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/ m Ciovernment of hdiz
Fr Ministry ot Communications & 1T

& ‘ N Department ot Telecom
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% N (O Advisor(HRD)
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I"'\

New Deihi. the 21 March, 2010

1

1. TheChairman & Managing Ihirector
JBSNL/MTNL/TCIL

1. The Secretary,
TRAI

3. The Sr.DDG 1. AILCGMs in BSNL. 50 AH DDGUTERM)
Telecom ingineering Centre

NI,

Subject: Maintenancee and preparation ol Annual Performance Apprasal
Reportst APAR) — commuanication of all cotries for fairness and transpareney
in public admimstration - making necessary changes in the APAR format for
numerical grading regarding.

The undersigned s directed 1o enclase twe coptes (noonginal) of tho pos
ormat ol APARS of SAG JAG STS TS and TES Group "B being follew o
fronn the vear 2000-10 opwards i the DOT HO as per the directions of DOPA
OV No. 2300 B 2005-Est A (P dated 237 July. 2009, A copy ol the OM s
criciosed for reference please.

Do Aueniion 1 abso inveted o the Anmexure TH o onciosed sl the aboscossten
OND in which the tme-schedule for preparation’comptetion of APAR has boen
enplasned by the DOP&T  As per this schedule. the writing ot APAR minst b
completed by 317 July ot the financiab vear where there s no aceepiing authory,
Where there Is Accepting Authoriy, the weiting of APAR inust bhe compieed by
TP Aucust of the financial vears Inoany case the ATAR i new OIS
(pveseribed By DOP&T Y Tor the vear 2009- 10 must be seni to the DOT FIO by P
Tabv, 200051 Aueust. 2010 atter disclosing the APAR to the officers reported
apen attd completion ot all action in compliance with the DOP&T OM dated
| 1.5, 2000  In this connection, this otTice feter dated 1632070 reters to(copm

cne losed).

3 Ulis may also be brought 10 the notice of all concerned authornies that two
copics of APAR must be filled up and getting reported and reviewed — one

A tcopy of APAR be sent to DOT HQ after disclosing the APAR and ull action
completed i compliance 1o the DOP&T OM dated 1452009 and second cop
‘ hould he mainained 0 the Cirele ACR dessier prntamed by the Cacle

(V e



authoritics. You may also kindly notice that a CERTIFICATE regarding
disclosing of APARs and all action taken in complhiance to the DOP&T OM
dated 14.5.2009 has been inserted in the new FORMAT. It is, therefore,
requested that it must be ensured that while sending the DOT copy of APARS
to DOT HQ, this certificate must be duly filled up to avoid the difficulties in
obtaining the APAR certificates from the different fields/units In the abscnce
of this certificate, the APAR will not be accepted by DOT. .

T'he above directions may kindly be brought to the notice of all concerned
ofticers/authorities.

Yours faithiully.

Psuomn
(R.RTTwarn)
Director{ Staft)
Encl: As above

Copy to:-

1. OL Section tor Hind version of the letter.

-

2. Director(IT), DOT for posting on website along with Colour Scannced
copies of APAR on DOT web site.



No. 21011/1/2005-Estt (A) (Pt-11)
Government of India
Ministry of Personnel, Public Grievances and Pensions
(Department of Personnel and Training)

North Biock. New Delhi.
237 July. 2009

OFFICE MEMORANDUM

Subject:- Preparation and maintenance of Annual Performance Assessment Reports
(APAR).

The undersigned 1s directed to invite the attention of the Ministries/Departmcents w
the instructions contained in this Department’s O.M. No. No. 21011/02/2009-Lst1.(A)
16/02/2009 and O.M. of even umber dated 14.05.2009 on the subjects of timely
preparation and proper maintenance of APAR and making the APAR transparent for
representation for upgradation, if any, by the officer reported upon. The matier of
preparation and maintenance of APAR has been further reviewed in this Department
keeping in view the system 1n this regard in respect of All India Services (AlS) and the
undersigned is directed to convey the following decisions:-

(1} All cadre authorities shall include a box in the APAR for reflecting by the
reporting officer the pen picture of the officer reported upon where the veporting
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

o the weaker sections. A columm will also be added in the section relating to the
Sﬁyﬁi )\, reviewing authority for giving the reviewing authority’s remarks on the pen
‘;{?\ . «‘“7 picture reflected by the reporting officer. There will be no other separate column
%‘ 7" in the APAR for overall assessment apart from the pen picture.
ol

(11} A provision may be made in the APAR in the relevant section for remarks by the
reviewing officer to indicate specifically the differences, if any, with the
assessment mace by the reporting officer, and the reasons therefor.

(iii}Numerical grading are to be awarded by reporting and reviewing 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 Annexure-I shall be

= Y kept in mind while awarding numerical gradings.

e E;L ""(i;v)ThE: format for the purpose of numerical grading in the three areas of work
A output, . assessment of personal atiributes and assessment of functional
a g\t‘f " ¢ L-competency is in Annexure-I1. For Group ‘B’ and *C’ officials however, suitable

-,1‘}{\ 2 changes may be made by the concerned cadre authorities in the items of

N T T

T ;- . assessment as per funclional requirements of the job and the next promotional
' \i ¢ post tor them. The overall grade on a score of 1-10 will be basced on 40%
A i welghtage on assessment of work output, and 30% each for assessment of
' < personal atiributes and functional competency. The overall grading will be bused

on addition of the mean value of each group of indicators in proportion (o
weightage aftr:i gned.

| @
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{(v) Wherever “accepting authority’ has been prescribed in the existing system in the
cadre, columns may also be provided for such authority to give his comments on
the remarks of the reporting/reviewing authority and details of difference of
opmnion, I any, with reasons for the same. In such cases. the aceepting authority
will also give overall grade on a score of 1-10.

(vi) A schedule for completion of all activities relating to the APAR 3s piven in
Annexure-11.

2. ‘The above provisions would be applicable for the APAR from the reporting vear
2009-10) onwards. The concerned authorities may accordingly make necessary changes
in the APAR format for numerical grading to be given by reporting and reviewing
officer. This O.M. does not in any way affect the pan to be filled in by the officer
reported upon and other existing columns in the APAR format like attitude towards
SC/ST/OBC, relations with public (wherever applicable), integrity, training requirement
etc. for descriptive remarks. -

3. All Ministries/Departments are requested to bring to the n&:rtme of all the offices

under them for strict implementation of the above instructions. |

i"“n.
d "_‘55 E e et Y T ety

I T ——

(C.A. Subramanian)

|| Director

To

All Ministries/Departments of Government of India
Copy to:-
1. Chief Secretaries of All State Governments/U.T.s
2. The President’s Secretariat, New Delhi.
3. The Prime Minister's QOffice, New Delhi.
4. The Cabinet Secretariat, New Delhi.
5. The Rajva Sabha Secretanat.
6. The Lok Sabha Secretariat.
7. The Comptroller and Auditor General of India, New Delhi.
8. The Union Public Service Commission, New Delhi.
Copy also to:-

(i) All Attached offices under the Ministry of Personnel, 1"1L11:’lia::,H Grievances and
Penstons. !

(it} Establishment Officer and Secretary, ACC (10 copies).

(iit}) All officers and Sections in the Department of Personnel and Training.

(iv) Secretary, Staff Side, National Council (JCM), 13-C. Ferozeshah Road. New
Delhi.

(v) All Staff Members of Departmental Council (JCM).

(vi) All Staff members of the Departmental Council (JCM). Mimstry of Personnel.
Public Grievances and Pensions.

(vii) NIC (DoP&T) for placing the Office Memorandum on the weh-ate of DinB&T
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Annexure-|
Guidelines regarding filling up of APAR with numerical grading

(i} The columns in the APAR should be filled with due care and attentton and afler
devoting adequate time.

(u} It 1s 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
faillures and similarly, any grade of 9 or 10 would be justified with respect 10
spectfic accomplishments. Grades of 1-2 or 9-10 are expected 1o be rarc
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.

(11)APARs graded between & and 10 will be rated as ‘outstanding’ and wili be given

a score of 9 for the purpose of calculating average scores for
empanelment/promotion.

(1v)APARs graded between 6 and short of 8 will be rated as *very good” and will be
given a score of 7.

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

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




Festtf a9 ') rmatters

Annexure 13

Assessment of work ontput (weightage to this Section would be 40%)

| Reporting | Reviewing | Initial of |
Authority | Authority . Reviewing

| .
- . Authority
1 L

] : :
1)Accomplishment of planned work/work |

allotted as per subjects allotted |

i1} Quality of output

i1i) Analytical ability

f——————m .. T

(iv)Accomplishment of exceptional work
/ unforeseen tasks performed

I ——— T [P T

-
— - — .- ——

Overall Grading on *Work Qutput’

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

\

Reporting | Reviewing i| Initial of i
Authonty | Authority | Reviewing
| , || Authority
i) Attitude to work | |
ii) Sense of responsibility

iii} Maintenance of Discipline

iv) Communication skills

v} Leadership qualities

vi) Capacity to work in team spirit : i

vii) Capacity to work in time limit r

viii) Inter-personal relations

Y ruw - —

Overall Grading on personal attributes

6




sl U ACK matters

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

-

Reporting | Reviewing Initial of
Authority | Authority Reviewing
' ‘| Authority

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

1i) Strategic planhing ability

111} Decision making ability

1v) Coordination ability

v) Ability te motivate and develop
subordinates

Overall  Grading on  functional
competency

O+



Time schedule for preparation/compiction of APAR

(Reporting vear- Financial vear)

Somevire-iy

Activity

Date by which t_q:j:__h_t; comp h.?__i__ﬁ?_;t_:f___._

[

Distribution  of blank APAR
forms to all concerned (ie.. to
officer to be reported upon where
self-appraisal has to be given and
to reporting officers where self-
appraisal is not to be given)

11¥ March

{This may be completed even n week earliery,

Submission of self-appraisal to
reporting officer by officer to be
reported upon (where applicable). |

Submission of report by reporting
officer to reviewing officer

[ —

Report to be completed by
Reviewing Officer and to be sent
to Administration or CR
Section/Cel| or accepiing
authonty. wherever provided. ;

wherever provided

Appraisal by accepting authority.

31F August

&

(a} Disclosure to the officer
reported upon where there is no
accepting authority

(b} Disclosure to  the Df’ﬁcerf
reported upon where there s
acceptmng authority

01% September

15" September

Receipt of representation, if any,
on APAR

communication

Forwarding of representations to
the competent authority

{a) where there is no accepting
authority for APAR

(a) where there 1s accepting
authority for APAR

— —_—

21¥ September

06" October

L LI

—_——— e — R

Disposal of representation by the
competent authority

|

Within one month from the date of receipt of

representation.

10.

L

Communication of the decision of
the competent authority on the
representation by the APAR Cell

1.

] T T

15" November

End of entire APAR process. after
which the APAR will be finally
taken on record

30" Navember

LRI

{re :

. ——— .

R R




MOST URGENT

No.CS/Adv.(HRD) /APARs/2009-10

Government of India
Ministry of Communications & [T
Department ot Telecom

Confidential Cell
(O/o Advisor(HRDY}))

Ground Floor, Sanchar Bhavan

20. Ashoka Road. New Delhi-110001

Dated: |{.03.2010
To
1. The Chairman & Managing Director
BSNL, MTNL Delhi/TCIL

2. The Secretary,
TRAI

3. Sr.DDG
Telecom Engineering Centre

4 All CGMs in BSNL
(As per list)

Subject: Annual Performance Appraisal Reports — communication of all entries tor
fairness and transparency in public administration — certificate regarding.

S1r.

This is regarding the disclosure of APARs(earlier ACRs) from  the year 2008-09
onwards (o the respective officer in your office in compliance with the decisions of
the Government contained in the Deptt. of Personnel & Tlraming OM
No.21011/1/2005-Estt( A)(P1.111) dated the 14™ May, 2009(copy.enclosed)

2. In this connection. it is requested tthat as already explained in Para 2 of this office jetter
dated 1 June, 2009 the action in respect of receipt of completed APAR, disclosure ot APAR
to the ofticer reported upon, receipt of representation from the officer reported upon and
disposal of the representation shall be taken by the office/section (entrusted with maintenance
of APARS) ol the concerned Circle/District/field unit of BSNL/MTNL/TCIL/TEC.

3. Further, it is requested that the section/office (entrusted with maintenance of
APARs) of the concerned Circle/District/Unit may be given a direction that in future

. ":-""Ij :
. L



while sending the DOT copy of APARs of the officers working in your field units, the
APAR of each of the officer should include a certificate to the effect that the “APAR for
the period - has been disclosed to the officer concerned and action in
compliance to the DOP&tT OM dated 14.5.2009 have been completed.. In the absence of

this certificate the APARSs will not be accepted by the Confidential Cell, DOT, A copy
of the certificate to be enclosed in each APAR is enclosed.

4 It may also be brought to your kind notice 1in future DPC proposals considering the
APAR from the year 2008-09 onwards can be processed with UPSC only if the above
disclosure certificates will be attached with the APARSs of the individual officers

5. It 1s, therefore, requested that the above mentioned guidelines may kindly be
tollowed 1n future and certificate must be accompanied with the APARs of the each of
the officer..in compliance with the DOP&T O.M. dated 14.5.2009. to avoid any delay

in convening the DPCs. The APARs not accompanied with the certificate
mentioned in Para 3 shall not be accepted by DOT.

Yours faithiully,

(R.R"Tiwari)

Director(Staff)
Encl: a/a



‘ T EsRE/ACR matlers

No. 21011/1/2005-Estt (A) (Pt-11)
Government of India
Ministry of Persoanel, Public Grievances and Pensions
(Department of Personnel and Training)

North Block, New Delhi, 14" May, 2009

OFFICE MEMORANDUM

Subject:- Maintenance and preparation of Annual Performance Appraisal Reports-

communication of all entries for {fairness and transparency in public
administration.

The undersigned is dirceted to invite the attention of the Ministries/Departments to the
cxisting provisions in regard to preparation and maintenance of Annual Confidential Reports
which inter-alia provide that only adverse remarks should be communicated to the officer
reporied upon for representation, if any. The Supreme Court has held in their judgement dated
12.5.2008 in the case of Dev Duit vs Union of India (Civil Appeal No.7631 of 2002) that the
object of wriling the confidential report and mﬂking entries is {0 give an opportunity 1o the
public servant to improve the performance. The 2% Administrative Reforms Commission in
their 10" Report has also recommended that the performance appraisal system for all services be
made more consultative and transparent on the lines of the PAR of the All India Services.

o

L

Keeping in view the above posilion, the maiter regarding communication of entries in the

ACRs in the case of civil services under the Government of India has been further reviewed and
the undersigned is direcled Lo convey the following decisions of the Government:»

(1) The existing nomenciature of the Annual Confidential Report will be modified as
Aanual Performance Assessment Report (APAR).

(1) The full APAR including the overall grade and assessment of integrity shall be ‘
communicated to the concerned officer afier the Report is complete with the remarks of
the Reviewing Officer and the Accepting Authority wherever such system is in vogue.
Where Government servant has only one supervisory level above him as in the case of

personal stail attached to officers, such communication shall be made after the reporting
officer has completed the performance assessment.

() The Secuion entrusted with the maintenance of APARS after ity receipl shall disclose the
sume 1o the officer reported upon.

(v} ¥ ¢dngfficer shall be given the opporiunity to make any representation against
th fes and tha\tinal grading piven in the Report within a period of fifteen days from
Ahe dale of receipt 9
-“ |
i\ k

¢ COng

entries in the APAR. The representation shall be restricted to
al observations contained in the report leading 10 assessment of the
ns of attributes, work output etc. While communicating the entries, 1t shall

\P"x in casc no representation is received within the fifteen days, it shall
L

docs

r€eeive any information from the concerned officer on or before fifieen days
from Lhe date of disclosure, the APAR will be frealed as final.



3.

EstESACR matters

(v} The new system of communicating the entries in the APAR shall be made applicable

prospectively only with effect from the reporting period 2008-0% which is to be initiated
after 1 April 2009,

(vi) The competent authority for constdering adverse remarks under the existing instructions

may consider the representation, if necessary, in consultation with the reporting and/or
reviewing officer and shall decide the matter objectively based on the material placed
before him within a period of thirty days from the date of receipt of the representation.

(vii) The competent authority afler due consideration may reject the representation or may

accept and modify the APAR accordingly. The decision of the competent authority and
the final grading shall be communicated to the officer reported upon within fifteen days

of receipt of the decision of the competent authority by the concerned APAR Section.

All Ministries/Departments are requested to bring {o the notice of all the offices under

them for strict implementation of the above instructions.

_— V.

(C.A. Subramanian)

Director
To |

All Ministries/Departments of Government of India

Copy to:-

1. Chief Secretaries of All State Governments/U.T.s

2. The President’s Secretariat, New Delhi.

1. The Prime Minister’s Office, New Delhi.

4. The Cabinel Secretariat, New Delhi,

5. The Rajya Sabha Secretariat.

6. The Lok Sabha Secretariat.

7. The Comptroller and Auditor General of India, New Delhu,
8.

The Union Public Service Commission, New Delhi.

Copy also {0:-

(a) All Attached olfices under the Ministry of Personnel, Public Grievances and Penstons.
(b) Establishument Officer and Secretary, ACC {10 copies).

{¢) All officers and Secctions in the Department of Personne! and Training,.

(d) Secretary, Staff Side, National Council (JCM), 13-C, Ferozeshah Road, New Delhi.
(c) All Staff Members of Departmental Council (JUM).

(1) All Staff members of the Departmental Council (JCM)}, Ministry of Personnel, Public

(Grievances and Pensions.

(2) NIC (DoP&T) for placing the Office Memorandum on the web-site of DoDP&T,
(h) Hindi Section for Hindi version of the O.M.




CERTIFICATE

This is to certify that the APAR (earlier ACR) for the period ------ -------has been
disclosed to Shri/Smt, ————-—-- cmmmevmnaeas, 8. NO. and all actions in compliance to
the DOP&T Q.M. No.21011/1/2005-Estt.(A) (Pt.111) dated 14" May, 2009 in connection with the
Annual Performance Appraisal Report of the officer working in ~—-———ceemmemmmmeemee
Circle have been completed.

Signature of the Incharge entrusted with the
responsibility of maintenance of APAR in the
Field unit/Circle/Distt.



