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EsttE'ACR matters 

Annexure-1 
Guidelines regardina ffliing up ofAP AR with numerical gicijrg 

(i) The columns in the A-PAR should be filled with due care and attention and after 
devoting adequate time..  

(ii) It is expected that any grading of I 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. officer against a larger 
population of his/her peers that may be currently working under them. 

(HOAPARs 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. 

(iv)APARs graded between 6 and short of 8 will be rated as 'very good' and will bc 
given a score of 7. 

(v) APARs graded between 4 and 6 short of 6 will be rated as 'good' and given 
score of 5. 

(vI*)APARs graded below 4 will be given a score of zero. 



EsttE/ACR rnatiers 

Anncxure4ll 

/- 	 Time schedule for preparation/completion of APAR 
(Reporting year- Financial year) 

S No Activity Date by which to be completed 
1 . Distribution 	of 	blank 	APAR 3 1 st  March. 

forms to all concerned (ix.,, to (This may be completed even a week earlier). 
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 	April. 
reporting officer by officer to be 
reported upon (where applicable). 

3 Submission of report by reporting 3 01h  June 
officer to reviewing officer 

4. Report 	to 	be 	completed 	by 3 1st  July 
Reviewing Officer and to be sent 
to 	Administration 	or 	CR 
Section/Cell 	or 	accepting 
authority, wherever provided. 

5. - Appraisal by accepting authority, 31st  August 
wherever provided  

6. (a) Disclosure 	to 	the 	officer Ol 	September 
reported upon where there is no 
accepting authority 

(b) Disclosure 	to 	the 	officer 15th  September 
reported 	upon 	where 	there 	is 
accepting authority 

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

8. Forwarding of representations to 
the competent authority 

(a) where there is no accepting 21st  September 
authority for APAR 

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

9. 	-- Disposal of representation by the Within one month from the date of receipt of 
competent authority representation. 

10. Communication of the decision of 15 November 
the competent authority on the 
representation by the APAR Cell 

-ii:---  öember End of entire APAR process, after 
which the APAR will be finally 
taken on record  


