Some Important Guidelines (As on MOF website)
· The existing nomenclature 'Annual Confidential Report' has been modified from the reporting year 2008-09 onwards, to Annual Performance Assessment Report (APAR).
· More than one APAR could be written for one financial year if the officer reported upon has worked in two or more different Ministries/Departments or with two/more reporting officers in the same Ministry/Department. APAR is required to be written by the reporting officer only if the officer reported upon has worked under him/her for a period of at least three months in the reporting year.

· If APAR of an officer could not be written, a No Report Certificate is required to be issued citing the reasons thereof (which could normally be due to the officer being on study leave, long term training or on deputation to any organization such as UN Agencies where there is no practice of writing periodical assessment reports, or the officer having not worked under any reporting officer for 3 months or more).

· If reporting/reviewing officer retires or demits office, he/she is allowed to write APAR of his subordinate officer within one month of his/her retirement or demission of office.

· Guidelines emphasize timely submission of self-appraisal by the officer reported upon as also reporting/reviewing thereon. 15th April is the date stipulated for submission of self appraisal by the officer reported upon. If self-appraisal is not received after the expiry of the first week of April, the reporting officer needs to remind the officer reported upon, in writing, for submission of self-appraisal by the stipulated date. If no self-appraisal is received by the stipulated date, the reporting officer could write the report without the self-appraisal. (Reminder of the reporting officer should indicate the above possibility). The guidelines also stipulate time frame for writing of APAR of the officer reported upon by his/her reporting officer (30th June) and reviewing officer (31st August).

Communication of all entries in APAR to the officer concerned

· The full APAR including the overall grade and assessment of integrity is to be communicated to the concerned officer after the Report is complete with the remarks of the Reviewing Officer. Where the officer has only one supervisory level above him/her, such communication is to be made after the reporting officer has completed the performance assessment.

· The concerned officer is required to be given the opportunity to make any representation against the entries and the final grading given in the Report within a period of fifteen days from the date of receipt of the entries in the APAR. The representation is to be restricted to the specific factual observations contained in the report leading to assessment of the officer in terms of attributes, work output, etc. If no representation is received within the fifteen days, it will be deemed that the concerned officer has no representation to make and that the APAR will be treated as final.

Some Important Guidelines

· This system of communication of the entries in the APAR is effective from the reporting year 2008-09.

· The competent authority for considering adverse remarks under the existing instructions is to consider the representation, if necessary in consultation with the reporting and/or reviewing officer and decide the matter objectively based on the material placed before him/her within a period of thirty days from the date of receipt of the representation. The competent authority after due consideration may reject or accept the representation and modify the APAR accordingly. The decision of the competent authority and the final grading is to be communicated to the officer reported upon within fifteen days of receipt of the decision of the competent authority.

Procedure pertaining to integrity column in the APAR

The following procedure is followed in filling up the column relating to integrity:

I. If the Officer's integrity is beyond doubt, it may be so stated.

II. If there is any doubt or suspicion, the column should be left blank and action taken as under: 

i. A separate secret note should be recorded and followed up. A copy of the note should also be sent together with the Confidential Report to the next superior Officer who will ensure that the follow up action is taken expeditiously. Where it is not possible either to certify the integrity or to record the secret note, the Reporting Officer should state either that he has not watched the officer's work for sufficient time to form a definite judgement or that he has heard nothing against the officer, as the case may be. 

ii. If, as a result of the follow up action, the doubts or suspicions are cleared, the officer's integrity should be certified and an entry made accordingly in the Confidential Report. 

iii. If the doubts or suspicions are confirmed, this fact should also be recorded and duly communicated to the officer concerned. 

iv. If, as a result of the follow up action, the doubts or suspicions are neither cleared nor confirmed, the officer's conduct should be watched for a further period and thereafter action taken as indicated at (b) and (c) above. 

Disclaimer:
1. Other extant instructions/guidelines issued by the Government, wherever applicable, would be in force.

2. The above-mentioned guidelines are not comprehensive and are meant for general information only. They do not purport to be authentic interpretation of the extant government instructions/guidelines in force.

