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Sub: Representation of Senior Audit Officers against the Annual Performance Assessment

Report.

e/ HEEE,

Annual Performance Assessment Reports are vital for proper personnel administration.
Therefore, it is essential that they are completed within a time-frame so that up-to date Annual
Performance Assessment Reports are available at any given time. The appraisee, the Reporting
Authority and the Reviewing Authority should, therefore, undertake the duty of filling up the form
with a high sense of responsibility.

2. The HQ receives various representations of Sr. AOs from the field offices against the entries
made in the APARs wherein it has been observed that although the Department of Personnel &
Training has set a deadline for completing such procedures, the representations along with necessary
information/documents are being forwarded to HQ office with significant delays which result in non-
adherence to these prescribed timeline as amended from time to time by DoPT. To improve this
situation and further streamline the procedures for writing the APAR, following instructions need to
be strictly complied:-

() The concerned officer shall be given an opportunity to make any representation against the
entries and the final grading given in the APARs within a period of fifteen days from the date
of receipt of the entries in the APAR. While communicating the entries, it shall be made clear
that in case no representation is received within the fifteen days, it shall be deemed that he/she
has no representation to make {refer para 2(iv) of Department of Personnel and Training O.M
N0.21011/1/2005-Estt(A)(Pt-11) dated 14" May, 2009} .

(ii) Strict time schedule (enclosed Annexure-I) has been prescribed for various stages in the
matter of writing of APAR. The prescribed time schedule should be adhered to by all the
authorities concerned. Any failure on the part of the Reporting/Reviewing officers to comply
with the time schedule will be viewed seriously in the HQ. As such, in cases where proper
justification for such delay(s) is not on record, action might be taken in terms of DOPT OM.

No. 35014/4/83-Estt.(A). dated 23™ September. 1985.




e Also. necessary information/documents 10 be enclosed while forwarding the representation to
HQ office have been enclosed as Annexure-II. The same may be provided in order to put up the

representation to the Competent Authority.
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Annexure -

fime schedule for preparation/completion of APAR
[Repurt_i'ng vear — Financial vear)
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Annexure-I1
E The information/documents to be provided while forwarding the APAR representation of
Sr. AO.

Date of disclosure of APA
upon

R to the officer reported

e
Date of receipt of the representation. if any on APAR

03 Whether representation received within 15 days from -
the date of disclosure {para 2 (iv) of DoPT OM no. ‘
21011/1/2005-Estt (A)(Pt-1) dated 14.05.2009} ‘t

04 | Date of receipt of comments of the Reporting officer ‘;

| on APAR representation

05 | Date of receipt of comments of the Reviewing officer | lﬂ

| on APAR representation t_

2. The following information/documents in respect APAR representation of St. AQOs may also be

forwarded for submission the case to the Competent Authority:-

(1) Representation of the concerned SAO against the APAR which should be addressed to DA
(HR) with date.

(i) ~ Comments of the Reponing/Reviewing Officer on the points raised by them in each para of
their representations. The comments are to be in a tabular form giving verbatim text on one
side and comments of the Repomng/Reviewing Officer on the opposite:

(iil) Certified copy of the APAR/Gap Sheet of the period under representation.

(iv) Certified copies of the APARSs/Gap sheets of the concerned SAO for five years preceding the

period of APAR under representation.
(v)  Details of the APARs/Gap sheets being forwarded in the following format:

Y ear/Period Reporting Officer
Name and Designation)

(vi) Soft copy of (i) and (V) above (in MS W ord format

email to saol sad(@cag.gov.in ).

_’____..,J-——C—w——’

Reviewing Officer
(Name & Designation)

Grading

Grading awarded |
awarded ' |

) which should not be ‘Read only” (by

(vil) Any other material relevant for consideration of the Competent Authority.



