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IELCR Preparation and maintenance of Annual Performance Assessment Reports (APAR).
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No. 21011/172005-Fstt {A) (Pt-11)
Government of india
Ministry of Personnel, Public Grievances and Pensions -
(Départnient of Personnel and Training)

North Block, New Delhi.
23" Tialy, 2009

OFFICE MEMK. & iDUM

Subject:- Preparation and maintenance of Annual Performance Assessment Keports
(APAR). o _

The undersigned is directed 10 invite the attention of the Ministries/Departments o
the instructions contained in this Department’s O:M. No. No. 21011/02/2009-Estt.(A)
16/02/2009 and O.M. of even umber datéd 14.05.2009 on the subjects of timely
preparation and proper maintenance of APAR and making the APAR transparém for
representation for upgradation, if any, by the officer réported upon. The matter 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 Ser\ ices (AIS) and the
under51gned is directed {0 convev the following decisions:- :

(i) All cadre authorities shall include a box in the APAR for retlecting 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 areas of strengths and lesser strength and his attitude towards
the weaker sections. A column wil} 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 apa:t from the pen picture.

(i) A provision may be made ini the APA.: i ihe relevant section for rent:irks by the
reviewing officer to indicate ‘;pecﬁm .y the differences, if amy. w.th the
- assessment made by the reporting ofﬁcu‘ and the reasons therefor :

(111)Numencal grading are 10 be awarded by reportmg and rev:ewmg 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 Annewcure I shall be
kept in mind while awarding numerical gradings. -

(iv)The format for the purpose of numerical grading in the three areas of work
output, assessment of personal attributes . and. assessment "of functional
competency is in Annexme-ll For Group ‘B’ anid ‘C’ officials however, suitable
changes may be.made by the concerned cadre' authorities . 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 hradihg will be based

2 on -addition of the mean value of euach group of indicators  in -proportion. .o
..———-/,T 206/0  weightage assigned. ,
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- Guidelines regarding filling up of APAR with numerical grading

(i)" The columns in the APAR should be filled with due care and attention and after

devotmg adequate time.

P (u) It 1s expected that any grading of 1 or 2- (agamst work output or r 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 pumerical grade
¢ the reporting and reviewing authorities should rate the officer against a larger

r populatxon of his/her peers that may be currently working under them.

(m)APARs giaded between 8 and 10 will be rated as ‘outstanding” and will be given

1i. 8 SCOTE | of } 9 for the purpose of calculatmg average scores for
empanelment/pmmotmn .

.....

| (1v)APARs gmdcd between 6 and short of 8 will be rated as very good’ 'and w111 be

glvenascoreof’?

- (y) APARs graded between 4 and 6 short of 6 will be ratcd as good’ and gwen a

score ofS

- (VI)APARS grsded bclow 4 will be gwen a score of zero.

Annexure-:ll



Assessment of functional competency (weightage to this Section would be 30%)

" ESUE/ACR maners

Reporting
Authority

Reviewing
Authority

Initial of
Reviewing

Authority

i) Knowledge of Rules / Regulations
/Procedures in the area of function and
ability to apply them correctly.

it) Strategic planning ability

iii) Decision making ability

iv) Coordination-ability

v) Ability to motivate and develop
subordinates

Overall  Grading on  functional
competency
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