
GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI 
SERVICES DEPARTMENT: BRANCH- IV 

5TH LEVEL, B-WING, DELHI SECRETARIAT, 
I.P. ESTATE, NEW DELHI- 110002 

No. F.2(1)/2010/S.IV/CC/ - , Lj .f - 1-f'-J 
CIRCULAR 

Dated: / 6 j 06 /J oJ.( 

Sub:- Preparation and maintenance of APARs in the various Department of 
Government of National Capital Territory of Delhi (GNCTD) - reg. 

The Union Public Service Commission (UPSC) vide its letter Number 
F.No.1/31(3)/2025-PD-2 dated 30.04.2025 on the subject noted above has 
been requested the Department of GNCT of Delhi to take note of the extant 
guidelines of DoPT for preparation and maintenance of APARs and provided a 
template of the APAR format. 

In view of the above, the above said letter alongwith its enclosure are 
being forwarded to all the departments of Government of NCT of Delhi for 
compliance please. 

Encls: As above 

All ACSs/Pr. Secretaries/Secretaries/HoDs 
Government of NCT of Delhi 

No. F.2(1)/2010/S.IV /CC/ l '-1 ff - 1 ,f Y 

1. S.O. to Chief Secretary, Delhi. 

(Rajesh Sachdeva) 
Dy. Secretary (Services) 

Dated: / 6 / 06 / Jo,)-.J 

2. Additional Chief Secretary (Finance), with the request to update the 
APARs format in respect of Accounts cadre as per extant DoPT 
guidelines on preparation and maintenance of APARs. 

3. P.A. to Pr. Secretary (Services), GNCT of Delhi. 
4. P.A. to Spl. Secretary (Services), GNCT of Delhi. 
5. S.O (Coordination) with the request to upload the sam~ website. 
6. Guard file. CY'--~ 

., . ::::::----
( Rajesh Sachdeva) 

Dy. Secretary (Services) 



F.No. 1/31 (3)/2025-PD-2 

UNION PUBLIC SERVICE COMMISSION 

DHOLPUR HOUSE, SHAHJAHAN ROAD 

NEW DELHl-110069 

Dated 3{,~pril, 2025 

To, '\<., 
The Chief Secretary ~' /' 
Government of NCT of Delhi '\ ~'.~ 

3rd Delhi Secretariat, IP Esta'ie, C 

New Delhi , Delhi 110002 .c(;,iu?/J"¾'j (73Jf 

SUB: Preparation and maintenaff~e of APARs in the various D artmen~. of 

Government of National Capital Territory of Delhi (GNC ) - reg. 

Sir, 

I am directed to refer to the DPC meeting held on 28.04.2025 in the 

Commission to consider promotion to the post of Controller of Accounts, Finance 

Department, GNCTD. During the meeting Hon'ble Member, Sh. Sanjay Verma raised 

the matter regarding the format adopted by the Finance Department for recording of 

APARs. The said format does not contain the self appraisal part to be filled by the 

officer reported upon, nor the gradings to be awarded by the Reporting and 

Reviewing Officers for assessment of various attributes of the concerned officer. This 

is not conducive to a fair and objective assessment process. 

2. It is therefore, requested that the various Departments under GNTCD may like 

to take note of the extant DoPT guidelines on preparation and maintenance of 

APARs, and accordingly, align their existing format for recording APARs. This will 

ensure a holistic and comprehensive APAR process. A template of the APAR format 

used in the Central Government Ministries/Department /Organizations is enclosed to 

facilitate the requested exercise. 

Yours sincerely, 

~25 
(Sharad Kumar Srivastava) 

A/\ Joint Secretary (PD) 

1 y 'tt: (' 011-23385007 

l\rs 
~QJ~ L ,,- )X 

v -✓ t~ r 

~~~\ ct?~~ v 



Annual Performance Appraisal Report 
,. 

~ q,f a'fP, 

Name of Officer: .. ........ ... ......... .. .... .............. ........... .. .. .... ....... ...... .. .... .. ... ... . . 

m,mt ~I .wrlu cfi1 ~ kl cl c:.o1 

Report for the year/period ending: .... ....... .. ... ........ .. ........................ ............. . 



( 

~!fci"»m 
Ministry/T)epartment of ................................................................................................................................. ....... 

~ 

Form 

Annual Perfonnance Appraisal Report : · • I - .,. .. . • ·- · 

Report for the year/period ending .................................................. ............. ................. ......... .... .... . 

ffl7r -t 
Part-1 

~~ 
. PERSONAL DAT A 

(ITTTWr/fcrnnr~<l;-~ ,rmrf.'tifi Jr.jffi7T oo '1t ~ ~ ~) 
(To be filled by the Administrative Section Concerned of the Ministry/Department/Office) 

1. ~ij;J'iW, 

Name of Officer .................................................................. . 

2. ~ ~ ii11ra" ~/ ~, ~ 
Date ofBirth(DD/MMNY) .. . ... .. ........ . ./ .. . . . . . . .... ..... .. / .. .. .... ... . 

3. zj.,r,r -tan' t o!'l'l1rl1T ~ ~ ii11ra" 
Date of continuous appointment to the 
to the present grade 

4. zj.,r,r ~ ntrr m ~ ~ ~ ii11ra" 

~ 
Date ..... ........ ........... .. .. 

~ 

Present post and date of appointment 
thereto 

Post ...... .. .. .. . 

5. cflttij;Tlj-.t~~~(~ 
~~'R) ~3m~.\'llfitlffUT 

fi:l"lrr terr nr-m Fcta.oT a-. 
Period of absence from duty (on training 
leave. etc.) during the year ifhe has undergone 
training. specity. 

2 

~l'iG't# 
(In words) .... 

-tan' 
Grade 

~ 
Date .. .. .... ... ... .. . 



!:rt<1 y ~ TI q~e,""..f f~dT ar,r t. ~ ~ W ~ ~ ~ 
PART - 2 l :, be rilled m by the Officer rep<>rted upon 

,~~~~~~~lt ~t-ur.rt~.:t) 
(p lease read carefully the instruction~ before fi lhng the entrie1) 

flt:t m.r ~i;mmi~ 
Brief descnptmn of dut1e!l 

2 ffl .-r ~ ll!n/3h'lf~/ ~ l'lr1l 3m ~ ~ ~ 8'. llT ~ ~ ~ ~ 11V ~ J,! ~ 1lf Jmr 11'1' ~ ) 
-ndl «l ~ - a J!t: ~ ~ 31Mt ~ ~ )(l. ~ ;:n-~ tit ~ ll'f,ft ~ ~ ( ~ ~ ~ ln'fl'I;' IDll1T .,-~ 
~ mli!urJ 
Pln11< ,pec,ly 1.,-geWobJCC1Jve.1aoall(1n ou1nllllll1vc OI olho t,, o• • f"""' you tel (ex younclf or 1h ,1 woro ,oc rur you 61ijhl 10 Ion 11cm, or 
won ,n 11,c orde, of pnor11y and yc,w ach,e"emcnl ■111n11 each WJ<1 , ::.ump,c """"'' Acuon PIJn for yo~ , v111on) 

r ~•7.l'~l'l'/t.1Tll 

1 t rgcts/QhJCCIIVCi/Goah 

I 

I 

I 

J 
3 



3. (JI) ~ ~ nh,rrlt JJ'Q' .rt-it13til/ttt'A>t ~ 11$ ~ {ft~~ m ~ 3M'TTil' <R. lrtt ~-it~ 11$ ~ ~ f1tlRT ~ P iIT 
t lln'IV . 

(e,) please state briefly, the shonfalls with reference to the targets/objectives/goals referred to in items 2. Please specify 
constraints, if anv, in achievin2 the tar2ets. 

(~) ~ 3'i'f ~ ~ 1ft ~ ;;i;t F.;r.ritililtl1r ~~{ft t 3ll'< ~ m ~ ~ 1ft ~ ;;i;t 
Please also indicate items in which there have been siimificantlv higher achievements and vour contribution thereto. 

4. ~~ 'R~ ~ ~~~"' 3f<l'ol' W!frt ~ ~ f.ltfrtt,rlTftl. J!llio:t..m~~~~~ ~, ;;r,im~ 
ci ~ ~ 1f'!ft tft. ll1t ~ err fffl'aT ci m ~ nrt'tl. ~ ~-
Please state whether the annual return on immovable property for the preceding calendar year was filed within the prescribed date 
i.e. 31st January of the year following the calendar year, if not, the date of fling the return should be given. · 

~~~~<\;~ 
Date Signature of officer reponed ·upori 

3TI7T - 3 

4 



?ART-J • 

~ -~ ~T ~ IT~.f r•r 'J•lf-1:'~"'T ~7T ;;,r,n -~ ;;TT ! · t • • · !t1rr-t 'IT ~).Jr ~ . ~ • ll<flt ,i;,, ~ ~ n1lT ! • 

3Wil1fM~~~t 
Numerical grading is to be awarded by reporting and reviewing authori ty which ,hould be on a ,cnle of 1-10, where I refer, to the lowe,1 grnde 
and IO to the highesl. 

rf'l'IT llfllft!lt ~ ~ t ~~~tit~ l<lr.f ~ ~ ~) 
(Plcnsc read cnrefully the guidelines before filling the enlries) 

(A) Assessment of work out ut fweiahtaue lo this Section would be 40%) 
Reporting Authority Reviewing Authority Initial of Reviewing 
~~ (Refer parn 2 of part 5) Authori ty 

~~ ~ 
(~J117TS<liTm~) ~<l';J1Tt1m 

'{df.:l<ll~r1 ~ ~ ~~~ J!ltlR <rr 
~ft"l!T1Tl!Tm 
Accomplishmenl of planned work/work allotted as per 
subieets allotted 
m~%~ 
Qualitv of output 

Im~~ 
Analytical abilitv 

~m~~~1rv ~m 
Accomplishment of exceptional work/unforeseen tasks 
performed 

f.mc,ffl'!rfof ~ ~ 
Overall Grading on'work output' 

fB) Assessment ofoe~onal attributes f•.vei2hta2e to this Section would be 30%) 
Reporting Aw'lority I Reviewing Authority Initial of Reviewing 
~~,r • (Refer para 2 o, fl' ·'.· : ) Authority 

~~ ~o1Fcl.1l+o1 
(~J117TS<lifm~) ~ ~ Jllt1m 

m~~ 
Attitude to work 

~<!if~ 

Sense of resoonsibili tv 

3r._PITir.f <liT ~ 
Maintenance ofDiscioLine 
~U1fr!T.r 
Communication skills 

~TT ' 
Leader.;bip skill, s ·---+ ·----~ ~ ~ ~ ~-;rit .\; t7Jfc!T 

I . t= ~7 Caoacitv ., :"ork in ·tea,n ~oirit . le---- -
Wf!r~1~.oft<!if'),~:lf;f;{il~A-o11{TI I • , 

,_Capac'l}'._lo _~~he•e.totimr~l':_ _ _ I ----· ·-- ·-'=-~-~ =E .. -------
~C:!:P!~~~~-relaliom . · · __ -___ _ __ . ___ [§' of/;"' - ' . • 

erallb~aringanJpcrsonality . ___ · +-~--
~n Fct~'1\nnit 'R fH lv.;:-<t>"i' ~~o~~w. . 

~.!!.9.!:!~0n 'Personal Attclhct~,• ,_ _ J · · ...i ... --~-

5 



(~ ) ~ mrn;:rr ~ ~ ($11 ffi71 % IITT l•¾ ~ml) 
· (C) A.,,;,mcnl of func11on•I compeicncy (we1gh1,ge lo lh i< 1ec11on would be JO¾) 

-~ 
Reporting Aurhori ty 
~lllfft.mt 

lmrn"~!ffl era ~ t ITT ~-~ Q"a' :,;rt 

~lnltl!~~ 
Knowledge of Rules/Regula11ons/Procedures in lhe area of 
func11on and ab ,li tv to aool~ 1hem correctly 
~m;;i.rr ~~ frnnT 
S1ratc2ic olanni n2 abili tv 

~~%frnnT 
Decis,on makmg ability 

~frnnT 

Coord1na1ion ab ili tv 

~""imnQ"a~m%~ 
Abili ly lo molivate and develop subordinates 

~~~ 
In itiati ve 

~mmi'!T'l<fi, fmr-R ~ 
Overall Gndine on ' Function■ ! Competency' 

m-T-W 

PART -4 

1. ;;r.;nr~mi.r~r,;rpsft~ 
Relation with the public (wherever applicable) 

~ 

GENERAL 

(;;r.rc:rr % 31mll<R!T31t ~ ~ Q"a ~ ~ 3ffJtm:r qr 'F"lll'ftq,roftt 

(Plc.se commcnl on the officers acccssibili tv lo the oublic and resoonsivcness lo their need,) 

-- --- --, 
Reviewing 1\urhority ln1t1al of Re'l 1ew1ng 
(Refer para l of part-5) Aulhority 

~lllflt,,;rfr ~ 
(i:r,;rn >mT 5 ,J;T !I-{! I) lllflt,,;rfra; .)!11Jffi" I 

2. llffi4f"T 
Training 

r'F"lll' 3ffll7ITTft % ~ Q"a m lJ71nT3i't ~ JJ1r ~ ljtTTt JJ1r ~ m % rlt t 31!t" llffi~ ~ r.rr fmTft,r ~-, 
(Please give recommenda1ions for !ra ining with a view to further improving the effectiveness and capabil i1ies of 1he Officer) 

6 



:i. ~ .. ;!i'r~ 
Stoic of H, a!.h 

4. ~ 
Integrity 
f'l'llT~il;'r~ITT'~~ 
(Plea,e comment on the integrity of the officer) 

5. ~~ml'~ ~ ~ ~t<fil!Jrr ~ <'l"flllT (<!mm I•• t~ 1't), ~ ~ ,ITT Qcf ~ mm,11' ,ITT, 

JmruRVT ~ . ~ Jm1llo!nl3it (rot ffl1T • l ~ J (Jf) Q"Q' J(•)) Qcf ~ cr'lJ'tt" llfi!t ~ trrfm;r i/t 
Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer including area, of strength and lesser strength, 
extraordinary achievements, significant failure (ref: J(A) & 3(8) of Part-2) and attitude towards weaker sections 

6. ~ t" ffl1T -J t" <B Jf, • nm ll" 1't jzy .w mmr t" 3ITtITT ITT' <liol' ~ ~-
~ 

Overall nu,nerical grading on the basis ofweightage given in Section A, B, C in Part-3 of the Report. 

~~*~ 
Signature of the Re[lOrting Officer 

Place: Name in Block Letters: ...................................................................................... .. 

~ 

lJcsi ~:.ation: ............. , .......................................................... : ..... ,.' ... ............ ...... · 

~;r~~tt 
Date: Durati~n 0f the period of Re~ort :' ..................................................... . 

7 



PART-5. TO BE FILLED BY REVIEWING AUTHORITY 

1. 

2. 

3. 

4. 

5. 

Place: 

Date: 

Length of service under the Reviewing Officer. 

Do you agree with the assessment made by the Reporting Officer with respect to the work 

output and the various attributes in Part-3 & Part-4 ?. Do you agree with the assessment of 

reporting officer? 

YES NO 

In case of disagreement, please specify the reasons. Is there anything you wish to modify 

or add.? 

Pen picture by the 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. 

Overall numerical grading on the basis of weightage given in Section A, Band C in Part-3 

of the Report. 

Signature of the Reviewing Officer 

Name in block letters ......... ········· ········· ···· ·· 

Designation : ....... . ........ . .............. . 

(During the report period). 



Guidelines regarding filling up of APAR with numerical grading 

1. The columns in the APAR should be filled in with due care and after devoting 

adequate time in manuscript. 

11. It is expected that any grading of I 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 IO would be justified with respect to speci fi e 

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. 

111. AP AR graded between 8 and IO will be rated as "Outstanding" and will be given a 

score of 9 for the purpose of calculating average scores for empanelment/ 

promotion. 

1v. APAR graded between 6 and 8 will be rated as 'Very Good" and will be given a 

score of 7. 

v. AP AR graded between 4 and short of 6 will be rated as "Good" and will be given a 

score of 5 .. 

v1. AP AR graded below 4 will be given a score of"zero". 

vn. Fraction grading in APAR will NOT be given. 



ANNEXURE-11 

CERTIFICATE FOR DISCLOSURE OF PERFORMANCE APPRAISAL REPORT 

I. Name and Designation of the Officer reported upon: 

2. Year/Period of Assessment 

3. Date of disclosure of APAR to the 

Officer reported upon 

4. Whether Comments received from 

the officer reported upon 

5. If Yes, date of disclosure to the 
Officer reported upon after 
Consideration of his comments 

6. Whether Officer has made 
representation to the Competent 

Authority 

7. If yes, the date of communication 
of final report after consideration by 
the Competent Authority 

YES/NO 

YES/NO 

Signature of the forwarding authority:­

Name ----------

Designation _______ _ 

Date: - ---------



{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }

