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No.CSB-8(1)/2022-ES.1I Date: 31/03/2022
To
All the CSB Institutes / Units (as per list enclosed)

Sir / Madam,

Sub:  Time Schedule for preparation of APAR for the Reporting Year 2021-22 in respect
of all the employees - Regarding. N

* * kK

| am directed to refer to the subject cited above and to enclose herewith the time schedule
(Annexure 1) for completion of all the activities relating to the APAR for the year 2021-22, for
compliance. It has been once again noticed by the Competent Authority that the prescribed time
schedule is not being followed by most of the Institutes and Units in completing the APARs in time
every year even after reminding about the same several times, which is leading to delay in holding
of DPC meeting and Screening Committee Meetings under MFCS, MACP and FR 56(J).
Therefore, it is requested to kindly adhere to the time schedule strictly.

As per DoPT OM No. 21011/02/2009-Estt.(A), dated 16+ February, 2009, the Head of the
Organization may direct to call for the explanation of the 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. In case the Remarks / Assessment of the Reporting Officer /
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 as per the provision in para 2 of the above said O.M, 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 before the
Accepting Authority for completion in respect of Scientists and in respect of non-scientific staff, it
will be placed before the Competent Authority for completion.

As regards furnishing Self-appraisal in the APAR format is concerned, the delay in
submission of self appraisal should not be the cause of delay in writing APAR of any Officer /
Official. The Reporting Officer should not delay the initiation of APAR for want of self-appraisal
from the Officer/Official reported upon. In case, the Officer / Official reported upon does
not furnish the Self-appraisal by due date, the Reporting Officer should take it upon himself /
herself to remind the Officer reported upon in writing, asking him / her to submit the self-appraisal
by a stipulated date. It should also be made clear in the reminder that if the Officer/
Official reported upon fails to submit the self-appraisal within the stipulated date, the report will be
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written without self-appraisal. If no self appraisalis received within the stipulated date, the
Reporting Officer should obtain another blank APAR form from the concerned Administration Cell
and proceed to write the report on the basis of his experience of the work and conduct of the
Officer /Official reported upon. While doing so, he/she can also point out the failure of the Officer
Reported Upon to submit his/her self-appraisal within the stipulated time. It is noticed that no
serious action is being taken by the Reporting / Reviewing Officers in this regard. It is therefore
reiterated that it will also be the duty of the Reporting and Reviewing Officers to see that the
APARs are completed as per schedule and the APARs of all the subordinate Scientists / Officers &
staff working under them are completed within the time schedule and submitted to the concerned
Section, who will in turn check the same and forward to Central Office for further maintenance and
record purpose. The above said instructions should be followed strictly.

From the year 2018-19, it has been decided by the Competent Authority, to introduce
writing of APAR for the erstwhile Group ‘D’ employees who have been now covered under Group
“C”. Hence, it may kindly be noted that numerical components in APARs have to be written for all
the Group “C” employees. However, as intimated earliet, the original APARs in respect of Multi
Tasking Staff / Assistant Technicians and Technician, may kindly be retained at the respective
Institutes / Stations after disclosure of the same to the concerned officials and certified photocopy
of the same may kindly be sent to Central Office for taking the gradings on record.

It is noticed that APARs in respect of some of the Scientists have been disclosed without
completion of the Acceptance portion. Further, it is also noticed that the Director of the concerned
Institute is completing both the Reviewing and Acceptance portion, which is not correct. If any of
the APAR of the scientific staff is being reported or Reviewed at Director’s level, the same has to
be forwarded to Central Office for completion of Reviewing / Acceptance portion by the Competent
Authority

A list indicating the hierarchy of Reporting / Reviewing Officers and Accepting Authority for
Scientific staff and Reporting & Reviewing Officers for all other Group A, B & C Officers / Staff is
enclosed at (Annexure Il) for strict compliance. It may also kindly be noted that the reporting
should be done by the immediate Officer under whom the concerned Officer / Official is working
and to be reviewed by an immediate higher level Officer to the Reporting Officer. No APARs
should be completed by a person of the same rank even if any Scientist / Officer is holding the
charge of the Station / Unit.

It may also kindly be noted that the reporting / reviewing should be completed by the retired
officers within one month from the date of their retirement and for this purpose self-appraisal from
the concerned should be obtained in advance. Itis also the duty of the concerned Officer / Official
to submit his/her self-appraisal to the Office where he / she is working without fail and in time, even
if they are transferred. Besides, each Officer / Official may request the concerned Office for
disclosure of the APAR, if not done.

As far as disposal of representations received from Officers | Officials for expunction of
adverse remarks and modification of grading etc. at Institute level is concerned, it is stated
that wherever the Director has not reviewed the APARs, the Director is Competent to dispose of
such representations. After due consideration of representations and obtaining the comments
from the concerned Reporting and Reviewing Officers, he may accept and modify the APAR or
reject the representation. 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 decision of the
Competent Authority by the con¢erned APAR section under intimation to Central Office. A copy of
the APAR may be retained at the Institute for reference and forwardal of original APAR to Central
Office in any case should not be delayed on account of pendency of representations for disposal.
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You are also requested to kindly instruct the concerned Officer / official to arrange for
completion of the pending APARs, if any, for the previous years and arrange to send the same to
this office at the earliest. As regards filling up of the Integrity column in APAR, the DoPT has
issued OM dated 11.02.2016 (Annexure lll), a copy of which is enclosed for compliance.
Completion of the integrity column is mandatory. Circular dated 12/01/2021 issued by Central
Office may also be kindly perused. If the integrity column is left blank, as per the said O.M., it is
presumed that there persists some doubts and suspicion regarding the Officers / Officials Integrity
and it will not be possible for the DPC or DSC to take a decision.

All the Reporting / Reviewing Officers are hereby requested to complete the APARs
carefully and to see that the grading awarded and the remarks recorded in the APAR should have
correlation. All the Reporting / Reviewing Officers are also hereby informed that the grading of
“Very Good” is essential for considering grant of financial upgradation for the Scientists / Officers /
Staff at all levels under MACP. In the case of promotion, the grading of Good is sufficient upto
Deputy Director level and for promotion to Joint Director level and above the grading of Very Good
is the benchmark. It is also noticed that some of the Reviewing Officers are downgrading the
APAR gradings awarded by the Reporting Officer drastically without proper justification for the
same. It is therefore requested that all the Reporting and Reviewing Officers should be judicious
while writing the APARs.

It is also noticed regularly that in some cases the Reporting and Reviewing Officers have
not mentioned their names in the APARs and have only affixed their signatures. The names of the
Reviewing & Reporting Officers should be entered in the space provided and affix their office
seal for authenticity.

Further, it has been noticed that some of the Officers / Officials have typed and pasted the
Self Appraisal portion / Reporting portion / Reviewing Portion in their APARs which is not correct
and such practices should be desisted henceforth and no additional sheets should be attached
along with the APAR for completion of self-appraisal and it should be done within the space
provided.

Apart from the above, from the year 201 9-20, new guidelines have been issued by the DoPT
vide Office Memorandum F.No. 21011/04/2019-Estt, A-ll dated 24.09.2019 (Annexure V) for
reflection of utilization of Government-e-Market place (GeM) in the Annual Performance Report
(APAR) for the Group ‘A’, Group ‘B’ and Group ‘C’ employees belonging to Central Civil Services
(other than All India Services). The Officer Reported upon who is handling procurement from GeM
portal, while recording self-appraisal in APAR Form against the column ‘Targets/Objectives/Goals
shall specify the ‘Total budget allocated for procurement by the Ministry/ Department/
Division/Section (as may be applicable in the case of the Officer Reported Upon) and against the
corresponding column ‘Achievements’, the Officer reported upon shall indicate (i) total
procurement through GeM portal made by him / her during the period of report, (i) specifying the
% of procurement through GeM portal, (iii) the procurements made outside GeM and the reasons
there for: and (iv) steps taken for promotion of GeM in the Department / Division /
Section. Similarly, the concerned Reporting and Reviewing Officers, shall, in general, while
recording the numerical grading under “Work Output’, ‘Personal Attributes” and ‘Functional
Competency” in the APARs, wherever applicable, take into account the performance of the Officer
reported upon for procurement of goods & services through GeM, in accordance with the extant
instructions in force during the period of report. The remarks recorded by the Officer Reported
upon in self appraisal against the targets and achievements on procurements made may specifically
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be taken into account by the Reporting and Reviewing Officers while according the numerical
grading for items such as ‘Accomplishment of planned work / work allotted as per subjects allotted’
under Work Output and ‘Knowledge of Rules / Regulations / Procedures in the area of function and
ability to apply them correctly ‘under Functional Competency. A reflection of the performance of
the Officer Reported Upon (ORU) with reference to procurement through GeM or otherwise may
also be recorded by the Reporting Officer in the pen picture. The APAR Format provided by
DoPT at Annexure — 1 of the above said O.M. is appended herewith, which may be used for the
Officers / staff dealing with GeM portal procurements. However the Reviewing Portion will be the
same, which has to be attached to the said APAR format.

While forwarding the completed APAR to Central Office, it may be clearly indicated in the
letter whether APARs have been communicated to the concerned Officers / officials and the
acknowledgements obtained from the concerned Officers / officials for having received the APAR
copies for the concerned year/s may also be submitted to Central Office for perusal and
record. Further, copies of the communication issued to the Officers and staff as well as intimation
relating to the final disposal of the representation may be marked to Central Office for record
purpose. These records are essential for placing before the Internal Screening Committee / DPC
& DSC meetings as and when required to satisfy itself that the procedure has been followed. A
statement indicating the names of Officers to whom copies of the APAR have been
communicated, date of communication, whether they represented or not, date of representation,
if any, date of disposal of representation may also be communicated to Central Office for perusal
and record.

It is to inform further that all the APAR forms should contain numerical components
and no other form should be used apart from the finalized version posted on CSB Website under
Intranet login downloads. No APAR forms without numerical gradings or old APAR forms which
do not contain numerical grading are to be used. It is also to mention here that no APAR forms
will be printed and supplied from Central Office.

The Director/Unit In charge should ensure that Forms are served upon the Officer
Reporting Upon (ORU) within the stipulated time limit and in turn it is also the responsibility of the
ORU to collect the Forms from the Administration leaving no room for delays particularly when
Officials are on Transfer/Tour/Leave, etc.

As far as any doubt / clarification in distribution and preparation of APARS for the 2021-22
is concerned, the Institutes / Units may contact the Establishment Section I, Central Office, CSB,
Bengaluru.

Yours faithfully,

Encl: As stated



List of the Institutes / Stations to which Letter No.CSB-8(1)/2022-ES.Il Dated 31-03-2022
has been communicated

8 The Director, NSSO, Bengaluru

2. The Director, CSTRI, Bengaluru

3. The Director, CSR&TI, Mysuru

4. The Director, CSR&TI, Berhampore

5 The Director, CMER&TI, Lahdoigarh

6. The Director, CTR&TI, Ranchi :
T The Director, BTSSO, Bilaspur

8. The Director, CSR&TI, Pampore

9. The Director, CSGRC, Hosur

10. The Director |I/C, SBRL, Bengaluru

11.  The Scientist-D, MSSO, Guwahati

12 The Assistant Secretary (Tech.), RO, CSB, New Delhi
13.  The Joint Secy. (Tech.), RO, CSB, Guwahati

14. The Assistant Director (Insp.), SMOI, CSB, Mumbai
5. The Joint Secretary (Tech.), RO, CSB, Kolkata

16. The Deputy Director (Insp.), RO, CSB, Hyderabad

17.  The Deputy Director (Insp.), SMOI, Chennai

18. The TA (R&S). SMOI, Palakkad



Annexure — |

Time schedule for preparation/completion of APAR

(Reporting year- Financial year)

sl | Activity Date by which to be
' No. | completed
| | i
| 1 " Distribution of blank APAR forms to all concerned (i.e., | 31+ March.
- " to officer to be reported upon where self-appraisal has | (This may be completed
to be given and toreporting officers where self- | even a week earlier)
‘ appraisal is not to be given)
| | i "
2. | Submission of self-appraisal to reporting officer by 15-April
; officer to be reported upon (where applicable).
i
| 3. Submission of report by reporting officer to reviewing | 30"June
1 | officer
| 4. Report to be completed by Reviewing Officer and to be 31+July
| sent to Administration or CR Section/Cell or accepting
. authority, wherever provided.
| 8. Appraisal by accepting authority, wherever provided - 31*August
{ 6. (a) Disclosure to the officer reported upon where there 01= September
If is no accepting authority
| (b) Disclosure to the officer reported upon where there 15+September
? is accepting authority
?7,,,; s
| 7. Receipt of representation, if any, on APAR 15 days from the date of
! | receipt of communication
8. Forwarding of representations to the competent authority
| (a) where there is no accepting authority for APAR 21=September
| (b) where there is accepting authority for APAR 06October
! 9. | Disposal of representation by the competent authority | Within one month from
the date of receipt of
representation.
| “ . . . - ; ¥
| 10. Communication of the decision of the competent 15"November
authority on the representation by the APAR Cell
b1, End of entire APAR process, after which the APAR will | 30"November
be finally taken on record




Annexure — |l

HIERARCHY TO BE FOLLOWED FOR REPORTING / REVIEWING / ACCEPTING OF APARs

Accepting Portion has to be completed only for the Scientists. For all other Officers & Staff

there will be only Reporting and Reviewing

A) SCIENTIFIC STAFF

' Designation | Reporting | Reviewing Accepting
| | Authority
Director Self appraisal to be submitted to Central Office |
| Scientist-D | Director | Member-Secretary | Member-Secretary
' Scientist-C | Scientist-D | Director / " Dir. (Tech.) /
£ Director (Tech.) Member-Secretary
. Scientist-B Scientist-C | Scientist-D / Director | Director (Tech.) / Member-Secretary

B) TECHNICAL STAFF

! Designation { Reporting Reviewing i
| Joint Secy. (Tech.) | Director (Tech.) Member-Secretary |
| Deputy Secretary | Joint Secretary (Tech.) / Director | Director (Tech.) / Member-Secretary |

(Tech) (Tech.) |
' Assistant Secretary | Deputy Secretary (Tech.) Joint Secretary (Tech.) / Member- |
| (Tech.) : Secretary

C) ADMINISTRATIVE STAFF

Designation

Reporting

Reviewing

Director (Finance)

Member Secretary

Member Secretary

Joint Director (Admn.)

Member Secretary

-

Member Secretary

Deputy Director (A&A) / | Joint Director (Admn.) Director / 5

Deputy Director /Joint Director (Finance) / Director (Finance) / ‘
| (Finance) Director Member-Secretary ) '

Deputy Director (OL) in | Director Member-Secretary 5
~Mysuru

TDeputy Director (OL) in
C.0.

Director (Tech)

Member-Secretary

Deputy Director
(Publicity)

Director (Tech)

Member -Secretary

Deputy Director (Comp.)
in C.0O.

Joint Director (Admn.)

Member-Secretary

Deputy Director (Comp.)
in Institutes

Scientist-D / Director

Director / Member-Secretary

" Lib. & Info Officer

Scientist-D / Director

Director / Member-Secretary

' Assistant Director (OL)

Deputy Director (OL) /
Immediate Incharge Officer

Scientist-D / Director

| Assistant Director

f
|

Deputy Director (Comp.)

" Joint Director (Admn.,) / Scientist-D / |

| (Comp.) Director / Director (Tech)
| Assistant Director Deputy Director (A&A )/ Joint | Joint Director (Admn.) / Immediate
(A&A) | Director (Admn.) / Scientist-D In-charge Officer / Member-Secretary

(In-charge) / Director

[

|

| Assistant Director (Pub.)

Deputy Director (Pub) / Director

! Directer (Tech.)

| Director (Tech. / Member-Secretary |




D) INSPECTION STAFF

__ Designation | Reporting Reviewing ]

" Inspector (Silk) "Asst. Dir. (Insp.) / Immediate In-charge Deputy Director (Insp.) /

i Officer CEO, SMOI

| Assistant Director Deputy Director (Insp.) / Immediate In- | CEO, SMOI / Member-

(Insp.) charge Officer Secretary |

| Deputy Director Member-Secretary / CEO, SMOI Member-Secretary |

| (Insp.) |
E) OTHER CADRES STAFF

( Designation Reporting . Reviewing ]
| Scientist-D (S.M.) Director / Director (Tech) Member-Secretary |

ﬁcientist--D Director Member-Secretary

- Scientist-C (S.M.) Scientist-D Director (Tech.)

" Deputy Director Scientist-D | Director / Director (Tech.)

| (Stats.)

- Assistant Director
‘L(Stats.)

‘Deputy Director (Stats.) / immediate In-
charge Officer

| Asst. Exe. Engineer

In-charge Officer

Director (Tech)

Officer

"Officer higher to Reporting |

F) SUPERINTENDENT AND BELOW

Designation

Reporting

Reviewing

Superintendent &
Below

|
| Immediate Officer under whom they l O
| are working R

fficer one level higher to
eporting Officer

|
|
]

*Note: Wherever the reporting and reviewing as mentioned above are
Station, the APARs have to be got completed from the Officer one gra
the Officer / official reported upan and the Reviewing Officer sho
level above the Reporting Officer. N
APARSs in respect of Directors, Joint Secretary (Tech.)

THHHHHARHRAH

uld als
Necessary action as per ru

not available in the Institute /
de / level above the rank of
0 be of the rank one grade /
les will be taken to complete the
& Joint Director (Admn.) at Central Office.
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FOR THE OFFICERS/OFFICIAL WHO ARE DEALING WITH GEM PORTAL

i Targets/Objective/Goals ~_Achievements
Y

]

i

| {

|

i

a

%
Frocurements made through GeM portal |
(Wherever applicablel i
Tota! budget ailocated for procurement i
Totalprecurement trough GeM portal made by | |
hira/ker during the period of report (0 Rs. f
e of procurement through Geld povtal as { i

lageainst the bucdget indicated in the target 4

]
? 4
]




o-ocurement made outside GeM portal and the
reasons therefor

en for promotion of GeM

[(Va)
1
(3]
T
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+
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=

Please specify targets/objective/goals (in quantities or other terms) of work you set for yourseit ©
that were set for you, eight to ten items of work in the order of priority and you® achieverment

-

against each target.
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Signature of Officer/Official reported upon
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No0.21011/27/2015-Estt. (A-l1)
Government of India
Ministry of Personnel, P. G. and Pensions
Department of Personnel & Training

North Block, New Delhi-110001
Dated: /[*February, 2016

Office Memorandum

Subject: Instructions/Guidelines relating to filling up the Integrity Column of Annual
Performance Assessment Reports-regarding. N

The undersigned is directed to refer the existing instructions/ guidelines
of this Department on filling up the column relating to integrity in ACRs (now APARs).
It has been brought to the notice that many a time Reporting Officers do not make
clear and categorical mention about the integrity of the officer reported upon.
Further, it has also been seen that in case of doubt of integrity of the officer reported
upon, the procedures prescribed for filling up the integrity column in APARs are not
being followed appropriately.

2. Now, it has been decided to reiterate the followings instructions/guidelines
contained in para 5.2 of this Department OM No. 51/5/72-Ests. (A) dated 20" May,
1972 on procedures prescribed for filling up the column relating to integrity in APARs:

(a) Supervisory officers should maintain a confidential diary in which instances which
create suspicion about the integrity of a subordinate should be noted from time to
time and action to verify the truth of such suspicions should be taken expeditiously by
making confidential enquiries departmentally or by referring the matter to the Special
Police Establishment. At the time of recording the annual confidential report, this
diary should be consulted and the material in it utilised for filling the column about
integrity. If the column is not filled on account of the unconfirmed nature of the
suspicions, further action should be taken in accordance with the following sub-
paragraphs.

(b) The column pertaining to integrity in the character roll should be left blank and a
separate secret note about the doubts and suspicions regarding the officer’s integrity
should be recorded simultaneously and followed up.

(c) A copy of the secret note ‘should be sent together with the character roll to the
next superior officers who should ensure that the follow-up action is taken with due
expedition.

\

\)

\ Contd.



(d) if, as a result of the follow-up action, an officer is exonerated, his integrity should
be certified and an entry made in the character roll. If suspicions regarding his
integrity are confirmed, this fact can also be recorded and duly communicated to the
officer concerned.

(e) There are occasions when a reporting officer cannot in fairness to himself and to
the officer reported upon, either certify integrity or make an adverse entry, or even be
in possession of any information which would enable him to make a secret report to
the Head of the Deptt. Such instances can occur when an officer is serving in a remote
station and the reporting officer has not had occasion to watch his work closely or
when an officer has worked under the reporting dfficer only for a brief period or has
been on long leave, etc. In all such cases, the reporting officer should make an entry
in the integrity column to the effect that he has not watched the officer’s work for
sufficient time to be able to make any definite remark or that he has heard nothing
against the officer’s integrity as the case may be. This would be a factual statement to
which there can be no objection. But it is necessary that a superior officer should
make every effort to form a definite judgment about the integrity of those working
under him, as early as possible, so that he may be able to make a positive statement.

(f) There may be cases in which after a secret report/note has been recorded
expressing suspicion about an officer’s integrity, the inquiries that follow do not
disclose sufficient material to remove the suspicion or to confirm it, In such a case the
officer’s conduct should be watched for a further period, and, in the meantime, he
should, as far as practicable, be kept away from positions in which there are
opportunities for indulging in corrupt practices.

3. Itis further conveyed that the remarks against the integrity column of APARs of the
officer reported upon shall be made by the Reporting Officer in one of three options
mentioned below:

(a) Beyond doubt.
(b) Since the integrity of the officer is doubtful a secret note is attached.
{c) Not watched the officer’'s work for sufficient time to form a definite

judgement but nothing adverse has been reported to me about the officer.

4. All Ministries/Departments are requested to bring it to the notice of all concerned
for strict compliance.

(De esh\haturvedl)
Joint Secretary to the Govt. of India
Ph. 23094398
All Ministries/Departments of the Govt. India
(As per standard list)
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Copy also forwarded to:

1 Secretary General/Registrar General, Supreme Court of India.
2 Secretary General of Lok Sabha Secretariat/Rajya Sabha Secretariat.
3. Secretaries in President’s Secretariat/Vice-President’s Secretariat/Prime

Minister’s Officer/ Cabinet Secretariat/ Central Vigilance Commission/UPSC/NITI
Aayog.

Comptroller and Auditor General of India, New Delhi.

Controller General of Accounts/Controller of Accounts, Ministry of Finance.
Governors of ali States/Lt. Governors of all Union Territories.

PS to Hon’ble MoS (PP), North Block, New Delhi.

Secretary, National Council of JCM {Staff Side), Feroz Shah Road, New Delhi.
All members of Staff Side of National Council of JCM/Departmental Council.
10. All Officers/Sections of Department of Personnel and Training/Department of
Administrative Reforms and Public Grievances/Department of Pensions and
Pensioners Welfare/PESB. '

il ﬂ@ctor, NIC, DoP&T for uploading on the website of this Department under

OM & Orders-Establishment-ACR. N
A
\\\”)W"

12, 10 Spare copies. \
(D&vesh Chaturvedi)

Joint Secretary to the Govt. of India

IR VS



F No.21011/04/2019-Estt. A-ll
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel & Training

North Block, New Delhi
Dated the 24 September, 2019

OFFICE MEMORANDUM

Subject: Reflection of ultilization of Government e-Marketplace (GeM) in
Annual Performance Assessment Réport (APAR).

The undersigned is directed to say that Government e-Marketplace
(GeM) portal facilitates online procurement of common use goods & services
by various Government Ministries/Departments. Procurement of goods &
services through GeM portal has been made mandatory by Government of
india under Rule 149 of General Financial Rules, 2017, for goods and services
available on GeM. GeM aims to enhance transparency, efficiency and speed
in public procurement and to achieve the best value for money.

2 To ensure that this digital e-Commerce portal for procurement of
goods and services is appropriately utilized by all the Ministries/Departments,
it has been decided, with the approval of the competent authority, that a
reflection of the work done through GeM by the Officer Reported Upon (ORU)
shall be made in the APAR of Group ‘A’, Group ‘B' and Group ‘C’ officers
belonging to Central Civil Services (other than All India Services).

3. The ORU, who are handling procurement from GeM portal in their
Ministry/Department/Organisation, while recording Self-appraisal in APAR
form, against the column ‘Targets/Objectives/Goals’ shall specify the ‘Total
budget allocated for procurement by the MinistrleepartmentlDivision/Section’
(as may be applicable in the case of the ORU) and against the corresponding
column ‘Achievements’, the ORU shall indicate (i) the Total procurement
through GeM portal’ made by him/her during the period of report, (ii) specifying
the % of procurement through GeM portal, (iii) the procurements made outside
GeM and the reasons therefor, -and (iv) steps taken for promotion of GeM in
the Ministry/Department/Division/Section.

4. The Reporting and Reviewing officers, shall, in general, while
recording the numerical grading under ‘Work Output’, ‘Personal Attributes’
and ‘Functional Competency'.in the APARs, shall, wherever applicable, take
into account the performance of the ORU for procurement of goods & services
through GeM, in accordance with the extant instructions in force during the



period of report. Also, the remarks recorded by the ORU in Self-appraisal
against Targets and Achievements on procurements made (as mentioned at
para 3 above), may specifically be taken into account by the Reporting and
Reviewing officers, while according numerical grading for items such as
‘Accomplishment of planned work/woik allotted as per subjects allotted’ under
Work Output and ‘Knowledge of Rules/Regulations/Procedures in the area of
function and ability to apply them correctly under Functional Competency. A
reflection of the performance of the ORU with reference to procurement
through GeM or otherwise may also be recorded by the Reporting Officer in
the Pen Picture.

5. The above provisions would be applicable for APAR from the reporting
year 2019-20 onwards. The APAR format may be modified accordingly in the
manner indicated in Annexure-l. ‘A sample fogmat of Self-appraisal Section
and Reporting Section of APAR is at Annexure-II for reference.

6. All Ministries/Departments - are requested to bring the above
instructions to the notice of all the offices under them for strict implementation.

(Kabindra Joshi)
Director

All Ministries/Departments of the Govt. of India
(As per standard list)

Copy to:

1) Secretary General/Registrar General, Supreme Court of India.

2) Secretary General of Lok Sabha Secretariat/Rajya Sabha Secretariat.

3) Secretaries in President’s Secretariat / Vice-President's Secretariat/
Prime Minister's Office/ Cabinet Secretariat/ Central Vigilance
Commission/UPSC/NITI Aayog.

4) The Comptroller and Auditor General of India, New Delhi.

5) Director, NIC, DoP&T for uploading on the website of this Department
under Notifications/OM & Orders-Establishment-ACR.

Copy also to:
1) All attached offices under M/o Personnel, Public Grievances and
Pensions.
2) Establishment Officer and Secretary, ACC. ;
| (Kabindra Joshi)

Director



Annexure-|

(Annexure to DoPT O.M. No.21011/04/2019-Estt. A-ll dated 24 September, 2019)
(For illustration only)

Par{-2 Self-Appraisal (To be fi@d up l_)v Officer Reported Upon)

Instructions for Point No.2 as under:

“Please specify targets/objectives/goals (in quantitative or other terms) of work you
set for yourself or that were set for you, eight to ten items of work in the order of
pricrity and your achievement against each target (Example: Annual Action Plan for
your Division).

e

| Targets/Objectives/Goals Achievements

may be modified as:

“Please specify targets/objectives/goals (in quantitative or other terms) of work you
set for yourself or that were set for you, eight to ten items of work in the order of
priority and your achievement against each target (Example: Annual Action Plan for
your Division), particularly having regard to procurement planned and actually made
through GeM portal for those Government servants who handled procurement during
the period under reference.

| Targets/Objectives/Goals | Achievements ]
I
> - »

gl l

l 4

l |

» Procurements made through GeM portal (wherever applicable)

()Total budget allocated for | (i)Total procurement through GeM portal
procurement by the | made by him/her during the period of
Ministry/Department/Division/ | report (in Rs.).

Section in Rupees (as may | (i) % of procurement through GeM portal
' be applicable in the case of |as against the budget indicated in the
the Officer Reported Upon). Target,

(i) Procurements made outside GeM
portal and the reasons therefor.

(iv) Steps taken for promotion of GeM in
the Ministry/Department/ Division/Section.

Contd..



(Annexure to DoPT O.M. No. 21¢11/04/2018-Estt. A-l dated 24 September, 2019)
(For illustration only)

Part-3

Instructions before Numerical gradings may be modified to include the following:

“Numerical grading is to be awarded by reporting and reviewing authority which should
be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.
Numerical gradings, wherever applicable, may be awarded having special regard to
the remarks recorded by the officer in the Self-appraisal regarding utilization of GeM
portal for procurement and specifically for items '‘Accomplishment of planned
work/work allotted as per subjects aiiotted’ under Assessment of Work Output and
‘Knowledge of Ruies/Regulations/Procedures in the area of function and ability to apply
them correctly’ under Assessment of Functionai Com petency.”

Instructions before Pen Picture by Reporting officer may be modified to
include the following:

“Wherever applicable, comments on steps taken by the officer for promotion of
procurement on GeM during the period under repert, percentage of procurement on
GeM and his/her attitude towards full implementation of GeM in the office may also be

recorded”



-2

Part-2 | , : HeeldsTeh-1|

e arfdrerd w1 wide fovar s &, 99 g W A & Ry
To be filled in by the Qfficer reported upon i

(Tt s T R A A )

(Please read carefully the Instructions before filling the entries.) ‘

1. T e wrd @i Rew

Brief description_of duties

T

i

i

i
% |

i

|

{

{

2. 4 § S FEYIEWT IR v o R PdRa fee g, ar arad e PR B e g s
(@A o 3Fg w9 A) wEt B e-aw-As wafdear F aR o wad JiR @ weg f e 8
e 3T WA (IZRROT & A 39d wanT & e aiffe e dsten)
Please specify. targets/objectives/goals (in quantitative or other terms) of work you set for yoursell ar

that were set for you, eight to ten items of work in lhe order of priority and your achievemont
against each target, ( Example: Annual Action Plan for your division).

T/ SEERT SRGiEC L

Targets/Objectives/Goals | Achievements




3.

' PR it

gar)zfqmnzzﬁar.emzrrqwﬁfﬁ:ﬂ*ﬂh*ﬁmfﬁﬁt{mﬁrﬁw#@wﬁwaﬂgﬁl Tf} ot Y ofy F and
FTYTC T 7Y A1 F qand

(A) Please state briefly, the shortfalls with reference to the

: targets/abjectives/goals referred (o in jlem 2,
Ulease specily constraints, it any, in achieving the targets. i

-

() FT 37 WY A R G X Rt R arfi et o € o oA ey dran A o 3o o

(B) Please also indicats items in  which there have been significantly

bigher  achievements
and your contribution thereto.

TN ST R Far gt wET af f w v ot frawh Rt st s sdvee af @
mwaﬂ‘im’raﬂmWamaémamémiﬂﬁaﬁmfaawra:#mﬁaﬁmmaam

Please state whether the annual return on immovable property for the preceding calendar yoar was filed

within the prescribed date ie. 315 January of the year following the calendar year. If not, the date of
filing the return should be given,

AT B AT afdrenT % geavert
Signature of officer reported upon.




ATT-3
Part-3

sreaTarE vt w Fryfor afdes aur gafFeer mitmrd gror B srar ¢ 5 1-10 3 e 9w g =Ry, w1

wadt e i = Far 10 e el W wedte AT §

Numerical grading Is to be awarded by reporting and reviewing authority which should be on a scale of 1-10, where 1 refers

to the lowest grade and 10 to the highest,

(T wR T it e & g Ren-Rdat #r e & w )
(Please read carelully the guidelines before filling the entrics)
(30) &4 FroaTaA FT HeatET (FW WO HT 40% )
(A) Assessment of work output (welghtage to this /Section would be 40%)

gRdET | e ST il
" a“"ﬂ (st -5 %7 &% 2) N
Reporting | Reviewing Authority i
Authority (Refer Para 2 of part 5) Initial of
: Reviewing
e ' : i ‘ & Authority
h ERaRE e & oRqiERve § weR W
ey Rean orar wr ,
Accomplishment of planned work/work allotied as
per subjects allotted.
i),  #Td-fAsuee & wIR
Quality of output

i), ReAworETE gewar
_Analytical ability

V)., 3mEEEAR # @ wﬁqyiﬂrmm IR #Rt

uxcaptmnal worl/unforeseen

Accomplishment of
tasks _performed.

forte @ W Hw By AT
Overall Grading on ‘Work Output’

maﬁmﬂﬁﬂmmw(mwmmaﬂ% grm)

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

yfdaes

ST
Reporting
Authority

i i
(g wmT-5 F 4 2)
Reviewing Authority

(Refer Para 2 of part 5)

ettt sifterT
& IETET

Initial of Reviewing
Authority

R CEE

Attitude to wark

i), Reded & &y

_Sense of I'GSp()ﬂSlblllly

Tlil). SRR @ T
Malntenmmc o[‘ D:sc;plme

v

iv),  TOWT BT
Lommumcauon Slulls

v). Jt—z’e'q' o7 )
L.cadcrship qualitics

vi), . & r smEen & ad aRe B eTHAr
Capacity to work in leam spirit

N iﬁf‘ﬂﬁﬂm R B g

capacity to adhere to time-schedule

vill), SRR caiai WY
| later-personal relations

T B U9 e

L
| ix).
‘, Overall bearing and personality

wafFaeE A ) Fw R AR

Overall Grading on’personal Attributes’




ot

(®) T wEwar € i (BT SI37 6T W1 30% )

© Assessment of functional competency (weightage to this Section would be 30%)

| R ]
5 a‘”f* (d=ef HTr-5 i fey 2) Rl &
‘[{CP”"t_',”ﬁ Reviewing Authority 341?’@'&7'\' ‘
Authority | (Refer Par 2 of part 5) fuitial of
Reviewing
_Authority

0 TR v g & a7 # v o
ST TE WA A
Knowledge of Rules/Regulation/Procedures in the
area of  function  and ability  to apply  them
correctly, )

ii). ey Ao T 6 s

W), W A A g
Dgcis‘ion making abi Iily

Strategic p!ann‘ir‘u_g abiiity

D : .

Co_qrdination nbility__ . o

V) FEET HORT v R w Ay e
Ability to motivate and develop '
subordinates -

vi)  uge afdg Ll : , : : = -(_i_.u.__h__n

Initiative
p i

WP R 9T el ey Aofacor } s -1
Overall Grading on ‘Functional Competency’

AT
o GENERAL
PART-4

o ‘ w%mwﬁmﬁ(wgfﬂ’rwﬂw)

Relations with the public (wherever applicabig) _
(STTAT ¥ SraerRar w1 gty vh arfi‘:wrﬁwaﬁ:wwm%mﬁa‘) .

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

| ieiog S

3. sfararor

5;Trainiug. . o
(mmfawﬂﬁumﬁmqﬁmﬁm@fﬁaﬂrmmmqﬁmﬁﬁiwﬁwﬁrw%Fe’rqﬁrmr&é?
F{1) '

(Please give recommendations for training with a view o further improving the effectiveness  and
capabilities of the Officer.)




,wETeey iy Rufy

. State of health

[ntegrity
(g srftrerér it et o fowf )

. (Please comment on the integrity of the Officer,)

gfeee T Zar Ml f1 were el B el (w100 el ), RReY SR oy v
FH WHEA BT, IAURVT Suwfeal, Apeaye sraweant (Hed w2 e 3(3) UE 3(a) v gda et &
vl aifdgf mfde an

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer including area
of strengths and lesser strength, extraordinary achievements, significant failures (ref.3(A) & 3(B) of Part-2)

and atlitude towards weaker sections.

6. gferdee & 3091-3 & Wos ¥,  9ur ¥ A Ry v SR & WO W 5 Ao degras getaon|
‘Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the Report.
_ arEE arferrdt & gearere
Sig'nﬂmrcl of the Reporting Officer
I T W SERT
Place...
| Name in Block Letters:..........coooiiniiniens
f TEHIA
E 7 Destgnationt.......oovieeiiinniienais
fsir: yfa=eT %t sty o
DAY s During the period of Report. .....ou




