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Sub: Maintenance and preparation of Annual Performance Appraisal
Reports for Non-gazetted employees - Instructions reg.

Ay Ew

One of the Divisions have recently raised a doubt during the Review Meeting of
Persannel Department with PCPO on the role of Personnel Department in connection
with maintenance/preparation of Annual Performance Appraisal Reports (APARs) and
the procedure to be followed for communication of all entries recorded in APARsS to
employees reported upon.

2. The matter has been considered carefully. It is incumbent on the Department
concerned to whom the staff belongs, to send his/her APAR for the relevant year to the
Personnel Department after it is entjrely finalised l.e. duly reviewed/accepted along with
the declded upon representations, If any, recelved on communication to employees
reported upen. The Personnel Department, being the custodian, will preserve the APARS
of employees received from Departments. In the matter relating to communication of
all entries recorded in APARs to employees reported upon, Board's letter No. E(NG)I-
2015/CR/3 dated 24.06.2015 (RBE N0.68/2015) circulated under this cffice serial No.
a0/2015 may be kept in view for guidance.

il Moreover, It may please be ensured that the time-line fixed by Board for writing
and preparing APARs is being adhered to. Any delay in this regard may be dealt with as
per instructions contained in Board's letter No. E(NG)I-2000/CR/3, dated 12.01.2001
(RBE No.9/2001) circulated along with this office serial’No. 86/2015.

This issues with the approval of the competent authority (PCPO).
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(3.P| Kusumakar)
Dy. Chief Personrjel Officer/HQ

D For Pr. Chief Personnel Officer
1 Coy{ued Phone No.:24106 (Rly.)
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