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Executive Engineer/ Architects/Asstt.Executive Engineer/
Dy.Architects/Dy.Director(Hort.)/Assistant Engineer/
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L1 S.: A, qe fAwres o amafy

Period of Assessment from to

A1 FafRaed <@RT
PART-1 PERSONAL DATA

(e /3T / FraTea & Heft Temed AT g1 WRT SIIY, S9! srguiafa #  RuiféT fery g4
Hafta Riek JferR | o s )

(To be filled by the Administrative section concerned of the Ministry/Department/Office, In its
absence, Reporting officer to get it from officer reported upon)

14 AP BT AH ®
Name of Officer :

domeewengers [ [ [ [ [ [ [ [ [ [ [ [ | | | [ ]

PIMS ID No.

12 Jqr ¥ IR P ARG :

Date of Joining the Service :

13 o= fofer
Date of Birth :
14 THE Us § daR e B aR GINC] IS
Date of continuous appointment to present grade : Date Grade
15 M T8 AR I W AARA D ARG TR IS
Present post and date of posting thereto : Date Grade
16 YT A STURerd < @l 37afy : FE ool B DRI
Period of discontinuity from duty : On account of Leave

Tg TR /3R WRGRNT BT B BRIT



1.7

18

19

1.10

qT—2

On account of Training/other official
Assignments

IfeP IR TeE G eEaY

Academic and Professional Qualifications :

PRI 3iTh MPSFAR BT TolHRIT WAR FHP FEAT D IR ¢
(@ae agal @ fog @)

Registration No. of Council of Architecture :

and date upto which it is valid (applicable in case of Architects only)

Rt sideia / fader o/ geeeral aigEedt ¥ o for ol
Inland/Foreign Training/Refresher Courses undertaken
and Professional qualification attained

ARG MRl $ BAIRNY /JewdT /U & T3 fourfia wler
Fellowship/Membership of Professional Bodies/
Departmental Exam qualified

9 B INF W A

PART-1I Self Appraisal for the year

21

22

U & SI¥El BT Wit faavor

Brief description of duties of post :

I ST TENES /aas /e dedl /3S]aedl (98 8 | 10 9% URIiEdT & IR W/
Hﬁiﬁ@gﬁqﬁ)ﬁ%mmﬁaﬁaﬁmw or 3R U ed B HeW H U Iyl

PT Sooid DY |

Please specify the quantitative/physical/financial targets/objectives (8 to 10 items priority-
wise/in order of importance) that were set for you and your achievements against each

targets.

e Syaferif

Targets : Achievements :
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24

25 (@)
()

(b)

(m

FuT Bied 22 9 Sfeafad el / S & G A AT Syl W A fewdh §
I T @Edl IR 1 W AU AN B e ¥ Scoi@ng U T faevor §

Please comment briefly on your achievements with reference to targets/objectives referred to
in column 2.2. Please also indicate significantly higher achievements in relation to the targets
and your contribution thereto.

T[T DI 22 § Sfeafad el & dew 7 A W) GG Ruoh < | HoIr 39 oAl B A
P | A Tl TN, AT PIS B BT Sl B |

Please comments briefly on the shortfalls with reference to the targets referred to in column
2.2. Please specify the constraints, if any, in achieving the targets.

T AT T I A fIaR0r BIser o e 8, I & O Hor s9a] IR BT Seoid I
gf /81 GISUE]

Have you filed your immovable property return as due. If yes, please mention date

Yes/No Date

(@) TTTT A T B IRE S W ARGHING], e e RAfdT afferd € & o aifies

FH Ao fEifRa @1 &f /&t

Have you set the annual work plan for all officers for the Yes/No

Current year, in respect of whom you are the reporting

Authority?

T e 39 Wi AfEIRAl e o RuifdT s 8 & iR fora &1 8
&f /el

(¢) Have you written the APAR of all officers in respect of Yes/No

26

Whom you are the reporting authority?

5T T B o faRad &R I URE arl /gS fHT TV I a1 ISeoid HRAT 3MaTS o |

Any other additional and unforeseen assignments carried out/Initiatives undertaken worth
mentioning



(Rueki= e & gwER 3R a8 )
Officer Reported upon
Signature with Date :
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30 TIT AU ARNER gRT el 3R SUfRRN & Hay § fHy Ty Wieuisa | ¥gAd & ? T Ry g
T 3.1 & o 7 arqedAfa, afe g & &1 W4 3R SR g4 ?
Do you agree with the self appraisal of the officer with regard to targets and achievements.
Indicate reasons and extent of disagreement with reference to 3.1 below, if any

31 U B BT JAida Aed 40 Fhosa

1—10 Td TR FUAT A &

Assessment of work output (weightage 40%)

On scale 1 — 10 ; See instructions

RoeT wer | e TRE e B
Reporting ElIEEaN] JATeTER
Authority Reviewing Initial of Reviewing
Authority Authority
1) URT 22 & AJAR QT T B Pl GRT A
@1 A
1) Extent of Accomplishment of
planned work as per para 2.2 above
2) FH BRI DI O
2) Quality of output
3) T 26 & AR AT AR/
JAUTAT BT BT YR HRAT
iil) Accomplishment of exceptional work/
unforeseen tasks performed as per para
2.6 above
AU PR R T URST
Overall Grading on ‘Work Output’
3.2 AgfaT® O BT oo Hew 30 Al
110 Td W, FUAT A
Assessment of personal attributes (weightage 30%)
On scale 1 — 10 ; See instructions
R T TRE e B
ElIEEaN ElIEEaN JATEIER
Reporting Reviewing Initial of Reviewing
Authority Authority Authority

1) B & Ui srfefy
i) Attitude to work

2) UBd ¥, o 3R SURIEHIAA!
2) Initiative, drive and resourcefullness

3) SITAT
3) Discipline

4) FUYIT PreTel

4) Communication skills

5) S AT & BRI BT B AT

5) Capacity to work in team spirit

6) A AT H BT BT DT &Hel

6) Capacity to work to time lines




7) Braell iR RS & A1 Gl Alkd IR
EIESHREGEL]

7) Inter-personal relations and relation with
clients and customers

8) STIRGIAE o # FHRAT iR Sogadhdl
8) Dependability and willingness to take
responsibility

Jufeded o W AT URST

Overall Grading on personal attributes

33 THITHS T BT AP ; Feed 30 yfawd

110 Td W, [UAT A I

Assessment of functional competency (weightage 30%)

On scale 1 - 10 ; See instructions

R
ElIEEaN
Reporting
Authority

GARIEOT
FIEEaN]
Reviewing
Authority

TRET WRe &
JTEIER

Initial of Reviewing
Authority

1) A > e | fE /At ufeaei @1
TSN AR I g9TET ST I AN B DI AFIdT
i) Knowledge of Rules / Regulations /
Procedures in the area of function and
ability to apply them effectively

2) BT T AR BRA DI AT
ii) Strategic Planning ability

3) Aot @9 @ IrwEr

iii) Decision making ability

4) ageryT BR & AT
iv) Analytical ability

5) AH<Y Al
v) Coordination ability

6) <refFver fdwmIRal & URAT & &R ST
™ B B Jrgar
vi) Ability to motivate and develop

subordinates

7) BRI, & g
AT Td ifiedd, faffces ik wfearn e,
HADAT TebiIehl BT S R gAH o

vii) For EEs

Knowledge and Proficiency in
Planning & Designing, Specification and Codes,
Valuation, Vigilance Techniques

aregdt @ forg
JRECT Hal wARIRl @ ufd eifeedd #
FAERIT, IR, HAAIIUT AR o b
B FoATHGAT AR 590 JeRI®Y DI AN T
For Architects

Practicability = of  design  attention  to
maintenance problems etc., Creativity and
originality for aesthetic, imaginative and
innovative designs

Suq & forg




U YUl P Y—gAT 3R Wb, IE
ggfafas

For Horticulture
Landscaping and Designing flower shows,
Horticulture Methodology

8) HTAT BT YaeH, FTe+ 3fR yideror
viii) Management organization and
supervision of works

9) srfaRad Uforenfud #al & ggdl & H qouRaT,
feqoft o1 IR < (@RGP W) AN )
Promptness in initiating extra substituted
items, Finalising measurements, test checks,
recording completion certificate, Responding to
CTE’s observation (N.A. for Architects)

UhTATcHD FeTHT U 99T UfST

Overall Grading on functional competency

1—10 T W 9T —3 P 97 ART
Overall grading of Part-III on scale 1 — 10

I ROET ae | ooEw wRe | ¢hem | wieeh @
Grading Reporting Reviewing KIBEN
Authority Authority Initial of Reviewing
Authority
AT 31
Part 3.1
AT 3.2
Part 3.2
AT 3.3
Part 3.3
SEEIISH
Overall Grading

HRT—4 : MM 989 U1 (q8d@ dr] &8l)

41 qIfT FUAT JRHR B TSI R fewef < -

Integrity : Please comment on integrity of the officer :

42
ROveT aer | gEw | gREw wieen @
Reporting EIEEaR] JTeTER
Authority Reviewing | Initial of Reviewing
Authority Authority
1) @R o1 Rafa

i) State of Health

2) HAGIR A IR A /AN /1

e o @ gR gRedm

ii) Attitudes towards weaker section and
SC/ST/OBC




3) AR T GUTHAT © HUAT FMUBRI DI ™Y
3R I &3 BT Soord B 774 ST Uierr Hae
SRRl Afed 39 &l H APy B B F9redd § |
iii) Aptitude and potential please mention about the
aptitude of the officer and areas in which he has
potential to develop alongwith training needs,

43 TN 70 YISl ¥ uNfeesd fRrETOr :

4.3 Pen Picture in about 70 words :

T Rafér afer &

Date : Signature of Reporting Officer
T BXlEN

Place :

HT — 5:

PART-V: REVIEW

1) YARIET0T UGN & i Har @l st

Length of Service under Reviewing Authority :

2) F7 39 ART-—m H RAIfET Afdaer) gRT w1 amseye &R fafr=1 qoif & weg # fPy MU W@qeaiemd
J wEad 2? afk o el T i A1 gfedior | WEHd T8l €, AT 9 9N # fQy Y
B H 3T JATHT BT Sooid HX 31X T wfaftedi w amaer o < |

&f TET

Do you agree with the assessment made by the Reporting officer with respect to the work output
and various attributes in Part-III. In case you do not agree with any of the numerical assessment
or attitudes, please record your assessment in column provided for in that Part and initial your
entries

Yes No
3) A =T & Rerfa # aoddedl faavor iRk SRl BT Seerkg Y ?

In case of difference of opinion details and reasons for the same may be given

4) Ruifér st g™1 - enfesss famor R sifigfaadt / ool
Remakrs/observation on the Pen Picture by the Reporting Officer :

5) 1—10 Wha W 9T T



v)

Overall Grade on scale 1-10 :

ISUc e TG ARHR B FHIER
Date : Signature of Reviewing Officer
Place :
N
RGN
ACCEPTANCE

w7 3 RANET PRy / gARIevT PRI gR1 by U Heaip dor 7 A=l I oIS § @
fqaver vd dddt dRell 9 wewa & | U Refa § Wiy wife W 1-10 o W\
IRET BT |

g &

Do you agree with the assessment made by the Reporting officer/Reviewing officer and
details of difference of opinion, if any, with reasons for the same. In such case,
acceptance authority will also give overall grade on a scale of 1 to 10.

Yes No
STHE : 9 TgT o T ; 7
Outstanding (9) Very Good (7)
3BT : 5 TS ; 0
Good (5) Unsatisfactory (0)
[N Wl mierR &
Date : Signature of Accepting Authority
LI M T Rl §
Place : Name in Block Letters

Designation during the period of Report

RUIE &Y 3@y B <RME

Skl

INSTRUCTIONS

Terds AT & 9T aiife fAwe /qeaied Rud w_e & b § faem fAader
Guidelines regarding filling up of APAR with numerical grading

Mo RIS v Agaqel SXaast | 39 SN & &1 Frwred &1 qedied dd & forg
AR THD BRI F WD N UMY & oy qerd iR weaqel ga=r et 8| safery o
IERY o RS foreft TN 7 @ RUIE  forem arer iffaRY &1 3R goieror AfamRY &r
39 B B WRA B YS! Pl Ied IcRQNIE DI AT F AT Aoy | afgR @ Ad
ST FEgT IR LI gdd doT UATW WA ONGR A i @Ry | Aer g, g fofg
PR PP 3R UREwr faurm & fadie 23.7.2009 T 1452000 & HRIGI SO 9.




ii)

21011 ,/1,/2005—%11. (U=M—1) (@€ —= ) &1 0 ¥+ of | fawga I+er & foru @1fife &R
gRET f9RT &1 J9Tge TeHaiaaS aaHUEasiuE  oxdl oIl Hahd! B |

The APAR is an important document. It provides the basic and vital inputs for
assessing the performance of an officer and for his/her further advancement in his/her
career. The officer reported upon, the Reporting Authority, the Reviewing Authority
and the Accepting Authority should, therefore, undertake the duty of filling out the
form with a high sense of responsibility. The columns in the APAR should be filled
with due care and attention and after devoting adequate time. Also please refer DoPT
O.M. No.21011/1/2005-Estt(A)(Pt.Il) dt.23.07.2009 and 14.05.2009. For further
details, DoPT website at www.performance.gov.in can be viewed.

PSR URMET {9 o7 dadrse dor = ida Ja1  8q aiffe Aues geaied R
IR B 3R 5HS YEREG & oy (T sl &1 ded M of | gRT 241, @A 5.2, 5.3
T wwa A & sfer aFAR foes /gRe a9 @ A Sfedlad €, s9d A
Horm 21 39 fAfdgd 99g i & swid e R forem @1 sifteR | 81 Se |
Please also refer the Website of DoPT and the instructions contained in on
preparation and maintenance of APAR for Central Civil Services. Section 2.11 and
5.2, 5.3 wherein the importance of writing/reviewing of the APAR within time frame
which is also herewith attached. The right to write the APAR will lapse after that
time frame.

Mo Ruel & Aegs § SR-F9eT & qeied & SUAN 9Md G f[add & U A
@ w7 # e o ARy | Roe forem arel ffeiRal o @' ergva weer ARy fa e
I ARBN P BRI BT € dld g8 Ul IRAAP &1 Pl Pf ®I A A T |
SAGT I QY FETe o ufear 9 R, fAen o @ ufdar g1 Rurd faws arer den
YIS BN BT @Afey b R st @1 Ruid fordt o 81 8, S9e dri e a3y
Jerar gAY Afddd H BT BT oo BT H A T TR |

Performance appraisal through APAR should be used as a tool for human resource
development. Reporting Officer should realise that the objective is to develop an
officer so that he/she realizes his/her true potential. It is not meant to be a fault-
finding process but the developmental one. The Reporting Officer and the Reviewing
Officer should not shy away from reporting shortcomings in performance, attitudes
or overall personality of the officer reported upon.

BRI BT T 70 &l H  Ufesd fEmor o) Rrad Wit faRma] ik /a1 0 @rs
AR AFFA 3R &Fag e SRer {9y & & forg S99 g1 S+ a1 91 9 81 8¢
B IB) Ul SRd 8, 9y w9 9 Soorg  fhar oy | ey @ ArHed 3N wiiay
AT JIRHN BT T U H J-hA B |

Pen Picture of the official in about 70 words should include any special
characteristics or any exceptional merits or capability justify his/her selection for
special assignments or out of turn promotion. It may include comments on the overall
qualities of the officer including areas of strengths and lesser strength or weaknesses.

R ok gieror el g1 R fsared &1 oA, Jafddd AoT don eri gerdr &
fo demers AT & et R Aude 1 9 10 9@ B R 1 gaaw I iR 10
Ioerd US BRI | AT URST o AT gy —1 # Ry Ty fenfes & e # @
BRI | 3R &) et ® f fsly Y 1 8k 2 U (@r e a1 fAsr a1 w90 3 ) @ forg
PR HT WL I W A 9ad gU Sooid fhar S @ik S/ YdR | 9 3ferar 10 I
<d vy fARre o7 dor #rd FrwTed &1 WHfd SeoRg fBAT SMUAT| 1—2 JAerEr 910 s H
g B FH AWHI M T, 3 THST MU IAW B mawddmar g1 RS vd geror




Vi)

vii)

viii)

Xi)

Xii)

TEHR §RT FEATdd IS od 99T ATHN & b Idd § I9d Ml 1 B |
AfBIRAT &1 o= 4 far S =y |

Numerical grading are to be awarded by reporting and reviewing authorities for the
quality of work output, personal attributes and functional competence of the officer
reported upon. These should be on a scale of 1-10, where I refers to the lowest grade
and 10 to the highest. The guidelines given in Annexure-I shall be kept in mind while
awarding numerical gradings. 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 official against a larger
population of his/her peers that may be currently working under them.

afgR d ek 10> A R T Us [T AAT S HR W gAEG /U
T 3T 3fd Bl UM & GAH F 9 b UIH by 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.

R A8 AP AR 6 S WA US Bl ' I8d ATV HAMT SN IR I 7 3% Y& Y
ST |

APARs graded between 6 and short of 8 will be rated as ‘very good’ and will be
given a score of 7.

AR 6 T BH AR 4 T A TS BT 7B AT ST AR I 5 3(d  UIH Yy AT |
APARs graded between 4 and 6 short of 6 will be rated as ‘good’ and given a score
of 5.

aFER H 49 TR TS BT YR S 7T | [
APARs graded below 4 will be given a score of zero.

HERT W & WS 31,3233 B dgd W YU GHHE HY W FE@ & 8 | Hie—vic iR ford
WR R A g9 ST ARy | Al U BRA Us Al gwieR by S @y |

All attributes under Section 3.1, 3.2, 3.3 carry equal weightage in their respective
sections. Cutting and over writing to be avoided, if unavoidable to be initiated.

31,32 3R 33 ¥ Al 9§ IFgar & AR 7 8F B RAfT H 59 R &1 aigfaa &1 ST =@y
3R @rg A Hife T8 <1 S =AM |

In case of any aptitude not applicable in 3.1, 3.2, 3.3, a remarks to this effect may be
given and no numbering be assessed.

RaifdT sl Fiemi= av sofd sid I 8F A Usel IS AHRI e e § Rurd
foedl Sl orferd B @ WY Wt dRe dedl iR Suaferdt wfed erf @1 faRer &
e &1 Jeaiad Rueii™ iR iR RUfET iffer & 9o wged ua™ eF1 a1y |
Reporting Officer shall prior to the commencement of the reporting year i.e. April,
fix assignments and tasks with targets and objectives for the reported officer in
consultation with each of the officers with respect to whom he is required to report
upon. Performance appraisal should be a joint exercise between the officer reported
upon and the Reporting Officer.




xiii)  Tefl oRf fored & qeed 9¥ @ wEifa ) fBAr ST 8, W 99 91 B e H W R
& a8 AMa G & e o |ed 8, RAfcT siter der Rueid| fer) o 99 &
R g dRa ) e oy afs o Awes o afen &1 S 9 iR Adrs
A & w9 # JAERS GIRIAS U by 1 b |
Although performance appraisal is a year-end exercise, in order that it may be a tool
for human resource development, the Reporting Officer and the officer reported upon
should meet during the course of the year at regular intervals to review the
performance and take necessary corrective steps, as warranted.

XiV) TP 8 Nb & O UG g Bl godT ¥ AfH SHART B Fhd © | Al VP € ug H P BT
TE1d 3R YR N FHI—HY TR 3T Bl Ahdl © | HAIPd H g Al B | H @l ST
=Y 3R 39 W eI fewoft 1 S =nfay |
Some posts of the same rank may be more exerting than others. The degree of stress
and strain in any post may also vary from time to time. These facts should be borne
in mind during appraisal and should be commented upon appropriately.

XV) feuef : Tafrer & Wafta diam =A@ forg =forRad SRS &1 ate= wxar =nfRw:
NOTE : The following procedure should be followed in filling up the column
relating
to Integrity :

1. AT AR BT TIMCT H IS Has T8l & d VAT Seelkd [bAT Y |
If the Official’s integrity is beyond doubt, it may be so stated.

2. I PIS TIE AT IR 81 AT DiaH Glell B faar SFT ARy iR FTgaR RaE &
NIRIRCIRI
If there is any doubt or suspicion, the column should be left blank and action
taken as under :

®) TP AT T feull forgay I9 W sTgad] dRATs @l oIl amfey | 39 fewoll 31 ufd e
e RUE Afed SR & aRS AFHR S w6l A0 =iy o g8 ghlea s &
e HRATs WY E B SN | T AWl H a (ST eI gEId SRAr 8k A1 e
fewofl g5 &< wva 7 81 98f RulféT et &1 RIfd & rgaR I8 Seo@ &A1 A1y
& a1 @1 S RPN BT R BIH FHE TS e < & s 6 98 [Ed m erE @)
D I I ANHN & [Iwg WA 3IS 919 781 Gl & |
A separate secret note should be recorded and followed up. A copy of the note should
also be sent together with the Performance Assessment Report 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 had not watched the officer’s work for sufficient
time to form a definite judgment or that he has heard nothing against the officer, as
the case may be.

@) I Al HRAE & HoRdwy, FIE AT THR R BT O & a1 RSN @ FafrsT gHird
P A ARY IR wred Jouied Rurd # aegar ufafie @1 S =nfey |
If, as a result of the follow up action, the doubt or suspicions are cleared, the officer’s
integrity should be certified and an entry made accordingly in the Performance
Assessment Report.

M) Al Tl @ gie B Sl g A g aeg Al &Sl fBAr S Aifey SR Hdfd sfeery @r
g faIRad =T <1 S =mfey |




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

°) AR Al PRAE & Hewdwy, Wag AT YY1 Al R 8Kl & SR 7 & S gfe Bl § ar

XVi)

XVii)

xviii)

AFRY & MR W AR A @y da AR & I =Ry @ik S9a 918 W ()
3R () # IIR AR BRATE DI I a2y |

If as a result of the follow up action, the doubts or suspicions are neither cleared nor
confirmed, the officer’s conduct should be watched for a further period and thereafter
action taken as indicated at (b) and (c) above.

T AW R RAOET iRy ik gdernr el Jaiad BT w® €, 8%
Ul HarEgid W e HEM P AR U SEfERell bl Rurd forge @1 srgAfd <
ST =Ry |

Where a Reporting officer/Reviewing officer retires, he may be allowed to
give the report on his subordinates within one month of retirement.

R e ARt &1 Rud fodl S & S9! aRAR @1 3idd R ¥ U SAD
B SR ARAT & AT H HH A BH A9 AEH D YA PI g9 BT AIRY |

Atleast 3 months experience of Supervising the work and conduct of Govt.
servant reported upon should be there before assessing APAR.

o9 AR o o gfea @ S ' oiR Al Raifd /geRier e,
feiaa = 8 q@ 98 Rud fdas @ IRRg 4 a1 789 Uga Jfgar Rae fow o9 9@
B FEiRT @Y I v HEM usel, 39H 9 St W are A 8 fordl/ geifar #1 oy |

If the Reporting/Review officer is under suspension when the annual APAR
has become due to be written/reviewed, it may be written/reviewed within 2
months from the date of his having placed on suspension or one month from
the date on which the report was due, whichever is later.

gl # el a7 & fow W 9 A B @ B TUET FRA b WIRH g
AP gRT 15 fad A a1fe oy & fou  forar war aifdid srgarer {6l +f 9g wR fdy
T BRI Pl Bl A H H HH PR QAT AN 379 3@ & U <l Tg Gel dl 39 T
% foIg e €T AT S |

Where an officer has taken Earned Leave for a period of more than 15 days, the total
period spent on leave can be deducted from the total period spent on any post, for the
purposes of computing the period of 3 months which is relevant for writing of entries
in the APAR. Leave taken for short term duration need not be treated as relevant for
the purpose.

FAI—HAT (15 37Ue) & Y FE H AT & U 9 dfe W@ Jedidhd U< el el & dr
RuiféT s e § Rueki| siffer) &1 @ qeuie R ugd &1 & oy &8
dJoar 71 afe FuiRa afie 9@ @ qeaied g T8 B @ ar RaféT after guawr Rad
AR BH U FR FHaT & IR RUHE eN & SR R IR & dag H O
IFIT B MR IR RUIC fog Il &1 W1 xR O 98 Ruei™ e grr FaiRa wwa
% IR AT I qH I 1 A BT W Iooid PR Fhdl 8 |

After the expiry of the first week of the time-schedule (15" April), if the self
appraisal is not received by that time, Reporting Officer should take it upon himself
to remind the officer to be reported upon in writing, asking him to submit his self-
appraisal. If no self-appraisal is received by the stipulated date, the reporting officer
can obtain another blank APAR form and proceed to write the report on the basis of



Xix)

XX)

XXi)

his experience of the work and conduct of the officer reported upon. While doing so,
he can also point out the failure of the officer reported upon to submit his self-
appraisal within the stipulated time.

gfe RAfET e arfiaR o f=fl off w=or 9 30 5F, o9 fwi af @\ g § &
IR W Pl HRAE Y A8 AT & A1 98 O EfwRe  f¥eRal - @ arfigR A
Al B #1 AR @I aar & 3R 39 Ruifdy &g «fea R orTet R fead
Bl AR BN BT IR BIAT A | S YHR YRG0 BN N 9Y B 31 FTK b
Swid ek # vfafedt o &1 iffeR @r 3ar 2|

If the APAR is not initiated by the Reporting Officer for any reason beyond 30" June
of the year in which financial year ended, he shall forfeit his right to enter any
remarks in the APAR of the officer reported upon and he shall submit all APAR held
by him for reporting to the reviewing officer on the next working day.

e e B Hafta e 9 MEiRa Ik 96 gk T o @ eRor A
fRd & ued 9 8M R 39 69U H WIS AN & e QU Y | HefS gaaddr
BN ¥ Fgd Sk A e R AR o 9 @@ a9 & PR S9e anfaRk
% Wieex ¥ forRad Adma @ &1 Srg |

The controlling officer has been directed to call for explanation of the concerned
officers for not having perform the public duty of not writing the APAR within due
date and his absence of justification direct that a written warning for delay in
completing the APAR be placed in the APAR folder of the defaulting officer
concerned.

QAT ARHRY T Wil W @ rgfaadai & W RUE o &1 9 & uvErd
T PIfe 3R v =1 & qouiee wfed @ et R, SRt e yued 81 98 39 wefd
SR BT AUNT BR AT ST |

The full APAR including the overall grades and assessment of integrity shall be
communicated to the concerned officer after the report is complete with the remarks
of the reviewing officer and the accepting authority, wherever such a system is in
vogue.

A1V ¥ q&THT daet quiadAS & AT Big Al Hife T8 <1 SIe |
The assessment in Part-IV is descriptive only and no grading is to be provided.



TR R/ v & fog a9 s

(ROFET o — fredrr 7d)

Time schedule for preparation/completion of APAR
(Reporting year- Financial year)

P
Activity

BH 9.
S.No.

1. ot defeat o AR & Req wEl &1 favor
(st Rueii fer R @ Jeaied o &,
derr RuiféT st 57 @ Jeaied T8l &3 8,

IF BT Wi Ry S )

Distribution of blank APAR forms to all
concerned (i.e., to officer to be reported upon
where self-appraisal has to be given and to
reporting officers where self-appraisal is not to be

given)

2, Ruaferf e g1 RAIfeT ey &1 W@ qeaiad

TR B (STET AT e ).
Submission of self-appraisal to reporting officer
by officer to be reported upon (where qu%glicable).

3. RAIfET SAfErBR gRT GeTor AfBRT B

gq

Submission of report by reporting officer to

reviewing officer

4, GAETOT B RT gRT RUIE 00 Hvab 3R g9 Wi a1

MR RUIE IFT / gaTs a1 g mierT S8t

WHRl €, Bl AT

Report to be completed by Reviewing Officer

and to be sent to

Administration or CR

Section/Cell or accepting authority, wherever

provided.

5. Wil uifdeR, SRl Werl 8, §RT qeidd
Appraisal by accepting authority, wherever

provided

6. (@) P Wof TRER 7 B @ Ry ¥, Rarefh

ST w1 R

() i TR e P Reify #, Rureld e

3 Rurd Jfad w=r

(a) Disclosure to the officer reported upon where
there is no accepting authority

(b) Disclosure to the officer reported upon where
there is accepting authority

7. AR & ddg H e |, it IS 7, Ut BAm

Receipt of representation, if any, on APAR

R By I @) TR

Date by which to be completed
31 |

(39 TP IwE UB & T B
forar wimg ).

31st March.

(This may be completed even a
week earlier).

15 3eT
15th April.
30 S
30th June
31 Jalrg

31st July

31 3T
31st August

1 Ryawr
15 RydwR

01st September

15th September

Rad urd &= @ AN ¥ 15
T & o)

15 days from the date of
receipt of communication



[eAH UTPHRT Pl IFITIGH DT IUTOT
@) RaR @ fou o el ge T
B 31 Rerfa #,
@) ek @ fou el e 8F &
Rerfar 4,
Forwarding of representations to the competent
authority
(a) where there is no accepting authority for
APAR
(b) where there is accepting authority for
APAR
He YIOBRT §IRT JRITded & e
Disposal of representation by the competent
authority

AR TBS §RI ARG UR A& UTMBRI BT
ot gfea &

Communication of the decision of the competent
authority on the representation by the APAR Cell
R & 9yt ufear @ eW @& 9 ar g Rer
3faa: Rt # arar g |

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

21 =R
21st September

6 TN
06th October

RIS UT B T dRg |
TP A & WX

Within one month from the
date of receipt of

representation.
15 awR

15th November

30 IR
30th November



