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TRYF/CIRCULAR No. 15
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Annual Performance Appraisal Report (APAR) is an important document. 1t provides the
basis of vital inputs [or assessing the performance of an officer and for his‘her further
advancements in histher career. The officer reported upon should, therefore. undertake
the duty of filling up Part 11 of the form with a high sensc of responsibility.
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Part Il of the form is for self-appraisal and is required to be (illed by the officers reported
upon. llef She is required to speeify in that part of the format, in order of priority. eight
to ten items of target! objective/ goal in quantitative or other forms of work sct by himsel i/
herself or where set for him/ her in the beginning of the reporting vear and also to indicate
his! her achievements against each target! poal/ objective highlighting areas wherc hef she
feels that he/she had made significant achievements and arcas where he! she feels that hef
she found certain constraints which affeet the performance.  Self-appraisal should
confine to the space allotted.
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Headquarters Office as per Circular letter No. 204-Stalf (Disc.-1)/11-2020 dated
06.11.2020, has informed that it has been decided 1o introduce online recording of Annual
Performance Appraisal Report (APAR) on "SPARROW?” (Smart Performance Appraisal
Report Recording Online Window) for Senior Audit OfTicers in TA & AT beginning with
the APAR reporting year 2020-21. Hence, blank APAR is nol issued to Sentor Audit
OlMicers, except those who are on deputation to olfices outside TA&AD.

aferrdr o w7 wiaass forar ST & 39T arid® MonET gegiaT e & 9 19
- r,rzm—rf 15 9% 2()23a7aﬁa?:rm—rrﬁﬂm‘1=rmmw | e:rrp—r'm?
A7 T FA-HeATaA 9T AL] (a1 A1a7 ar Afadaq Aeadd v #@7 HET nhuaw
T X JFAT § A 5 9% afaaewT o sar € 59 aff=d) & 4 a4y dr=or 417
AT I AAT 7 A1 4T WiAAR [oradr 9% ¢ QHdT [AFAT 3 | UHT I 49T 59
grer, B afgard s ufF3es Far snar € s89% 90 3 aqas 7 F Jiqw e ©1-
et wEA & 0 g2 At {7 i s

The officer reported upon should submit the scli~appraisal in Part 11 of the Annual
Performance Asscssment Report to the Reporting Officer by 15" May 2025, 11 no scli-
appraisal is received by the stipulated time, the Reporting officer can obtain another biank
APAR form and proceed to write the report on the basis of his‘her experience of the work
and conduct of the officer reported upon. While doing so hefshe may also point out the
failure of the officer reported upon to submit hisfher self-appraisal within the stipulated
time.
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In Part 111. the reporting officer may comment upon the performance of the officer
reported upon after taking due nole of the achievements reported by the officer in part I1.
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In the case of Group *C” posts, only one APAR shall be written for cach 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.
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After completion of Part I1 by the officials concerned. the Reporting Officers are required
to record entrics in part I of the form and hand over the forms immediately to the
Reviewing Officer concerned for review, in any casc not later than 30" June 2025. The
Reporting Officers are also required to send to Admin a copy of the covering letter! Note
transferring the APARs Lo the Reviewing Officer for review wherein the details of the
APARs are furnished.
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On completion of the reporting/reviewing, the Reviewing Officers have to forward the
completed APARs 1o Admin not later than 31% July 2025. Thereafter, Admin will arrange
to provide a copy of the duly reviewed APAR to the officials, through the Branch Officers
concerned, with instruction to submit representation, if any. against the entries and the
final grading within a period of 15 days from the date of receipt.
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For processing o APARs, the following time schedule shall be strictly adhered 1o by all
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- Repori 1o be completed by Reviewing Officer and to be sent to Admin 31 July 2025
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Itis expected that any grading of 1 or 2 (against work output or attributes or overall grade)
would be adequately justificd in the pen picture by way of specific failures and similarly,
any grade of' 9 or 10 would be justified with respect 1o specific accomplishments. Grades
ol 1-2 or 9-10 are expeeted to be rare occurrences and hence the need to justily them. In
awarding a numerical grade the Reporting and Reviewing authorities should rate the
officer against a larger population of hissher peers that may be currently working under
them.
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Headquarters olTice vide letter No. 1 160/StalT (Fntt, —1)799/kw-2017 dated 11.08.2017 has
clarified that the APAR bench mark grading for ACPY MACP as VERY GOOD (numerical
grading six and above) for cases maturing on or after 25.07.2016.
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No column in the APAR should el blank. In case data is not available it may be written
as “NIL™ and in case not applicable it may be specilied as “Not Applicable™. This is taken
very seriously by Headquarters O1ice/UPSC.
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The integrity column of the APAR should be filled as per the instructions appended
to the APAR forms. No other wordings may be used in the integrity column,
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In the case ol Reviewing Officers, item No. 1- length of service under the Reviewing

Olficer is to be mentioned. In case the length of service under the Reviewing Olficer is

not available it may be mentioncd as “*As per Records™.

ooz o Firf [rarEd, FrEeE Faar 34T S iedd Fadr % daiid denerE
AT ATAAEIFT Fq TG TAAZA TAT TA AR AR 0 aTHT=E: a7 o @]
21, gfAaaa # sate F 0T Haae aq2e & 9917, GeM & 7154H F Hid ud §41 %
P 2 R 2 21 e e s 4 e T s e 12 s MG I A I 12 )
T e & ddasta e Frd/ardied BT F o9 AEta w3 1 syalEe quar
FICAF TAHAT § Aa9a Fraeas a3 % et/ @Rl srdE R & sng @ s
3 P ) e T 1 e O s G U 0 G A K s e AN o) e B e B R e P E T
AT GATEA A ATHHRET ZI7, B a0 yravii % sy § @59 vF 3u=ieg F 7 § & -
e § afddsd o suaare st s aterdisa segHEagt a0 4 Faw =
£ATH | T SATAT AM20 | GeM % WILW § 47 =1 0990 F 959 § TradeT (o sTaar
AT & Avarad &, af{aes affwd g #a G 8 st Gar s (gear
T #.149-Stall Entt.(Rules) AR/09-2017 2. 25.08.2020 — F1RF v wter, Framr g7.a71.
T.21011/042019-Est. A-TL 2. 24.09.2019)

'The Reporting and Reviewing Officers. shall, in general, while recording the numerical
grading under “Work Qutput’, ‘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 or report. Also, the remarks recorded by the ORU in Sell-
appraisal against Targets and Achicvements on procurements made, may specifically be
taken into account by the Reporting and Reviewing Officers, while according numecrical
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 arca
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of function _and ability to apply them correctly’ under Functional Competency. A
reflection ol the performance ol the ORU with reference to procurement through GeM or
otherwise may also be recorded by the Reporting Officer in the Pen Picture. {HQrs letter
No. 149-Staff Ent.(Rules) AR/09-2017 dated 25.08.2020-DoPT OM No. 21011/04/2019-
Cstt.A-11 dated 24.09.2019).
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It is noticed during the previous years that there is considerable delay in Sell- appraisal!
Reporting/ Reviewing of the APARs. All officers are directed o adhere to the time
schedule specified by Headquarters office in writing the APARs. Also Headquarters office
vide Circular No. 1163-PD (P)/2015 dated 21.12.2016 has stated that DoP'l" has directed
to incorporate the following rule, “If an APAR for a Iinancial Year is not recorded by 3
December of the vear in which the linancial year ended, no remarks may be recorded
thereafter and the officer may be assessed on the basis of the overall record and self-

assessment for the year, if hefshe has submited hisher sell-assessment in time”.
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In view of the above. the controlling officer shall ensure that the APARs of the officials
reported by them arc received well within the time limit preseribed in the above time
schedule. The controlling officers shall also ensure that the APARs are completed and
submitted for review well within the time Irame prescribed as above,

e urftoare s J=4fhT myg afmiad & a. w1 3T 9 iy
ST ST 39 H4T % = FHafea #507  odfiuar F 9 au any 1 F 9o 26 2w
wfdaaT 747 QAT dﬂ’?‘lﬁﬂWﬁ‘"ﬁW’fﬂ‘ﬁT 8 ¥ sfeafea wae syt
mewwﬁﬂwmﬁﬂmwwrwmrmwm EECIE
T ATHT FAT ATIRY |

The blank APAR forms will be sent to the Sr. PS/ PS/ Stenographer Gr. If PA of Group
officers concerned, who will distribute them among the staff, Afier getting the part 1T of
the APARs filled the same may be submitted for reporting and reviewing and got
completed as per the time scheduled mentioned in para 8 and Reviewing Officer should
return the APAR to Admin within the stipulated time.
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All Reporting/Reviewing Officers are once again instrucled to [ollow the instructions

contained herein and those appended to the APAR forms while recording their remarks in
the APAR.
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Vide orders ol Sr. DAG (Admin. &AMG 1|

EiRes &7 AT ()
senior Audit Officer (Admn,)

At i To

1. adt aries sam et atgsrbaer / All Senior Audit Officers(C)
2. TET WETAE SrETILAT sAtEETIReT (A1) ¢ All Assistant Audit Officers(C)




