser argel RaE & 3afe ar ar gaer Raféer av

37T 01 3T & 31 AT doh YA a¥ & T HEN(3 A A 3f0H) & Tt &1 W A H Fa
ROIE &1 3afer @ o ¢, A 38 TeaR T Sl =Wigv| 3ereond 2009-20101 W A H S
RAE & 3@ QU v a¥ @ &7 § @ IR IR 3T F RfAfdse alw @fdse # s @fke
3eretor & fav 10 Rdwsy, 2009 - 31 &7, 2010 |

This Section should be filled up in the Administration Division (Personnel). Period of report could be the
entire reporting year, namely, from 1st of April to 31st March or a part of the year (exceeding 3 months).
In case the period of report is a full year, it should be indicated accordingly; for example, 2009-2010. In
case the period of report is less than the entire year, specific start and end dates should be indicated, for
example, 10th September 2009 — 31st March 2010.

2.2. ROE foa@al 3R goAfdeilhal e drel WfURET & @efd grofl & Roe fomer a3k
geAfdellehe] e dlel TITARIRAT & ATH] TUT GeeTAl S 3efeld FhdT ST dlich 38 JHTRRRT &,
ST RO fordy o @ &, I8 Tos¢ A g 6 30 fhw cafed 1 RO A6l smfera

In the table relating to reporting and reviewing authorities the name and designation of the reporting and

reviewing authorities should be mentioned so that the officer reported upon is clear about whom he/she is
required to send the report.
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2.3 AR 1 3 @ A, FET, FfIETOT A1 T FROT F 3 A AT Hr afer
§Y 3coid, 39 WUS H 30 YA & folv &I I8 Aol & foRar S afge) @eafea faavoft e &
adiE iR a3l fr Roe fodr o @ § 38 30 @l srefiaey Afeial & Rod av &
AT F-fsarea f1 Rae forg & §/qafdeliee & & § - 37 daa @l 36 wdie & fav &
S ROl F fHar aar anfeu)

The period of absence from duty, on leave, training, or for other reasons, should also be mentioned in this
section in the table provided for the purpose. Date of filing of property returns and whether the officer

reported upon has reported/reviewed the annual performance report of all his/her subordinate officers for
the previous year should be mentioned in the table for the purpose.

3. #T9T-2
Section-ll

3.1 Rarcara 3Oy & I8 30eT § F 98 Jauud 39 saedl 3R 3ccRer™Acal #r gferead sakr
S & IrATaar 100 ereel & 3fOF AT gl AfRUl 3y & d W Ig Fieied &7 & gar Al

The officer reported upon is first required to give brief description of his/her duties and responsibilities,
which would normally not exceed about 100 words. Ideally, this should be in bullet form.

3.2 @l FOHRET & Ig 3vem § & a8 a¥ i Te ST Aeler [Aefad = 3R 3§ 9w R
@ arar 3RHIRAT & T FgAS & FR AT H et aii¥s FRf & FHeasd i a9
3Tacial 1 A fhaT STl I8 R a¥ & 3ReT & Y& A 71 Se 3R 30 ¥ s AREa ak
W @ faar el & A A S a¥ & ke R fows arer 3t sger Srar & ar gga
arel RUIE foa@a are 3Rl & @Y GFAd SR istar oe) ol a¥ & 3R &7 58 & drewen
W HeATd g5 38h RAreR/3eqel A & #eF-afig s & dR W g g H se dR 31
IFER doh GO A o SU| 37 FHIGT & MR W Hd Aol & ol & @ R—R F Aol &
$o IRade U ST Fehd gl

All officers are required to develop a work plan for the year and agree upon the same with the reporting
officer. The work plan should incorporate the relative annual work rhythm and budgetary cycle. This
exercise is to be carried out at the beginning of the year and finalized by 30th April, positively. In case of a
change of the reporting officer during the year, the work plan agreed with the previous reporting officer
would continue to apply. The work plan agreed upon at the beginning of the year has to be reviewed

again during the month of September/October as a mid-year exercise and finalized by 31st October.
Based on this review the work plan may undergo some changes from that originally prepared.

3.3 ® WA R g S & 92aTd, Ig 9T § o o 3Ry & Roe o sl & 3@enr
TATATROT g v 0T ufd & v ug & fov ufd av v adeer & 3ife & dieer &
HERIHAT g1 gl IR G@RT 38 FF Aell W ThT 0 HA-FoUC HT Hodichad Hl &
IFRVF garT a¥ & e foarg a1 3afe AR 3@ A & [ar a1 dodr gl #eg-3Ef
TAEAICRT & AFT # ggell fAAE &, R 3R & F1 Fedihed dur Atk FHrd-fsarest
WNHSA P EAT H I@T AT

After the work plan is prepared, it is possible that the officer reported upon is transferred out. There need
not be more than one work plan for one post each year. The period spent by the officer during the year
and his contribution could be considered for evaluating his performance against the work plan. In the case

of mid-term transfers, continuity and assessment of work and the lower performance profile in the first
quarter should be taken into consideration.



3.4 5w e fr RaE fodr o1 @ § 398 garr aur Ruie fo@gs arer sitenr ganr faftaq
GEMETRA B AT YeAldolichad TSR & G 3oloh Hdcilchally AT TIETOT A GEJd T STair
3TEIT &1 H Asues Hodiche WA A, H FEUCAT AT a¥ & IRH A FeAd HA Jlofell T
3HS Hedichel TUT aY & AL H GG HT TS S Aol & Hediche & YU gl DR,
Sy Rae foeY 51 @ § 39 @us-2 & 38 yAiee & fav & a5 arolY &t R 3nfera gl

The work plans, duly signed by the officer reported upon and the reporting authority has to be submitted
to the reviewing authority for his/her perusal and custody. The annual performance appraisal form
provides for an assessment of the accomplishments vis-a-vis the work plan agreed at the commencement

of the year and reviewed mid- year. The officer reported upon is required to fill up the table provided for
the purpose in Section-Il.

3.5 g 3aeTF G & fF FF Ao FHT T T IRAVNCHS TIET T g &F TR & el & fov
FF AT H JfATT T O AFCHS I8 AR FAT S anfge, a8 gRares TR & ger &
et 3fe T TIfed & fow AfadRe 3827 e fhe S anfgud

It is not necessary that the work plan should be entirely quantitative in nature. While for field level posts,
the work plan would consist essentially of quantifiable targets, for secretarial level posts it would consist of
policy objectives to be achieved etc.

3.6 HE1-2, AHRT &I ¥ & SN Il FHI-fTsue Fr g2 F 3R TF T AG g2led &1 HTE”
Yerd el § o8 a8 a¥ & N 319e ganT fhar Agcaqul Aerere WHSIAT AraAs | e o
FOFER & AU Ig §Ha § & a8 3gur &fAe TawT &1 AT S arelr afafafedt &7 oot sraer
AUl AP & Fehel g1 U ANE & 3aE0T —oFd AT @ T @ e afafafer v
AholdTqdeh FATYE 3 fahalr 3mard, Feufa & ahadqds w7 e 3nfe @AfRed &7 & srararor
AITETT & 3GTEL0T &I Hhd &l

Section Il also provides an opportunity for the officer to reflect upon his/her performance during the year
and indicate items in which he/she thinks to have made significant contributions during the year. It is
always possible for any officer to make significant contribution even in activities otherwise regarded as
routine in nature. Examples of such contribution may be the successful organization of a major event or

successful conclusion of an activity that has been going on for a long time, or even successful dealing of
an emergency would certainly be an exceptional contribution.

3.7 &Ry o RUIE foedr o W ¢ 368 Jg 30fad § 6 a8 3o fafse &=t a1 g &
fSEa g8 39 gaTar F o dear § 3R GRS FRIEAT HET der Tgar g1 a8 34 faflse
Tt Fr AT Seol@ Y ST 3T UgAlel IV &F H HIeAl G&IdT Fl Jgled & o U § AT 3o el
& JEATT AT g/HT gl

The officer reported upon is required to indicate specific areas in which he/she feels the need to upgrade

skills and attend training programs. He/she should also mention the specific steps that he/she has taken
or proposes to take to upgrade his/her skills in the identified area.

3.8 FA-fAsuIe Hedished qUT HRAIX 3oolded H 75 TG A & AT W rcafs so
AT §| FEE &TACT 3R &Il 3eaidel H g gl 3ra: @l IRl & smer-2 & v feoaolr &
ATETH ¥ U AR A S § F F Uiw a¥ F FA-Y-FA TF IR T PR GRHTE uear #,
3o el Aeifoeh 3R GRIGTOT FRGAT T e & T Iegia amer fo, 3R W wRwAT # red
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37i/AET T SART, YHIRIT SAIaaTAeh Ual H sORT &| Sog AAST & PRI FoaAdd & foar fhar
ST

There is an increased emphasis on competency building in the new annual performance appraisal and
career progression system. There would be a premium on competency and skill upgradation. Hence, all
officers are advised, through a note in Section II, to keep the competent authority informed, at least once
in three years, of all educational and training programs attended, including the details of marks/grades
secured in such programs, details of professional papers published. These can be taken into account in
the future career progression.

395w smr 7 FE off IofRra § f el e Rae fordr o @ § @8 wedfeq faawor weqa

fPr I, oI oz gdietor 3k G v ag A e § 390 v affes 17 areer
AR FA & FFaedT H JHAT-9T Rapis HLam|

This Section also requires the officer reported upon to record certain certificates about submission of
property returns and setting up of annual work plan for whom he/she would be the reporting authority.

4. $1rar-3

Section-lll

4.1 omr-3 F RS iy @ I 3faa § & ag 3ifRed Sad Rae o o1 @& &, & carr
X T H9T-2 W) eogol Y 3R I8 [Afdse &9 @ 3@ FY & F7 98 T AT iR 3wcaa
FEf ¥ FOfT 3cak & FeAd ¢ 3YUaT e 38 IJg o7 39aT § 6 9 A ganr swer faw v
gfeT0T FRIGAT T dTAF UF daeidhr 3T & IR F o 3eo@ |

Section Ill requires the reporting authority to comment on Section Il as filled out by the officer reported
upon, and specifically state whether he/she is in agreement with the accomplishment of work plan and
unforeseen tasks, as mentioned by the officer reported upon. He is also required to mention about
scientific and technical achievements as also training programmes attended by the officer.

42 8% d1c 39 ®us # Ruic oy & 3nféa & & a8 3IRERr gart Iur gga f&u aw
G&TAT 3oeTdsl T ATl & HFaew H feoqofy FHiam|

This Section then requires the reporting authority to comment on the skill upgradation needs as identified
by the officer.

4.3 3% gad, RAE wRaRr & I8 30eT & S & & Fafea &7 3k srefeas st aat
& TFeey # 39 3N, foadhr Roe o o @ 8, qanr fasaifed s & IR & dwareAs 33
<\ fsarfee s & AUTEedl & FEAH H HEIeAS 5 o o INTET g1 0 A AT iddedd
WIRISRT T S W S dHEIT (T g8 AR fSadhr Rae fodr s @ § oed & 9fd aas @r
g), I QU e H AT A0 FAF AR A1 F18 9w A FeiRa SaaAvafmar s oaree
I § 5T TS TGl N CAT F WA AR

Thereafter, this Section requires the reporting authority to record a numerical grade in respect of the work
output of the officer reported upon both in respect of the planned work as well as the unforeseen tasks. A
numerical grade is also required in respect of the “quality” of the output. In doing so, the reporting
authority should take into account the costs incurred (whether the officer reported upon has been cost
conscious), the time taken and whether the laid down rules/procedures have been adhered to in
accomplishing the tasks.

4.4 gicdest wiitreRt & FE o 30faTa & fh @8 & &1 3M3eqe, dgfFas gaer iR wdicHs
FeIATT & TFaey H T&IcAs I35 o)

The reporting authority is also required to record a numerical grade in respect of personal attributes and
functional competencies.
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45 @us-3 # RO for@er arel WeRT ¥ 39 AR fT Tafsar & TFaey & feoqoly eir &Y
fera &, Sad Roe ey s W@ 81 acafaser & greey & feouolt sfdfof@a &<a &g 9
394 Fad f[Acdy gcafaser @ grafeud AFS g% & AT 7 I} dfew 3 39 IR0 & dAfaw
3R Sifgew acafaser &1 off e & @I Sdr R fody s @ g1 acafaser & geafeua Taee
F R gaT Aeafaf@a ufear &1 grea fFar aer onfge-
Section Il requires the reporting authority to comment on the integrity of the officer reported upon. In
recording remarks with regard to integrity, he/she need not limit him/herself only to matters relating to
financial integrity but could also take into account the moral and intellectual integrity of the officer reported
upon. The following procedure should be followed in filling up the column relating to integrity:
(i) afe rferr i Fcafaser deg & W § aF S0 3ea@ &l
If the Officer’s integrity is beyond doubt, it may be stated.
(ii) afe 1S Heg ar AT & A T @ @rell B3 A Sie =@iiRe iR Aestad wRars oS
arfgw:-

If there is any doubt or suspicion, the column should be left blank and action taken as under:

(a) wh g o feoqolt HfAfAf@T & SEh w@ffr AR 3@ sgEor fHar Ser @Rl
feoqolt &1 v gfd wR-fasuresT Hedihe RUIE &A1Y 3aTel 3R ATUSHRT S Al Srwaf
St 98 giafRad wn & rqadd srare dear & #1 Se| S87 Tcafaser JAfod s a1
e ool IR T Haa A g1, 9l Yidded TSR HT AT o IE Soold e g b
FuiRYfa, 38 #Ig AfRad v ¢ & v 99ica @@ d A™Er & 7 Hr TR
A AT & A 3 AAFRT & AEg Fo AT oAl

A separate secret note should be recorded and followed up. A copy of the note should also be
sent together with the APAR 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 state either that he/she had not watched the officer’'s work for

sufficient time to form a definite judgement or that he/she has heard nothing against the officer,
as the case may be.

(b) Tfe, 3fefarcit FarS & UROUTAETEY b IT Heg G &1 Sl & of SR & Fegfersar
YHTONT T Sl =1fev 3R #r foAsuies Hedishe RUIE & desar gfafse &1 S =mge|
If, as a result of the follow up action, the doubts or suspicions are cleared, the officer’s integrity

should be certified and an entry made accordingly in the Annul Performance Assessment
Reports.

(c) afer <iehT I Feg HT fSe g ST & o 3@ azy @ o wfAfAfET e smem wifee sk
30 gefad ARaRT H [Aftad gqfad fhar Ser gl

If the doubts or suspicions are confirmed, this fact should also be recorded and duly
communicated to the officer concerned.

(d) afE, 3re7actt wiar$ & aRomTAEasT @ ar @eE o o g gid § 3 7 & qufe & §
ar fARRT & ITERCT W Fo AR FHT dh AREN f S @R 3R deaeErd s9dEd
(@) 3R (31) W ERMT T HFAR FHRATS T S =AM

If as a result of the follow up action, the doubts or suspicions are neither cleared nor confirmed,

the officers conduct should be watched for a further period and thereafter action taken as
indicated at (b) and (c) above.
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4.6 vfddes wiftert & g off 3mfara § & ag Rudeord s3fRed &1 38& FAaR ot & gfa
AR Fied 38 FHT 0T iR FHrd-fasures &1 s@RaR eree-fF0r Y| Ig 100 sal F 3Hh
e glell TRV 3R 3§A HUSH & Fao ueT AR gio vall @ied F&a ol # anffer wer &
TATE AT AMET| $H Ase-TIF0T T AT, S WUS & qd #eT H v a0 IRANcHS Hedihd H
UlcHe® AIHE Ssar o gl

The reporting authority is also required to record a descriptive pen-picture on the overall qualities of the
officer reported upon and his/her performance including his attitude towards weaker sections. This need
not exceed about 100 words and should try to cover overall qualities of the officer including areas of

strengths and lesser strengths. The pen-picture is also meant to be a qualitative supplement to the
quantitative assessments made in earlier part of this section.

4.7 3iad: gfadesT MR ¥ THT &7 & U Ao &1 3APRT =ar g g @ 1 310 &
YA oX forar Ser arfee fowsd Aesras Aol 1 @ o 3if8eas Aof-10 g

Finally, the reporting authority is required to record an overall grade. This should also be done on a scale
of 1-10, with 1 referring to the lowest grade and 10 to the highest.

5. HTT-4
Section-IV

5150 @s & YAfdcllehed RGN @RI T ST Bl 38 g 3USHAT el v 39em § o a=r 3
gfddest SR garT U 70 Hedihad @ WEAd § 31Ul 76| IHHGATA AT g # a8 H-forsures
ar e fARIVar & Hau A U T H HAedided 36 Yo & fav Rfafdse ®v & fRr v
Tarn & AT & g ggafa & g F 37 FAvanit/a-FAswues arfot § 39 oo
FATT T TIFH T IR ST 3TIITHT 8T gl

This Section is to be filled up by the reviewing authority. He/she is required to indicate if he/she agrees
with the assessments made by the reporting officer. In case of disagreement, he/she may record his/her
own assessment against the work output or any of the attributes in the column specifically provided for

the purpose. In case of agreement, he/she need not fill in the column meant for him/her in the
attributes/work output tables.

5.2 gaAfdeliert wrfRrlr & ¥g 3vfdid & & ag Ruadaa sl &1 38¢ saer aof & ufa
SgagR Aied 3HS FHT U 3R FHrd-fsurest &1 s@RaR eree-fFor Y| Ig 100 ersal & 3ifeh
el gl TRV 3R 3FA IFUSRT & T &7 AR goel qall Aied FHT 0N HT AT el T
YA AT ART| A F qAfdeie JfUE q@arr 1 ¥ 10 & YA 7 UF §AT IS Gof e A
JTERTHAT B

The reviewing authority is required to record a pen-picture, not exceeding about 100 words, on the overall
qualities of the officer reported upon including areas of strengths and lesser strengths and his/her

performance including his attitude towards weaker sections. Finally he/she is required to record an overall
grade in the scale of 1-10.

6. T&ATcH® AT

Numerical Grades:
6.1. gfcdest 3R geAfdeliene TARRAT gaRT RAE 7 30 TUET W d&ah Aol U oier gid &
T 1-10 & YA W g aIiee foad fAeaaa Aofr-1 3R 3ifRsaa Aofi-10 gem I8 gcarem $r
Sy & fF 1 ar 2 & TRt of Aol (Tvwifea & ar gaer Sof) & JAftrse 3raweranst & aegs
A YA # gITead: ~Oraddd ST ST 3R 58T R 9 ar 10 Hr fordr ofr Sofieor &t
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fdse 7 3gafsat & graey & =afRaa sgar awl gof 1-2 3k 9-10 fover Rufaat & fu
ST T 3FHG T FAAr § A Soo IR 38U Sl T HTaeTShdT & T&a Ao Yeld Hld
AT RO foga arel, §Hem & are 3R F&PR & ard Wi @t 3Rl &1 Jedied, 38
3ol AGET SAFALT P €A1 TWA §U HAT ANRT S Foae: AT & 3T% 3T FT W W 8l
3ryar faerd & 3ok 31T 1 R gl

At several places, numerical grades are to be awarded by reporting and reviewing authorities. These
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest. 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, reviewing and accepting

authorities should rate the officer against a larger population of his/her peers that may be currently
working under them.

6.2. a1 Hrd-farsuresT Hedihad ROE &1 8 & 10 & &g HT GIfferorT "Seepse” o Srwam qaur
Ao/t & fIT 3ad aredish 1 a0 e & T gredis 9 fam sieam|

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.

6.3. I F-fAsdest Aearhd RAE $1 6 T 8 § Bler & & FT FAHOT "5ga reor” o
ST JAT Iredish 7 f&ar e
APARs graded between 6 and short of 8 will be rated as 'very good" and will be given a score of 7.

6.4. arf¥en Srd-forsurest Hedicher ROAIE &1 4 TUT 6 & BIT & & & Faftentor "reor” foram smean
AT greais 5 e S|
APARs graded between 4 and 6 short of 6 will be rated as 'good' and given a score of 5.

6.5. arf¥er wR-fAsdIes Hedishel RUE &1 4 & HA gafieLor "= forar S|
APARs graded below 4 will be given a score of zero.

7. aimrar AR stea 7o

Weightage & Mean:
IR garT fasaifed & dafdds cgaeR 3R FRTcA® Jeadr & AUR W HAgca/dd AaRd
v 91w &1 gHer 35, @9 6T v AR & A &, ST U G dS FHE & JHad Hedioe
& ST W 3R gremm|
Weights have been assigned to work output, personal attributes and functional competency. The overall

grade will be based on the addition of the mean value of each group of indicators in proportion to
weightage assigned.

8. Umed:
Disclosure:

8.1 ai¥ies F-forsurest Fediawsr RAIE, ##ar Aoh 3k wafaser afgd Ruicaa sfwdr & sifas
0 & S & wgel HEAT dr ST Wil
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The APAR, including the overall grade and integrity, should be communicated to the officer reported upon
after it has been finalised.

8.2. ardesT: Reeard ifall &l wr-fsurest Hedihe RAE W el feoqolt 271 &1 faswed
ST Hhdl &1 36 YR H Reqoll Fri-fasues FAearr Rae # fafga frear R_ftse awarcas
feoqolt e @fAd &1, fowe aRumAEaET 47 gaAdar AR S fAsures & MUR W Hedishe fhar
ST &eh| Il ool geqa 1 a8 g, ar gfddes1/gadciee sl 1 Hr-fosarest et
RAE &l TNHR FA F deqar NS Fa &1 Aawed grem| Al 30 Rouolat @ @R 781
foar Sitar & gfdest/g=Tdeiehal I RT &1 I HROT Aigd RAEITd IfUHRy A dgfaa
STt

Representation: The officer reported upon may have the option to give his comments on the APAR. Such
comments may be restricted to the specific factual observations contained in the APAR leading to the
assessment of the officer in terms of attributes, competency and output. If comments are submitted, the
Reporting/Reviewing Authority would have the option to accept them and modify the APAR accordingly. If

the comments are not accepted, the views of the Reporting/Reviewing Authority would be communicated
with reasons to the officer reported upon.

9.9faser yfafte & faw ssamdes:

Representation against the adverse remarks:
9.1 werA WiitrsrY faegae Adet & e wfdea yfafedl & fav anardesd W faar i 3R
afe A g3 o 56 FY A yiddes R/AT qeAfdein aRSN & @y fGuRfaas g
IAQE 1 Wit & al@ & 30 ot v afr & ey 3% gAHST YT THA F AR W
Ao |
The competent authority for considering adverse remarks under the existing instructions may consider the
representation, if necessary, in consultation with the reporting and/or reviewing authority and shall decide
the matter objectively based on the material placed before him within a period of thirty days from the date
of receipt of the representation.

9.2 F&TH WU HFaTded WX faftad AaR aRel & 9oaTd 3ATdGT H I§ F Tohd g HYdl
TIHR F Fehel & 3N A wd FearesT Fediha gfddes I deTaR FMET HT Hehol &l F&H
WitSRY & 0T 3N FHT I3 H FEUT AN R FETH TSR & AUt @ gt & 15
et & iR Ruréera s &1 d@gfRia frar sreem|

The competent authority after due consideration may reject the representation or may accept and modify
the APAR accordingly. The decision of the competent authority and the final grading shall be

communicated to the officer reported upon within fifteen days of receipt of the decisions of the competent
authority by the concerned Section.

10.a1f¥+ F-fasurea Aearwa RO A @ F A eqa:
Schedule for completion of APARs:

10.1 Re=fafed gl &1 & § drelel fomar Sream:
The following schedule should be strictly followed: -



e F3 #1 a¥-f_AcdT a¥

Reporting Year - Financial Year

FH
S. No.

[EZICTINS
Activity

qot FXa T afre
Date by which
completed

to be

il Heeal A aNe H-fAeT Hediwd RUE @r
Qrell 9= fear Srer
Distribution of blank APAR forms to all concerned

31 ARI(IE TH Tedlg Ugol
o o1 foaT ST TRl B)

31st March(This may be
competed even a week earlier)

2, Roteera sfedy garr gfddes sferd @ Ta-Heaee | 15" April
S el 15 3
Submission of self-appraisal to reporting officer by the officer
reported upon
3. vfddest 3SR garT goAfdaliers ey I R weqd | 30 5
FT 30t June
Submission of report by reporting officer to reviewing officer
4 geAfdeliehel SR gaRT RUIE T Q@ AT 3R JAA | 31 S[es
TRFIN(FT.) T Aot 31st July
Completion of report by Reviewing Officer and submission to
Administrative Officer (P)
5. RAEITT TAFRT T YeheaT 1 Raesx
Disclosure to the officer reported upon 1st September
6. RAIEad HPRY garr ar¥er Hr-fasares Hediee RUIE | fecafort & gifta i alra
T 3Tded, Ifg FIg @, @ ured T 15 o=
Receipt of representation, if any, on the APAR by the officer | 15 days from the date of receipt
reported upon of communication
. et TSI I 33ATAGT ATl 21 faFsx
Forwarding of representation to the competent authority 21%tSeptember
8. &1 WIfOSRY gaRT 37aTde H fAgersT HFgEe i wied H Tl
Disposal of representation by the competent authority T T A & AW
Within one month from the date
of receipt of representation
9. TRITE  HTRIRRI(L.)  IHefoeT arT Rueard 3Ry &l | 15 Faea
Hegde W HaTH Wiy &1 Aoty giaa s 15t November
Communication of the decision of the competent authority on the
representation by the AO (Pers) Division to the officer reported
upon.
10. 30 AgFaR

aiffer F-Fedes Heairad RAE H weqor gftear &
e, s o Roret & sifas &0 & Ras o forar
ST

End of entire APAR process, after which the Reports will be finally
taken on record

30t November
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10.2. I el Rfcaw av & Weafa s F-fvaes Fqeaird RAE 38 av & 30 o7 o
e a¥ gaTeg giar § a% JfafafRa & i S O 35F grara Fs Rouoh sfafaf@a a8 &
seel AR 3Hs g @ w@el i wR-fasures Hedisha RO 1 ifdeiaer 8 3eTer Srifeawd
H YeAfdellenet RN & 9 for foar Swem| S 3@ R faocdg a¥ & 3Hd & 31 390 &
TR e F-fsaes Aedide RO # e ey gawr o w15 fecuohr sfafafea
oTg I ST | Fea’ AIE H WRIE IASNI(H.) 3T 37 Gfddes AR gafdelerst st &
ATH T Feald A5 B GHMAA FYE], fSieglel 30 ST HUAT 31 3PTEd, S off AAem @ amve
Fr-fsares Hearswa Raret 7 el fReuforr sfafafEa gt frgafdaifea &t @1 sreger =
a5 wefta sfteReEl & FUiRa aig & fiaX aie s--dee geaird R forger & a@nr
& fasarfed o el & fov Tusélaor A & f@der &or iR Ffd a% @ euieyia & ddfta
arfr Rl & arffes F-fsaeet Aeaiws ROIE & Blest # A F-fsaes Aeaiaws Rae
W e A fFord & fov faf@d Adras Aoe @ & & &

If the APAR is not initiated by the Reporting Officer for any reason beyond 30t June of the year in which
the financial year ended, he shall forfeit his right to enter any remarks in the APAR of the officer to be
reported upon and shall submit all APARs held by him for reporting to the Reviewing Officer on the next
working day. Similarly, the Reviewing Officer shall also forfeit his right to enter any remarks in the APAR
beyond 31st August of the year in which the financial year ended. In the month of October, A.O.(P)
Division shall bring to the notice of the CCB names of those Reporting and Reviewing Officers who have
failed to initiate/ review the APARSs even by 30t June or 31st August, as the case may be. The CCB may
direct to call for the explanation of the concerned officers for not having performed the public duty of
writing the APARs within the due date and in the absence of proper justification direct that a written
warning for delay in completing the APAR be placed in the APAR folder of the defaulting officer
concerned.

10.3. ofe Ruféar iferspry a1 gafdeiehat 3ifOerl, St off aem g1 &1 feeuforar defta sifeesny
garT gfafse forma & afad 6 S & ®ROT ar¥er wi-fAsures Hedisa RUIC 7 #ig glafte =g
foadr a1$ g1, dl 30 G H 3h arieh h-fFsdies Hediha RUIE & Feaftd 3afer & fow ve
FHTOTIS AMAS fhar Sean| afe giddestehdl 3SR 3R gefdeirehel fRRT alat g & fecaforat
# vfafte & fow IRd ax G Jar § aF afte FR-fasaes Aeaid R goms & Redad
HFR AT FaHITH & WY 36d ali¥eh HR-Feues Hedihad RAE Sor # @ fe=r smwem

In case the remarks of the Reporting Officer or Reviewing Officer, as the case may be, have not been
entered in the APAR due to the concerned officer forfeiting his right to make any entry, a certificate to this
effect shall be added in his APAR for the relevant period. In case both the Reporting Officer and

Reviewing Officer had forfeited their rights to enter any remarks, the APAR format with the self appraisal
given by the Officer to be reported upon will be placed in his APAR Dossier.



