No0.14017/2/2011-UTS-II
Government of India
Ministry of Home Affairs

* % Kk k %k

North Block, New Delhi-110 001.
Dated, the 2"® December, 2011.

OFFICE MEMORANDUM

Sub: Introduction of Annual Performance Appraisal Report
(APAR) for DANICS and DANIPS officers.

The undersigned is directed to refer to the subject mentioned
above and to say that it has been decided in the Ministry to change the
present format for recording the Annual Confidential Report of DANICS
and DANIPS officers. Copy of the revised format, to be known as
Annual Performance Appraisal Report (APAR), is enclosed herewith.
These APAR forms shall be used for recording the Confidential Report
of DANICS and DANIPS officers with effect from the reporting year
2011-2012. The APAR of DANICS and DANIPS officers recorded for
the period with effect from 1.4.2011 should invariably be recorded in the
prescribed format. APAR in any other format with effect from the
reporting year 2011-2012 shall not be accepted in any circumstances.

r S Following guidelines issued by DoP&T are reiterated : -

B If the officer reported upon does not send his/her self-appraisal
to the Reporting Authority on or before the due date as per the
time schedule, the Reporting Authority should write his report in
the appropriate section and send it to the Reviewing Authority
under intimation to the UT Admn. concerned.

il. The UT Admn. concerned shall keep track of movement for
completion of various stages of APAR in respect of the
members of DANICS / DANIPS under its administrative control.
The UT Admn. concerned should follow-up with the Reporting/
Reviewing Authority of each officer to get the APARs completed
before the due date.

ii. As soon as the APAR is received from the Reviewing Authority,
a copy of the same, duly attested may be kept in the records of
the UT Admn. concerned and the original copy of the same may
be forwarded to the Ministry for placing the same in the APAR
dossier of the officers concerned. However, if any
representation is received from the officer regarding the entries
in his APAR, the same should be considered and decided by
the UT Admn. concerned before forwarding the APAR to MHA.
On receipt of the APARs from the UT Admn. concerned, these




will be placed on the dossier of the officer concerned and status
of the ACRs will be updated in the website of the Ministry. The
officer/lUT Admn. concerned may check the status of ACR from
the website. If it is not updated within a period of 1 month, they
may contact MHA.

iv. To check the delay in preparation of APARs, a schedule has
been prepared which is enclosed as Annexure. All the officers

may be requested to adhere to the time limit prescribed in the
schedule.

3. This issues with the approval of the Competent Authority.

gl et

2| Xl Lo
{ Vyomesh Pant }
Section Officer

Tel.2309 4301
To

1. The Chief Secretary, Government of NCT of Delhi, Delhi
Secretariat, |.P. Estate, New Delhi.

2. The Chief Secretary, Andaman & Nicobar Islands Administration,
Port Blair.

3. The Administrator, Lakshadweep Administration, Kavaratti.

4. The Administrator, Daman & Diu and Dadra & Nagar Haveli
Administration, Moti Daman.

5. The Principal Secretary (Home), Government of NCT of Delhi,
Delhi Secretariat, |.P. Estate, New Delhi.

6. The Commissioner of Police, Delhi, Delhi Police Headquarters, |.P.
Estate, New Delhi.

7. SO(IT), MHA alongwith enclosures with a request to upload it in the

website.

x<il)len
{ Vyomesh Eant }
Section Officer

Tel.2309 4301
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CONFIDENTIAL

gl (Fafaq) wd & (QrE) dar & Stfeepia
% for

qIitieh HATTET Gedich- Hicden

Annual Performance Appraisal Report
of
DANICS and DANIPS

AYERT H AH G GaAH
Name and designation of the Officer :

| /7y & Aided
Report for the year/period ending



Y g ged / a9

Name of the Union Territory/Department ettt e

FORM

q e JRa/Er & a (R A (gRE) sae de/EEA S /R gemae 38-2 /5
qATHR -1 BRI G0N & oy i gedich Sferda

Annual Performance Appraisal Report of Entry Grade/Selection Grade/Junior
Administrative Grade-II/Junior Administrative Grade-I Officer of DANICS/DANIPS.

I e /7@y 1 gicda
Report for the year/period ending Lttt e ettt ettt e e

A - 1 ERIERCCIR
PART -1 PERSONAL DATA
(He onfea geer & Hefd gemaie SFEE a1 W AW &% o)

(to be filled in by the Administrative Section concerned of the Union Territory)

1. AR & T
Name Of the OffICeT t..ueeiiii e
2. AR AT

Present establishment L e

3. 9 & aE - i J (RA /e /a)
Date of birth (DD/MM/YYYY) PP

S & e (gt q
Date of birth (in WOrdsS):  .ouiniiiie e
4. gaad o0 | @R Mg @ ade festien ol
Date of continuous appointment Date .cocvvvvviiiiiiiinienne, Grade................
to the present grade
5. do9M 98 9T 39 W MgRR @ aiE R et
Present post and date of Designation................... Date....ccovevenenenn.

appointment thereto

qi 4 F& 9 quiely & e (g
gigEer offe W) Al I SRl |
yfreror form & @ ST fqaer |

Period of absence from duty (on
training, leave etc) during the year
(if he/she has undergone training,
specify)

BRIER are dfed (R e § Swie fqawer s & 2)

Signature with date (officer reported upon)

N

TSI ST

Administrative Officer



MOVEMENT

Sl. Particulars Date of Signature Date of Signature
No. Receipt Despatch
1 Officer being reported

upon
2 Reporting Officer
3 Reviewing Officer
4 Chief Secretary/

Administrator
5 Ministry of Home

Affairs




_3-

AT - 2 fegH

PART - 2 RESUME

S SRRy &1 fae forar ST B, SE% 3R R 9 & fog

To be filled in by the Officer reported upon

(o gfesedl & WA § Ted RNl B @ § U o)

(Please read carefully the instruction before filling the entries)

R T FET 1 GR g

Brief description of duties

P & S /IR /AT A T@E o e feEiia fhe s, @ omaes fo freiRa B oer o
(aferm /AT o ' H) FE P e-H-Ae WAl & STER X SN IR &% a8 @ gfe
q A Il qaTC | (IEEXT & [ AUh 9T % e afties B )

Please specify targets/objectives/goals (in 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).

% Ho e /3 /2 ERKIER fererer
Sl. No. | Targets/Objectives/Goals Achievements Remarks

(i)
(i)
(iii)
(iv)
)
(vi)

(vii)

(Please also indicate items by marking (\ ) in which there has been significantly higher
achievements and contribution thereto)

FIAT I B 6 FT QA v qY H = T A fERen FeiRd arde g #evst
9 § IAadl a9 H 31 T I a9 B & A | AT TE q AT o e ® dE & A

Please state whether the annual return on immovable property for the preceding calendar
year was filled within the prescribed date i.e. 31st January of the year following the calendar
year. If not, the date of filling the return should be given.

T & A SAERN & IR

e Signature of officer reported upon



-4-

qT - 3 GEITHE ST /T
PART - 3 NUMERICAL GRADINGS

HEAE T AR gfdee qor QArETT i 3R R S 8 S 1-10 % Y9N W BN ey,
SRl 1 & 9 Al & qdr 10 I Ao F I B ¢ |

Numerical grading is to be awarded by reported and reviewing authority which should be on a scale of 1-10,
where 1 refers to the lowest grade and 10 to the highest.

(e sfasedl & X @ el RN B AN § U3 )
(Please read carefully the instruction before filling the entries)

(31) w1 FTIEA H gEA (36 AN # R 40% )
(A) Assessment of work output (weightage to this Section would be 40%)

ofcere ST EUERIEARIBELl
Reporting Authority (g?:{sf[ qET-5 &1 T 2)
Reviewing Authority

(Refer Para 2 of Para-5)

i) GRS #E % IRgEr /A & HER ©
Arefed fam T |

Accomplishment of planned work/work allotted
as per subjects allotted.

ii) FRI-oTE @ Fife

Quality of output.

iii) [T AR

Analytical ability.

iv) SYATEIHS HF H GRYCr/fF T ST
EaD]

Accomplishment of exceptional
work /unforeseen tasks performed.

i R X e FHEEmR Aol

Overall Grading on ‘Work Output’

(@) el faQIenet &1 qedishe (3 AR H 9 30% &)

(B) Assessment of personal attributes (weightage to this Section would be 30%)

ofcere ST EUlERIEARCIBELl
Reporting Authority (g?:{sf[ -5 &1 1T 2)
Reviewing Authority
(Refer Para 2 of Para-5)
i) FE B AR
Attitude to work
ii) TR 1 Ay

Sense of responsibility

iii) ST T SAFET

Maintenance of Discipline

iv)@qvf SRR

Communication skills.

v) Ag o

Leadership qualities.

vi) 3 P AGT § HF B B EHAT

Capacity to work in team spirit

vii) §9G FRON AT FHTA Dl &

Capacity to adhere to time-schedule

viii) IO G Hae

Inter-personal relations

ix) T Bfd U9 Al

Overall bearing and personality

AT fASIerot TX el AR it

Overall Grading on ‘Personal Attributes’




-5-
(|) sEprRicT |Ew F qiH (39 AN B AR 30% BA)

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

PRCER I RO FRERIERRCIBEEl
Reporting Authority <g—c-;aq‘ 9RT-5 &1 T 2)
Reviewing Authority

(Refer Para 2 of Para-5)

i) e /fafaw /@ wd A & e | uikand o
ITh el AN N AR

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

i) AIfag AT a9 B &

Strategic planning ability

iii) O/ @ @ e

Decision making ability

iv) 99T &HAT
Ability to motivate and develop subordinates

v) T8 SRt

Initiative

TP AET X A R STt

Overall Grading on ‘Functional Competency’

Qe SR B ST

Signature of Endorsing Officer

HIT - 4 IR
PART - 4 GENERAL

1. S @ G ARer (SR S )
Relations with the public (wherever applicable)

(ST @ STEaLIEATS F ITRENAE T AR T A O FuEr feweh )

(Please comment on the Officer’s accessibility to the public and responsiveness to their
needs.)

2. gisrerT
Training
(o AT giaar Td FE el 7§ oiR offie gaw oiR gfe & @ gt § SEe SraEs
% oo et % |
(Please give recommendations for training with a view to further improving the effectiveness
and capabilities of the Officer)




e Ff Ryf

State of health

qeteT
Integrity
(g St @ gt I el 3)

(Please comment on the integrity of the officer)

gfcee AR BT SR i g [9arett # G (T 100 Sl H), eH gmed & ud
T AL &, STETERST Ui, HeEyel Sakadna (§eH- AN-2 3 (31) wd 3 (F) wd gaa &
& Ui AT it 2l

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer
including area of strengths and lesser strength, extraordinary achievements, significant
failures (ref. 3(A) & 3(B) of Part-2) and attitude towards weaker sections.

yfceed & AN-3 % TS, g 99 § § RU T GR & AR W F Hew? HEAHR an |
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of
the Report.

gfcee AR & EETER
Signature of the Reporting Officer
"% e
L e Name in Block Letters: ......oooiiiiiiiiiiiiiiiiii e
RESIEH
DeSIgNation: «.uiuinit it
gfcees & arafy 5

e During the period of Report: .......cviviviviiiiiiiiiiiiiiiiiieeeeens



_7-

9T - 5 ESIENIEE R ECA - RS |
PART - 5 TO BE FILLED BY REVIEWING AUTHORITY
1. QAR A & ST a1

Length of service under the Reviewing Officer

AT W-3 g A4 § FriG B g e n & ddy 7 fdeeT et ) R T g @
HeHe &f F A AHE H SRR IUA(E /HeEyel TEEA & Hay ¥ R e § "o 87
(dest: amr-3 (&1)(iv) qem sm-4(5))

(afs oy uftRe eftEd 2T 3 W N & Rl gt qedid § HeRd el ¢l Hudl STl qedie
M oS & Y & 7 a7 e @ o &Y )

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?

& T

Yes No

STHEHT B & Ry § A 36 FRO1 99, F Fi3 OH A & O AT FB T a1 Siel =ed o

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

AT BT HAH T | HIAT T B (T 100 gt H) e st 1 g
fGQeett 1AM &5 U 9 Amed &5 U I g 9 @ did Agial St & |

Pen Picture by Reviewing Officer. Please comment (in about 100 words) on the overall qualities of the
officer including area of strengths and lesser strength and his attitude towards weaker sections.

e & AN-3 % ©S o, § a9 ¥ § QU T qRG F AR W e Henewy deennn aien |

Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the
Report.

EUERIERRCIEE IR

Signature of the Reviewing Officer

Y G ST H:

e, Name in BlocKk Letters: ..o

UEATH/ DeSignation: ...c.eu i iueuiniiiiiei e e
e &l arafy H:

PP During the period of Report: .......cccoeieiiiiiiiiiiiiiiiiiiiiieeen,



ii.

iii.

iv.

vi.

vii.

HEAHE Aol & Y UL AR, F e e e
Guideline regarding filling up to APAR with numerical grading.

TN AR, & & e dEgr R @Fyds adr T g9 3 g0 W 91 |

The columns in the APAR should be filled in with due care and after devoting
adequate time in manuscript.

TE M A ST & B 1 oot 2 & Rl aieeeer (P @ ar fadearett @ ga PR
BT & Hicra) &I [Afme TawAdiel & A6 & &M & 7 W) w9 stad A s
AR 3 FER 9 FET 10 & FRE Of & ddg H fafie Sudrerdl & d¥ § olfaw fa
ST | 3o 1-2 Fef@T 9-10 faRet Bkl &1 oF: 991 Sl &l S &1 Soa ¢ | s aom
Y& YA BU Ufcee Ud Qi Seenial o S A w s MR 39w A w2l
e § e § HEd qediiEl e § B =i |

It is expected that any grading 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 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.

CH.OAR. B 8 § 10 & S P JUHT “Iepee” [adn ST Jor Gerbeor /A & fag
CIECK|

Ttich &0 O A & [0 oTeqish 9 f&a S |

APAR 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 the
empanelment/promotion.

UH.CAR. & 6 T 8 & BT & da P BT “agd BT’ v S g 7

STTET |
APAR graded between 6 and short of 8 will be rated as “Very Good” and will be
given a score of 7.

UH.UAR. & 4 T 6 & BT & dra B Gihor “or=s” for S g 5 fear s
APAR graded between 4 and short of 6 will be rated as “Good” and will be given a
score of 5.

AR, & 4 § HH 60T g form S|
APAR graded below 4 will be given a score of “Zero”.

AU, | P /e AT 8 & S|
Fraction grading in APAR will NOT be given.



Annexure

Time schedule for preparation of APAR of DANICS/DANIPS officers

' S1.No.

1.

Fj‘.

Nature of Action

Distribution of blank APAR
forms to all concerned (i.e.
to officer to be reported
upon).

“ Submission of  self-

‘appraisal  to  reporting
officer/UT Admn.
concerned.

Submission of report by

reporting officer to

reviewing officer under

intimation to UT Admn.
- concerned.

Reviewing Officer and sent

to the Chief Secretary/

Administrator
Section/Cell.

or CR

In case of any adverse

~entry in APAR, the same
“shall be communicated to

the officer concerned as

per extant rules giving
~him/her an opportunity to
represent, if he/she

desires.

Date by which
the action is to
be completed

31 March

(This may be
completed a
week earlier).

15" April

15" May

31% July

15" June |

Action is to be ‘
taken by g

uT Admn. |
concerned. The
officer reported
upon may also
download blank
APAR form from
the website of
MHA.

Officer reported
upon

Reporting
Officer

RéviéWinQ B
Officer

UT Admn.
concerned




' APAR shall be disclosed to

| the officer concerned by
' the UT Admn. concerned.
Representation, if
received, in connection
with the adverse entry in
' APAR or otherwise shall
be considered & decided
by the competent authority
as per extant rules.

All the APARs will be sent| 30" September
to MHA. However, an
attested photocopy of each
~of APARs will be kept in
'the dossier of the officer
|concerned by the UT
' Admn. concerned.




