IMPORTANT

ALLINDIAINSTITUTE OF MEDICAL SCHENCLES
ANSARINAGAR, NEW DELIHI
(ACR/APAR CELL)

FNO.17-46/2018/Cir./ACR/Est) Dated: 14,09.2014

OIFICE MEMORANDUM

Subjeet: Regarding writing process ol ACRZAPAR of their subordinate stafl from the Reporting Officor/Reviewing Oflicer poing

to beretired /demit from service in middle of the Assessmoent Period.

EEREE R ]
It has been reported that sometimes APARs/ACRs of the officials are not heing reported freviewed,
hecause of reporting/reviewing officers having been retived before completion of the reporting period or helore

the seheduled date of reporting /reviewing APAR of officials under their charge.

To avoid such scenario, the blank APAR/ACR forms are nceded to he sent by the concerned
establishments to the reporting/reviewing officer well in advance well before their superannuation with request
for timely report/review of APAR/ACR Forms ol official under their charge.

Since concerned establishments are not sending blank ACR/APAR Forms to such official, APARs/ACRs of
officials under their charge are not being completed. This is resulting in such officials facing difficulties at the
time of their promotions or [inancial up gradation delays in holding DPCs.

Competent Authority has taken serious note of this and has desired that all concerned establishments

should take corrective measures to avoid such scenario.

Accardingly, it is desired that concerned Administrative Officer should put a system in place so that in
cases where reporting/reviewing officers are scheduled to retire before 31st March or immediately after, in such
cases, the blank APARs/ACRs should be sent to them at least one month before the due date of retirement, so
that writing process of APAR/ACR may be completed within time, as per DOPT guidelines.

Further, all establishments should regularly appraise all reporting/reviewing officers of DOPT
guidelines about timelines for completing APAR/ACR by way of circulating these guidelines to ensure timely
completion of process. A copy of a guideline is enclosed for ready reference.

Hindi version will follow. . Q
Agaaack
(LALIT ORAON)
ADMINISTRATIVE OFFICER

Enclosure: As above.

Distribution:

1. Al Sr. Administrative Officers/Administrative Officers/Asstt. Administrative Officers.

2. Establishment Sections (DO/CNC/CDER/Dr. BRAIRCH/Dr. RPC/JPNATC/NDDTC). J

Copy to:

1. PPS/PS to the Director g\‘

2. PStothe Dy. Director (Admin.)

3. The Dean (Acad./Research/Examination) \[ \

4. All Chiefof Centre's/Head of the Departments.

5. S Financial Advisor/Financial Advisor/Finance Division. % ‘ T pmotV)

6. Superintendent Engincer, ESD Department. : éﬂ‘

7. All Notice Boards. \ : \g

8. Hiy eetion : Kindly translate into Hindi language. . q}
rol. in-charge, Computer Facility foruploading on AIIMS portal, \%
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OrLICL MEMORANDUIM

Subject - Timely preparation and propet maintenance of ACRs

The undersigned is directed to say that this Department has been emphasizing
from time to time the need to complete the Annual Confidential Reports of all classes of
employees in lime for smooth consideration of cases peraining 1o confirmation,
promotion, deputation to ex-cadre posts, etc. A time schedule was prescribed for
various stages in the matter of writing of Confidential Reports in this Depariment's O.M.
No. 35014/4/83-Estt.(A) dated 23.9.1985. The writing of ACR is a public trust and
responsibility. All Ministries/Departments are again requested to ensure that the time
schedule for preparation of Confidential Reporls and other instructions as laid down in
this Deparment's O.M. dated 23.9.1885 are followed to ensure that ACRs are

completed in time.

2 As cases continue to occur where confirmation, regular promotion,

appointment to sensitive posts, etc., could not be considered in time because of non-
availability of ACRs for the relevant period, the matter of timely completion of ACRs
was further reviewed in this Department and it has been found necessary to prescribe
a time limit after which the Reporting/Reviewing Officer shall forfeit his right to record
the ACR. It has been decided that while the time-limits prescribed in the aforesaid
O M. dated 23.9.1985 should be adhered to as far as possible, in case the ACR is not
initiated by the Reporting Officer for any reason beyond 30" June of the year in which
the financial year ended, he shall forfeit his right to enter any remarks in the ACR of the
officer to be reported upon and he shall submit all ACRs held by him for reporting to the
Reviewing Officer on the next working day. Similarly, the Reviewing Officer shall also
forfeit his right to enter any remarks in the ACR beyond 31°% August of the year in which
the financial year ended. The Section entrusted with maintaining the ACRs shall, while
forwarding the ACRs for self-appraisal with copy to the Reporting/Reviewing Officers,
also annex the schedule of dates as enclosed herewith. It shall also bring to the notice
of the Secretary concerned in the case of Ministry/Department and the Head of the
organization in the case of attached and subordinate offices, the names of those Group
A and B Reporting Officers and Group A Reviewing Officers in the month of October
after receiving the completed CRs who have failed to initiate/review the ACRs even by
30" June or 31% August as the case may be. The Secretary in the Depariment/Head of
the organization in the case of attached/subordinate offices may direct to call for the
explanation of the concerned officers for not having performed the public duty of writing
the ACRs within the due date and in the absence of proper justification direct that a
written warning for delay in completing the ACR be placed in the ACR folder of the

defaulting officer concerned.
Contd.2/-




In cace (he tematke of the Reporting officer o Reviewing Officer as fhe case
may be have not becn entered n the ACRKR due to the concerned ofheer fodeiting Tie
right 1o make any enlry as por the provision i pata 2 above, a cedificate {o this effect
shall b added m his AGE for the relevant period. In case both the Reporting office

and Reviewing officer had forfeited their nights o enter any iemarkes, the CR format waith

the self appraisal given by the officer to be repored upon will be placed in his ACR
dossiet
4 All the Ministries/Departments are requested {o kindly bring to the notice of all

concerned the above instructions for future preparation and maintenance of ACRs.
These insiructions shall be applicable for the ACRs for the period 2008-09 onwards. In
case any CR for the past period is pending completion, the concerned Head of the
Organisation in the case of attached/subordinate offices and the Joint Secretary
concerned in the Ministries/Departments may take appropriate measures to ensure that
the CR dossier is complete within the next 6 months either with the relevant CR or the

required 'No Report Certificate” for valid reasons.

5. Hindi version will follow.
(C.A. Subramanian)
Director
To
All Ministries/Departments of Govt. of India
Copy to:
1) Comptroller & Auditor General of India, New Delhi
2) Union Public Service Commission
3) Central Vigilance Commission, New Delhi
4) Central Bureau of Investigation, New Delhi
5) Lok Sabha/Rajya Sabha Secretariat
6) All attached and subordinate offices of the Ministry of Personne!, PG and

Pensions
All officers and sections in the Ministry of Personnel, PG and Pension

) NIC (DoP&T) for placing this Office Memorandum on the web-site of DoP&T
) Hindi Section for Hindi version of the O.M.

© 00 ~
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OITICE MEMORANDUN

Subject:- Preparation and maintenance of Annual Performance Assessient Reports
(APAR).

The undersigned is directed to invite the anention of the Ministries/Departments o
the instructions contained in this Department’s O.M. No. No. 21011/0272009-Lstt.(A)
16/02/2009 and O.M. of even umber dated 14.05.2009 on the subjects of timely
preparation and proper maintenance of APAR and making the APAR transparent for
representation for upgradation, if any, by the officer reported upon. The matier of
preparation and maintenance of APAR has been further reviewed in this Department
keeping in view the system in this regard in respect of All India Services (AlS) and the
undersigned is directed to convey the following decisions:-

(i) All cadre authorities shall include a box in the APAR for reflecting by the
reporting officer the pen picture of the officer reported upon where the reporting
officer will be required to indicate his comments on the overall qualities of the
officer including arcas of strengths and lesser strength and his attitude towards
the weaker sections. A column will also be added in the section relating to the
reviewing authority for giving the reviewing authority’s remarks on the pen
picture reflected by the reporting officer. There will be no other separate column
in the APAR for overall assessment apart from the pen picture.

(ii) A provision may be made in the APAR in the relevant section for remarks by the
reviewing officer to indicate specifically the differences, if any, with the
assessment made by the reporting officer, and the reasons therefor.

(iii)Numerical grading are to be awarded by reporting and reviewing authorities for
the quality of work output, personal attributes and functional competence of the
officer reported upon. These should be on a scale of 1:10, where 1 refers to the
lowest grade and 10 to the highest. The guidelines given in Annexure-] shall be
kept in mind while awarding numerical gradings.

(iv)The format for the purposc of numerical grading in the three arcas of work
output, assessment of personal attributes and assessment of functional
competency is in Annexure-11. For Group ‘B’ and ‘C’ officials however, suitable
changes may be madc by the concemed cadre authoritics in the items of
assessment as per functional requirements of the job and the next promotional
post for them. The 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 1o
weightage assigned,

2
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) Woherever Caccepting apthority” hae been prets Vibied i the existing svmens g th
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2. The above provisions would be applicable for the APAR from the FepaTing veo
2009-10 anwards. The concerned authorities may accordingly make necessary chunpes
in the APAR format for numerical grading to be given by reporting and reviewing
officer. This O.M. does not in any way affect the part 1 be filled in by the officar
reported upon and other existing columns in the ATAR format like attitude towards
SC/ST/OBC, relations with public (wherever applicable), integrity, training requirement
ete. for descriptive remarks.

3. All Ministries/Departments are requested to bring 1o the notice of all the offices

under them for strict implementation of the ahove instructions.

CAVEZ N
(C.A. Subramanian)
Director
To
All Ministries/Departments of Government of India
Copy ta:-

Chief Secretaries of All State Govertuments/U.T.s
The President’s Secretariat, New Delhi.

The Prime Minister’s Office, New Delhi.

The Cabinet Secretariat, New Delhi.

The Rajya Sabha Secretariat.

The Lok Sabha Secretariat.
The Comptroller and Auditor General of India, New Delhi.

The Union Public Service Commission, New Delhi.

e R

Copy also to:-

All Attached offices under the Ministry of Personnel, Public Grievances and

(i)
Pensions.
(i) Establishment Officer and Secretary, ACC (10 copies).
(iii) All officers and Sections in the Department of Personnel and Training.
(iv) Sccretary, Staff Side, National Council (JCM), 13-C, Ferozeshah Road, New

Delhi.
(v) All Staff Members of Departmental Council (JCM).
(vi) All Staff members of the Departmental Council (JCM), Ministry of Personnel,
Fublic Grievances and Pensions. :
(vii) NIC (DoP&T) for placing the Office Memorandum on the wehesite af NaPA&
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lctbution of - blanl. APAR | 217 Mad,
fornse o all concemed (e o] (Thimay b completed evena weel cahen)
of e er to be reparted upon when ;
sclf=appraisal hie 1o be piven and |
fo reporting officers where sell: ‘

appraisal s not to be piven) ;
Submission of sclf—ztphﬁ:ﬂal 1o lS”’Aiui]

reporting officer by officer 1o be
reported upon (where applicable)

Sulimission of report by reporting 20" June
officer to reviewing officer

Report 1o be completed by | 31" July
Reviewing Officer and to be sent
10 Administration  or  CR
Section/Cell or accepting _
authority, wherever provided. '

Appraisal by accepting authority, | 31% August
wherever provided

(a) Discloswre to the officer | 01 September
reported upon where there is no
accepting authority

(b) Disclosure to the officer 15" September
reported upon where there s
accepting authority

Receipt of representation, if any, | 15 days from the date of receipt of
on APAR communication

Forwarding of representations to
the competent authority

(2) where there is no accepting | 21" September
authority for APAR

(a) where there is accepting 06" October
authority for APAR

Disposal of representation by the | Within one month from the date of receipt of

competent authority representation.

Communication of the decision of | 15" November
the competent authority on the
representation by the APAR Cell

End of entirc APAR process, afier 30" November
which the APAR will be finally
taken on record
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