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Office of the Accountant General (A&E), Punjab, ‘
Sector-17E, Chandigarh

Email: agae.punjab.ac@cag.gov.in | Azadig,
AvatRered  serertores

Dwov.stod 1o Trar o Putae sterss

No.:W.Admin/ APAR/DA/DAO/26-27/ § . AmntMahotsav |
Dated: 06.05.2026 }

(Office Order)

Subject: Writing of Annual Performance Appraisal Report (APAR) for the year 2025-26.

It is hereby directed that all Sr. DAOS/DAOs/DAs of the Punjab & U.T. cadre shall
submit their APARs along with self-appraisal for the year 2025-26 for the period under report, to
their respective Reporting Officers by 15th May, 2026,

Further, APARs of the officials are required to be written by the reporting officers by
30.06.2026 and reviewed by reviewing officers by 31.07.2026. The reviewing officers will
submit all the APARs to the concerned authority by 31.07.2026. Further the Time line for the
further course of action is as per timeline attached.

In case the Officer Reported Upon submit his/her Self Appraisal by due date of 15th
May, 2026 but the reporting Officer fails to submit his report to the Reviewing Officer, by any
reasons, beyond 30 June 2026, the Reporting Officer shall forfeit his rights to record any remark
in the APAR of the officer to be reported upon and shall submit the APAR to the Reviewing
Officer, on the next working day. Similarly, the Reviewing Officer shall forfeit his right to enter
remark in the APAR, beyond 31 July 2026.

Under Para 7.17.1 of the CAG's Manual of Standing Orders (Administrative) Volume-1,
the Divisional Accountant/Divisional Accounts Officer is himself responsible for drawing the
attention of the Executive Engineer, in writing to the provisions ibid.

A blank APAR form is attached with this office order with the direction that All the
DAOs/DAs may submit their Self Appraisal for the year 2025-26 to the reporting Officer
(Executive Engineer concerned) by due date of 15th May 2026, duly sending a photo copy

of the same to this section at the email Id aaowadmin.pj b.ael cag.gov.in.

This issues with the approval of the Dy. Accountant General (Admin).

!

Sr. Accounts éfﬁccr (Works Admin)
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Copy forwarded to all the Executive Engineers concerned with a request to send the APAR

of DAS/DAOs posted in your divisions by due date.

In case Sr. DAOs/DAOs/DAs fails to submit their Self Appraisal by due date i.e. 15th
May 2026, a blank APAR form may be downloaded from the official website of AG (A&E)
Punjab from Circulars/Office orders under "DAs & DAOs Cadre" tab corner and reporting in the
part-lIl of the APAR may be initiated at your end (without waiting for self appraisal of the Sr.
DAO/DAO/DA).The APARs so initiated may be send to the Sr. Deputy Accountant General
(Admin) by due date i.e.30 June 2026, for further review of the same. It may be noted that the
columns ‘Place and Date” are duly filled in by the Reporting Officer while signing the part I1I of
the APAR.

It is further conveyed that the remarks against the integrity column of APARs of the
officer reported upon shall be made by the Reporting Officer in one of three options mentioned
below:

(a) Beyond doubt.

(b) Since the integrity of the officer is doubtful, a secret note is attached.

(c) Not watched the officer's work for sufficient time to form a definite judgement

but nothing adverse has been reported to me about the officer.

Sd/-
Sr. Accounts Officer (Works Admin)
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LG T T T

Onduated b T o P bkerest | 1yated: 06,08,2026

FATAT AT

fawa: a4 2025-26 & v arfis #rd fAsuEs Aegisa gfades (APAR) & d@H|

g A& fhar sar ¥ @ dome vd .81 HX & wef aftss Susi/dusi/d 3he-
9N APAR (¥a-Hedida afgd) a¥ 2025-26 # e 3afr & fow, v« @afgd
Raiféar siftraifat & 15 #§ 2026 @& w&qd |

gud fafea, wdfog sfowfat & APAR Ruiféer Uit ganr
30.06.2026 a& fa@ o @aem 3OS @ APAR 31.07.2026 T Hefed
afOehTor @ A Y| 3 A FRGET 8 FHI-HAT Foled 9fd & IFTER Fel

gfe Rureitfe Hfwdr (Officer Reported Upon) 15 #§ 2026 & faga A
ddh AT F-Hedlehed YA W St g, Afha Rféer ey e srorasr
30 ST 2026 & are wHNET HORH F I RO g¥qa w F RFovet war B, ar
ag Ruiféar sl APAR # @1 Rogoh ool et & 3oy 3R @ dRT &
ST AR 3ETe # feaw W APAR #aiET A & 9fa ST s g,
weT HfOH o 31 JAE 2026 F @@ APAR # Reuoh gof ae F HRHR @
afad g sream

| CAG & AP A VR HEE (varafAE) dlegd-1 & KT 7171 &
ma,mmmmmmmmmma%agmm
T C 3FF gauEE fr W RFfRT w7 F 3efg Y

svmﬁmmw$mua:ﬁaaAPARmmalmﬁammav
202526 & AU 3ve Ta-aeaiwA 15 WS 2026 aw WO ROFET s
(Wﬂw)ﬁw#mmwﬁw@wﬁ@ﬁm
‘aaowadmin.pjb.ae@cag.gov.in" TT Nt




Ig IR 39 FEAWHR (VAHA) H PG T A AT ST E
Vi
aftss @ e (aFd vsfae)
Baudt Ne ! W. Ao APAR | DA/ DhO 26 -27 |ig2
FIGIGIER
Tt Heftrd FrAwNT JATAHT 1 38 WY & WY WG F 375 g A
FTT SU/ATH & APAR el AR g a9

afe aRss Sual/uside 15 A 2026 aF 9l FE-Hediwd SEqd A A
HABA TEd &, aF RFd APAR w9 AG (A&E) Ualle $I OHRE JedEe &
"Circulars/Office Orders" 3fsJ9eT # "DAs & DAOs Cadre" ¢& ¥ 33aais fRar o
Tohar B U T & Raféar sfRemd APAR & -l & i uReT & o &
(Fa-Fearaat $ gcien v faem)| s7 9 3RH fFT a0 APAR 30 S 2026 T
aﬁ%mm(mm)ﬁmm%gmm;aggﬁ%mm%
Raiféar ol garr wmril W geaeR &S AT TRt R & FE 8
T &l

Ig 1 gfad a1 Smar § & APAR & $AWERY (Integrity) Teelr feoqofr Raifér
e ganr i@ @i fwedt & & fFe v % seer oo @ s

(¥) ¥93F & W

(@) P A §araerd W@y ¥, v Mweir Rogoft Faee B

(M) AOFl & FF F w@ica 77 a5 A8 a@r ™ BEY wose ey
ﬁmmﬁ.qigmmmuﬁwmmaﬁgstl

g&di/-
aRss dAw|r FVFN (g7 wsfa=)
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DIVISIONAL ACCOUNTANTS/ DIVISIONAL ACCOUNTS OFFICER/ SR.
DIVISIONAL ACCOUNTS OFFICER

A/ sitarci/si
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AT JdUER/ Asd oGl IWFRY) alss Fza d@ER IVEN & Qv s sRifAsTeT
HearFa Rare
ANNUAL PERFORMANCE APPRAISAL REPORT FOR

DIVISIONAL ACCOUNTANTS/ DIVISIONAL ACCOUNTS OFFICER/ SR. DIVISIONAL
ACCOUNTS OFFICER

AT £ RO d& &1 3rafer & Rae

Report for the period from (o .

STAT-/PART-1
=gfFaea favor
PERSONAL DATA
(@FRTerT & FEfd GRS ITHET SanT R S & o)

(To be filled by the Administrative Section concerned of the Office)

IR &1 J1
(TTsT 37&RT #)
Name of the official
(in capital letters)

TSR ggard AT

Employee |.D.

gaarH

Designation

T ITHRY JHeTef SHfa/3rggfad

SeTSlTid & T@ETdT g7
Whether the official belongs to
Scheduled Caste/Scheduled Tribe?

S=q faf
Date of Birth




10.

SATGATAS T deheilehl gan3it afgd
erfore 3éard

Educational qualifications including
Professional and Technical qualifications

ScdioT Y I8 sl adeTe 3rafq
Ta.IS S, (Rfdw, oo, @,

dr. Uz &, ToEd STEadIe caie)
Departmental Examination passed

i.e. SOGE (Civil, Commercial, Railway,
P&T, Revenue Audit etc.)

A I3 # Fdd YT & A
Date of continuous appointment to
the present grade

A 9e AT 3EH AT #r Ay
Present Post and date of appointment
thereto

af & ok R A (ged, TRIET IR W)
Jqafeafa & safe) afe ag gRveor w e
g a 3co@ HIfST|

Period of absence from duty

(on leave, training etc.) during the year.

If he has undergone training please Specify.




- 1/PART-IT
FH—H:F&'WISELF APPRAISAL
(Trw sfted ff R Rd It § 39F @Rt W I+ F @A)
(To be filled by the Official Reported upon)
(TRt e ¥ o FRT wuT & 3 F R v et # aEuEh @ o)

(Please read carefully the instructions given at the end of the form before filling the entries)

1. 59T 1 Higied faaxon/Brief description of the duties

2(A) FF & I AGI/IEI/EAT AU FTEI 394 fow HERa R g ar e o
fAuiRa Y 7 gf 37 st fr (@Roma/AET o 377 &7 A) recw A wrAfASAT
YR R F0 AR & U ofeg $T gfee @ 391 3TcAfetrr qard|
Please specity targtets/objectives/goals (in quantitative or other terms) of work
you set for yourself or that were set for you, eight or ten items of work in the
order of priority and your achievement against each target.

a8 /AT SUdfeAl
Target/Objectives/Goals Achievements




SHSTH Gider (TET AT 1) & HATEIH H F T3 &g

Procurement made through GeM Portal (wherever applicable)

(i) #HaTora/ TIET/ GHET HFHET caRT TG &
fow JmEfed For sore (e 6 ROE fo o
O & FES #F Fw ), T A

Total budget allocated for procurement by the
Ministry / Department / Division/ Section in
Rupees (as may be applicable in the case of
the Officer Reported upon)

(i) RaE & 3@ & g 3a% garr
v av Sigus diée & A@egH d Fol
@lig

Total procurement through GeM portal
made by him/her during the period of
report (in Rs.)

(i) ofeT # T T qolc & Jololl H
SETA dicd & ATEIH ¥ Wl #
EIGKGH
% of procurement through GeM Portal
as against the budget indicated in the
target.

(iii) SETH AT & TR T T T @l
AR sHeT HROT

Procurement made outside GeM portal
and the reasons therefore

(iv) FATETT/[AATI/FATT/3THTT & ST
T FGIEAT ot & foIT 31T AT FeA
Steps taken for promotion of GeM in
the Ministry / Department / Division/
Section

2(B) & v wgrmw o@r / o@den el § o duwr @uiRa fer v e gur
BlEal @ FAaey, ifFe@dqy AR AR Ger w1, WE-Afte & wEvwm,
AN Ale-geh TAT e ISAFBH, Tl T TETOT JAT 37 faRforat & @aer
H FH F IRAOT & IR H Ffaed §T & Fd0|

If you are an Assistant Accounts / Audit Officer, please state briefly, the target

set and the quantum on work done

regard to recording, indexing and

weeding out of files, maintenance of Gurad Files, Sectional Note Book and

other registers, furnishing of O & M and other returns etc.




3(A)

3(D)

AT FiTH 20 H AU T T3l T e & W HAA $T T F |
e et &1 WIS # @IS Srem 30 W@ g1, Al HUAT IHA 3ol |

Please state briefly the shortfalls with reference to the targets/objectives referred
to the column 2A. Please specify constraints, if any, in achieving the targets.

FoT 3 Fel # o ST FY et F fw suwfa @ § R 3Rt sy
ARG T 8T 3eo@ &Ll

Please also indicate items in which there have been significantly, higher
achievements and your contribution thereto.

Fiad 2 7 3foalla #1& WG & Jremar #is i Agcaqer faRead suafsn|

Any significant additional achievements apart from those mentioned in Column 2.

gfreToT FRIGH FTd JreT o

Training programme attended.

orw FHErY A ROE o St § 38% geaner

Signature of the Official reported upon
T ATH/FUIl Name........ccooviii s

YCoATH/DeSIigNatioN........vvvevereeiei e
L3127l D F 1 N




$ITaT-111 (Raiféar 3R g@arr X o= & f[Aw)

PART-III (To be filled in by Reporting Officer)

AT IV & AT A9 ATl & HAARy, THehr R fod sl §, & gan few aw

TIHIh & WA 627 IS A1 Al HUdT arecfaeh [qeaRor g&gd |

Please state whether you agree with the self-appraisal of the officer reported

upon as mentioned in Part-l. If not, please furnish the factual details.

w4 fasures F1 Aeaiwa

Assessment of work output

TearcAs AfSer @1 fAuRer Raiféar qur gederor wiRerl gart fhar Sem g, St 1-10
(T & ) & YA W T IR, STl 1 TIH FH I3 dUT 10 3Tudd IS F ool Fm
¢ 3H T T AR 40 wfeera ghmi
Numerical grading is to be assigned by Reporting and Reviewing Authorities on a scale

of 1-10 (One - Ten), where 1

refers to the lowest and 10 to the highest grade.

Weightage to this Section would be 40 percent.
.. i) Raiféer | gedieror wifarwr (smor gardrator
SL.No. Item Lubcaril IVF Rr-2 Faest &) | oty &
Reporting Reviewing Authority IR
Authority (Refer Para 2 of Initial of
Part-1V) Reviewing
Authority

ASAEey H F HUGH/METed
v & IaR HF H 3T
Accomplishment of planned work/
work allotted as per subject
allotted

(ii)

faw arw @R &y aqoreEr
Quality of output

(i)

faRevoTcAs Aegdr
Analytical ability

(iv)

JTUROT FF & HUTGA/3A0 T8
Frat o1 fAsare

Accomplishment of exceptional
work/unforeseen tasks performed

‘F IUGHar W gAT AT
Overall Grading on ‘Work Output’




3. safFaaa faRrwanst #1 Feaiwa

Assessment of personal attributes

TegieA® A5 1 fauiRor Rarféar qur gordieror gty ganr far s &, S 1-10 (T &
gH) & YA W @ WifRy, SEf 1 @98 &H I8 aUr 10 3TadA IS & Iea@ T §1 36
HTIT T HRIRr 30 wfaRra gemi

Numerical grading is to be assigned by Reporting and Reviewing Authorities on a scale
of 1-10 (One - Ten), where 1 refers to the lowest and 10 to the highest grade.
Weightage to this Section would be 30 percent.

F. 9. L Reaiféar gerdteror ity (amer qerdaTor
SI.No. ltems Lubcacil VFR2 Faest &) | wReEd &
Reporting Reviewing Authority AT IATET

Authority (Refer Para 2 of Initial of
Part-1V) Reviewing

Authority

(i) F F gid gieaor

Attitude to work

(ii) 3ccRETAcd &7 S

Sense of responsibility

(iii) JTTRATHT T UleleT
Maintenance of discipline

(iv) TAR Hierer
Communication skills

R

Leadership Qualities

(vi) & AT H H F B &FHAT

Capacity to work in team spirit

(vii) TARY-AROM &1 IFEOT FA Y
&THAT

Capacity to adhere to time-
schedule

(viii) RER dafaFds geer

Inter-personal relations

(ix) AT HeAMIdT Td sAfecied

Overall bearing and personality

(x) 'Fdd vt W gwaT

AfFar
Overall Grading on ‘Personal
Attributes’




4. YHRITcHS HETHAT HT HedTheT

Assessment of functional competency
TegicAs A5 @ fAuiRor Ruiféer qur gedieror wiftsry gary fhar Sier g1 S 1-10 (T &
&) & YA 9 g Oy, STEl 1 GO HHF I3 JAT 10 3TIdH IS H 3ol Rl &l 59
HTIT &1 AR 30 gfaRra gemi
Numerical grading is to be assigned by Reporting and Reviewing Authorities on a scale
of 1-10 (One - Ten), where 1 refers to the lowest and 10 to the highest grade.
Weightage to this Section would be 30 percent.

F.9. we Raiféar gaderor mftsdy | gadaror

SL.No. Items TREl | T IV & W2 & | vfted &
Reporting weat ) AL
Authority Reviewing Initial of

Authority (Refer Reviewing
Para 2 of Part-1V) Authority

(i) FdeT H  Awy R_fagal
gfRam3it & A IR 3ew T
G @ AL He I &THAT
Knowledge of Rules/
Regulations/Procedures in the
area of function and ability to
apply them correctly.

(ii) OTAfIS AT T &THAT
Strategic planning ability

(iif) AT der T &1Far

Decision making ability

(iv) HHGT T &FAdT
Co-ordination ability

v) 3 el FRRE FFEARAT A
ARG A IR 3T [AhrE
T &THAT

Ability to motivate and develop
subordinates

(vi) ggol
Initiative

‘FHATCHS FeTHAr 93 AT AfSor

Overall Grading on ‘Functional

Competency’




5 () e sRelsemie seeneieas § AR @t & af gfesr
(FRT IR TR SR /AR o f wnt & ey F A
A AR 3708 Aued & fou 39 sworufdd w Rouol &)

Attitude towards Scheduled Castes/Scheduled Tribes/Weaker Sections
of Society (please comment on his/her understanding of the problems of
Scheduled Castes/Scheduled Tribes/Weaker Sections and willingness to deal
with them)

(i)  wgErRd Sifadt R/ eERd  Sesniodl & | srefEd
fenre Ta grem & geraeiieran|

**Effectiveness in the development and protection of
Scheduled Castes and/or Scheduled Tribes.

Remarks

a) | FTERE Sfadt e dERd seeraat ot
gz

Attitude towards Scheduled Castes and/or Scheduled Tribes.

by | AR = & qfd dageferdr

Sensitivity to social justice.

) | FATERT B Ak IR 3w g HE dA HgAd
sifet 3R/ar segfa Seenfadl & fav ==
FARTT A & caRa AR gl HRaE el &

&THATI

Ability to take quick and effective action to prevent and quell
atrocities and ensure justice to Scheduled Castes and/ or

Scheduled Tribes.
) | FTERa Sfaat dR/ar g seeaar & e
g gerTasfierdr

Effectiveness in bringing about the development of Scheduled
Castes and/or Scheduled Tribes.

* theol YA S IR/AT A Sietsiticl & o 3R TeTor & Feferd ARt &
AHS A B HU S0 ST AT SR & ATFS F HleIA oll@] FAE gichl, d61, 3 FeIH H
THA Sood@ fhar S|

** (To be filled in only in the case of officers dealing with development and protection of SCs and/or STs.
Where the column is not applicable in the case of any officer, it may be so stated against the column.

6. gfewIor vd waTeaav/Attitude & Potential:
@9 SR & FHTA fFAverar IR FR o & v Heafafea & @«
¥ A &t B 2T FY Fowr Peafafed swEa 3 aF § 1,2,3 Rftaa w79
(Please indicate three fields of work from amongst the following for possible
specialization and carrer development of the officer. Please mark 1,2,3 in three
appropriate boxes).

(i) wrfea er@madia/Receipt Audit
(i) arffoIfSaes er@man/Commercial Audit

(iii) Faraa A er@madiar/Autonomous Bodies Audit

10



(M

(iv) AT T S@mIE/Works Audit
(v) 3T @IdET/Other Audit

(vi) STTFIITT T 3R HRTT ggy«T/Personal Administration and Office
Management

(vii) @r@r @r¥/Account Function

(viii) 8heRT HTI/Entilement Function

(ix) 9fRr&ToT/Training

(x) TEeH, 3. TS UA. HEgediaur/Systems, O&M Computerisation
(xi) @IS 3T &7 (FIAT TS HY)/Any other fields (please specify)

98791/ Training:

AT AR HT garaeierar R FR awAAEt # AR IfUw guR w B ogfe @
gfRretor & fow fAwRer &

Please give recommendations for training with a view to further improving the

effectiveness and capabilities of the officer.

AETdeT FfAFRY, aitss @ adan Awl & v yfaRkea Rdvaw

Additional Atributes for Audit Officers, Senior Audit Officers

TR & 9fa gfeewlun/Attitude towards environement

(a) FUAT 3HifSe AT T dTe TGl & WY 3oih HE IR 39 FGAWT Tl Hlel
N &7HAT W ool &Y

Please comment on his/her relations with the auditee organizations and

ability to elicit co-operation from them:

(b) FUIT FFAIT el & T A Rbdt & Haror & fav 396 gftehor w
feoqufy &Y

Please comment on his/her attitude towards redressal of grievances relating
to personal claims:

ey Y Rufd/State of health:

11



10.

11.

12.

"cgfasat/Integrity:
(9T et & s & 7S oot 2W)/(Please see note below the instruction)

..................... ATH TASC &R H

.................... Name in Block Letters

.................... Designation during the period of report...

HRHRT & FHa o W RAfEar 3Ry garn f&or (eEmseEr 100 e #) Sad
ALY 81T U HA ALY &F, WTURUT 3Uieud], Agcaqul faheand iR wHAeR
goit & ufa W& anfder &

(STET oI &1, SISTA WX Wlle T dordl &4 & v HRRT GaRT 3810 T FHeAl T
ool 3R FrEfew 7 fSva & ol FrRifeaas & 9fa 386 WY 1 o gof fFar
STl

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities
of the official including area of strength and lesser strength, extraordinary
achievements, significant failures and attitude towards weaker sections.
(Wherever applicable, comments on steps taken by the officer for promotion of
procurement on GeM and his/her attitude towards full implementation of GeM in
the office may also be recorded.)

gfddest & AET-IIl & W7 2, 3 JUT 4 F QU 90 ARIA & INUR W AT G&AHB
I3 faeior)

Overall numerical grading on the basis of weightage given in Para 2, 3 and 4
in Part-lll of the Report.

Raiféar s & geanr
Signature of the Reporting Officer

12



$TT-IV/PART-IV
gadteror HfsRY @ Reaforar
REMARKS OF THE REVIEWING OFFICER
YAETOT HSRY & e Jar $r rafer

Length of service under the Reviewing Officer

FIT A9 AR F FE fAsuea aur [ffes Adwanst & de9u 7 Rafder sfoery
CaRT ThT 910 Hediche & FEAd 8\ Ife 3T VA3 & fhell T@ITcHS: Hodrhed &
TEAT oAgT & ar AT Il 7 39 fAT QU 70 F6qH F 39 Hodiwa w1 ARfAET
F TUT 39T giAfee gv HEATER HL|

Do you agree with the assessment made by the Reporting Officer with respect
to the work output and the various attributes in Part-Ill? In case you do not
agree with any of the numerical assessments of attributes please record your
assessment in the column provided for you in Part-lll and initial your entries.

o, & wgoa § | 78, F weAd A g1 A 0 e sl F ot Brar ¥
Yes, | agree. No, | do not agree. | have recorded my assessment in Part-1l|

(9T S o] o g 3 FIe Q)
(Please strike out whichever is not applicable)
Adse @1 FAfd & oA [AaRor vd FROT FEJd H|

In case of difference of opinion, please give details and reasons for the same.

13



4. Raiféer 3R garr fhe v ”RFor w feoquft &, afg w1 & anl
Comments, if any, on the Pen Picture written by the Reporting Officer.
5. gfddes & HAE-Il & W7 2, 3 U9 4 #H QU T AR & HUR R AT TEIHE
DERGLIE
Overall numerical grading on the basis of weightage given in Para 2, 3 and 4
in Part - lll of the Report.
YaieTor SR & g
Signature of the Reviewing Officer
£531 AT TS 37T H
Place........ Name in Block Letters
L I ROIE T 30T & SR Iea.....
Date

......................... Designation during the period of report

14



o - Vo wefa ifted # Reeaforat
PART - V : Remarks of the Accepting Authority

1. & 39 Raféeraden witmRat fr feoaforl i Aearha & dgAd 87
Do you agree with the remarks and assessment by the Reporting/Reviewing
Authorities?

gl, & wgAd § Iel, # WeAd Tl gl
Yes, | agree. No, | do not agree.
(P97 STt ST A g 39 Fie & Please strike out whichever is not applicable.)

2. I AOR & A9 & A FIAT 3T AROT AR FHROT FAT|

In case of difference of opinion, please give details and reasons for the same.

3. 1-10 & Y9 W AT I (3T & TII-ATT Usai 7 )|

Overall grade on a scale of 1-10 (in figures as well as in words).

Eipfd TR & g
(Signature of the Accepting Officer)

£ 221 I ATH ST e A

Place........ccoreue. Name in Block Letters ...

LG 1N Raie $r 3@ & e geae.

(D] (=T Designation during the period of report

15



Ha
INSTRUCTIONS
aif¥s sRifASUeA Hedihd RAE Uh HAgeaqul SEadsT gl FHA HAAR &
HRTASIE $T Hedihd o & AT AR 386 HNI & 3HAT 3T qEleaiiad & foaw
HAT 3R Hgeaqul Faem gl &1 37 o FaAuny #r RUE fodr ser 8] Renféar
WA, Geiaror 3R TR e ared WA F 37 B F o¥ & 348 1 agd
§3 3ca@ldcd @ HIEAT § HAT 16T

The Annual Performance Appraisal Report (APAR) is an important document. It provides the
basic and vital inputs for assessing the performance of an official and for his/her further
advancement in his/her career. The official 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.

FRASIGT & FHeAhed H1 3UANT Al FEU &AFE & v o aeed & & #
T el RAfEer 3Rt & g5 3rgera e @iiev 6 saer g wdAary
F AP X g] difdh a8 39 aFdided &THAAT &l THAST Teh| SHHA 3662T AV
foshrelel &1 gfshar o glhy fashr &t 1 wfshar &1 Raféar qur gaderor sy
RO oy I gt FFART & FRATESUGH| WT JUAT THIT Afdded H HIAAT Hl
3oold A H Fhle o A

The Performance Appraisal should be used as a tool for human resource development. Reporting
officers should realize that the objective is to develop an official so that he/she realises true
potential. It is not meant to be a fault-finding process but a developmental one. The Reporting

Officer and the Reviewing Officer should not shy away from reporting shortcomings in
performance, attitudes or overall personality of the official reported upon.

Fel B gl FrEuEl Ud €AW @ U AY o] I S dmeel Ife RO
IAEUET T A7 WET d T 9 FT 99 KA1 A1ar § A SHAT 3T IiehIiRAT St

AT ¥ 9T 9T S|

The items should be filled with due care and attention and after devoting adequate time. Any
attempt to fill the report in a Casual or superficial manner will be easily discernible to higher
authorities.

3ccR JUTATcAS &9 H AT STWM| 3Ty aRIT 9T TATT F ek T Jifdd aTs &1
ql el | Ueel AT aregiel H el § AT S AR IR A g1 @
3o foIEs arel Wit &1 aredfaess AT qUIUT Yehe glall AU $Huar JEase
TAT WIS HIST HT GART FI| FIAT HAAT AT G FAT 3pe, SEA IO,
3o, JEd 3R AT § FA S8 TgEAST qeal T FAT 7 F

Answers shall be given in a narrative form. The space provided indicates the desired length of the
answer. Words and phrases should be chosen carefully and should accurately reflect the intention
of the authority recording the answer. Please use unambiguous and simple language. Please do not
use omnibus expression like “Outstanding™, “Very Good“, “Good”, “Average” or “Below
Average® while giving your comments.

Raiféer el a¥ & 3mer 7, O FHAaRal & Rae o I §, 399 & 5@F
& Tog & IRATcHAF/ARAIE e fFuiRa wem sifasaes @1 Aeaiea, Rae
fodr = ae Feralt g R sfted & = dgFa e g @il
e/ RAféer af & grer 7 & TuiRa e arden afe 1§ sfedr Rafér af
# AT g & HRAHR FHT § of W o8 0 HRIAR T W & FAF FHeiRa
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10.

11.

frT S

The Reporting Officer shall, in the beginning of the year set quantitative / physical targets in
consultations with each of the officials with respect to whom he is required to be reported upon.
Performance appraisal should be a joint exercise between the official reported upon and the
Reporting officer. The targets/goals shall be set at the commencement of the reporting year. In the

case of an official taking up a new assignment in the course of the reporting year, such
targets/goals shall be set at the time of assumption of the new assignment.

gl & gefia feRAr & agl T TIST ATThRT dAT AT gl AfgT| FT8dt r
ﬁuﬁa%ﬁmﬁ%wsﬂimmmﬁmmﬁaﬁwmﬁwﬁga
#Acar yrafAsdr aa & S ariRe oY, 59w fr Roe ol S §, 3a%
FF FT TEET I7 8T F AT [RS8l

The targets should be clearly known and understood by both the officers concerned. While fixing
the targets, priority should be assigned item-wise, taking into consideration the nature and the area
of the work and any special feature that may be specific to the nature or the area of the work of
the official to be reported upon.

JeaT w fAsures &1 Hedihed a¥ & Hd # fRam Sar § W 59 919 & eI A
W@ & ag A gaue & e &1 e g @6, F Fvaes dr aH eT & o
Raifésr #fwdr qar 59 sAar &1 R odr Swh §, 3¢ av & g afaa
A R A @1 TR qun AT GURIcHS S o= Mgy

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 official reported upon should meet during
the course of the year at regular intervals to review the performance and to take necessary
corrective steps.

Hedishe e dlel Tdeh HRASRT H Tg WA glell arfeC & forw safed & st &1
Aodihe foham ST W@ 8, 38F S UGS, RN, SFagR aUT &TAdT &1 JAT §a
TE-HEY 0T S T S

It should be the endeavour of each appraiser to present the truest possible picture of the appraisee
in regard and his/her performance, conduct, behaviour and potential.

S0 =afFd & & &1 Hedioal har o1 W@ ¢, 3HA Hodihed, RAE &1 3@y &
30 e de & AT glem =arfge|

Assessment should be confined to the appraisee’s performance during the period of report only.

T & & F T UG gEll @ Jolell A IS Aeaed g wha g1 R o 9g w
gard AR AR oY FHT-FAT W IAT-3e9T g1 Hehell ¢l Hodiche H 3o dLAT 1 €A
H Y@ar Tifgu 3R 34 W gUifag feoqolt $r Seh anfguy

Some posts of the same rank may be more exacting 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.

S cafdd &1 Fearha fhar S 8, 386 [@fea ot & 5 gge3it W gediche
foar STl B, 98 Ycde @i & o ifehd fRar g B Hedihe e are ey
@ gl W AR U & 3T FHIA Tgef3i W &I ST AMgT|

Aspects on which an appraisee is to be evaluated on different attributes are delineated below each
column. The appraiser should deal with these and other aspects relevant to the attributes.
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12.

13.

(@)

TATASST ¥ FafOd HidH & e & T [eafai@a s &1 aras & e
a1fgul

The following procedure should be followed in filling up the column relating to integrity:

(i) TG Py A FIfTsar H FIg TE el ¢, df VAT 3eol@ fhaT ST

If the official’s integrity is beyond doubt, it may be so stated.
(ii) I PIS AFT AT g @ ar, AG &I Trelr oI5 Gar = amfee 3R e Fias
ERCINC Y

If there is any doubt or suspicion, the column should be left blank and action taken as under:

(@) T 3refeT e fecuol fa@e 3fad #Ra 1 S w@ifgrl g6 RReuoh & ww
ST aiies ST AodiRe RO @R 39 aRss HRH B St ST
TRT, S T GRARET T B IeEt FAars fw f ool B wwet ¥
FATASST &l JATNOIT AT AT M Roqofy gt &ear §Ha o g, g Raifcar
T & RUfd & HqER Ig I T AMRT h 1 A IHS HAAR
F FHH AT d& F61 o@r ¢ f9ad ag 39 vy o @& a1 39 Al &
faeeer v a1 7ET geir g

(a) A separate secret note should be recorded and followed up. A copy of the note should also

be sent together with the APAR 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 official’s work
for sufficient time to form a definite judgement or that he has heard nothing against the official, as
the case may be.

(@) I Ieaci HRAS & HoEd®d HAE AT ABT gT 8 e § o HAuAy H
HeGTAsal JATOIT T Sl A1 iR TdUIR. # deddr yiafse #T Sier =rfgv]

(b) If, as a result of the follow up action, the doubts or suspicions are cleared, the official’s
integrity should be certified and an entry made accordingly in the APAR.

(@) Il weg ar Qi3 HT gie g S & ar I8 ag o gof fohar Sirer =nfige 3R
Tt Fat A s _Aftaa gaer & s @nfgul

(c) If the doubts or suspicions are confirmed, this fact should also be recorded and duly
communicated to the official concerned.

(@) AR Iefadl FRAS F Hora®T TG AT AHC F A g g g IR T & I
qfte grelt &Y, & FEd & IreRr W R wfUw el g% MerEh @ et aike
3R 3TF 9 FW (@) AR (I F FAC A0 AW T FRAS HT ST AR
(d) If as a result of the follow up action, the doubts or suspicions are neither cleared nor

confirmed, the official’s conduct should be watched for a further period and thereafter action
taken as indicated at (b) and (c) above.

TEIIcAS AT TURoT & @1 TH.UIR. e § Fafaa fganfader
Guidelines regarding filling up APAR with numerical grading:

Ratféar qur gerdieror gt Rl qarT waiunr fSesdhr Rue fodr S &, & #r &
IUTdedT dafaad fERIVaTst qur A &TAdT §d HEACHS AT TaTel & S §

T 1-10 & YA WX gt a1fRT, STl 1 Ted FA AT &1 d41 10 ITaadm AfSar
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(iii)

(iv)

(v)

(vi)

14.

Sea® HLT Bl

Numerical grading are to be awarded by Reporting and Reviewing Authorities for the quality of
work output, personal attributes and functional competence of the official reported upon. These
should be on the scale of 1-10, where 1 refers to the lowest grade and 10 to the highest grade.

(ii) Tg 3T9eTT T ST & fo A1 o 1 a1 2 (T Asurest ar [dwanst ar @&
Affer & faw) AfFer eRor & faw Feaml Fr AR Jwaar & Aeas & fREor &
wiied &0 ¥ 3MfRAc/ART dfEha fmar seem qur s wer 9 ar 10 AfSe & faw o
fafirse suafstat @1 3iifea ot Tase &9 @ 3ifhd forar srwem| 1-2 ar 9-10 &
AT faver g i 37 § 3R sufow 305 T8 Sy i 3maeTear g1 Raféer qar
YeRIETOT JIfUSRY GaRT HEATCHS Hedihed Sl HAY 3Hdh FHBET Fel HiAdl SN
TEAT S TIATT 7 3% el 1 FR I 81, & Ufd HAany 1 Aol @1 R
AT AT

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.

THUIHR. & 8 & 10 & AEF & AT FEUROT Ihse AT ST JAT Lo/
Ueleticl g A 3T HT AU HA & fAT 9 37 & 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.

THTIHR. FT 6 & 8 & ALY W 8 ¥ HA &I AT ﬁa‘rmagam HATAT STTeT
aar 7 3w G SATe|
APARs graded between 6 and short of 8 will be rated as “Very Good” and will be given a score

of 7.
tr.ti’r.tf.aﬂT.w4ﬁ6$qui§6ﬁwwaﬁwﬁﬂﬁwa§ammm

JAT gTedies 5 feam S|

APARSs graded between 4 and short of 6 will be rated as “Good” and will be given a score
of 5.

T THR. & 4 & HA AT AUROT e 3 &7r e

APARs graded below 4 will be given a score of “Zero”.

sRier va td %

Weightage and Mean:

HRIY T Scdleehdl, dgfade U TUT HAicA® FaTddl W fAeiRa fhar am@r g
A I F HUR 1-10 TF A0 W ImuRa wem foadA 40 wfded &
3cUTeehel Hedishel o [T aur gfderd i aafdass ol qur wrdicAs FefAdm
& Hediwad & fov ar smwem| @@y A MR gQde @ & AR F AHead )
PeiRe ¥, 3ihed qea & S W) meRa g

Weights have been assigned to work output, personal attributes and functional competency. The
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overall grade on a score of 1-10 will be based on 40 % weightage on assessment of work output
and 30 % each for assessment of personal attributes and functional competency. The overall
grading will be based on addition of the mean value of each group of indicators in proportion to
weightage assigned.

G HATIT T FATCT AT FEAT 51/4/64-FA9AT (F) feetieh 23.07.2009 Fur Fray va wfaror fasmer
FLAT. H. 21011/2005 ¥Fun(v) feaew 23.07.2009, #rar. & 21011/08/2017-v4r(v-11) aiw
28.02.2018 (Ministry of Home Affairs OM No. 51/4/64 Estt (A) dated 23.07.2009 and
Department of Personnel and Training OM No. 21011/1/2005-Estt (A) dated 23.07.2009,
OM No.21011/08/2017-Estt.(A-II) dated 28.02.2018
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F. No. 21011/10/2025 PP(A-II)
Government of India
Ministry of Personnel, Public Grievances and Pensions
(Department of Personnel & Training)

dated the 09™ April, 2025

( OFFICE MEMORANDUM

Subject: Revision of timelines for preparation / completion of Annual
Performance Assessment Report (APAR) in respect of Central Civil
Services

The undersigned is directed to invite reference to this Department’s OM
No.21011/01/2005-Estt.(A)(Pt.IT) dated 23.07.2009 on the subject, “Preparation and
maintenance of Annual Performance Assessment Reports (APAR)”.

2. In partial modification of Annexure III of the abovementioned DoP&T OM
dated 23.07.2009, the competent authority has approved revised time schedule for
preparation / completion of Annual Performance Assessment Report (APAR).
Accordingly, the revised time schedule, i.e., Annexure III is annexed herewith.

3. These instructions will come into force from the Reporting Year 2024-25
onwards.
%W
(Rajesh. Sharma)

Under Secretary to the Government of India

All Ministries / Departments / Cadre Controlling Authorities of the Government of
India

Copy to:

1.  AIS Division, DoP&T, North Block, New Delhi
2. NIC for uploading of DoP&T’s website



Annexure-I1I

Time schedule for preparation/cdmpletion of Annual Performance Assessment Report
(Reporting Year- Financial Year)

S. Activity Date by Auto Forward
No. which to be
completed .
1. | Distribution of blank APAR forms to all 01* April -
concerned (ie, 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. |Submission of self-appraisal to]| 15" May 16" May
Reporting Officer by Officer Reported
Upon (where applicable)
3. | Submission of APAR by Reporting |. 30™ June 01% July
Officer to Reviewing Officer.
4., | APAR to be completed by Reviewing 31% July 01% August
Officer and to be sent to Administration
or CR Section / Cell or Accepting
Authority, wherever provided
5. |Appraisal by Accepting Authority, | 31% August | 01% September
wherever provided
6. |(a) Disclosure to the Officer Reported | 01% September
Upon where there is no Accepting
Authority '
(b) Disclosure to the Officer Reported 15™ September
Upon where there 1is Accepting
Authority
7. | Submission of representation, if any, on | 15 days from the date of |
APAR, by Officer Reported Upon disclosure of APAR
8. | Forwarding of representation to the '
competent authority
(a) where there is no Accepting | 21% September
Authority for APAR
(b) where there is Accepting Authority 06™ October
for APAR
9. | Disposal of representation by the | Within one month from the date
competent authority of receipt of representation
10. | Communication of the decision of the | 15" November
competent authority on the
representation by the APAR Cell
11. |End of entire APAR process, after | 30" November

which the APAR will be finally taken on
record




