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PROFORMA

' NAME OF THE SECTION/GROUP....citcviiiiittmsntianincntinianens vereerenns (POSTING DETAILS OF OFFICERS/OFFICIALS) =
SL No. | Name of Officers/Officials who | Date and period of posting in the | Reporting Officer Reviewing Officer | Email address of | Remarks, if any
worked during the financial year | Section/Group the (write the name o
2023-24 whether transferred or | (From 1.4.2023 to 31.3.2024) officers/officials m_ww_onmm.mmﬂwioﬂ
not from the Section/ Group . racelrid i Jfro
promoted as......
Name & Designation Emp. | From To Total Name & Name &
Code Mo Designation Designation

1.
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10.

12.

13.

14.

_ 15.

Note: - Also write AAO (On Probation), AAO/Sr. Auditor/Auditor (On Deputation) in case of On Probationer/On Deputation in the column of Remarks.
Also certified that the above information is correct and complete and no Officer/Official whether transferred or not from this Section/Group has
been left out.

Signature of the Officer (Sup/AAO/Sr.AO): Received Blank CR Forms to hand over the same to concerned Officers/Officials.
Name ... e B SR R S Designation...co:cozvivimsessmmmmmcnsans

Signature ........... e aaa o iR Dated cooniisrse s

Name of the Signing Officer (In block letters):
Designation of the Signing Officer:
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Time Schedule for writing of Annual Performance Appraisal Reports for 2023-24

—

Nature of action

Date by which to be completed

1. Distribution of blank APAR Forms to

the respective Branch Officers/ Section
Officer and further distribution thereof

by them to the concerned
Officers/Officials.

(Crucial dates:21.03.2024 & 10.04.2024)

Blank APAR forms will be given to Branch Officers/Section
Officer by PPS by 21% March 2024 for distribution of the
same to the officers/officials under their control. While
distributing the blank APAR Forms to individuals, signatures
of all the concerned officers/ officials should be obtained. A
report signed by the Sr.AO (Hgrs.) stating that the APARs
have been distributed to all the concerned officers/officials
may be sent to PPS by 10.4.2024 positively.

2. Self-appraisal by the Officer/Official to
be reported upon and submission of filled
up APAR by Reporting officer to
Reviewing Officer.

(Crucial dates: 15.04.2024 & 30.06.2024)

The concerned Officer/Official after filling Self-Appraisal will
submit the APAR Form to his/her Reporting Officer by
15.04.2024 and the Reporting Officer after filling the relevant
portion in the APAR Form will submit the same to the
Reviewing Officer for review by 30.06.2024 under intimation
to Director (Admn). If the self-appraisal is not received by
the prescribed time, the reporting officer should remind
the officer/official to be reported upon in writing asking
him/her to submit the self-appraisal immediately. It should
also be made clear in the reminder that if the
officer/official to be reported upon fails to submit the self-
appraisal by such stipulated date, the report will be written
without self-appraisal. If no self-appraisal is received by
the stipulated date, the reporting officer can obtain
another blank APAR form from PPS and proceed further
to write the report on the basis of his/her experience of the
work and conduct of the officer/official reported upon.
While doing so, he/she should point out the failure of the
officer/official reported upon about not submitting his/her
self-appraisal within the stipulated time (DOPT O.M. No.
35014/4/83-Estt. (A) dt. 23.9.1985).

3. Submission of APAR Form up to AAO
level by the Reviewing Officer to
Personnel Planning Section.

(Crucial date: 31.07.2024)

The Reviewing Officer should submit the completed APAR
Form to Personnel Planning Section by 31.07.2024 positively
It may please be ensured that no column of APAR Form should
be left blank. Wherever the Column is not applicable, pleasg
write “Not Applicable”. It has been seen in the past that in
many cases the Reporting and Reviewing Officers do no
mention dates and numerical grading correctly. In the
absence of date and numerical grading in the APAR, the
same is treated as incomplete. Therefore, Reporting and
Reviewing Officer should invariably mention the date and
numerical grading in the APAR.

4. Annual Performance Appraisal
Report for Senior Audit Officers

Only Online through PIMS. (Personnel Information
Management System) - SPARROW. All SAOs on
deputation shall also fill-in APARSs online only.
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5. Writing up of Annual Performance | The blank forms forwarded to Sr.AO (Admn.) of that office
Appraisal Reports in respect of Staff | shall arrange to get it distributed to all officers/officials of
working in the Office of the Principal | their office. The concerned Officer/Official after filling
Accountant General (Audit), Dethi. self-appraisal will submit the APAR Form to his Reporting

(Crucial dates: 15.04.2024, 30.06.2024 the same to the Reviewing Officer for review by
31.07.2024 & 10.08.2024) ’ ” | 30.06.2024. The APARs (up to AAOs level) completed in

Officer by 15.04.2024 and the Reporting Officer after
filling the relevant portion in the APAR Form will submit

all respects (duly reported and reviewed) may be sent to
Personnel Planning Section by Sr.AO (Admn.) by
31.07.2024. A report regarding completion of the work may
also be sent by Sr. DAG (Admn.) to Director (Admn.) O/o
DGA (CE), New Delhi by 10.08.2024.

Note:

1. The Annual Report should be recorded within one month of the expiry of the report period and delay
in this regard on the part of the Reporting Officer should be adversely commented upon; if the officer

to be reported upon delays submission of self-appraisal, this should be adversely commented upon by
the Reporting Officer.

(G.L,D.P. & A.R., 0.M.No.21011/1/77-Estt. dated the 30™ January 1978)

2. Sr. AO (Admn.), Office of the Accountant General (Audit), Delhi will ensure that the
Reported/Reviewed APARs are kept confidential at each stage.

3. All Reporting Officers/Reviewing officers will ensure that the Reported/Reviewed APARs are
kept confidential at each stage.

4. Any delay on the part of the concerned officer/official will be viewed seriously as the completion
report for writing of APAR for the year 2023-24 is to be sent to Headquarters in a time bound manner.

5. For all Group ‘C’ (excluding MTS) and Group ‘B’ (Non-Gazetted) posts in the Indian Audit
and Accounts Department, only one APAR shall be written for each financial year by the
Reporting Officer who has supervised the work of the official to be reported upon for the longer
part of that year. (Headquarters circular no. 690-NGE/Disc/2007 dated 29.11.2007).

6. The grading should be arrived at objectively taking a weighted mean of three categories of
attributes i.e. Work Output (40 percent), Personal Attributes (30 percent) and Functional
Competence (30 percent) and these grading should not be rounded off to higher or lower whole
number.



