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All Principal Secretaries/Secretaries and Head of Departments
All Local Bodies/Antbnomous Bodlas.fPubllc Df NCT of Dethi
Dathi / New Delhi !

Must Maya Rem mar
Pﬂam F‘ur‘ T\( _ g

Sir/Madam

The Annual Performance Appraisal Report (A -Ms) for the period 2014-2015 in respect of Adhoc
DANICS Officers, all duty posts of DASS & Stery "her Cadres will become due for completion with
effect from 01-04-2018. I has been observed that thel Annual Performance Appraisal Report (APARS) are
not Reported/Reviewed by many -officers in time and as per due procedure, as. prescribed under the
relevant rules, which affects process of promotioh, regularization eto. Mectings of the DPCs get
delayed/postpened due to non-aveilability of ACRs/ Am;lu‘al Perfortnance Appraisal Report (APARs).

Further, all the authoriti¢s/officers are fequasm# 10, ensure that the time schedule prcs»cnbed for
completion of APARs (copy enclosed) be stictly: cmp!ied with.

As per provision of MHA O. M. No. 51/14/60-Es A) dated 31.10.1961, it iz the parsonai and special
vespoasibility of Head of every Department/Office éusu.'rp that Annuai Confidential Reporis(nuw Annua)

\.__\w\'\ Performance Appraisal Report{APAR) are properly ta).rwd in respect of al} persons warking under his
*  direct or ultimate control, k

¢ 1) The reporting officers rﬂay be adviscd that in chse the1 officer to be reported upon doestot submit . the
’D \r APAR form containing self appmsal by the stlpu]atc’d d.p'lc the reporting officer may proceed to write the

yeport.on the basis of his experience of work and conduct of the officer 1o be reported upon pointing out‘tus
p\—c [.C?&‘J] failure to submit his self-appraisal within the s'n;:uulatell time. ,

[

In case, the period under report is less than jthre '-h;oi_ s or the concerned Reporting/ Rxmcwmg
Officer has not seen the performance of the eiﬁcerka 2poyed upon due to one reason or-otherwise, it is
the duty of the concerned department to issve g non ;f' i) .f non-mricwmg terificate. gwmg the spec;ﬁc

. ressons to the effect. T

/ |
It is, therefore, requested that the duly completch )lm{mual Porformance Appraisal Report in all respect
o3 \5 along with a cectificate to the effect that Annun}i Perﬂ'orfnance Appraisal Report in respact,of Adhoc
/]}\0\\ DANICS Officers, al] duty posts of DASS & S Ipr Cadres iy not ponding in your Department,
should reach in Services Department 3¢ . 2015. While, sending Annual Performance
Appraisal Report to this depariment, it may be Cerified that'the seme have been writteh by the competent
authority by following the channel of Reporting and! 'llewewwg of Annual Performance Appraisal Report.

The incomplete, and without disclgsure cerﬂﬂcato, Annual Performance Appraisal Report(s) wm
not he enteftained at all. |

The blank Annual Performance Appraisal Repqut forms for thls purpose may be downloeded from the

epariment Website www servicesdolhigoitiic.iy.
. , ~ Yours faithfillly,
Encli- As above, . : @4‘5
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\‘5 QEtopy to the Superintendent(Coordination), Services; '_ yrtmetil; GNCT of Delhi with the dimction1o
up{oad the same on the website of Services Dep ¥of Delhi. T
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l Actlvity

Lt
Date
to,

. be
compis ;

Distribution of blank APAR forms to
all concerned (l.e. to gfficer to be
reported upon.

of self-appraisal - to
reporting officer/Administratlve
Department concerned  under
intbmatlion to Services Department,
Branch-IV/Confidential Cell

Submisslon

va&hicmActlon s to be taken |

by

31% March.
(This' may be

. co:;npl'eiéad

even, 3/'week
eariier) |

‘Administrative  Deptt.
concerned/ Officer
reported upon may
downfoad the APAR
form frorm the web-site
of Services Deptt. of
GNCT of Delhl

]isjth April

“Officer reported upt}n

Submission of report by Reporting
Officer to the Reviewing Officer under
intimation to Services Department,
Branch-Iv/Confidential Cel)

- | Reporting Officer

Report to be completed by Reviewing
Officer and sent te -the
Administration/Vigilance Section of

for onward transmission o Services

Department, Branch-IV/Confidentlal
Celi

concemed Administrative Department |-

Reviewing Officer

]

APAR shall be disciosed to the officer
concerned by his  Administrative
Department. In case the officer
reported upon doesn't represent or

date of disclosure, APAR may be

Branch-1V/Confidential Cell along with
disclosure certiflcate duly fllled In/

offer any comment within- 15 days of |

forwarded to Services Department, |

Administrative
Department concefned

signed by theidlsdasing authority.

Representaion, if any recelved, in
connection with the adverse entry In

and declded by the Competent
Authorlty as  per extant rules.
However, -In case where the
competent authority Is.  Chief

upon, commerits of the
Reporting/Reviewing Officer is to be

Branch-IV/Confidential Cell.

APAR or otherwlse shall be consldered |

Secretary, Delhi the APAR alongwith AN
reprasentation of the Officer reported |

forwarded to Services Department, | ..

.| Administrative

Cepartment concerned

—

All the APARs after observing the
| procedure laid down above, shall be
| sent to Services Department, Branch-

| IV/Canfidentlal Cell for taking ' into |!

record,

30th
September,

N any case
bl

1 Administrative
Departtnent concerned




