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OFFICE OHOEF

Slbject: ; PrgRryation and maintenance of Annual performance Appraisal Reports(APAH) for the Fteporting y*ar Z0Z4-ZAZS -,egarOing. 
-

, . es p{ Headquarters'circular No. 04 NGE/2010 under letter No. l5l* NGE
!Disc.)i 42-zoo7 dated 08.09.4010 and in consonince wittr oopi bH,r No.
210111112005-Estt tAL tp-!-l[ dated 23.07"2009, regarding timety pre[ar*tion andproper maintenance af APAR and making the APAdtransparent?ol representationfor upgradati$n, if.-any, by the officer i+ported upon. rhe Annlai-fierror*ance
Appraisal Fleports {APAH} on alt Group A dnd e Stdffs under DA cadre J trris oftice
is fallen due for submission]g_tr,.* appropriate auttrorities on expiry of the reporting
year 2024-2025 on 31'03.2025. ln Accordance with the following time scneOute to,.preparation/completion of APAFI, it is requested that the entile APAH activities
shall be completed within prescribed tlme or due date:

1. Time Schedule

Nalure of acticn iole t*frsil Date by rathich to be comFleffi_

1 Submission of Self-app-ffi 1Sth April 2025

? suomlsston ot report, by the Eetortjng-CfijsefT
Reviewing Ofticer

soth June, 2025

3 Reporttohecompteiedffi
sent to Wivl section.

31stJuly, AT25

4 Appra;sal by accepting a*th@ 31stAugust,2025
q uisctosure of ApAR to the conce-nef,ofrice@d

.ipon. .

31st September 2025

b Hecerpt ot reflresentarion, if any on ApAH "I5 days lrom the date of disclosure

rorwarorlrg or representation to the competent autho@ 21st September 2025

oU Disposalof represen Wiihin one month of ttre date ot
receipt of representation

I Cemmunication sf ths-_@
euthority on the repre$entation by the Wll Sectian

Sth Novembei;202s-

10 Snd cf entire APAH
:e finally taken on record.

mh*i'twerxEr3ilE5-



2. All the colurnns in the APAH shor;ld be filled with'due care and attention and

"ft*i 
C*roilng aCequate tinre hy the officer reported r.:pon/Reporting/Reviewing

olficer as per the schedule mentioned above.

3. The Repo6ing a)q neviewing Officeis are i'equested to comple.te.the APAHs as

pur tfi* tiriie scfreduie mentiondd overleaf. As numerical gr:ading is to !,e awarded

Lt neportingfHeviewirrg Authorities for th* _q!{ity^of work output,. personal

aitriUutlis anl functianil cornpetence of the OHU {Officer Reported .Upr:n), the

neporting and the Heviewing-Otficers slpuld scrupulously follov,r tlte instructions

appenOeif to each of the epAn larms. Further, they 1q requeoted to..adhere to

oriFr OM No. xafi/zztz01s-E$t{. 1A-it} rlaied 11.02,2016 while filling up the

4.lf the Otficer reported upon fails to submit his/her sel{'appr3isal report-to
*re neporting Officer on time (as per {ime'schedule}, in that case, the
ifepo.tihg ofiicer can obtain another h]a1k ApA-ft form and proceed to write
ttre repoft based on his experience ol the work and conduct of the ofticar
reportbA upon. While doing so, he can also point out the tailure of the otficer
rehorted ulon to submit hfu seil-apprais*l within the stipulatsd time'

S. Officers/officials can make representations against the entries and final grading-

giygt to them in the Report within a period o{ fifteen (15} days from the date of

Iisclosure of APAR (as per time schedule) and representation shall be restricted to

ifre specitic factual obs$rvatians contained irr the report, Ieading to assessment of

the officer in terms ol attributes, work output etc. lf no representalicn is received

within fifteen {15) days from the date of disclosure of his/her APAR, it shall be

deemed that heishe has no repre$eiltetion to make-

This issue with the approval of Deputy Accountant General {Ac/s, VLC & Cl$O)

sdl-
Sr, Accounls Otficerl tU.M.

1. Afi D.A. tD.A. (pyD.A.o,-I/D.A.O.-l/$r. D.A.O with request to download the offise order
from the Of{icial website of lhe Accountant General {A&E), West Bengal, Kclkata.

2. All Executive EngineerlDivisional officers in west Eengal, with request to download lhe

office Order from the Official website of the Accountant General (A&E), West Bengal,

Kolkata.
3. A.Q.AISC with a request to upload the office order in the official website.

(sumank.wbt.ae@cag. gov.in, itsc'agae-wb@nlc'in)

/ND-dqrn>(

Copy lor information and necessary action tor

$r. Acc*unts Officerl tiY.M.


