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L 8 8 8
rhe urndersigned has noticed certain Irregularities in writing the Annual Perfarmance
appraisal/Assessment Report (APAR) by Supervisors, Reporting and Reviewing Officials. -
The following check points are advised to be followed scrupulously while writing APAR of staff.

1.] Signature of the Supervisor/Reporting/Reviewing Officer should be in full and not initial
followed by complete designation. The name/designation/station/date with the Hitj_l_ﬂ__l! o

Reporting/Reviewing/Acceptance Officer must be compulsorily be indicated on the APAR.

2.] It is noticed that the final/overall grading given to the :mpluvee_i_:‘_._nn‘t mentioned at t_h_E__Eﬂd 0
the APAR below the Special Attributes under section Il of the APAR. This should be ensure

before sending the APAR to Confidential Reports Section.

3.] Every Railway Servant working in grade Rs.9300-34800 /- and G.P.4200 and above
should, before the APAR form is initiated, furnish in Part-Il of the form, a brief description
of hisfher duties and a resume of the work done by him/her during the period fi

which the APAR is written (Self-appraisal).

4.] Board have decided that if there is any delay in submission of ‘Self- appraisal’ in part-Il .
APAR form by the employee, the employee is to be issued a reminder that if he or she does n

submit the self-appraisal by the specified date, the report will be written without self-appraisal

5.] While filling up the APAR forms, tick mark and dashes should be avoided. The Reporting a
Reviewing Authorities should apply their minds carefully under the different headings a

indicate their opinion by writing in full,

6.] An employee should not be graded outstanding ' unless exceptional qualities
performance have been noticed. Reasons for such a grading like- foresightedness 'innm:I
ideas, commitment to the areas of functioning, initiative and dynamism cuhesiverlres; tea

and productivity in terms of result oriented performance etc. - !th.lll:l also be :un;iderrdw;:

ecorded,

] Incase of Stenographers / Typi
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ppropriate words should be used. N E
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fuld or striking off a few

grrection 15 made in the APAR form using erasing
officer.

Wharever C
ards il.r:huuld be attested clearly by the concerned Reporting / Reviewing

ata of all employees on which the APAR i 10 be written shnuldhl-"'"ﬂ""h"d

ach by 15" January certain.

mple mentation of MACPS

while requisitioning for APARs lor wlu-:'.'runs.fpmmminns," i
" cell, for consalidation

sufficient time may be given 10 Conflidential Reports
retrieval from record for three of five consecutive years.

11.] As per pcPO/SC  Serial Circular No. 214/2018 of 20-12-2018,

(a] The APAR of Non-Gazetted staff In level-6 (GP-4200) . ﬁeﬂlun-l,j_h_i',‘_t!s_!.'f_"ﬂi"

by immedlate superior I.e., senlor Supervisor In level-7 (GP-4600). It shall be reviewed by

e Officer/ Senior Scale Officer or the next higher autharity

_—

upon
Juniar

|kl saction-ll, for promation Lo Group-B, shall be reparted upon By _J_H_I.1_IEL§.F!."

officer, Reviewed by Senior Scale Officer and Accepted BE JAG/5G/Dy. HOD level officer.

le] The APAR of NG staff in level-6 (GP-4200) <hall normally be finalized at
JAG/5G/Dy. HOD level officer.

[d.] After Acceptance of APARs of All the Non-gat. Employees In Gp-4200 and
below, a Nerox COpY ol the APAR should be supplied to the employee concerned, before
commencement of the next Assessment year. Since these APARs do not require the
Acceptance of ADRM as per the PCPO/SC Serial Circular No.214/2018 of 20-12-18,
only after supplying the XEROX copy to the employee, the APAR in original must be sent
to Confidential Reports cell for further necesiary action and maintenance.

12.] Xerox copies of APARs in which Adverse remarks are recorded must compulsorily be
furnished to the employee immediately.

13.] APARs of non-gaz. staff in GP-4600 and above which require Acceptance of ADRM must be
sent to Confidential Report section as is being done il date. Coples of these APARs, after

Acceptance of ADRM will be furnished to the employees from Confidential Report Section.

14.] [The time table for inttiation of APARs is as under :

(A Obtaining of Self appraisal in ParS olAPARform (7% Aprl
B ,Eﬂ_mn'_-t’-ﬂﬂ_ﬂ'_"m.'i'f:-_==?.=_%=ﬂﬂl.h!.“_ﬂ?ﬂﬂ*mﬂfﬁw_r_ R
"¢ Completion of PartV by the Reviewing Officer T o
10 | Rewm of APARs ta the CR cell after Acceptance _ C 45" May
'E | Communication of adverse remarks to employees . 25 May

This is issued with the approval of the ADRMg BZA.
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