
• 
GOVERNMENT OF N.C.T. OF DELHI 

DIRECTORATE OF AUDIT 
(Administration Branch) 

0411> Level, 'C'-Wlng' 
Delhi Sachlvalaya; 

New Delhi. 

No. f.9 {7)/DOA/Estt./APAR/Min. Staff/2015/ Dated: 

,., 

Sub :- Regarding initiation for completion of Annual Performance'Appraisal Reports ~. 
(APARs) in respect of DASS Grade-I,II,III,IV & Stenographer Cadre officers/officials 
for the period 2016-2017. 

Please find enclosed a copy of letter dated 28.03.2017 issued by Services Department on the 

subject cited above with the request to circulate the same to DASS Grade-II, III, IV & Stenographer 

Cadre of this Directorate working under your administrative control for compliance. 

The blank Annual Performance Appraisal Reports forms are available on website of Services 

Department. • 
IEnd :-As above. /

(KULGEET SINGH): 
COA/HOO (AUDIT)· 

=TEL. NO. 23392280 

No. F.9 (7)/DOA/Estt./APAR/Min. Staff/2015/ ~ g/ .)-~ .S..- Dated: ~6-4- /-q.,. 

Copy forwarded for information & necessary action to :
• 

1. Secretary to Hon'ble Minister (Tourism, Art, Culture & Languages etc), GNCT of Delhi gth Floor, Delhi 

Sectt. New Delhi. 
2. OSD to Chief Secretary, O/o the Chief Secretary, GNCT of Delhi, 5th Floor, Delhi Sectt., 

New Delhi. 
3. Joint Secretary (Budget/Expenditure/Accounts/Infra.), Finance Deptt. ,Delhi Sectt., New Delhi. 

4. Dy. Secy. (1/11/111/IV/V/VI), Finance Deptt. Delhi Sectt. New Delhi. 
s. Dy. Secretary, Dte. of Vigilance, Govt. of NCT of Delhi, 4th Level, Delhi Sectt. New Delhi. 

6. PS to Pr. Secy. (Finance), Finance Deptt. Delhi Sectt. New Delhi. ~ 
7. PA to Spl. Secy. (Finance), Finance Deptt., Delhi Sectt. New Delhi. 
8. PA to Chairperson, Delhi Commission for Women, Vikas Bhawan, Ne~ Delhi. 
9. The Supdt. (ACP Cell), Services Department, 5th Floor, Delhi Sectt. New Delhi. 
10. The Supdt. Dialogue and Development Commission of Delhi, 5-Sham Nath Marg, Delhi-54 . 
11. A.AO. Dte. of Small Saving & Lotteries, 5th Floor, N-Block, Vikas Bhawan, I. P. Estate, New Delhi. 

12. All the Branch lnchages, Dte. of Audit, Delhi Sectt. New Delhi. 

13. AAO(Audit)/~icer(website). ~ 

(KULGEET SINGH) 
COA/HOO (AUDIT) 
TEL. NO. 23392280 .. 



~(tL/i . (?\L 
- ..,_ C - C• 3 -17 IMPORT ANT 

GOVERNMENT OF NATIONAL CAPITAL T'fIUirrORY qF DELHI 
sERV1cEs-1v DEPARTMENT / coNFIDENTIAL clLL n-l? 

7™ LEVEL 'B' WING DELm SECRETARIAT ~ 
NEW DELfil-110002 \.-4 ~c;,_ ~ .:::

No.F.2( 5 )12015/S-IV/CCl H,3 Lf- <.a.5 Dated: QtgF~JJ r" ~.r-r"f 
To All Principal Secretaries/Secretaries and Head of Departments, I -~ r~ ~ 

All Local Bodies/Autonomous Bodies/Public Govt. ofNCT of Delhi -~._
Delhi I New Delhi \J , I J -> 


I i.JJ ('._~ ,..., tci.~ 

Sub:Regarding initiation ~or completion of Annual Performance Appraisal I Assessment Report (APARs) in I· 
respect of Officers appointLod on emergent basis carrying duties and rc;s(fOnsibility equivalent lo ~\ r 
services of Entry Grade of DANICS, DASS Grade-I, II, Ill and IV & Stenographer Cadre -----;-- 
officers/officials for the period 2016-2017. "?.\ L. ii'>-

. S-,---fh,(J}Jc-y
Sir/Madam, ' 1 

I 
The Annual Performance Appraisal / Assessment Report (APARs) for the period 2016-2017 in respect \ 

of Officers appointed on emergent basis carrying duties and responsibility equivalem to officers of Entry ~ .-. 
Grade of DANICS, all duty posi.s of DASS Grade-I, II , Ill, lV & Stenographer Cadres will become due tor ~
completion with effect from 01-04-2017. It has been observed that the Ann\lal Performance Appraisa l :./\ii r.) 
Repon (APARs) arc not Reported/Reviewed by many officers in time and as per due procedure. as t \ , 

prescribed ull!der the relevant rules, which affects process of promotion. regularization etc. Meetings of the ·~LA'! 
DPCs get delayed/postponed due to non-availability of ACRs/ Annual Performance Appraisal Report,_. - . / ', 
~~~. (~(

'-----·1' ,.
1Further, all the authorities/officers are requested to ensure that the timi: schedule prescribed fo( '''iJ) , 


completion of APARs (copy enclosed) be strictly complied with. i'-··• !.V-V" 


The reporting officers may be advised that in case the officer to be reported upon docs not submit the 

APAR form containing self appraisal by the stipulated date, the reporting officer may proceed to write the 

report on the basis of his experience of work and conduct of the officer to be reported upon pointing out his 

failure to submit his self-appraisal within the stipulated time. 


In case, the period under report is less than three months or the concerned Reporting/ Reviewing 

Officer has not seen the performance of the officer to be reported upon due to 011e reason or otherwise. il is 

the duty of the concerned department to issue a non-reporting I non-reviewing certificate giving the specific 

reasons to the effect. 


It is. therefore, requested that the duly completed Annual Performance Appraisal Report in all re~ei:,t 


along with a certificate to the effect that Annual Performance A raisal Re~ in respect o~fficers_ 


appomte on emergent asis. all du sts of DASS Grade-I. II . Ill JV & Steno rapher caares is 1101 


pen mg l your epartment, shou d reach in Services Department latest by 30 Septem er. 017. White. 

sending Annual Performance Appraisal Report to this department. it may be Certified that the same ~ave 


been written by the competent authority by following the channel of Reporting and Reviewing of Annual 

Performance Appraisal Report. 


The incomplete, and without disclosure certificate, An_nual Performance Appraisal Report(s) will 

not be entertained at all. 


The blank Annual Performance Appraisal Report forms for this purpose may be downloaded from the 

Services Derrtment Website www.1ervices.delhigovt.nic.in. 


Yours fait~f~lly. 

~r;1,·f1
Encl: As above. 

(ANOOP THAKUR) 
DEPUTY SECRETARY (SERVICES) 

Nu.F.2 ( s )/2015/S-IY/CC/ '43 4-~.35 Dated:.eco {93/:it; l"'f 

Copy to the Superintender.t (Coordination). Services Department, GNCT of Delhi with the direction IL1 


upload the same on the website of Services Department, GNCT of Delhi. · ......, 


~~rl 
1 (ANOOP THAKtlR)

IJT. S~CRETARY (SERVICES) 
I 

• 




S.No. Activity Date by which Action Is to be taken 
to be by 

comnleted 
1. Distribution :of blank APAR forms to 31.. March. Administrative Deptt. 

all concerned (i.e. to officer to be (This may be concerned/ Officer 
reported upon. completed reported upon may 

evEJn a week download the APAR 

• 
earlier) form from the web-site 

of Services Deptt. of 
GNCT of Delhi 

2. Submission of self-appraisal to 15th April Officer reported upon 
reporting officer/Administrative 
Department concerned under 
intimation to Services Department, 
Branch-IV /Confidential Cell 

3. Submission of report by Reporting 15th May Reporting Officer 
Officer to the Reviewing Officer under 
Intimation to Services Department, 
Branch-IV/Confldentlal Cell 

4. Report to be completed by Reviewing 15th lune Reviewing Officer 
Officer and sent to the 
Administration/Vigilance Section of 
concerned Administrative Department 
for onward transmission to Services 
Department, Branch-IV /Confidential 
Cell 

5. APAR shall be disclosed to the officer 31st July Administrative 
concerned by his Administrative Department concerned 
Department. In case the officer 
reported upon doesn't represent or 
offer any comment within 15 days of 
date of disclosure, APAR may be 
forwarded to Services Department, 
Branch-IV/Confidential Cell along with 
disclosure certificate duly filled in/ 
sianed bv the discloslna authorltv. 

5. Represenflatlon, If any received, in 31st August Administrative 
connection with the adverse entry in Department concerned 
APAR or otherwise shall be considered 
and decided by the Competent 
Authority .as per extant rules. 
However, In case where the 
competent authority is Chief 
Secretary, Deihl the APAR alongwith 
representation of the Officer reported 
upon, comments of the 
Reporting/Reviewing Officer is to be 
forwarded :to Services Department, 

7. 
Branch-IV /Confidential Cell. 
All the APARs after observing the 
procedure laid down above, shall be 

30th 
September, 

Administrative 
Department concerned 

sent to Services Department, Branch- In any case 
IV/Confidential Cell for taking Into 
record . 

• 



