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GOVERNMENT OF INDIA

MINISTRY OF DEFENCE

DIRECTORATE GENERAL OF AERONAUTICAL QUALITY ASSURANCE

ANNUAL PERFORMANCE APPRAISAL REPORT  (APAR)

FOR PRIVATE SECRETARY DGAQA 
Sh/Smt/ku  _______________________________________________

Designation ______________________________________________

Date of Birth _____________________________________________

Name of HQ/Br/Orgn______________ Since when_______________

APAR Period From                                    To

Time Schedule for preparation/completion of APAR

(Reporting year – Financial year)

	S. No.
	Activity
	Target date by which to be completed
	Actual date of completion

	1.
	Distribution of blank APAR forms to the officer to be reported upon
	31 st March (This may be completed even a week earlier)
	

	2.
	Submission of self –appraisal to reporting officer by officer to be reported upon
	15 th  April.
	

	3.
	Submission of report by reporting officer and to be sent to Administration or Accepting Authority, as applicable.
	30 th June
	

	4.
	Report to be completed by reviewing officer and to be sent to Administration or Accepting Authority, as applicable.
	31 st July
	

	5.
	Appraisal by Accepting Authority, wherever provided
	31 st August
	

	6.
	(a) Disclosure to the officer reported upon where there is no Accepting Authority

(b) Disclosure to the officer reported upon where there is Accepting Authority
	01 st September

15 th September
	

	7.
	Receipt of representation, if any, on APAR
	15 days from the date of receipt of communication by the officer reported upon
	

	8.
	Forwarding of representation to the competent authority

(a) Where there is no Accepting Authority for APAR

(b) Where there is Accepting Authority for APAR
	21 st September

06 the October
	

	9.
	Disposal of representation by the competent authority
	Within one month from the date of receipt of representation
	

	10.
	Communication of the decision of the competent authority on the representation by the Administration 
	15 th November
	


INSTRUCTIONS
1.
The APAR is an important document.  It provides the basis and vital inputs for assessing the performance of an officer and for his/her further advancement in his/her career.  The officer reported upon and the Reporting Authority should, therefore, undertake the duty of filling out the form with a high sense of responsibility.

2.
Performance appraisal through APAR should be used as a tool for human resource development.  Reporting Officer should realize that the objective is to develop an officer so that he/she realizes his/her true potential.  It is not meant to be fault-finding process by a developmental one.  The Reporting Officer should not shy away from reporting shortcomings in performance, attitudes or overall personality of the officer reported upon.

3.
The columns should be filled with due care and attention and after devoting adequate time.  Any attempt to fill the report in a casual or superficial manner will be easily discernible to the higher authorities.

4.
Every answer shall be given in a alpha numerical  form.  The space provided indicates the desired length of the answer.  No additional paper will be attached/pasted.  Words and phrases should be chosen carefully and should accurately reflect the intention of authority recording the answer.  Please use clear and simple language.  Please do not use omnibus expression like `Outstanding’, Very Good’, `Good’, `Average’ and `Below Average’ while giving your comments against any of the attributes.

5.
The Reporting Officer shall, in the beginning of the year set quantitative/physical/financial targets in consultation with each of the officers with respect to whom he is required to report upon.  Performance appraisal should be a joint exercise between the officer reported upon and the Reporting Officer.  The targets/goals shall be set at the commencement of the reporting year i.e. April.  In the case of an officer taking up a new assignment in the course of the reporting year, such targets/goals shall be set at the time of assumption of the new assignment.

6.
The targets should be clearly known and understood by both the officers concerned.  While fixing the targets, priority should be assigned item-wise, taking into consideration the nature and the area of work and any special feature that may be specific to the nature or the area of the work of the officer to be reported upon.

7.
Although performance appraisal is a year-end exercise, in order that it may be tool for human resource development, the Reporting Officer and the Officer reported upon should meet during the course of the year at regular intervals to review the performance and to take necessary corrective steps.

8.
 It should be the endeavour of each appraiser to present the truest possible picture of the appraisee in regard to his/her performance, conduct, behaviour and potential.

9.
  Assessment should be confined to the appraisee’s performance during the period of report only.

10.
   Some posts of the same rank may be more exacting than other.  The degree of stress and strain in any post may also vary from time to time.  These facts should be borne in mind during appraisal and should be commented upon appropriately.

11.
   Aspects on which an appraisee is to be evaluated on different attributes are delineated below each column.  The appraiser should deal with these and other aspects relevant to the attributes.

12.
    The APAR must be initiated and endorsed by the officer as prescribed in the channel of reporting, any deviation will render the impugned report technically invalid.

13.
   Actual date of completion will be indicated by the officer reported upon and Reporting Officer on the reverse side of the cover page.

14.
   Erasers, use of whitener and paper slips pasted for the purpose of revising original assessment are NOT acceptable.  Such Reports may be technically invalid.  Mistakes must be scored out neatly and signed in full.

15.   A line must be drawn across unused space(s) and same authenticated by the reporting officer.

16.
   Guidelines regarding the numerical grading:

(i) The columns in the APAR should be filled with due care and attention and after devoting adequate time.

(ii)
It is expected  that  any grading of 1 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 10 would be justified with respect to specific 
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 authority should rate 
the officer against a large population of his/her peers that may 
be currently working under them.

     (iii)
     APARs  graded  between 8 and 10 will be rated as `outstanding’ 
     and will be given  a  score  of  9  for   the  purpose of calculating  
     average scores for empanelment / promotion.

(iv) APARs graded between 6 and short of 8 will be rated as `very good’ and will be given a score of 7.

(v) APARs graded between 4 and short of 6 will be rated as `good’ and given a score of 5.

(vi) APARs graded below 4 will be given a score of Zero.

17.  Details given in Section 1 – Basic Information must be as per the documents maintained in the unit/formation.

18.
   Format based on the `The All India Service (Performance Appraisal Report) Rules, 2007’, issued by DOPT.

                                                   *****************************

GOVERNMENT OF INDIA, MINISTRY OF DEFENCE

DIRECTORATE GENERAL OF AERONAUTICAL QUALITY ASSURANCE

ANNUAL PERFORMANCE APPRAISAL REPORT (APAR)

FOR PRIVATE SECRETARY FROM_________________TO___________________

PART –I

PERSONAL DATA

1.  Name of the Officer

:


(in capital letters)

2.   Whether the Officer reported upon belongs to Scheduled Caste/Tribe/OBC :

3.   Unit / Establishment  :

4.   Date of Birth :

5.   Date of initial appointment / grade  :

6.   Present grade / designation & date of appointment  :

      Grade……………………………..  from …………………….


7.   Period of absence from duty (on leave, training etc) during the year ………
      If the officer has undergone any training, please specify.

Part-I compiled by


:
(Name, grade, signature & date)

Checked by                                   :
(Name, grade, signature & date)

Note :  Please do not leave any column blank

	 Name and initials of the officer reported upon


PART –II

SELF-APPRAISAL

(To be filled up by the officer reported upon.  No extra sheet to be used for the purpose).

	1.  Brief description of duties.



	2.  Brief resume of the work done by you during the period of report, bringing out special achievements, if any.  In the event of any shortfall, furnish reasons.



	3.  Please state if the Annual Return for immovable property for the preceding calendar year was filled up by 31st January of the succeeding  year.  If not, indicate the date of filing the same.



                                                                         Signature ___________________ 

                                                                         Date _______________________

Note :  Please do not leave any column blank

	Name and initials of the officer( reported upon)


PART-III

RATING SHEET

1.

	Name of Reporting Officer
	Rank / Designation

	
	


2.
Length of Service under Reporting Officer  :

	D
	D
	M
	M
	Y
	Y
	TO
	D
	D
	M
	M
	Y
	Y

	
	
	
	
	
	
	
	
	
	
	
	
	


3.
Assessment of `Work Output’ (on a scale of 1-10, weightage to this section will be 40%.)

	Attributes
	Reporting

 Officer
	Initials of Reporting Officer

	i)   Accomplishment of work allotted

	
	

	ii)  Quality of work output


	
	

	iii)  Accomplishment of exceptional work / unforeseen task performed
	
	

	Overall Grading on `Work Output’ 


	
	


4.
Assessment of `Personal Attributes’ (On a scale of 1-10, Weightage to this section will be 30%)

	Attributes
	Reporting

 Officer
	Initials of Reporting Officer

	i)   Attitude to work


	
	

	ii)  Sense of  responsibility


	
	


Note :  Please do not leave any column blank

	Name and initials of the officer( reported upon)


	iii)  Trustworthiness in handling confidential matters/documents.
	
	

	iv)   Communication skills  


	
	

	v)   Maintenance of discipline


	
	

	vi)   Ability to draft letters, briefs, minutes etc.

	
	

	vii)   Capacity to work and submit papers/briefs etc. for meetings  within the time limit
	
	

	viii)   Tact in handling phone calls/visitors


	
	

	ix)   Capacity for effective coordination/liaison.
	
	

	x)   Inter-personal relations


	
	

	Overall Grading on `Personal Attributes’ 


	
	


5.
Assessment of `Functional Competency’ (on a scale of 1-10, weightage to this section will be 30%).

	Attributes
	Reporting Officer
	Initials of Reporting Officer

	i)
	Knowledge of procedures in the area of function and ability to apply them correctly


	
	

	ii)
	Knowledge of computer applications


	
	

	iii)
	Proficiency in stenography


	
	

	iv)
	Ability to ensure effective coordination of work of the Secretariat

	
	

	v)
	Maintenance of engagements schedule


	
	


Note :  Please do not leave any column blank

	Name and initials of the officer( reported upon)


	vi)
	Ensuring that important matters requiring attention are not lost sight off
	
	

	vii)
	Contribution towards decision making

	
	

	Overall Grading on `Functional Competency’


	
	


6.
State of Health
:

7.
Attitude towards people belonging to SC/ST/OBC/PH categories :


(Applicable only in case of officers dealing with the development and 
protection of people belonging to SC/ST/OBC/PH categories and Weaker 
Sections of the Society)
8.
Relations with public (wherever applicable)
:
9.
Integrity 
:


(The remarks against this column shall be made in one of the three 
options mentioned below):-

(i) Beyond Doubt.

(ii) Nothing adverse has come to my notice.

(iii) Since the integrity of the officer is doubtful, a Secret Note is attached herewith.

10.
Aptitude and potential including suitability for other spheres of work :


(Please indicate possible lines of growth and development of the officer)
11.
Recommended training for further development of the officer reported upon:

Note :  Please do not leave any column blank

	Name and initials of the officer( reported upon)


12.
Pen picture of Reporting Officer 
[General assessment of the officer reported upon including overall qualities, lesser strengths and attitude towards weaker sections and overall grading in the smaller box provided on a scale of 1-10 (the overall grading is to be based on addition of the mean value of the mean value of each group of indicators in proportion to the weightage assigned)]
	


Date    :
Place  :



Signature of Reporting Officer ____________






Tele :

Note :  Please do not leave any column blank

RECEIPT OF ACKNOWLEDGEMENT

A copy of the extract of the APAR for the period from ………………. to ………………  is received.


I understand that if I wish to represent against the entries in the APAR, I will have to do so to the Competent Authority within 15 days from this date with a copy to this HQ.

Date :  

 Signature of the rate  ___________________

                                      Name and Designation ______________

                                       ID No.                         _________________


