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No.-400-106/2011-Persy e wrcDated 77642012,
To, T a st :
; All Heads of Telecom Circles/ Meiro Districts & Other Administrative Units.
& Al GMs/PGMs of BSNL 0y ND.
z= Bharart Sonchcr.Nigom Limifgd.

Subject — Maintenance and preparation of Annual Pe-rforr'nonce' Appraisal
Reports (AFPAR) 2010-2011. and 2011-12 ;

enciosed; on the above mentioned subject. In this Connection you are
requested to comply all the directives qs mentioned in the_,,_i'eferred letter ang
'o turnish the desired certificate. indicating that “Ne ACR/APAR is pending in
your Circle/Unit for report/review” directly to DoT under intimation to this
office, latest py 31.08.2012 positively. : " )

This may also brought to the notice of aii concerned Quthortities,

This may be treated qs MOST URGENT please.

Vewan 2
77
) (Virender Prasad
Addl. Genercl Marnager (Pers.)

BSNL CO, New Delhi
Enclosure - As above.

Copy fo :- ) .
1. PPSto CMD/ Al Directors, BSNL, Corporate Office, New Deihi.

2.
3. ED (CN/CA/NB/Fin.j, BSNL Corporate Cffice, New Delnj.
a g

Endst No. Sfaff/EG-1&2/ACR/Cor-r-/II/‘?‘1 Dated 3 ; .04.201.2
Copy forwarded for information and hecessary action to

1. PS to CGMT ;
PGM(F) Circle office, Ambala.

ﬂ/uﬁamﬁmm

BHARAT SANCHAR NIGAM LiMiTED

55 /<_,

2.

3. Sr.&EMs/GMs/DG6Ms C.O Ambala.

4. All 5SA Heads in Haryana Circle.

5 % Sr.GM(CM) Haryana, Ambala. ,

6. CE(Cr’vil)/CE(Eiecf) Haryana Zone, Ambala. AT

7. Guard File. C . /72'}(!“1'
(D.K. Puri) .

- AD(Staff)
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No.CS/Adyv.(HRD) /APAR/2011-2012 . L '
—_— Government of India e
ERaN 7 Ministry of Communications & I'T
e . . Department of Telecom

7 9(;10‘{ L Confidential Cell

: V-}]' i (O/o Advisor(HRD)
";‘5 E% ™ ”; !r
N Oq\e S

New Dethi, the 3a\3)2012-

To
Lo TN e TS
. / GP/- L_\a‘ 1. TheChairman & Managing Director
Ry e BSNL/MTNL/TCIL
\\%*55/%//13? 2. The Secretary., TRAI 3. The Sr.DDG, TEC
) e
£ F-” w-'.‘ .
\“‘*::,‘»-’ 4. AIECGMs in BSNL 5. All DDG(TERM) 6.AIl DDGs in DOT.,

- ‘Subject: Maintenance and preparation of Annual Performance Appraisal
\q/ Reports(APAR) 2011-2012

<

Sir.

AS You are aware, with the closing of the financial vear 2011-12. the task of
woiting Anauai Contidential Reports i, required v by undertalon nmodiatels
and complete Reports (duly reviewed) are to be sent to Dircctorate. ACRs of

0{9/ those officers who are on deemed deputation to PSUs are also to be maintained in
8

DOT Hgrs.

: l ( {1 'r\/ 2. In this regard, your kind attentian is also drawn to the annexure TH
enclosed with the Deptt. of Personnel & Training OM No.2101 L/O1/2005-Estt.(A)
dated 23%P July, 2009 vide which the time-schedule for timely preparation of

t APARs has been prescribed for compliance  As per this schedule, the writing of

( h@é\’ APAR must be completed by 31" Julv of the financial year where there is no
@]Y ”’ aceepting authority. Where there is Accepting Authority, the writing of APAR
- ) must be completed by 31™ August of the financial year. In any casc the APAR in
- ""1\\'\, new FORMAT  (prescribed by DOP&T) from the vear 2009-10 must be sent to

the DOT HQ by 317 July. 2010/31°7  Augast, 2010 after disclosing the APAR to
the officers reported upon and completion of all action in compliance with the

((;62’4 ) DOP&T OM dated 14.5.2009,

A -

_/%2)”- C" ' 3. It s aoticed that a large number of Annual Performance Appraisal Reports

T tor the previous vears in respect of some officers are still pending and vet to be
received in DOT Hq. This unnecessarily delays the hoiding of DPC ete. and

/}’(’/{ P.\ completion of ACR dossiers.
4 You are requested to bestow vour persanal attention and ensure that all the

APARs for the year 2011-2012 (with backlog, if any) complete in all respeets. ie.
reporting/reviewing after filling up the APAR certiticate printed at page 8/- of the

N i 5y _ \ \ )
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APAR format, in respect of officers who arc on deemed deputation should be
sent to “CS to Adv.(HRD), DOT” without any fturther delay.

5. ACRSs of officers who have already been absorbed in BSNL/MTNL shouid
not be sent to DOT.

6. This may also be brought to the notice of all concerned authorities that two
copies of APAR must be filled up and getting reported and reviewed — one copy of
APAR be sent to DOT HQ after disclosing the APAR and all action completed in
compliance to the DOP&T OM dated 14.5.2009 and second copy should be
maintained in the Circle ACR dossier maintained by the Circle authorities. [t is,
also  requested that it must be ensured that while sending the DOT copy of
APARs to DOT HQ, this certificate must be duly filled up to avoid the difficulties
in obtaining the APAR certificates from the different fields/units In the absence
of this certificate, the APAR will not be accepted by DOT. .

7. You are, therefore, requested to issue suitable directions/ instructions to all
the concerned officers/authorities and field units for strictly adhered to the time
time scheduled prescribed by the DOP&T and be attentive in timely completion of
ACRSs of the officers for the year 2011-2012 and furmish a Compietion Certificate
indicating that “no ACRs are pending in your Circle/Unit for report/review.”
This Completion Certificate must be sent by 3¥st August, 2011. . \}\

(N.R. Bishnoi)
Direcror{Swair)



No.CS/Adv.(HRD) /APAR/2010-2011
Government of india
Ministry of Communications & IT
Department of Telecom
Confidential Cell
(O/o Advisor{HRD)

New Delhi, the Zo-/p March, 2012
To

1. TheChairman & Managing Director
BSNL/MTNL/TCIL

2. The Secretary, TRAI1 3. The Sr.DDG, Telecom Engineering Centre
4. All DDGs in DOT 4. All CGMs in BSNL 5. All DDG{TERM)

Subject: Maintenance and preparation of Annual Performance Appraisal
Reports{APAR) 2010-2011

Sir,

This is with reference to the APAR for the period 2010-11. As vou are
already aware that as per DOP&T OM dated [4.35.200Y%, the system of
communication of all entries in the APAR has been implemented from the vear
2008-09 onwards. It is regretted that in spite of great efforts and repeated
reminders,, it is noticed that a large number of Annual Performance Appraisal
Reports for the year 2009-10 and 2010-11 are still pending for disclosure in various
field units and are not available in this office which causes unnecessarily delavs in
hotding of DPC etc. and completion of ACR dossiers.

2. In this regard, it is requested thar if the delay of writing of APAR is due to
non-submission of self-appraisal by the officer reported upon, the writing of
AFPAR may kindly be initiated by the Reporting Officer/Reviewing Officer as
per rudes.

3. In view of the above, it is once again requested to bestow vour personal
attention in completing the APARs of the officers and ensure that all the APARs
for the year 2010-2011 (with backlog, if any) complete in all respects, i.e.
reporting/reviewing in respect of all the officers under your jurisdict) sho

sent to “CS to Adv.(HRD), DOT” without any further delay.

D

(N.R. Bishnoi)
Director(Staff)

Copy to: Advisor{O)/Advisor(T) — for kind information and similar action
please.




No. 21011/1/2005-Estt (A) (Pt-1T)
Government of India
Ministry of Personnel, Public Grievances and Pensions
(Department of Personnel and Training)

North Block, New Delhi.
23" Juiy, 2009

OFFICE MEMORANDUM

Subject:- Preparation and maintenance of Annual Performance Assessment Reports
(APAR).

The undersigned is directed to invite the attention of the Ministries/Deparntments to
the instructions contained in this Department’s O.M. No. No. 21011/02/2009-Estt.(A)
16/02/2009 and O.M. of even umber dated 14.05.2009 on the subjects of timely
preparation and proper maintenance of APAR and making the APAR transparent for
representation for upgradation, if any, by the officer reported upon. The matter of
preparation and maintenance of APAR has been further reviewed in this Department
keeping in view the system in this regard in respect of All India Services (AIS) and the
undersigned is directed to convey the following decisions:-

(i} All cadre authorities shall include a box in the APAR for reflecting by the
reporting officer the pen picture of the officer reported upon where the reporting
officer will be required to indicate his comments on the overall qualities of the
otficer including areas of strengths and lesser strength and his attitude towards
the weaker sections. A column will also be added in the section relating to the
reviewing authority for giving the reviewing authority’s remarks on the pen
picture reflected by the reporting officer. There will be no other separate column
in the APAR for overall assessment apart from the pen picture,

(ii) A provision may be made in the APAR in the relevant section for remarks by the
reviewing officer to indicate specifically the differences, if any, with the
assessment made by the reporting officer, and the reasons therefor.

(111))Numerical grading are to be awarded by reporting and reviewing authorities for
the quality of work output, personal atiributes and functional competence of the
officer reported upon. These should be on a scale of 1-10, where 1 refers to the
lowest grade and 10 te the highest. The guidelines given in Annexure-1 shail be
kept in mind while awarding numerical gradings.

(iv)The format for the purpose of numerical grading in the three areas of work
output, assessment of personal attributes and assessment of functional
competency is in Annexure-1I. For Group ‘B’ and ‘C’ officials however, suitable
changes may be made by the concerned cadre authorities in the items of
assessment as per functional requirerments of the job and the next promotional
post for them. The overall grade on a score of 1-10 will be based on 40%
weightage on assessment of work output, and 30% each for assessment of
personal attributes and functional competency. The overall grading will be based
on addition of the mean value of each group of indicators in proportion to
weightage assigned.




EsttE/ACR matiers

(v) Wherever ‘accepting authority’ has been prescribed in the exXisting system in the
cadre, columns may also be provided for such authority to give his comments on
the remarks of the reporting/reviewing authority and details of difference of
opinion, if any, with reasons for the same. In such cases, the accepting authority
will also give overall grade on a score of 1-10.

(vi) A schedule for completion of all activities relating to the APAR is given in
Annexure-I11.

2. The above provisions would be applicable for the APAR from the reporting year
2009-10 onwards. The concerned authorities may accordingly make necessary changes
in the APAR format for numerical grading to be given by reporting and reviewing
officer. This O.M. does not in any way affect the part to be filled in by the officer
reported upon and other existing columns in the APAR format like attitude towards
SC/ST/OBC, relations with public (wherever applicabie), integrity, training requirement
etc. for descriptive remarks,

3. All Ministries/Departments are requested to bring to the notice of all the offices
under them for strict implementation of the above instructions.

CAYE= Nm

{C.A. Subramanian)

Director

To

All Ministries/Departments of Government of India
Copy to:-
1. Chief Secretaries of All State Governments/1].T.s
2. The President’s Secretariat, New Delhi.
3. The Prime Minister’s Office, New Delhi.
4. The Cabinet Secretariat, New Delhi.
5. The Rajva Sabha Secretariat.
6. The I.ok Sabha Secretariat.
7. The Comptroller and Auditor General of India, New Delhi.
8. The Union Public Service Commission, New Delhi.

Copy also to:-

(i) Al Attached offices under the Ministry of Personnel, Public Grievances and
Pensions.

(ii) Establishment Officer and Secretary, ACC (10 copies).

(iii) All officers and Sections in the Department of Personnel and Training.

(iv) Secretary, Staff Side, National Council (JCM), 13-C, Ferozeshah Road, New
Delhi.

(v) All Staff Members of Departmental Council JCM).

(vi) All Staff members of the Departmental Council (JCM), Ministry of Personnel,
Public Grievances and Pensions.

(vii) NIC (DoP&T) for placing the Office Memorandum on the weh.cite af NaP.&T
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Anncexure-H!

Time schedule for preparation/completion of APAR
{Reporting year- Financial year}

Activity

Date by which to be completed

z
S

28]

R

Distribution of blank APAR
forms to all concerned {i.e., to
officer to be reported upon where
self-appraisal has to be given and
lo reporting officers where self-
appratisal is not to be given)

31* March.
(This may be completed even a week earlier).

Submission of self-appraisal to
reporting officer by officer to be
reported upon (where applicable).

15% April,

W

Submission of report by reporting
officer to revie-ving officer

30" June \

i to
i Section/Cel]

Report to be completed by
Reviewing Officer and to be sent
Administration ar CR
or accepting
authority. wherever provided.

31% July

Appraisal by accepting-authoriiy,
wherever provided

31™ August

(a) Disclosure to the officer

reported upon where there is no |
i accepting authority

officer
there is

(b) Disclosure to the
reported upon where
accepting authority

01¥ September

15" September

Receipt of representation, if any,
on APAR

5 days from the date of receipt  of |

communication

Forwarding of representations to
the competent authority

(a) where there is no accepting
authority for APAR
I

(a) where there accepting

authority for APAR

21* September

06™ October

Disposal of representation by the
competent authority

Within one month from the date of receipt of |
representation.

Communication of the decision of

representation by the APAR Cell

i
J 15" November
the competent authority on the |

|

End of entire APT&R?&&:ess, after
which ‘the APAR will be finally
taken on record

307 Navember




