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Government of india
Ministry of Power
Central Electricity Authority

APAR Section

No. CEA-SY-16-13/2/2020-APAR Date: 04.04.2022

CIRCULAR

SPARROW (Smart Performance Appraisal Report Recording Online Window) is
a platform which facilitates electronic filling of APAR of officers. Sparrow has been
implemented for all CPES officers of CEA and Sub Offices from the year 2017-18.
The system is expected to reduce delays in submission of completely filled APARs.

2. The SPARROW platform (http://sparrow-cpes.eoffice.gov.in) is available online
for creation of workflow & generation of APAR.

3. For this purpose, the power/rights has been delegated in SPARROW, to all the
respective Chief Engineers in case of Divisions in CEA HQ, Member retary in
case of RPCs, Chief Engineer(PLSF) in case RPSOs, Chief Engineer(CEI) in case
of RIOs. It is requested that timely generation of APARs in respect of CPES officers,
who worked in that Division for the respective period may please be ensured. For
guidance, please refer Annex-1.

4. Officer Reported Upon (ORU) is requested to provide following mentioned
details, if required, to the concerned Chief Engineer and ensure that all the fields are
correctly filled once the APAR is generated and shown in his SPARROW account.

Basic information |

{PART ~ | PBERSONAL DATA}
{To be fitled by the Administrative Ssotion concerned of the Ministry! DepartmentQffice)

4. Name of the Officer ANUTA GARLOY

2, Cadre CENTRAL SERVICER
3, Date of Birth iy
4, Present Post

5. Date of Appointment to Present Post ‘i‘;}

G.Perod of absence form duty{on fegve,training ot during the year i he'she has undergong raining plesse specify:.

; kﬁwm Calegory

5. For Officers on (i) Deputation/ (ii) Loan Transfer/ (iii) Field Posting:
4



2.

e

a) If Reporting and Reviewing Authority doesn’t have SPARROW account, th?n
Physical APAR, duly filled with signed, must be sent to APAR section, CEA.
The Signature along with Name with Rubber Seal, of the Reporting
Authority and Reviewing Authority is mandatory for proper authentication.

b) For rest of the cases, following details must be sent to APAR section, CEA by
the CPES Officer for generation of APAR and creation of Work Flow. Please
ignore, if already done:

1) Period of APAR

i1) Present Post/Designation

1i1) Date of Appointment to Present Post

1v) Details of Posting

111) Details of Reporting & Reviewing Officer
iv) Any Leave/short Training

6. APAR generation for Assistant Directors for their Induction Training Period in
NPTI would be done by HRD Division under TRAINING option in SPARROW.

7.  While creating the workflow, after inserting the officer’s name in the columns
Reporting and Reviewing officer, always click on_SAVE only and then proceed for
Generation of APAR as shown below:

SNo | Stage
3 Regporting Authority CSELECT-
2 Feviewing Authority SELECT--

R Section To Disclose

£
)

ANITA GAHLOT{100021{DIRECTOR -CENTRAL ELECTRICITY AUTHORITY] i3

Cificer Disclosure — .
4 Citficar Dsciamre ANITA GAHLOT{100021)[DIRECTOR -CENTRAL ELECTRICITY AUTHORITY] | °

K CR Section for Closing ANITA GAHLOT{100021{DIRECTOR -CENTRAL ELECTRICITY AUTHORITY] |

- Sotion

| Back To Employee Search

8. While generating No Report Certificate (NRC), it is requested that the justified
reason of NRC at the generation stage, in the space provided, may be mentioned

clearly with uploaded supporting documents, to avoid inconvenience at the time of
DPC.

9. There may be cases, when Reviewing officer could not Review the APAR due to
following reasons:
1. Reviewing Authority retired/demitted the office.
ii. No Reviewing Authority served for minimum 3 months during the period of
Assessment.



In such scenario, No Review Certificate has to be generated online, by skipping the;
Reviewing Level as steps shown below:

N R A R IS

Officer Reported Upon | ANITA GAHLOT(100021}{DIRECTOR -CENTRAL ELECTRICITY AUTHORITY] 42018
Reporting Authority | VK. MISHRA[TEMPB47534){SECRETARY -CENTRAL ELECTRICITY AUTHD.. v & 21052018
3 Reviewing Authority | _sELECT- v i,
s
. CR Seciion To Disclose | ANITA GAHLOT{100021}{DIRECTOR -CENTRAL ELECTRICITY AUTHORITY] v 1810812018 . g
5 Officer Disclosure ANITA GAHLOT(100021 {DIRECTOR -CENTRAL ELECTRICITY AUTHORITY] v 31082018
& CR Section for Closing | ANITA GAHLOT{100021}{DIRECTOR -CENTRAL ELECTRICITY AUTHORITY] v | 300912018
~ Skip Level (Reviewing Authority]

The Reviewing Authority retired/demitted the officeHence, no remarks could be recorded at this level for APAR of Shri/Ms
ANITA GAHLOT for the period from 01,/04/2021 to31/03/2022

The other reason for skipping level:

|

10.  Time Schedule for recording and completion of the APAR for the year 2021-22
1s at Annex-II.

1. APAR forms for the officials of Subordinates Offices is being emailed to
respective Member Secretaries in case of RPCs, Directors in case of RIOs and
Deputy Directors in case of RPSOs. These officers are requested to circulate the
forms to Subordinate Staff (Non CPES), since they fill their APAR offline.

12, All the officers, kindly ensure that they have NIC/GOV email id and their Mobile
no. is linked with their Aadhar Number.

13. For any assistance, please email at: apar-cea@gov.in or call 011-26732590/92/31

Encl: As above NA__&—==
(Vinod Kumaf M)
Under Secretary (B&A)

To all Chief Engineers, HQ
Member Secretaries (RPCs)
Chief Engineer (PSLF)
Chief Engineer (CEI)
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User or Officer - Standard Menu
# Sparmrow

& Inbox

= User Assistance «
Track Your PAR
Dossier =

My Completed PAR

My ACR Status
B DSC ~

Enroll

& Support@SeniceDesk

Fig.1
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MOITAL WO FLUACE SOUSTION

Movement of PAR -Custodian (First Steps)

Create Workflow/Update

e To create workflows go to Work flow Create—>Update.
e Select the Assessment period; search Officer, to create a workflow as shown in Fig.2:

Oy Home » Workflow » Employee Search

Employee Search for Assessment - Workflow Creation/Updation

Workflow Within Same Organization

s i B AT Assessment Period :

| 2017208 v

& Role Detail Employee Search by : Code Employee Name:

| choose Designation x Emai
Batch CPSE v | Chosse Cadre - Mobile Number
@ WINPROCESS 7 HCOMPLETED i CINOT STARTED

[ Work flow =

CreatefUpdate

@Support@SenviceDesk

Fig.2

e As a result the list of searched employee page appears, select the employee and click Create Workflow

_) button as shown in Fig.3:

e ———

Assessment Period :* | 20172018 M|
e - . :l:ﬁhoose s = e
e User Assistance = Batch cpsE v | Choose Cadre - Mobile Humbe:

& Role Detail

Sesrch Copy || Bxwel || sV || POF ‘Ehwmmus

[ Work fiow ~ e
S ) N N
11 a -

mINPROCESS [ WCOMPLETED (4 [1NOT STARTED @

D.5. SUDHAKA, 1900 51091 DIRECTOR FINANCE CENTRAL SER... Create Workfiow

D¢
_ 12 o SUDHIR SHAR, 1900 34275 DIRECTOR EXPLORATION CENTRAL SER... [e—

Suy ServiceDesk p
B Support: 14 o TALERI SUVAR. 1900 75451 CHIEF MANAGING DIRECTOR CENTRAL SER P—

13 o SURINDER SIN 1800 33m GENERAL MANAGER HR NOT APPLICAB. Create Workflow |

15 o Shyam Sundar 1900 11688 DIRECTOR CENTRAL SER... Create Workfiow

16 o SUBIR DAS 1900 46628 DIRECTOR CENTRAL SER... [e—

17 o KR VASUDEVAN 1800 90368760 DIRECTOR FINANCE CENTRAL SER [e—

1 o SUBIR CHANDRA 1900 90025982 NOT AVAILABLE CENTRAL SER Create Workllow

19 o Gopu Sudarsan 1900 temp_cpse34 GHAIRMAN CUM MANAGING DIRECTOR CENTRAL SER. [R—

2 o VENKATASUBR. 1800 95087 CHIEF VIGILANCE OFFICER CENTRAL SER... Create Workfiow

Showing 11 to 20 of 25 enries

First Previous 1 ‘ 2 ‘ 3 Next Last

Fig.3
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W WO FACE SOUSTION

e Asaresult page appears; provide Status and Type of Form as shown in Fig.4:

Home » Workflow » Define Workflow
Basic Information
. Cade: 201 Name: SURINDER SINGH Designation: GENERAL MANAGER HR
Service: CPSE Cadre: NOT APPLICABLE Organization: TELECOMMUNICATIONS CONSULTANTS INDIA LIMITED
(TCIL)
e User Assistance ~
Baich: 1500
& Role Detail
<) Backlosearch
[ Work flow =
Creation of Work Flow - Choosing Workflow Period

T R
Dossier B
F i To: auosoois o | WORKING ~

@Support@ServiceDesk

rom:

CPSE APAR Form

Fig.4

e (lick Continue

) button as shown in Fig.4.

Standard
e A page appears, open Standard ), select officers, click Save m) button as shown in
Fig.5:

@ Spamrow Basic
Code: TEMPBEOQ7 Name: SURENDER SINGH SIROHI Designation: DIRECTOR

HL Service: CPSE Cadre: CENTRAL SERVICES Organization: BHARAT ELECTRONICS LIMITED
Batch: 1900 Status: WORKING Form Type: CPSE APAR Form

Work Flow for Assessment Period :01/04/2017 to 31/03/2018

Standard

[ User Assistance v

QRole Detail
1 Ofcar eporad tipon | SURENDER SINGH SIROHI(TEMPBEO7){DIRECTOR -BHARAT ELECTRONICS LIMITED) gsearch o}
S 2 Reporting Authority Moreor . ssors |
3 Reviewing Authority | —seLecT- vle 20062018 @ B»
e 4 Accepting Authority [ e | |8
g ER SectionTo Dycioes! [ ATUL BHATT(C2116)CHARMAN -MECON LIMITED] = 150a2018 |
e OficerDisclosue | SURENDER SINGH SIROHI(TEMPBEOT)[DIRECTOR -BHARAT ELECTRONICS LIMITED] I | 31/08/2018 oW
7 CR Section for Closing | ATUL BHATT(C2116)ICHAIRMAN -MECON LIMITED] v 3uos01s | @
Action
=

Fig.5

Note:

Global Search ( ) ): To serach the officer from global organization.

Copyright © NIC, 2019 Ver3.2



b@fflce

WL WO PLUACE SOUTE

Be. A message prompts “Workflow Data Saved and Updated Successfully”, as shown in Fig.6:

Lo R W o S

e

i L OER - {riagrii ¥ b Rk "

S c = . - e pirrd e E ala T o

WORKFLOW DATA SAVED AND UPDATED SUCCESSFULLY

D Supporf e el e

Fig.6

Copyright © NIC, 2019



Generation of PAR

e Go to PAR - Generation, select Assessment Period, search user and click Search (W) button

Generate

then click on Generate ( ) as shown in Fig.7:

@ Sparrow Home » APAR Generation

m Generation of APAR
< Sent .
Assessment Period : 2017-2018 v
P
1 User Assistance ~ Employee Search by : Employee Code Cnoose Designation v SURENDER SINGH SIROHI
Q Role Detail
_ salen crsE " Cheose Cadre N
[ Work flow = (¢ Generated [y Mot Generated

:

1 E CPSE APAR Form TEMPBEOT 1900 SURENDER SI.. DIRECTOR 01-04-2017 31-03-201%
Showing 110 1 of 1 entries.

Force Forward First Previous Next Last

R DSC -

Generation

Update Section 1

Tracking

@ Support@ServiceDesk

Fig.7

e As a result the Basic Information form screen appears, custodian fills the details and click Draft

( ) button, unique Form ID is generated as shown in Fig.8 & Fig.9 respectively:

Masme AN BN MO Catrw ENTRAL BEACE Serve e
Dwsageatve " - Ban x Arrenirmers Ve
Marowe

P =3 o
ronm
! (3 PURY ORMANCE APPRAISAL SEPOAT OF CWEF ERECUTIVE S, FUNCTIONAL TNECPONS, ERICUTIVE COIECTORS 30 AND GEMERAL MANAGERER OF CONTEAL PUDLE SECTON ENTERPSISE SRSy

Fiox e yuat perd om $1042917 0 ILOI208
L0 med vy 8od om0 1040 Trare hasnt be Vimd o1 Ly Te (e el vme) (v e aulbor By Cawiely imateg the moAar b s s bed 1o Tea S

Sectam i Bewe Wiy
(70 bow Vot 13 oy (R Howmman Serterat o e CPML)
L s

el
© Sqrn (oo o s

L s
1 Umployee Numte

3. Date of B > a

Fig.8
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A COOITRL WENA MLACE SOUSTION

oW Home » APAR Generation

l#* User Assistance +

Generation of APAR

Assessment Period : 2017-2018 v

Employee Search by : Choose Designation A SURENDER SINGH SIROHI

& Role Detail _— N .
3 Work flow =

Choose Cadre v

@ Generaied (¢ Not Generated

Search

Designation

1 E 2018-01042017-31032018-2016551 CPSE APAR Form TEMPBEO7 1900 SURENDER S DIRECTOR

Quick Action

Generate

01-04-2017 31-03-2018

Showing 1 to 1 of 1 entries
@ Support@ServiceDesk

First Previeus Next Last

Fig.9
Send PAR

e Fill the form and click Send To Officer Reported Upon (

confirmation window appears click on OK (

St Porformanc e Ag et e R S

Doss iwtvmmen
Warne B
Cwaegeatr= *

Saraey

fonw

100 The yoar paeiind Iies Q1442017 18 IV 0000

Section | - Batic intermaton
(70 Da Mhel 0 by e 1arrun Aesous (ot Dot st Admresti shon Cmpayrent i Dw CP8L)
Pursons Dats of Tve OCeT 1O wpon

© SapeonFSer e sDerk

1 Mam of S Officer reporied upon
21 mppoyee Namder

3 Date of B . <

4 Bt Acasernac & Professonsl Quattcatome

Fig.10

e Asaresult message page appears PAR is sent to the officer as shown in Fig.11:

Copyright © NIC, 2019

Send To Officer Reported Upon

) button as shown in Fig.10:

) button, a

Arsennment Penioa OUAT 0 2

PLAFORMANCE APPHAISAL REPORT OF OMEF EXECUTIVE S FUNCTIONAL DIRECTORS, EXECUTIVE DSRECTORS (K91 AND GENERAL MAMLGERIER OF CENTRAL PUliuC SECTOR ENTENPRISE RCP )

£0ch ane peary soction of Bim foem showkd be filed i By 1he concemed siRCeraetaority Carefdly Ieaing Dhe Inalrachant sfiachad 3 this foem
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A COOITRL WENA MLACE SOUSTION

|#* User Assistance “

| APAR ID : 2018-01042017-31032018-2016551 has been Sent Successfully to SURENDER SINGH SIROHI (TEMPBED7) [DIRECTOR ] |
() BACK Click the Link ta redirect back

@ Support@ServiceDesk

Fig.11
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DOOITAL WENA FLACE SOUSTION

Movement of PAR-Standard Flow

Stage 1: Officer performs the following steps to fill PAR:

e C(Click PARID ( e ) under My Par tab to open PAR as shown in Fig.12:

SPARROW portal for various services have been splitted, you may

Home » Inbox.

S W R

l#* User Assistance v

amow
== Dossier ~ _ _ -
S.No APARID Form Type Received On Sent By Sent Date Current Stage Quick Action
1 E [ | 2018-01042017. CPSE APAR Form 161172018 ATUL BHATT ( 151172018 Officer Reported

© Support@ServiceDesk Showing 1 to 1 of 1 entries
First Previous E| Next Last

Fig.12
e Officer fills the Self Appraisal form and click Send To Reporting Authority

) button, as shown in Fig.13:

Smart Performance Appraisal Report Recording Online Window (SPARROW) About + Help ~ Mr. SURENDER SINGH SIROHI(DIRECTOR -B...

o V
Name: SURENDER SINGH SIROHI Cadre: CENTRAL SERVICES Service: CPSE
Designation: DIRECTOR Batch: 1900 Assessment Period: 01/04/2017 0 31/03/2018
7 Sent . z 2 z z = T T
Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.) a
e i
sic Inform I Self Appraisal |
3. During the period under report, do you believe that you have made any i ibution, e.g. ion of an inari ing task or major &
ic imp (resulting in signil benefits to the Company and/or reduction to time and costs)? If so, please give a verbal description (within 100 words):
SC v
_ During the period under report, do you believe that you have made any ti I contribution, e.g. compl n of an cl nging task or major (resulting in significant

benefits to the Company and/or reduction to time and costs)

© Support@ServiceDesk

4. What are the constraints that hindered your performance?

performance

5. Please indicate specific areas of training that will add value to you:

For the current assignment: Delhi

For your future career: Kolkata

6. Declaration

Fig.13

e A confirmation window appears click on OK (“) button as shown in Fig.14:

Copyright © NIC, 2019 Ver3.2
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AraL wose MACE SOLAION
SINE NG PN EN RN ERED  sparrow-cpse.eoffice.gov.in says ut +  Help ~
COnce Form is Submitted, data will not be changed. Are You Sure want
Basic Information To submit.
Name: SURENDER SINGH SIRCHI Service:
Designation: DIRECTOR Assessment Period:

Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

Standard

Self Appraisal

3. During the period under report, do you believe that you have made any exceptional contribution, e.g. successful completion of an extraordinarily challenging task or major
systematic improvement {resulting in significant benefits to the Company and/or reduction to time and costs)? If so, please give a verbal description {within 100 words):

Fig.14

¢ A message prompts “Sent Successfully to” as shown in Fig.15:

“
| User Assistance +

APAR ID - 2018-01042017-31032018-2016551 has been Sent Successfully to GOUTAM CHATTARJEE (50124) [DIRECTOR |
== Dossier
R DSC ~ (<) BACK Click the Link to redirect back

@ Support@ServiceDesk

Fig.15
Stage 2: Reporting Authority performs the following steps to Forward to Reviewing Authority:

Click PARID ( 2013-01042017-3103201 2-201 6551

) under Access Par tab to open the Form as shown in Fig.16:

able in your Inbox. Please use respective services portal for assessing the PARs of such officers .

:@ W Standard B Representation

R DSC ~ 1

@ Support@ServiceDesk Showing 1to 1 of 1 enfries

Home » Inbox

Search:

-
.

CPSE APAR Form SURENDER 8I 16M1/2018 SURENDER 8I 16/11/2018 Reporting Autho

First Previous \I| Next Last

Fig.16
e A page appears, Reporting Authority views Basic Information & Self Appraisal forms, grades the PAR in
Send To Reviewing Authori
Appraisal, click Send to Reviewing Authority o Sevewng L ) button as shown in Fig.17:

Copyright © NIC, 2019
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Basic

Name: SURENDER SINGH SIRCHI Cadre: CENTRAL SERVICES Service: CPSE
Designation: DIRECTOR Batch: 1900 Assessment Period: 01/04/2017 to 31/03/2018
Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.) II

Standard
lo” User Assistance v
form a | Appraisal |
—_— SECTION IIl : Appraisal of the Reporting Authority -
&= Dossier v
1. Please state whether you agree with the relating to the i of the work plan as filled out in Section ILIf not, please furnish factual details.

©® Support@ServiceDesk Please state whether you agree with the relating to the ts of the work plan as filled out in Section ILIf not, please furnish factual details.

2. Please comment on the claim (if any) made by the officer reported upon about his exceptional contribution.

Please comment on the claim (if any) made by the officer reported upon about his exceptional contribution

3. Has the officer reported upon met with any significant shortfall in achieving the targets? If yes, please furnish factual details.

Has the officer reported upon met with any significant shortfall in achieving the targets? If yes, please furnish factual details.

4. Do you agree with the constraints mentioned by the officer reported upon that had hindered his performance and, if so, to what extent?

Do you agree with the constraints mentioned by the officer reported upon that had hindered his performance and, if so, to what extent

5. Do you agree with the competency up-gradation needs as identified by the Officer?

Fig.17

e A confirmation window appears click on OK (“) button as shown in Fig.18:

SRRl WN el sparrow-cpse.eoffice.gov.in says About ~ Help ~

Once Form is Submitted, data will not be changed. Are You Sure want
To submit.

Basic Information

Name: SURENDER SINGH SIRCHI

- Service:
Designation: DIRECTOR y Assessment Period:

Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

Standard

Appraisal

SECTION Il : Appraisal of the Reporting Authority

1. Please state whether you agree with the responses relating to the accomplishments of the work plan as filled out in Section ILIf not, please furnish factual details.

Please state whether you agree with the responses relating to the accomplishments of the work plan as filled cut in Section I1If not, please furnish factual details

2. Please comment on the claim (if any) made by the officer reported upon about his exceptional contribution.

Fig.18

Copyright © NIC, 2019 Ver3.2
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e A message prompts “Sent Successfully” to as shown in Fig.19:

Q@ffice

WL WO FLACE SOUSTION

“

APAR ID - 2018-01042017-31032018-2016551 has baen Sent Successfully to P K SARANGI (50169) [DIRECTOR |
E= Dossier »
R DSC ~ (%) BACK Click the Link to redirect back

& Support@ServiceDesk

Fig.19
Stage 3: Reviewing Authority performs the following steps to send the PAR to CR

Click PARID ( LD R ) under Access Par tab to open PAR as shown Fig. 20

& Spamrow
E services have been splitted, you may found that PARs of other services officer are not available in your Inbox. Please use respective services portal for assessing the PARs of such officers .
W Standard B Representation
|#* User Assistance

== Dossier ~
APARID Form Type Officer Detail Received On Sent Date Current Stage Quick Action
R DSC ~ [ | 2018-01042017. CPSE APAR Form SURENDER 8. 161172018 P K SARANGI 16/11/2018 ccepting Autho

@ Support@SenviceDesk Showing 11o 1 of 1 entries
First Previous \I| Next Last

Home » Inbox.

Fig.20

e Reviewing Authority views Basic Information, Self Appraisal & Appraisal forms and Finalize grade in
Reviewing form, click Sent to CR Section ( Send To CR Section -

) as shown in Fig.21:

Copyright © NIC, 2019
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AL
v Gaoce by PNpening OMFoe 100 of 1908 Ower ol Grede by Brvwwvrg Ofcer Kond o 100%)
O Suppotfitiarvenlosk AACBN ¥ = ACCRIANS by T ALCAPING AATvaTy
L0100 ovensh Crae green Dy 19 RE00rteg Revewag AZacty I8 COnMENE! W T Pan ORI v 2y e |
* 5o e
2. 00 Y08 Mg WD 15 00EUITA OF 130 Sepotr R e g Astcenen T
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Fig.21
e A confirmation window appears click on OK (“) button as shown in Fig.22:
I CUR R EL RN el sparrow-cpse.eoffice.gov.in says About ~  Help +
COnce Form is Submitted, data will not be changed. Are You Sure want
r Basic Information To submit.
Name: SURENDER SINGH SIRCHI Service: CH
Cancel
Designation: DIRECTOR Assessment Period: 01

Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

Standard

Reload Old PAR
Section IV — Review by the Reviewing Authority

1. Do you agree with the assessment made by the Reporting Officer with respect to discharge of responsibilities and various attributes of the officer reported upon in Section llII? {In case you &
assessments made by the Reporting Authority, please make a note to that effect in the space provided for you in lem No.6 & 7 of Section Il and intial it. If you do not agree with any of the numg

assessments made by the Reporting Authority, please record your assessments in the space provided for you in Iltem No.6 & 7 of Section lll and intial your entries).

@YES UNO

Fig.22

A message prompts “Sent Successfully” to as shown in Fig.23:

Copyright © NIC, 2019 Ver3.2
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| User Assistance »

@ Support@ServiceDesk

APAR ID - 2018-01042017-31032018-2016551 has been Sent Successfully to RAJESH KUMAR CHAUDHRY (PB/028 ) [JOINT SECRETARY
DEPARTMENT OF PUBLIC ENTERPRISES GOI]

() BACK Click the Link ta redirect back

Fig.23




EsttE/ACR matters

Annexure-l||
Joiizhertisoiis

Time schedule for preparation/completion of APAR
(Reporting year- Financial year)

S.No.

Activity

Date by which to be completed

Distribution of blank APAR
forms to all concerned (i.e., 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)

31% March.
(This may be completed even a week earlier).

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

15" April.

Submission of report by reporting
officer to reviewing officer

30" June

Report to be completed by

Reviewing Officer and to be sent

to  Administration or CR
Section/Cell or accepting
authority, wherever provided.

31% July

Appraisal by accepting authority,
wherever provided

31% August

(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

01* September

15™ September

Receipt of representation, if any,
on APAR

15 days from the date of receipt of

communication

Forwarding of representations to
the competent authority

(a) where there is no accepting
authority for APAR

(a) where there is
authority for APAR

accepting

21% September

06™ October

Disposal of representation by the
competent authority

Within one month from the date of receipt of
representation.

10.

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

15" November

11.

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

30% November
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