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o kf " kZd  d k ;Zf u" i kn u e wY ; kad u izf r os n uo kf " kZd  d k ;Zf u" i kn u e wY ; kad u izf r os n uo kf " kZd  d k ;Zf u" i kn u e wY ; kad u izf r os n uo kf " kZd  d k ;Zf u" i kn u e wY ; kad u izf r os n u     
Annual Performance Appraisal Report 

for 

 

Officers/Officials of the 

 
 
 
 

 
 
 

 

v f /k d k jh @ d e Z p k jh  d k  uk e  &   
Name of Officer/Official...................................................................................................... 
 
 
 
 
 
 

le k f I r o"k Z @ v of /k  d k  iz f ros nu  &  
Report for the year/period ending:...................................................................................... 



  

 

iz i =iz i =iz i =iz i = 
 

Form 
 

M kWD Vj g jhfl ag  xkS j fo' ofo |ky ;] l kxj (e- i z-) d s-  vf/ kd k fj;ks a @ d eZp kfj; ksa d s fy ,  o kf" kZd  d k ;Z e w Y; kad u  i zfro sn u  
Annual Performance Appraisal Report of Officers/Officials of Dr. Harisingh Gour Vishwavidyalaya, Sagar (M.P.) 

 

 

le kfIr o" kZ@ vof/ k d k i zf ro sn u 

Report for the year/period ending........................................................................................................................................ 

 

o S ;fD rd  C ;o S ;fD rd  C ;o S ;fD rd  C ;o S ;fD rd  C ; kS jskS jskS jskS js 
 

PERSONAL DATA 
 

Hk k x& 1Hk k x& 1Hk k x& 1Hk k x& 1  
Part-1 

 

(M kWD V j gj hf l ag xkS j  f o' o f o | ky;] l kxj  d s l EcfU / kr iz ' kk l fud  v u q H kk x } k j k H k j s t kus d s fy,)  
(To be filled by the Administrative Section Concerned of the Dr. Harisingh Gour Vishwavidyalaya, Sagar) 

 
 

1 -   vf/ kd kj h@ d e Zpkj h d k u ke  
       Name of the Officer/Official :............................................................................................................................................................. 

 

 
 

2 -   t U e d h rkjh[k (fnu @ ekg @ o" kZ)   'kC nk sa e sa   
       Date of Birth (DD/MM/YYYY)    (In words)................................................................................ 

 

 

 

 

3 -   o rZeku Js. kh es a y xkrkj fu ;q fD r d h rkj h[k   fnu kad             Js. kha   
       Date of continuous appointment to the present grade  Date....................................................Grade........................ 

 

 

 

 

4 -   o rZeku i n  rF kk m l i j f u;q fD r d h rkj h[ k  i n             fnukad    
       Present post and date of appointment thereto  Post.......................................................Date........................ 

 

 

 

 

5. o" kZ esa d k ;Z ls vuqi fLF kfr d h vof/ k (NqV ~Vh] i z f' k{k. k  
vk fn i j) ; fn mD r vf/ kd kj h @ d eZp kjh us i z f' k{ k. k  
fy ;k g S  r ks m ld k fo o j. k ns aA  

       Period of absence from duty (on training, leave etc.) during  

the year. If he has undergone training specify. 



  

(ft l v f /kd k j h @ de Zp kj h d k iz fr osn u  f y[k k t k uk  g S ] m u ds } kj k Hk j s t k us d s f y ,ft l v f /kd k j h @ de Zp kj h d k iz fr osn u  f y[k k t k uk  g S ] m u ds } kj k Hk j s t k us d s f y ,ft l v f /kd k j h @ de Zp kj h d k iz fr osn u  f y[k k t k uk  g S ] m u ds } kj k Hk j s t k us d s f y ,ft l v f /kd k j h @ de Zp kj h d k iz fr osn u  f y[k k t k uk  g S ] m u ds } kj k Hk j s t k us d s f y , 

(To be filled by the Officer/Offical reported upon) 
 

Hk k x& 2Hk k x& 2Hk k x& 2Hk k x& 2  
Part-2 

 
 

(d` i; k  i zf of " V; kas dk s Hk jus ls igy s vuq ns' kk sa dk s /;k u d` i; k  i zf of " V; kas dk s Hk jus ls igy s vuq ns' kk sa dk s /;k u d` i; k  i zf of " V; kas dk s Hk jus ls igy s vuq ns' kk sa dk s /;k u d` i; k  i zf of " V; kas dk s Hk jus ls igy s vuq ns' kk sa dk s /;k u l s i<+ y sal s i<+ y sal s i<+ y sal s i<+ y sa) 
 

(please read carefully the instructions before filling the entries) 
 

1.  f d;s x ;s dk; ksZ a dk  l af {kI r fooj .k   
 

Brief description of duties 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

2. dk; Z  ds tks y{;@ m n~ ns' ; @/; s;  vk ius L o; a vius fy, f u/kk Z fj r fd, gksa]  ; k vk ids fy ,  

f u/k kZ f jr f d, x , gksa  m u (ifj .k ke ; k vU ; :i e s a) dk; ksZ a dh  vkB& nl  ensa i z k Fk fedrk  ds  vk/ kk j 
i j c rk ;sa vkS j  gjsd  y{;  dh  n` f" V esa  viuh  m iyf C/k ;k a c rk, a  (m nk gj. k ds f y , %  vk ids  i z Hkk x  ds 
f y, okf "k Z d dk; Z ; kstuk)   
Please specify targets/objectives/goals (for quantitative or other terms) of work you set for yourself 
or that were set for you, eight to ten items of work in the order of priority and your achievement 
against each target (Example Annual Action Plan for your Division) 
 

y{; @m n~ ns' ; @/ ;s;  
Targets/objectives/Goals 

m iyf C/ k; ka 
Achievements 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

 



  

3.  (अ)  d` i;k  en 2 esa c rk , x , y{;k sa@m n~ ns' ; k sa@/; s;  dh i z k fI r e sa jgh  dfe; ksa dk  l a{k si  
  e sa m Y ys[ k]  ; fn y{; ksa dh  i z k fI r e sa dksb Z  c k/k k,a jgh gk sa rks os c rk; saA  

(A) please state, the shortfalls with reference to the targets/objectives/goals referred to in 
  items 2. Please  specify constraints, if any, in achieving the targets. 

 
 

 
 
 
 
 
 
 
 
 
 
 

 
 

(c)   d` i;k  m u enksa dk H kh m Yys[ k dj sa f tue sa dkQ h  vf /kd m iyf C/ k; ka jgh gSa vk S j m uesa 
  vius ; ksx nk u dk H kh  m Y ys[ k djsaA  

(B) Please also indicate items in which there have been significantly higher achievements 

 and your contribution thereto. 

 

 

 

 

 

 

 

 

 

4.  d̀i; k m Yys[ k djsa fd i woZ orh Z  dS ys.M j  o"k Z  dh vp y laifRr ok f" kZ d fooj .k h fu/kk Z fj r 
rk jh [ k vF k kZ r~  dS ys. M j o"kZ ls m R rj orh Z o"k Z dks 3 1  tuojh  rd ntZ  dj k nh  x b Z F k hA  ;f n 
ugh a rks fooj .k  ntZ dj kus dh  rkj h[ k  nh tk ,A   
Please state whether the annual return on immovable property for the preceding calendar year 

was filed within the prescribed date i.e. 31
st
 January of the year following the calendar year. If 

not, the date of filling the return should be given. 

 

 

 

 

 

 

 
 

 

 

 

 

 

f nuka d: l wp uk nsus okys v f/k dk jh @ de Z p k jh ds gL rk {kj 
Date : Signature of officer/Official reported upon 

 



  

i z f ro sn u  vf /k d kj h  } kjk i z fr o sn u  Hk kx &3i z f ro sn u  vf /k d kj h  } kjk i z fr o sn u  Hk kx &3i z f ro sn u  vf /k d kj h  } kjk i z fr o sn u  Hk kx &3i z f ro sn u  vf /k d kj h  } kjk i z fr o sn u  Hk kx &3     
REPORT BY THE REPORTING OFFICER - PART -III 

 
l a[ ;k Red ox hZ dj. k dk f u/ kk Z j. k i z frosnu rF kk  i q uf uZ j h{k .k  f d;k  tk uk gS  tk s 1 & 10  ds i S e kus i j 
gksuk  p k fg, tgk a l c ls de J s.k h dk  rF kk  1 0  m Pp re J s.k h dk  m Y ys[ k dj rk  gS A 
Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale 
of 1-10, where 1 refers to the lowest grade and 10 to the highest. 
  

(d` i;k  iz f of"V; ksa dk s Hk jus l s igys f n' kk funsZ ' k ksa dk s /;ku l s i<+ ysa)  
(Please read carefully the guidelines before filling the entries) 

 

(v) dk ;Z  fu"i k nu dk  e wY;kadu (b l  Hk kx  dk Hk kj 4 0  i z fr' kr gk sx k) 
(A) Assessment of work output (weightage to this Section would be 40%) 

 

 izfr osn u  iz kf/kd kj h 
Reporting Authority 

iqu fo Zy ksd u  izkf/kd kjh (l an Hk Z Hkkx &5 d k iSj k 2) 
Reviewing Authority (Refer Para 2 of Part-5) 

iquf o Zy ksd u  izkf/kd kjh d s v k/k{kj 

Initial of Reviewing Authority 

iwoZfu ;k sft r d k; Z d h ifjiw. kZr k@fo "k;  d s v k/k kj 
ij v koafV r  fd ; k x ; k d k ;Z 
Accomplishment of planned work/work 

allotted as per subjects allotted 

   

d k; Z&fu "ikn u  d h  d ksfV  
Quality of output 

   

fo'y s"k. kkRed  ; ksX; r k  
Analytical ability 

   

v iokn kRed  d k;Z d h ifj iw.kZr k@ fd , x; s 
v izR; kf'kr  d k;Z 
Accomplishment of exceptional 
work/unforeseen tasks performed 

   

fux Zr  d k;Z ij d qy  fey kd j Js. khd j. k  
Overall Grading on’work output’ 

   

 

(c) O; fD rx r fo' ks" krkvk sa dk  e wY; kadu (b l  Hk kx  dk Hkk j 3 0  i z fr' kr gk sx k)  
(B) Assessment of personal attributes (weightage to this Section would be 30%) 

 

 izfr osn u  iz kf/kd kj h  
Reporting Authority 

iqu fo Zy ksd u  izkf/kd kjh ¼ lan Hk Z Hkkx &5  d k iSjk 2 ½  
Reviewing Authority (Refer para 2 of part-5) 

iqu fo Zy ksd u  izkf/kd kjh d s v k/k {kj  
Initial of Reviewing Authority 

d k; Z d h v fHko f̀ Rr  
Attitude of work 

   

ft Eesn kjh d k ck s/k  
Sense of responsibility 

   

v uq' kkl u  d k v uqj {k .k 
Maintenance of Discipline 

   

l aizs" k.k {ker k ,a  
Communication skills 

   

u sr R̀o x q .k  
Leadership Qualities 

   

n y d h Hkkou k esa d k; Z d j us d h {ker k 
Capacity to work in team spirit 

   

l e;  l kfj. kh d k v u ql j.k d jus d h {ker k 
Capacity to adheu to time-schedule 

   

ij Lij O;f D rx r  l aca/k  
Inter-personal relations 

   

l ex z N fo ,oa O; fD r Ro  
Over all bearing and personality 

   

O; fD r x r fo'ks"kr kv ksa ij  dqy  fey kd j  
J s.khd j .k  
Over all Grading on ‘Personal 

Attributes’ 

   



  

¼l ½ i z dk ;k Z Red l {ke rk dk  e wY ;k adu ¼ b l Hk kx  dk Hkk j 30  iz fr' kr gksx k ½ 
(C)  Assessment of functional competency (weightage to this section would be 30%) 

 
 i zf ro sn u i zk f /k d k jh  

Reporting Authority 
i q uf o Zy k sd u i zk f /k d k jh  ¼ l a nHk Z 
Hk k x & 5 d k  i Sjk  2½  
Reviewing Authority (Refer para 2 

of part-5) 

i q uf o Zy k sd u i zk f /k d k jh  d s 
v k /k k {k j  
Initial of Reviewing 

Authority 
fu ;e@ f of u ;e @d k ;Z , o a ;k s X ;rk  d s {k s= 
esa i zf Ø ;k ,sa ,o a m ud s l gh  i z ;k sx  d h  
tk ud k jh  
Knowledge of 

Rules/Regulations/Procedures in the area 

of function and ability to apply them 

correctly 

   

uh f rc )  ;k st uk  c uk u s d h  {k e rk  
Strategic planning ability. 

   

fu.k Z ; y s u s d h  {k e rk  
Decision making ability 

   

leU o ; {k e rk  
Coordination ability 

   

v/k h uLF k d ks izsf j r , o a f o d f l r d j us  dh  
{k e rk  
Ability to motivate and develop 

subordinates 

   

ig y ' k fD r  
Initiative 

   

izd k ;k Z Re d  l {k e rk  i j d qy f e y k d j 
J s.k h d j.k  
Over all Grading on ‘Functional 

Competency’ 

   

 

l k ek U;l k ek U;l k ek U;l k ek U; 

GENERAL) 
 

H k kH k kH k kH k k x& 4x& 4x& 4x& 4  
Part-4 

1.  turk ds l kF k Hkk x h nkjh ¼tgk a H kh  i z ;ksT ; ½ 
(Relation with the public (wherever applicable) 

(t urk d h vko' ;d r kv ksa d k m R rjn kf ;R o , o a vf/ kd kj h@ d eZp kjh r d  vfH kx e i j d ì ;k fV Ii . kh n sa½ 
(Please comment on the officer's accessibility to the public and responsiveness to their needs) 

 

 

 

 

 

 
 

 
 

2 - iz f ' k {k. k 
Training 

(d ` i;k v f/ kd k jh @d e Z p kj h d h i zH kkf or k v k S j  d k;Z { ke rkv k sa e s a v k S j  v f/ kd  l q / k kj  v k S j of̀)  d j u s d s n ` f "V l s 
ml d s i z f' k{ k. k d s fy , f l Q kf j' k sa d j sa A  
(Please give recommendations for training with a view to further improving the effectiveness and capabilities of 
the Officer/Official) 
 

 
 
 
 
 
 

 



  

 
3 - L okL F; dh f LF k fr   

State of Health 
 
 

4 - l R;f u" Bk 
 Intergity  

¼d` i; k  vf /kdkj h@ de Zp kj h dh lR ;f u" Bk  ij  f VI i. kh  nsa½  
(Please comment on the interity of the officer/official) 

 

 

 

 

 

5 - iz f rosnu vf/k dkj h }k jk  vf/k dkj h dh l eL r f o' k s"k rk vk sa dh  rL oh j ¼yx Hkx  1 0 0  ' kC nk sa e sa½  
ftl e sa l keF;Z  {k s=  , oa de l keF;Z {k s= ]  vl k /k kj .k  miyf C/k ;k a]  egRoi w.k Z  vl Q yrkvk sa ¼l anHk Z  
Hkk x &2  dk 3  ¼ v½ , oa 3 ¼c½  ,oa nq cZ y ox ksZ a ds i z f r vf Hko` f Rr ' k kf ey gks½  
Pen Picture by Reporting Officer (in about 100 words) on the over all qualities of the officer 

including areas of strength and lesser strenght, extraordinary achievements, significant 

failures (ref: 3(A) & 3(B) of Part – 2) and attitude towards weaker sections 
  

 
 
 
 
 
 
 
 

 
 
6 - iz f rosnu ds Hkk x & 3  ds [k .M  v]  c rF k k l  e s a fn,  x , H kk jka' k  ds vk /k kj  i j dq y feykdj  

l a[; kR ed ox hZ dj. k  
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-3 of 
the Report. 

 

 
 
 
 

 
 
 
 

 

i z f rosnd vf /kdk jh  ds gL rk {k j  
Signature of the Reporting Officer 

 

LF k ku                                                                               uk e l k Q  v{k j k sa esa] 

Place:                                                                              Name in Block Letters : ……………………………...……………….…  
i nuk e 

                                                                                                           Designation: …………..………………………………………………..…  
f n uk ad                                                                             izf ro s nu d h  v o f /k  e sa]  

Date:                                                                        Duration of the period of Report : ……………......................……… 

    



  

i q uj h Z {k. k @i q uj h Z {k. k @i q uj h Z {k. k @i q uj h Z {k. k @Review 

¼i q uf oZ yk sdu vf /k dk jh @¼i q uf oZ yk sdu vf /k dk jh @¼i q uf oZ yk sdu vf /k dk jh @¼i q uf oZ yk sdu vf /k dk jh @Reviewing Officer½½½½ 

Hk k x& 5Hk k x& 5Hk k x& 5Hk k x& 5  
Part – 5 

 

1 -  iq uf oZ yk sdu vf/ kdkj h dh  vf Hk ;q f Dr %   
Remarks of the Reviewing Officer : 

iq uf oZ yk sdu vf/ kdkj h ds vUrx Z r lsok  dky%   
Length of service unde the Reviewing Officer 

 
 
 
 

 

2 -  D;k  vk i Hkk x &3  o Hk kx &4  esa f ux Z r dk; Z  rF k k  fof HkUu x q . kk sa ds l ac a/k  e sa i z f ros nu  
vf/k dkjh @ de Z p k jh  }kj k fd;s x ; s e wY;k adu l s l g er gS a\  ¼l anHkZ  H kk x &3  dk  ¼ v½  rF kk  
Hkk x &4  ¼5 ½½  ¼;f n vk i i z frosnu vf/k dk jh @ de Z p k jh  }kj k fn;s x ;s x q . kksa ds f dl h  l a[ ;k Red 
ewY ;k adu l s l ge r  ugh a gS a rks d` i;k  viu k  e wY; k a du b l  [ k .M  ds fn; s x ;s L rEHk  e sa n sa 
rF kk  f o| e kurk ds vk| {k j djsa½  
Do you agree with the assessment made by the reporting officer with respect to the 
work output and the various attributes in Part- 3 & Part-4? Do you agree with the 
assessment of reporting officer in respect of extraordinary achievements /significant 
failures of the officer/offcial reported upon? (Ref : Part 3(A)(iv) and Part -4(5))  
(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 that section and 
initial your entries) 

 

g k ¡ g k ¡ 
Yes 

 
 

No 
 
 

 

3 - vl ger gksu s dh  f LF k fr esa d` i;k  b l ds dkj .k  c r k; sa]  D;k  dk sb Z  , sl h  c kr  gS  f tl s vk i 
dq N  cnyuk ;k tksM +uk  p kgrs gS aA 

  In case of disagreement, please specify the reasons. Is there anything you wish to 
  modify or add? 
 

 

 

 

 

 

4 - iq uf oZ yk sdu vf/k dkjh  }kj k dye rL oh jA  d̀i; k lek yksp u dj sa (yx Hkx 100  ' k Cnksa esa) 
ftl e sa vf/k dkj h dh l e L r f o' k s"k rk vk sa dh  l keF;Z  {k s =  , oa de l keF;Z  {k s=  , oa nq c Z y ox ksZa 
ds i zf r vf Hko` f Rr ' kk fey gk sA  
Pen Picture by Reviewing Officer . Please comment (in about 100 words) on the 
overall qualities of the officer including area of strenghts and lesser strength and 
his attitude towards sections. 
 
 

 
 
 
 
 
 

 



  

 

i z frosnu ds Hk kx & 3  ds [k . M& v [k . M& c rF k k [k .M & l  esa fn, x ;s Hkk jk a' k  ds v k/k kj  i j  dq y 

f eyk dj la[ ; kRed ox hZ dj. k 
Overall numerical grading on the basis of weightage given in Section –A, Section-B and Section-C in 

Part -3 of the Report. 

 

 

 
 
 
 
 

 
 
 
 
 

i q uf oZ yksdu vf /kdk jh  ds gL rk {k j 
Signature of the Reviewing Officer 

 

 

 
 

LF k ku                                    uke l k Q  v{k jksa e sa]  
Place:........................................   Name in Block Letters :............................................... 

 

 
 

inuk e]  
      Designation :................................................................ 

 

 

 
 

f nuka d       i z frosnu dh v of/k  e sa]  
Date:........................................   During the period of Report............................................. 

 

 



  

v kafdd xz sfM ax d s lkF k ,i h,v kj Hk jus l aca/ kh fn'kkfunsZ' k 
Guidelines regarding filling up of APAR with numerical grading 

 

 

1 - ,i h ,vk j ds L raHk l eqf p r / ;k u ls vk S j i;k Z Ir l e; nsdj  Hk juk  p k fg,A  
The columns in the APAR should be filled with due care and attention and after devoting 

adequate time. 

 

2 - ;g m Ee hn dh tkrh  gS  f d 1  vk S j 2  dh  dk sb Z  Hkh  x z sfM ax  dk  ¼f d, x , dk; Z  vF ko k  l ex z  x zsM  
ds f y,½  f o' k s"k  dfe; ksa  ds  e k /; e l s p f j=  vk adyu  ds i; kZ I r :i l s vkS f p R;  Bgjk ;k  tk,A  
1 &2  ds x zsM vk S j 9 & 10  ds x z sM f ojys e k eyk sa e s a  gksax s]  vr%  m udk vk S fp R; c rk us dh  
vko' ;drk  gS A  v f/k d x zsM fn, tkus ds l ac a/k e sa f ji k sVZ  fy[ kus ok y s vkS j  l e h{k k djus ok ys 
vf/k dkjh  dks  viu s de Z p k fj ;k sa tk s m l ds vU rx Z r dk ;Z  dj j gs gS a]  dh , d c<+ h  l a[; k  dh  
rq yuk esa xz sf M ax  djuh p k fg,A 
It is expeeted that any grding 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 accomplishment, Grades of 1-2 or 

9-10. 

 

3 - ,i h ,vk j dk 8  l s 1 0  ds c hp  okyh xzsf M ax  ^m Rd` "B* ek uk tk ,x k vkSj  i S uy esa ' kk fey f d, 
tk us ink sUu fr gsrq  vk S l r Ldk sj dh  x .k uk  djus ds m n~ ns' ; ls fy, 9 L dksj  f n; k tk ,x k A 
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. 
 

4 - 6  ls vf /k d vkS j 8 ls de xzsM okyh  okf "k Z d dk; Z ewY ;k adu ok yh fj i ksVZ  dks cgq r vP N k  e kuk 
tk ,x k  v kS j 7  L dksj  f n;k  tk ,x kA N ksVk  ds c hp  dk  ox hZ dj. k  ^ cgq r vP N k * f y;k  tk ,x k 
rF kk  i z k Irk ad 7  f n;k tk; sxk A 
APARs graded between 6 and short of 8 will be rated as "Very Good" and will be given a 

score of 7. 

 

5 - 4  ls 6  v f/k d vkS j  6  ls de x zsM  okyh  okf "k Z d dk ;Ze wY; kadu fj i ksVZ  dks vP N k  e kuk tk ,x k 
vkS j  5 Ldksj  f n; k  tk,x kA 
APARs graded bwtween 4 and short of 6 will be rated as "Good" and given a score of 5. 

 

6 - 4  ls de x zsM ok yh ok f" kZ d dk; Z  fu"i k nu e wY ; kadu fj i ksVZ  dks ' kwU;  L dk sj f n; k 
tk ,x k A ox hZ dj. k ^' kwU; * f n; k tk ; sx kA  
APARs graded below 4 will be given a score of "Zero" 

 

are expected to be rare ocuirence and heve the need to justify them. In awarding a numirical 

grade the reporting and reuieving authorityes should rate the officer against a larger of his/her peers 

that may be curently working under time. 
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(A Central University) 
 

 

TIME SCHEDULE FOR PREPARATION COMPLETION OF APAR 

(Reporting year______Financial Year_________) 

 

S.No. Activity Date by which to be completed 

1 Distrubution of blank APAR forms to all concerned (i.e. to 

officer/official to be reported upon where self-appraisal 

has to be given and to reporting officers where self-

appraisal is not to be given) 

31
st

 March (This may be completed 

even a week earlier) 

2 Submission of Self-appraisal to reporting officer to be 

reported upon (where applicable) 

15
th

 April 

3 Submission of report by Reporting Officer to Reviewing 

Officer. 

30
th

 June 

4 Report to be completed by Reviewing Officer and to be 

sent to Administration or CR Section/Cell or accepting 

authority, wherever provided. 

31
st

 July 

5 Appraisal by accepting authority, wherever provided 31
st

 August 

6 (A) Disclosure to the officer reported upon where there is 

no accepting authority. 

(B) Disclosure to the officer reported upon where there is 

accepting authority. 

1
st

 Septemeber 

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

communication. 

8 Forwarding of representations to the Competent 

Authority, 

(a) Where there is no acepting authority for APAR. 

(b) Where there is accepting authority for APAR. 

 

 

21
st

 Septemeber 

 

6
th

 October 

9 Disposal of representation by the Competent Authority. Within one month from the date of 

recepit of representation. 

10 Communication of the decision of the Competent 

Authority on the representation by the APAR Cell. 

15
th

 November  

11 End of entire APAR process, after which the APAR will be 

finally taken on record. 

 

 


