
 

 

 
dfu"B oSKkfud vf/kdkfj;ksa                                                                                  

ds fy,                                                                                        

okf"kZd dk;Z ewY;kadu fjiksVZ 

 ANNUAL PERFORMANCE APPRAISAL REPORT                                                                                    
FOR                                                                                                                                                       

JUNIOR  SCIENTIFIC  OFFICERS  

 

 
vf/kdkjh dk uke 

Name of Officer …………………………………………………………………………… 
 

inuke  

Designation …………………………………………………………………………........... 
 

tUe frfFk 

Date of Birth ………………………………………………………………………………. 
 

lsokjr eq[;ky;@funs'kky;@LFkkiuk dk uke 

Name of HQ/Dte/Estt presently serving ………………..................………………………. 
 

rSukrh dh frfFk 

Date of Posting …………………………………………………………………………….. 
 

ok-dk-ew-fj- dh vof/k      ls                                  rd 

Period of APAR  From ………………………. To ………………………………. 

 

 

 

 

Hkkjr ljdkj 

j{kk ea=ky; 

xq.krk vk'oklu egkfuns'kky; 

ubZ fnYyh 

GOVERNMENT OF INDIA 

MINISTRY OF DEFENCE 

DIRECTORATE GENERAL OF QUALITYASSURANCE 

NEW DELHI 
 

 



 

 

 

dfu"B oSKkfud vf/kdkfj;ksa dh okf"kZd dk;Z ewY;kadu fjiksVZ (ok-dk-ew-fj-)  dk izi= 
PROFORMA  FOR  ANNUAL PERFORMANCE APPRAISAL REPORT  (APAR)  OF  JUNIOR SCIENTIFICE OFFICERS 

      

     QkeZs'ku@eq[;ky;@;wfuV     funs'kky; 

        Formation/Headquarters/unit ………………………..            Discipline ………………………. 
    

     fjiksVZ dh dk;Zfof/k                                       ls                                     rd 

      Period of the Report    from    …………………… to     ……………………………….. 
[k.M& I 

SECTION-I 
O;fDrxr rF; 

PERSONAL DATA 

 

(LFkkiuk@dk;kZy; ds lacaf/kr iz'kklu vuqHkkx }kjk Hkjk tk, 

To be filled up by the Adminstrative Section concerned of the establishment) 
1- vf/kdkjh dk uke 

 Name of officer (in capital Letters)    : 

 

2- LFkkiuk@Establishment     : 
 

3- D;k vf/kdkjh vuq- tkfr@vuq- tutkfr@v-fi-o-@’kk-fo-Js.kh dk gS 

 Whether the Officer belongs to SC/ST/OBC/PH categore  : 
 

4- tUe frfFk@Date of Birth     : 

 

5-         ;ksX;rk,a@Qualifications     :        

             (d) flfoy ’kS{kf.kd@Civil Academic   : 
       

             ([k) O;kolkf;d@ rduhdh@Professional/Technical  : 
              

        (x) fons'kh Hkk"kk (izoh.krk lfgr)/ Foreign Language  : 

            (with proficiency) 

    (?k) mRrh.kZ dh gqbZ inksUufr ijh{kk,a@ Promotion examination : 
             passed 
6- vkjafHkd fu;qfDr dh frfFk@xzsM 

 Date of initial appointment/grade    : 
 

7- orZeku xzsM@inuke rFkk mlij fu;qfDr dh frfFk    

 Present grade/designation & date of appointment  : 

 

8- Details of appointments held during the service 

 

     in@Post          ls@From    rd@ To osru xzsM /Grade Pay 
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ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mldk uke rFkk vk|k{kj 

Name and initials of the officer reported upon 

 

 

 

8 fjiksfVZax] iqujh{k.k rFkk LohdkjdrkZ izkf/kdkjh@ Reporting, Reviewing and Accepting Authorities   

 

Channel of Reporting 
fjiksfVZax pSuy 

uke vkSj inuke 

Name and Designation 
fjiksVZ dh vof/k 

Period covered in the 

report 
fjiksfVZax izkf/kdkjh  

Reporting Authority  
  

iqujh{k.k izkf/kdkjh 

Reviewing Authority 
  

LohdkjdrkZ izkf/kdkjh 
Accepting Authority 

  

 

 o"kZ ds nkSjku M~;wVh ls vuqifLFkfr dh vof/k (NqV~Vh] izf'k{k.k vkfn) 

11. Period of absence from duty (on leave, training etc.) during the period     : 

 
 ;fn vf/kdkjh us dksbZ izf'k{k.k izkIr fd;k gS] rks dì;k mldk C;kSjk nsa 

12. If the officer has undergone any training, please specify                             : 

 

13       iqjLdkj rFkk lEeku@Awards and Honours             : 
 
14      fjiksfVZax o"kZ ds nkSjku ok-dk-ew-fj-@,uvkbZvkj@,uvkbZlh ds C;kSjs 

            Details of APAR/NIR/NIC rendered during the reporting year        :  

     

      uke vkSj inuke 

Name and Designation 

               vof/k 

        Period 

fjiksVZ ds izdkj 

Type of Report 
fjiksfVZax izkf/kdkjh  

Reporting Authority  
   

iqujh{k.k izkf/kdkjh 

Reviewing Authority 
   

LohdkjdrkZ izkf/kdkjh 
Accepting Authority 

   

 
15-  fnlacj esa lekIr gks jgs o’kZ ds fy, lEifRr fooj.kh Hkjus dh rkjh[k 

      Date of filling of Property Return for the year ending December   : 
 

 
  

         iw.kZ djus okys iz'kklu dkfeZd 

       Completed by Adm personnel 
tkap drkZ vf/kdkjh ftldh fjiksVZ fy[kh tk jgh gS@    

  Checked by  officer reported upon 

gLrk{kj@Signature  

  
 

uke@Name  

 

 

inuke@Designation  

 
 

rkjh[k@Date    

 
 

 

 



3 
ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mldk uke rFkk vk|k{kj 

Name and initials of the officer reported upon 

 

 

 
[k.M II & LoewY;kadu 

Section II – Self Appraisal 
1-  dk;ksZa dk laf{kIr fooj.k % 

   (vkids }kjk /kkfjr in ds mn~ns”; rFkk dk;Z] tks vkidks fu"ikfnr djus gkrs gSa] yxHkx 100 ’kCnksa esa) 

1.  Brief description of duties  : 

    (Objectives of the position you hold and the tasks you are required to perform, in about 100 words) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
2-  okf"kZd dk;Z ;kstuk vkSj miyfC/k;kaa % 

     Annual work plan and achievement : 

 
fu"ikfnr fd, tkus okys dk;Z@o"kZ ds fy, fu/kkZfjr fd, x, y{; 

Tasks to be performed/Targets set for the year 

okLrfod miyfC/k 

Actual Achievement 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

4 
ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mldk uke rFkk vk|k{kj 

Name and initials of the officer reported upon 
 

 

3-  fjiksVZ vof/k ds nkSjku D;k vkidks yxrk gS fd vkius dksbZ vlk/kkj.k ;ksxnku fn;k vFkkZr~ vlk/kkj.k pqukSrhiw.kZ dk;Z lQyrkiwoZd iwjk 

fd;k ;k dksbZ cM+k iz.kkyhxr lq/kkj fd;k (ftlds ifj.kkeLo:i iz;ksDrk@LokfeRo?kkjdksa dks egRoiw.kZ ykHk igqWpk gks vkSj@;k le; vFkok 

ykxr esa deh vkbZ gks) ;fn ,slk gS rks (100 ’kCnksa esa) mldk fooj.k nsa % 

     During the period under report, do you believe that you have made any exceptional contribution, e.g., successful 

completion of an extraordinary challenging task or major systemic improvement (resulting in significant benefit to 

the user/stake Holder and/or reduction in time and costs)? If so, please give a description (within 100 words): 

 

 

 

 

 

 

 

 

 
  

 

 

4-  os dkSu ls dkjd gSa ftUgksaus vkids dk;Zfu"iknu esa vojks/k iSnk fd;k? 

     What are the factors that hindered your performance? 
 

 

 

 

  

 

  

 

 

 
5-  dì;k mu {ks=ksa dks crk,a ftuesa vki izf'k{k.k dk;Zdzeksa }kjk vius dkS'ky dks csgrj cukus dh t:jr eglwl djrs gS % 

      Please indicate specific areas in which you feel the need to upgrade your skills through training programmes:  

 

 

 

 

  

 

 

 

 
6- dì;k crk,a fd D;k iwoZorhZ dSys.Mj o"kZ dh vpy laifRr dh okf"kZd fooj.kh mRrjorhZ o"kZ dh 31 tuojh rd ntZ djkus dh frfFk bafxr 

djsaA 

    Please state if the Annual Return for immovable property for the preceding calendar year was filled up by 31st 

January of the succeeding year. If not, indicate the date of filing the same.  
 

 

  

 

 

 
 

 

Rkkjh[k   %                      (ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mlds gLrk{kj) 
Date  :                (Signature of officer reported upon) 

 

 



5       
ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mldk uke rFkk vk|k{kj 

Name and initials of the officer reported upon 
 

 

[k.M&III/ SECTION-III 

ewY;kadu@APPRAISAL 

 
1-  d̀i;k crk,a D;k vki lacaf/kr vf/kdkjh }kjk [k.M II esa mfYyf[kr dk;Z ;kstuk vkSj viwoZ fu/kkZfjr dk;ksZa dks iwjk djus ls 

lacaf/kr mRrj ls lger gSaA ;fn ugha rks okLrfod fooj.k nsaA 

     Please state whether you agree with the responses relating to the accomplishments of the work plan 

and unforeseen tasks as filled out in Section II. If not, please furnish actual details. 

 

 
 

 

 
 

 

 
2-  ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mlds }kjk vlk/kkj.k ;ksxnku ;fn fn;k x;k gks ds nkos ij d̀i;k viuh fVIi.kh nsaA 

    Please comment on the claim (if made) of exceptional contribution by the officer reported upon. 
 

 

 

 
 

 

 

 

3-  ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS D;k mls vius dk;Z ds laca/k esa fo’ks"kr;k dksbZ vlQyrk feyh gS? ;fn gka rks 
okLrfod fooj.k nsaA 

     Has the officer reported upon met with any significant failures in respect of his work? If yes, please 

furnish actual details. 

  

 
 

 

 
 

 

 

 

4-  D;k vki lacaf/kr vf/kdkjh }kjk crk, x, dkS'ky c<+kus dh t:jr ls lger gSa? यदि नहीं तो अपनी सिफारिश िं 
     Do you agree with the skill up-gradation needs as identified by the officer?if not give your recommendations. 

 

 

 
 

 

 

                                                                     

 

 

 

 



 

6 
ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mldk uke rFkk vk|k{kj 

Name and initials of the officer reported upon 

 

 

 

5- ̂dk;Z fu"iknu* dk ewY;kadu (1&10 ds iSekus ij); bl va'k dk egRo 40 izfr'kr gksxkA 

Assessment of ‘Work Output’ (on a scale of 1-10); weihtage to this Section would be 40%. 

 

xq.k@Attributes  fjiksfVZax vf/kdkjh@ 

Reporting 

Officer 

iqujh{k.k vf/kdkjh@ 

Reviewing 

Officer 

iqujh{k.k vf/k- ds gLrk{kj@ 

Initial of Reviewing 

Officer 

i)  fu;ksftr dk;Z@vkcafVr fo"k;ksa ds 

vk/kkj ij vkcafVr dk;ksZa dh miyfC/k 

      Accomplishment of planned 

work/work allotted as per subjects 

allotted 

   

ii)  dk;Z&fu"iknu dh dksfV 

     Quality of work output 

  

iii)  fo’ys"k.k&{kerk 

      Analytical ability 

  

iv)  fof’"V dk;Z dh miyfC/k@vizR;kf'kr 

dk;ksZa dk fu"iknu 

    Accomplishment of exceptional 

work/unforeseen tasks performed 

  

  ^dk;Z&fu"iknu* dk lexz Js.khdj.k 

  Overall Grading on ‘Work Outpur’   
  

 

6- ̂O;fDrxr xq.kksa* dk ewY;kadu (1&10 ds iSekus ij); bl va'k dk egRo 30 izfr'kr gksxkA 

Assessment of ‘Personal Attributes’ (on a scale of 1-10); weightage to this Section would be 30%. 

 
xq.k@Attributes  fjiksfVZax vf/kdkjh@ 

Reporting 

Officer 

iqujh{k.k vf/kdkjh@ 

Reviewing Officer 

iqujh{k.k vf/k- ds gLrk{kj@ 

Initial of Reviewing 

Officer 

i) dk;Z ds izfr nf̀’Vdks.k 

   Attitude to work 

   

ii) mRrj nkf;Ro dh Hkkouk 

   Sense of responsibility 

   

iii) vuq'kklu cuk, j[kuk 

Maintenance of discipline 

   

iv) laizs’k.k dkS'ky 

   Communication skills 

   

v) usr̀Ro ds xq.k 

Leadership qualities 

   

vi) Vhe ds fgLls ds :i esa dke djus dh {kerk  

   Capacity to work as part of a team   

   

vii) le;&lhek ds varxZr dk;Z djus dh {kerk 

Capacity of work in time limit 

   

viii) vUroSZ;fDrd laca/k 

Inter-personal relations 

   

^O;fDrxr xq.kksa* dk lexz Js.khdj.k 

Overall Grading on ‘Personal Attributes’ 
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ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mldk uke rFkk vk|k{kj 

Name and initials of the officer reported upon 
 

 

7- ̂dk;Z{kerk* dk ewY;kadu (1&10 ds iSekus ij); bl va'k dk egRo 30 izfr'kr gksxkA 

Assessment of ‘Functioanl Competency’ (on a scale of 1-10); weightage to this Section would be 30%. 

 
xq.k@Attributes fjiksfVZax vf/kdkjh  

Reporting 

Officer 

 

iqujh{k.k vf/kdkjh 

Reviewing 

Officer 

iqujh{k.k vf/k- ds vk|k{kj 

Initial of Reviewing 

Officer 

i) dk;Z{ks= ls lacaf/kr fu;eksa@fofu;eksa@dk;Ziz.kkyh dk Kku 

vkSj mudks lgh rjg ls ykxw djus dh ;ksX;rk 

 Knowledge of Rules/regulations/procedures in the 
area of function and ability to apply them correctly 

   

ii) lkSais x, {ks= ds vUrxZr vus okys ekeyksa esa vius Lrj ij 

fu.kZ; ysus dh {kerk  Capacity to take decision at 
his/her level on matters within area of delegation 

   

iii) leUo; dh ;ksX;rk 

   Coordination ability 
 

 

  

iv) izsfjr rFkk izksRlkfgr djus dh ;ksX;rk 

   Ability to inspire and motivate 
 

 

  

v) rduhdh Kku 

   Technical Nowledge 
 

 

  

^dk;Z{kerk* dk lexz Js.khdj.k 

Overall Grading on ‘Functional Competency’ 
 

 

  

 

8-   LokLF; dh fLFkfr@State of Health : 

 
9-   vuq- tkfr@vuq- tutkfr@v-fi-o-@’kk-fo- Js.kh ds O;fDr;ksa ds izfr joS;k %  

   Attitude towards people belonging to SC/ST/OBC/PH categories 
 

  11- lR;fu"Bk@ Integrity -  (bl dkWye esa fVIi.kh fuEufyf[kr rhu fodYiksa esa ls ,d gksxhA 

The remarks against this column shall be made in one of the three options mentioned below.) : 
 

i) lUnsg ls ijs vFkok] @ Beyond Doubt;  or, 
  

ii) esjs laKku esa dksbZ izfrdwy ckr ugha vkbZ gS vFkok] 

 Nothing adverse has come to my notice;  or, 
  

iii) pawfd vf/kdkjh dh lR;fu"Bk esa lansg gS] vr% ,d xqIr fVIi.kh layXu gSA 

 Since the integrity of the officer is doubtful, a Secret Note is attached herewith. 

 

(bl dkWye dks ok-dk-ew-fj- ij funsZ’kksa ds vuqyXud&AA esa bafxr fd, x, fn’kk funsZ’kksa ds vuqlku Hkjk tk;A  ) (This 

Col. Should be filled up as per guidelines indicated in Annexure-II to the Instructions on APAR) 
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ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mldk uke rFkk vk|k{kj 

Name and initials of the officer reported upon 

 

 

 

 

  12-   fjiksfVZax vf/kdkjh }kjk vafdr 'kCn&fp=  @    Pen-Picture by Reporting Officer           : 
              ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mldk mlds lexz xq.kksa] lkeF;Z] derj lkeF;Z ,oa detksj oxksZa ds izfr 

O;ogkj lfgr O;kid ewY;kadu ,oa NksVs [kkus esa 01 ls 10 ds iSekus ij lexz Js.khdj.k (lexz Js.khdj.k gj oxZ ds 

ladsrd ds fy, fu;r osVst ds vuqikr ds vkSlr eku ds ;ksx ds vk/kkj ij fd;k tkuk gSA) 

 

General assessment of the officer reported upon including overall qualities, strengths, lesser 

strengths and attitude towards weaker sections and overall grading in the smaller box 

provided on a scale of 1-10 (the overall grading in the be based on addition of the mean value 

of each group of indications in proportion to the weightage assigned)] 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

11-  lexz Js.kh (1-10 vadksa ds fglkc lss ) @Overall Grade (on score of 1-10) : 
 

  

 

 

LFkku@Place     fjiksfVZax vf/kdkjh ds gLrk{kj 

frfFk@Date     Signature of the Reporting Officer………………… 
 

(la[;kRed Js.khdj.k lfgr ok-dk-ew-fj- dks Hkjus ls lacaf/kr funsZ’kk ok-dk-ew-fj- ij funs’kksa ds vuqyXud&A esa bafxr gSaA 

Instructions regarding filling up of APAR with numerical grading are indicated in Annexure-I to 

the Instructions on APAR) 
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ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mldk uke rFkk vk|k{kj 

Name and initials of the officer reported upon 

 

 

                                       [k.M- IV @SECTION -  IV     

                                 iqujh{k.k@Review 

 

1- D;k vki [k.M&3 esa fuxZr dk;Z rFkk fofHkUu xq.kksa ds laca/k esa izfrosnu vf/kdkjh }kjk fd;s x;s ewY;kadu ls lger gSa\ 

D;k vki vf/kdkjh dh vlk/kkj.k miyfC/k;ksa egRoiw.kZ vlQyrkvksa ds laca/k esa fd;s x;s ewY;kadu ls lger gSa\ (;fn 
vki izfrosnu vf/kdkjh }kjk fn;s xq.kks a ds fdlh la[;kRed ewY;kadu ls lger ugha gSa rks d`i;k viuk ewY;kadu bl 

[k.M ds fn;s x;s LrEHk esa nsa rFkk fo|ekurk dks vk|{kj djsa)A                                        gkWa@ugha 

   Do you agree with the assessment made by the reporting officer with respect to the work output 

and the various attributes in Section-III. Do you agree with the assessment of reporting officer in 

respect of extraordinary achievements/significant failures of the officer reported upon? 

   (In case you do not agree with any of the numerical assessments of attributes please record your 

assessment on the column provided for you in that section and initial your entries).      Yes@No   

 
2- vlger gksus dh fLFkfr esa d̀i;k blds dkj.k crk;s] D;k dksbZ ,slh ckr gS ftls vki dqN cnyuk ;k tksM+uk pkgrs gSa\ 

In case of disagreement, please specify the reasons, is there anything you wish to modity or add? 

 

 

3- iqufoZyksdu vf/kdkjh }kjk dye rLohjA d̀i;k lekykspu djsa yxHkx 100 ’kCnksa esa ftlesa vf/kdkjh dh leLr 

  fo'¨"krkvksa dh lkeF;Z {ks= ,oa mldh nqcZy oxksZa ds izfr vfHkòfRr 'kfey gksA 

   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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 4-  izfrosnu ds Hkkx&3 esa fn, x, 'kjka’k ds vk/kkj ij dqy feykdj la[;kRed oxhZdj.kA  

   Overall numerical grading on the basis of weightage given in Part-3 of 

   the Report.  
 

LFkku@ Place       iqujh{k.k vf/kdkjh ds gLrk{kj@                                              

frfFk@ Date                                               Signature of the Reported upon ………………...............

 

 



 

 

izkfIr@RECEIPT 

 
ok-dk-ew-fj- vof/k -------------------------------------------- ls ---------------------------------------------------- rd dh fo"k;&oLrq fnukad --------------------------------------

-dks eq>s lwfpr fd;k x;kA lacaf/kr fo"k; ij funsZ’kksa ds vuqlkj] ok-dk-ew-fj- dh fo"k;&oLrq ds fo:) izfrosnu] ;fn 

dksbZ gS rks] eq>s 15 fnuksa ds Hkhrj izLrqr djuk gksxkA 

contents of the APAR for the period from ………………….. to ………………….communicated 

to me on ……………….. As per instructions on the subject, if I wish to represent against the 

contents of the APAR, I have to do so within 15 days. 

  

 

 
     vf/kdkjh] ftldh fjiksVZ fy[kh tk jgh gS] ds gLrk{kj 

Signature of the officer reported upon …………………….. 
Ukke ,oa jSad@inuke 

Name & Rank/Designation ………………………………...  

 

 

 
 

 

lgk- funs’kd@ ok-dk-ew-fj- d{k 

Scrutinised by Asstt Dir/APAR Cell 

 

 
uksV % ok-dk-ew-fj- ls lacaf/kr funsZ’k layXu gSa ftlesa bldks rS;kj djus@ifjiw.kZ djus ds fy, fu;r le;&lhek 

(vuqyXud&AAA) Hkh lfEefyr gSA 

NOTE: Instructions on APAR including a Time-schedule (Annexure-III) for preparation/ 

completion of actions pertaining to the same are enclosed. 

 

 

*** 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
ok- dk- ew- fj- ds fo"k; esa funsZ'k INTRUCTIONS ON APAR 

1-  okf"kZd dk;Z ewY;kadu fjiksVZ ok-dk-ew-fj- ,d 

egRoiw.kZ nLrkost gSA blesa vf/kdkjh ds dk;Zfu"iknu 

rFkk mldh izxfr ds ewY;kadu ds fy, ewyHkwr vkSj 

egRoiw.kZ lwpuk,a gksrh gSA vr% vf/kdkjh] ftldh fjiksVZ 

fy[kh tk jgh gS] fjiksfVZax  vf/kdkjh ,oa iqujh{k.k 

vf/kdkjh }kjk ok-dk-ew- fj- izi= dks Hkjus ds dRrZO; dk 

fuoZgu mRrjnkf;Ro dh ,d mPp Hkkouk ls djuk 

pkfg,A 

1.  The Annual Performance Appraisal Report 

(APAR) is an important document. It provides the 

basic and vital inputs for assessing the performance 
of the officer and his/her career. The officer reported 

upon, the Reporting officer and the Reviewing 

Officer, should, therefore, undertake the duty of 
filling up the APAR proforma with a high sense of 

responsibility 

2-  ok-dk-ew-fj- dk mi;ksx ekuo lalk/ku fodkl ds ,d 

lk/ku ds :i esa fd;k tkuk gSA fjiksfVZax vf/kdkjh dk 

fodkl djuk gS rkfd og viuh okLrfod {kerk dks 

izkIr dj ldsA ;g ,d nks"kkUos"k.k izfdz;k ugha gSA 

vfirq] ;g ,d fodklkRed izfdz;k gSA fjiksfVZax 

vf/kdkjh rFkk iqujh{k.k vf/kdkjh dks ml vf/kdkjh] 

ftldh fjiksVZ fy[kh tk jgh gS] ds dk;Zfu"iknu] joS;k 

,oa lexz O;fDrRo dh dfe;ksa dk mYys[k djus esa 

ladksp ugha djuk pkfg,A 

2.   APAR is to be used as a tool for human resource 

development. Reporting Officer should realize that 
the objective is to develop an officer so that he/she 

realizes his/her true potential. It is not meant to be a 

fault-finding process. Instead, it is intended to be 
developmental one. The Reporting Officer and the 

Reviewing Officer shoul not shy away from reporting 

short-comings in performance, attitude and overall 

personality of the officer reported upon. 

3-  ok- dk- ew- fj- ds [k.M&AAA ds dkWye 5] 6 rFkk 7 

esa la[;kRed Js.khdj.k djus laca/kh fn'kkfunsZ’k 

vuqyXud&A esa mfYyf[kr gSaA ^lR;fu"Bk* ls lacaf/kr 

dkWye 9 dks Hkjus ds fy, xg̀ ea=ky; ds fn’kkfunsZ’k 

vuqyXud&AA esa bafxr gSaA 

3.  The guidelines regarding filling up of Col. Nos. 

5,6 and 7 pertaining to awarding numerical grading in 

Section-III of APAR are indicated in Annexure-I. 
The MHA Guidelines for filling up of Col. No. 9, 

relating to ‘Intergrity’ are indicated in Annexure-II. 

4-  lHkh dkWyeksa dks lko/kkuh iwoZd] /;ku ls rFkk i;kZIr 

le; yxkk dj Hkjk tkuk pkfg,A fjiksVZ dks vlko/kkuh 

;k ljljh  rkSj ls Hkjk tkuk okaNuh; ugha gSaA dksbZ Hkh 

dkWye fjDr u NksM+k tkuk pkfg,A ’kCnksa vkSj okD;ka’kksa 

dk p;u] tgka Hkh vko’;d gks] lko/kkuhiwoZd fd;k 

tkuk pkfg, vSsj blls fjiksVZ fy[kus okys vf/kdkjh dks 

eUrO; Li"V:i ls ifjyf{kr gksuk pkfg, 

4.   All the Cols. Should be filled up with due care 

and attention and after devoting adequate time. 
Filling up the report in a column or superficial 

manner is not desirable. No Col. Should be left 

blank. Words and phrases, wherever required, should 
be chosen carefully and it should accurately reflect 

the intention of the officer writing the report. 

5- jcM+] OgkbVuj dk iz;ksx rFkk ewy ewY;kadu 

dks la’kksf/kr djus ds iz;kstu ls dkxt dh iphZ 

fpidkuk Lohdk;Z ugha gSA ,slh fjiksVsZa rduhdh :i ls 

voS/k ekuh tk,xhA xyfr;ksa dks lkQ&lkQ fy[kk tk, 

rFkk iwjs gLrk{kj fd, tk,aA 

5.   Erasers, use of whitener and paper slips pasted for 

the purpose of revising original assessment are NOT 
acceptable. Such Reports may be technically invalid. 

Mistakes must be scored out neatly and signed in full. 

6-  fjiksfVZax vf/kdkjh mu lHkh vf/kdkfj;ksa ds lkFk 

ijke’kZ dj o"kZ ds ’kq: esa ek=kRed@okLrfod@foRrh; 

y{; fu/kkZfjr djsxk ftu vf/kdkfj;ksa dh fjiksVZ mls 

fy[kuh gSA dk;Zfu"iknu ewY;kadu fjiksVZ] fy[kus okys 

vf/kdkjh rFkk ftl vf/kdkjh dh fjiksVZ fy[kh tkuh gS 

ds chp dh la;qDr iz;kl gksuk pkfg,A y{;@mn~ns’; 

fjiksfVZax o"kZ  

’kq: esa vFkkZr~ vizSy esa r; dj fn, tk,axsA ;fn fdlh 

vf/kdkjh dks fjiksfVZax o"kZ ds nkSjku dksbZ u;k dk;Z lkSaik 

tkrk gS rks ,sls y{;ksa@mn~ns’;ksa dks u;k dk;Z lkSirs 

le; gh r; fd;k tk,xkA 

6.   The Reporting Officer shall, in the beginning of 

the year set quantitative/physical/financial targets in 

consultation with each of the officers with respect to 
whom he is required to report upon. Performance 

appraisal should be a joint exercise between the 

officer reported upon and the Reporting Officer. The 
targets/goals shall be set at the commencement of the 

reporting year i.e. April. In the case of an officer 

taking up a new assignment in the course of the 

reporting year, such targets/goals shall be set at the 
time of assumption of the new assignment. 

7- izR;sd mRrj dks o.kZukRed :i esa fn;k tk,xkA 

fn;k x;k LFkku mRrj dh okafNr yackbZ dks bafxr djrk 

gSA d`i;k Li"V ,oa ljy Hkk"kk dk iz;ksx djsaA fdlh Hkh 

fo"k; ij viuh fVIif.k;ka nsrs le; ^vlk/kkj.k*] ^cgqr 

vPNk*] ^vPNk*] ^vkSlr* rFkk ^vkSlr ls de* tSlh 

cgqiz;kstu vfHkO;fDr;ksa dk iz;ksx u djsaA 

 

7.   Every answer shall be given in a narrative form. 

The space provided indicates the desired length of the 
answer. Please use unambiguous and simple 

language. Please do not use omnibus expression like 

‘Outstanding’, ‘Very Good’, ‘Good’, ‘Average’, and 

‘Below Average’ while giving your comments 
against any of the attributes.   



 
8- fu;r y{;ksa dh tkudkjh nksuksa lacaf/kr 

vf/kdkfj;ksa dks Li"V :i ls gksuh pkfg,A y{; fuf’pr 

djrs le; en okj izkFkfedrk nh tkuh pkfg,A blds 

fy, dk;Z dh izd`fr vkSj {ks= rFkk ftl vf/kdkjh dh 

fjiksVZ fy[kh tk jgh gS mlds dk;Z dh izd`fr ;k {ks= ls 

lacaf/kr fdlh fof’k"V fo’ks"krk dks /;ku esa j[kk tk,xkA 

 

8. The targets should be clearly known and 
understood by both the officers concerned. While 

fixing the targets, priority should be assigned item-

wise, taking into consideration the nature and the area 
of work and any special feature that may be specific 

to the nature or the area of the work of the officer to 

be reported upon.   

9-  ;|fi dk;Zfu"iknu&ewY;kadu o"kZ dh lekfIr ij dh 

tkuh okyh izfdz;k gS] rFkfi ;g lqfuf’pr djus ds fy, 

fd ;g ekuo lalk/ku fodkl dk ,d lk/ku cus 

fjiksfVZax vf/kdkjh dks fu;fer varjkyksa ij dk;Zfu"iknu 

dh leh{kk djuh pkfg, rFkk lykg bR;kfn nsus tSls 

vko’;d lq/kkjkRed dne mBkus pkfg,A 

9.  Although performance appraisal is a year end 
exercise, in order that it may serve as a tool for 

human resource development, the Reporting Officer 

should at regular intervals review the performance 
and take necessary corrective steps by way of advice 

etc. 

10-  ewY;kadu djus okys gjsd vf/kdkjh dk ;g iz;Ru 

gksuk pkfg, fd ftl O;fDr ds dk;kZsa dk ewY;kadu fd;k 

tk jgk gS] mlds dk;Zfu"iknu] vkpj.k] O;ogkj rFkk 

n{krk dk ;Fkk lEHko lgh fp= izLrqr fd;k tk,A 

10.  It should be the endeavour of each appraiser to 

present a correct picture, as far as possible, of the 
appraisee in regard to his/her performance, conduct 

behavior and potential. 

11-  ,d gh jSad ds dqN in nwljksa dh rqyuk esa vf/kd 

milk/; gks ldrs gSaA fdlh in esa ncko ,oa ruko 

le;&le; ij ?kVrk&c<+rk jgrk gSA ewY;kadu djrs 

le; bu rF;ksa dks /;ku esa j[kk tkuk pkfg, vkSj 

muij ;Fkksfpr fVIi.kh dh tkuh pkfg,A 

 

11.  Some posts of same rank may be more exacting 
than others. The degree of stress and strain in any 

posts may also vary from time to time. These facts 

should be borne in mind during appraisal and should 

be borne in mind during appraisal and should be 
commented upon appropriately. 

12-  ok-dk-ew-fj- fy[kus dk pSuy % fjiksfVZax@iqujh{k.k 

vf/kdkjh ls lacaf/kr pSuy dk] le;&le; ij tkjh 

fd, x, funsZ’kksa ds vuqlkj] dM+kbZ ls ikyu fd;k tkuk 

pkfg,A mlesa fdlh izdkj dk cnyko vlaxr fjiksVZ dks 

rduhdh :i ls vfof/kekU; cuk nsxkA 

12.  Channel of Reporting the APAR: The channel 

of initiating/reviewing of the APAR should be strictly 

adhead to, as per instruction issued from time to time. 
Any deviation will render the impugned report 

technically invalid. 

13-  ok-dk-ew-fj- ds fy, fjiksfVZax@iqujh{k.k vf/kdkjh dh 

ik=rk % fjiksfVZax@iqujh{k.k vf/kdkjh dks ml v/kdkjh 

ftldh fjiksVZ fy[kh tkuh gS] ds vkpj.k ,oa dk;Z ds 

voyksdu dk fjiksVZ dh vof/k ds nkSjku de ls de 

rhu ekg dk vuqHko gksuk pkfg,A 

13.  Officer eligible to Report/Review APAR:  
Reporting/Reviewing Officer should have at least 

three months experience of observing the conduct 

and work of the officer reported upon during the 

APAR period. 

14-  ok-dk-ew-fj- dk laizs’k.k % fjiksVZ dks laoxZ  fu;a=.k 

izkf/kdkjh dks Hkstus ls igys] iqujh{k.k vf/kdkjh d`i;k 

;g lqfuf’pr djsa fd ftl vf/kdkjh dh fjiksVZ fy[kh 

xbZ gS mls fjiksVZ fy[kh xbZ gS mls fjiksVZ dk etewu 

lwfpr dj mldh ikorh ys yh xbZ gSA 

14.  Communication of the Contents of the APAR: 

Before sending the APARs to the Cadre Controlling 

Authority, the Reviewing Officer may kindly ensure 
that the contents of the APAR have been 

communicated to the Appraisee concerned and 

receipt thereof obtained. 

15-  le; lhek & ok-dk-ew-fj- dks rS;kj djus@ifjiw.kZ 

djus dh leLr dk;Zokgh ds fy, fu;r le;&lhek 

vuqyXud&AAA esa bafxr gSA 

15.  Time-schedule: The time-schedule for 
preparation/ completion of all actions pertaining to 

APARs is indicated in Annexure-III.  

16- [k.M 1 esa fn, x, fooj.k % ewy lwpuk] ;wfuV@ 

QkesZ’ku esa gksus okys nLrkostksa ds vuq:i gksuh pkfg,A 

 

16. Details given in Section 1 – Basic Information 

must be as per the documents maintained in the 
unit/formation. 

17- uohure QksVks ds lkFk iSjkekmaV dkMZ o"kZ esa ,d 

ckj fu;a=.k vf/kdkjh dks Hkstk tk,A 

17. Paramount card with latest photograph be 

sent to the controlling authority once a year 
 

 

 

 

 

 

 



 

vuqyXud& I /Annexure-I 

 
la[;kRed xzsfMx lfgr ok-dk-ew-fj- Hkjus ds fy, 

fn’kkfuns’k 

 

GUIDELINES REGARDING FILLING UP OF APARS 

WITH NUMERICAL GRADING 

(i)  ok-dk-ew-fj- ds lHkh dkWyeksa dks ;Fkksfpr lko/kkuh] 

/;ku rFkk i;kZIr le; yxk dj Hkjk tkuk pkfg,A 

 

(i)  The columns in the APAR should be filled with due 
care and attention and after devoting adequate time. 

(ii)  ;g visa{kk dh tkrh gS fd ^dk;Z&mRiknu*] 

^O;fDrxr xq.kks* vkSj ^dk;Z{kerk* rFkk lexz Js.khdj.k 

ds ckcr ^1* ;k ^2* xzsfMax ’kCn&fp= esa fo’ks"k rkSj ij 

mfYyf[kr vlQyrkvksa ds lkFk i;kZIr :i ls rdZlaxr 

BgjkbZ tk,xhA 1&2 ;k 9&10 xzsfMax fojys gksus dh 

vis{kk dh tkrh gS vkSj blfy, mls rdZlaxr Bgjkus dh 

vko’;drk gSA la[;kRed Js.khdj.k djrs le; fjiksfVZax 

,oa iqujh{k.k vf/kdkfj;ksa dks pkfg, fd vf/kdkjh dk 

muds v/khuLFk dk;Zjr mlds led{k T;knkrj 

vf/kdkfj;ksa ds ckcr ewY;kadu djsaA 

 

(ii)  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. 

(iii)  ^8* ,oa ^10* ds chp Js.khd`r ok-dk-ew-fj- ^mRd`"V*  

ekuk tk,xk rFkk ukfedk;u@inksUufr ds fy, vkSlr 

x.kuk ds mn~ns’; ls ^9* vad fn;k tk,xkA 

 

(iii)  APARs 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 
empanelment/promotion. 

 

(iv)  ^6* ,oa ^8* ls de ds chp Js.khd`r ok-dk-ew-fj- dks 

cgqr vPNk ekuk tk,xkA 

 

(iv)  APARs graded between 6 and short of 8 will be 

rated as ‘very good’ and will be given a score of 7. 

(v)  ^4* ,oa ^6* ls de ds chp esa Js.khd`r ok-dk-ew-fj- 

dks vPNk ekuk tk,xk rFkk mls ^5* vad fn;k tk,xkA 

 

(v)  APARs graded between 4 and short of 6 will be rated as 

‘good’ and given a score of 5. 
 

(vi) ^4* ds uhps Js.khd`r ok-dk-ew-fj- dks ’kwU; vad 

fn;k tk,xkA 

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

zero. 

 

 

*** 



 

 

 
 

*** 



 

 

vuqyXud&AAA@Annexure-III 

 

ok-dk-ew-fj- ls lacaf/kr leLr dk;Z djus@ifjiw.kZ djus ds fy, le; lhek 

fjiksfVZax oर्ष& foRrh; oर्ष 
Time schedule for preparation/completion of APAR 

(Reporting year – Financial year) 

 
dze la  

S. 

No. 

xfrfof/k@Activity fu/kkZfjr rkjh[k ftl rd iw.kZ fd;k 

tkuk gSA  

Target date by which 

 to be completed 

iwjk djus dh 

okLrfod rkjh[k  

Actual Date of 

completion 

1 lacaf/kr vf/kdkjh ds ok-dk-ew-fj- ds [kkyh QkeZ dk 

forj.k 

Distribution of blank APAR forms to 

 the officer to be reported upon 
 

31 ekpZ ¼bls ,d lIrkg igys Hkh 

iwjk fd;k tk ldrk gSA ½31
st
 

March (This may be 

completed even a week 

earlier) 

 

2 ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mlds 

}kjk fjiksfVZzx vf/kdkjh dks Lo-ewY;kadu izLrqr 

fd;k tkukA  

Submission of self-appraisal to 

reporting officer by officer to be 

reported upon 
 

15 viSzy@15
th
 April.  

3 fjiksfVZax vf/kdkjh }kjk iqujh{k.k vf/kdkjh dks 

fjiksVZ izLrqr fd;k tkukA 

Submission of report by reporting 

officer to reviewing officer  
 

 30 twu@30
th
 June  

4 iqujh{k.k vf/kdkjh }kjk fjiksVZ dks ifjiw.kZ fd;k 

tk, rFkk iz'kklu ;k Lohdkj djus okys izkf/kdkjh 

(tks Hkh ykxw gks) dks Hksth tk,A 

Report to be completed by Reviewing 

Officer and to be sent to Administration 

or Accepting Authority, as applicable 
 

31 tqykbZ@31
st
 July  

5 LohdkjdrkZ izkf/kdkjh }kjk ewY;kadu] ftu ekeyksa 

esa fd;k x;k gksA 

Appraisal by Accepting Authority, 

wherever provided  
 

31 vxLr@31
st
 August  

6 (d) tgkWa dksbZ LohdkjdrkZ izkf/kdkjh ugha gS ,sls 

ekeys esa ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh 

gS mls fjiksVZ ds rF;ksa dh tkudkjh nsukA 

(a) Disclosure to the officer reported 

upon where there is no Accepting 

Authority  

([k) tgkaWa LohdkjdrkZ izkf/kdkjh gks ml ekeys esa 

ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS mls 

fjiksVZ ds rF;ksa dh tkudkjh nsukA 

(b) Disclosure to the officer reported 

upon where there is Accepting 

Authority 
 

01 flrEcj@01
st
 September 

 

 

 

 

 

15 flrEcj@15
th
 September 

 



 

7 ok-dk-ew-fj- ls lacaf/kr vH;kosnu dh izkfIr]  

;fn dksbZ gksA 

Receipt of representation, if any, on 

APAR 
 

ftl vf/kdkjh dh fjiksVZ fy[kh tk jgh gS 

mls lwpuk izkIr gksus ds 15 fnuksa ds Hkhrj 

15 days from the date of receipt of 

communication by the officer 

reported upon 

 

8 vE;kosnu dks l{ke izkf/kdkjh dks HkstukA 

Forwarding of representations to 

the competent authority  

(d) tgka ok-dk-ew-fj- ds fy, dksbZ izkIrdrkZ 

izkf/kdjh ugha gS 

 (a) where there is no Accepting 

Authority for APAR 

([k) tgka ok-dk-ew-fj- ds fy, izkIrdrkZ 

izkf/kdkjh gksA 

(b) where there is Accepting 

Authority for APAR 
 

 
21 flrEcj 

 

21
st
 September 

 

 
 

06 vDVwcj 

 

06
th
 October 

 

9 l{ke izkf/kdkjh }kjk izfrosnu dk fuiVku 

Disposal of representation by the 

competent authority 
 

izfrosnu izkIr gksus dh rkjh[k ds ,d ekg 

ds Hkhrj  

Within one month  from the date 

of receipt of representation. 

 

10 iz'kklu ds izfrosnu ij l{ke vf/kdkjh ds 

fu.kZ; dks lwfpr djukA 

Communication of the decision of 

the competent authority on the 

representation by the 

Administration 

15 uoEcj@15
th
 November  

 
 

*** 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
FORMAT FOR APAR MOVEMENT ORDER  

 ok-dk-ew-fj- lapkyu vkns’k izkIr 

 

RATEE OFFICER (jsVh vf/kdkjh) 
 

Date of Receipt of 
blank APAR Form by 
the Ratee Officer 
jsVh vf/kdkjh }kjk [kkyh QkeZ 

izkIr djus dh frfFk 

Date of submission of 
APAR by Ratee Officer 
to the Reporting Officer 
jsVh vf/kdkjh }kjk fjiksfVZax 

vf/kdkjh dks ok-dk-ew-fj- izLrqr 

djus dh frfFk 

Signature of 
Ratee Officer 
jsVh vf/kdkjh ds gLrk{kj 

Remarks/fVIi.kh 

    
 
 
  

 
REPORTING OFFICER (fjiksfVZax vf/kdkjh) 

 

Date of Receipt of  
APAR from the Ratee 
by the Reporting 
Officer 
jsVh vf/kdkjh ls fjiksfVZax 

vf/kdkjh }kjk ok-dk-ew-fj- izkIr 

djus dh frfFk 

Date of submission of 
APAR by the Reporting 
Officer to the Reviewing 
Authority 
fjiksfVZax vf/kdkjh }kjk iqujh{k.k  

vf/kdjh dks ok-dk-ew-fj- izLrqr 

djus dh frfFk 

Signature of 
Reporting Officer 
fjiksfVaZx vf/kdkjh ds 

gLrk{kj 

Remarks/fVIi.kh 

    
 
 
 

 
REVIEWING AUTHORITY(iqujh{k.k vf/kdkjh) 
 

Date of Receipt of  
APAR from  Reporting  
Officer by the 
Reviewing  Authority 
iqujh{k.k vf/kdkjh }kjk  

fjiksfVZax vf/kdkjh ls ok-dk-ew-

fj- izkIr djus dh frfFk 

Date of submission of 
APAR by  the Reviewing 
Authority to the 
Accepting Authority  
iqujh{k.k vf/kdkjh }kjk Lohd`fr 

vf/kdjh dks ok-dk-ew-fj- izLrqr 

djus dh frfFk 

Signature of 
Reviewing  
Authority 
iqujh{k.k vf/kdkjh ds 

gLrk{kj 

Remarks/fVIi.kh 
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