BY FAX

No.A-12011/1/2011-Ad.11
Government of India
Ministry of Corporate Affairs
5" Floor. ‘A’Wing, Shastri Bhavan,
New Delhi, the 11" February, 2011
OFFICE MEMORANDUM

Subject: Forwarding of Annual Performance Assessment Reports (APAR) proforma for Group
‘B’ and ‘C’ posts in the MCA — Preparation and maintenance thereof-Reg

The undersigned is directed to draw your attention to the DOPT’s OM No. 21011/1/2005-Estt.(A)}
(Pt.ll) dated 23.7.2009 wherein instructions on preparation/maintenance of APARs in a revised
format have been issued and to forward herewith proforma of APAR for all Group ‘B’ and ‘C’ posts
in the MCA from 2009-10 onwards.

2. It is requested that the same may be circulated to all Group ‘B’ and ‘C’ officers. The APARs of
2009-2010, in the revised format, may be completed before 31-3-2011 and a report of the
‘completion status of APARs in the region’, may be sent to Ministry, before 30-4-2011.

Where APARs already completed in old format for 2009-2010

3. In all cases, where APARs have already been completed in old format, due to delay in finalization
of new format, the APARs for 2009-2010 are required to be re-written in this new format, to ensure
uniformity and compliance of DOPT guidelines. In such cases, while completing APARs in this new
format, the officer concerned, the reporting officer and the reviewing officer may keep in view their
assessment/reporting/reviewing comments in the old format APAR/CR for 2009-2010, so that
contents of both old format APAR/CR and this new APAR are not dissimilar to such an extent that it
may create problems or alter the assessment of the officer for service benefits for which APARs are
seen. Till the completion of APARs of alf B and C officers for 2009-2010 in this new format, no fresh
DPCs/Screening Committee meetings may be planned. However, past DPCs, who have relied on old
format APARs for year 2009-2010, shall not be re-opened to the disadvantage of the officer.

Time bound completion of APARs

4. The decisions of NFU, NFSG, MACP, ACP, Promotions, Confirmations, etc. are getting delayed in all
the grades, both in the Ministry as well as in the RD offices, only because of non availability of
relevant period APARs. The time schedule for completion of APARs as given in DOPT rules
{(www.persmin.nic.in){circulars>establishment>ACR) may please be adhered. If any controlling

officer is delaying his report/review, the same may be commented in his APARs.
[ ‘ N “
(R.K. Pandey)

Under Secretary to the Govt. of India
To

1. All 6 RDs
2. MCA website(‘Employees Corner’ under ‘Miscellaneous’ for placing this letter and APAR proforma)
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Annual Performance Appraisal Report
For
Group B and Group C posts
in
Ministry of Corporate Affairs

Name Of the OFfiCer .o

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



®
Ministry/Department of ........coimiimam bevmerenrasasantranes

Form

Annual Performance Appraisal Report of Senior Technical }Xssistalm/Iml'estigation_|
Officer/Company Prosecutor/Superintendent—Cum—Accountant/]unior Technical
Assistant/ Statistical Assistant/Hindi Officer/Senior Hindi Translator/Junior Hindi
Translator/Legal Assistant/Senior Legal Assistant/Junior Legal
Assistant/Superintendent Grade - I/ Superintendent Grade - II/Steno Grade -
| [I/Office Superintendent

Report of the year/period EeNAING..vcvuerrrarenssinanranes erieemsesansancons
B PERSONAL DATA |
Part-1

(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

1. Narme of the OHFICET  .ooviiiiireinrsananssee st e
2. Date of Birth (DD/MM/YY) ..oocinininniniannnoe (I WOTAS) ..evrennrrrrrrnnnrrennnnniiaaneenes
3. Date of Continuous appointment
to the present Grade | BT - Grade ......covevaminn
4, Present post and date of appointment
thereto POst .ciiirirreinnnneiies Date .....ooocivceaernns
B. Period of absence from duty (O .ovoeerriiimsmnmrsaer s
training leave etc.) during PSPPI TP PISPEEREIEEL LA
year. If he/she has gone EPBAMING,  cooerreerermssserssmnmnenesasssannssanraan e e

specify. ey

..............................................................



an - 2 51 FTtE @ afeRes i 3 2, 393 g1 R I @ few
PART-2 To be filled in by the Officer reported upon

(g sfifeal & v & TR SR A o R 0 )

{Please read carefully the instructions before filing the entries)

1 f5 Ty e b faawon

Brief description of duties

2,m$a‘lawmaﬁw@ummm%uﬁa?ﬁaﬁﬂﬁ.mmﬁ%@ﬁnﬁa%&nﬁﬁmﬁﬁmﬂnmmm
mﬂ]aﬂzﬁfﬂm—mqémm&m$mwmﬁhmmaa&qﬁa%mﬁmmlmmm$ﬁwm
yum & foe aiftfs o arsem) )

Please specify targetsiobjectives/goals (in guantitative or other terms) of work you set for yourself or that were set
for you, eight to ten items of work in the order of priority and your achievement against each target. (Example :
Annual Action Plan for your Division}

AT/ JuAtera
Targets/Objectives/Goals Achievements




3, (%) T 92 2 % qae MU eedl/sedva/cat & mita ¥ W@ sl o wd A s e afe aedt d ot F @Y are
& & a & T
(A) Please state briefly, the shortfalls with reference to the targets/objectives/goals referred to in item 2 Please
specify constraints, if any, in achieving the targets.

(@) g 3 wel o Feor ) Frd e i suaterat @ & 3k 3 o dimer @ i Jeere

(B) Please also indicate items in which there have been significantly higher achievements and your contribution
thereto.

4,@@3@@&%@@&%@6&&%@%%%%@@%%3&@
Jerad] 3 @ 31 T o &3 & & 8 N TiE 7 A o o e A A & Fel

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 foilowing the calendar year. lf not, the date of fiting the return should
be given.

Eoic TR X @ HUSRY & FRAER

Date: ... Signature of officer reported upon



{1 - 3
PART-3
Wmaﬁmmﬁaﬁmgﬁaaqamgﬁﬁ&emnﬁmﬁmm%ﬁ 110 & 9 R Er ofem, e 1 wad @
éﬁﬁ@lomﬁvﬂaﬂmm#i
Numerical grading is to be awarded by reporting and reviewing authority which should be on a scale of 1-10, where 1
refers to the lowest grade and 10 to the highest.

{pren sfafleat a8 s @ et Reenfded o e @ w )

{Please read carefully the guidehnes befare filiing the antries)

(et forears a1 qeaiat (56 v ey Wik 40% 2ram)

{(MAssessment of work output (weightage to this Section would be 40%)

SITeRY FITITREY
Reporting ¥ wors @ ey o) 5 ARIER
' Authority Reviewing Authority nitial of Reviewing

Refer Para 2 of Part-5)

uthority

fezm mar arf

Accomplishment of planned workfwork aliotted as per
_subjects allotted '
i) B Fremes & o

Quality of output . e - —_—

Analytical abilit . U E —_——
iv) T aﬂ% & algofey 2 Te s 5

Accomplishment of exceptional work/ unforeseen
tasks performed

Fria a1 o a5et Ferenas Ao
Overall Grading on ‘Work Qutput’
@)aafsams faereanst & graiat (g T o W 3094 2

(B)Assessment of personal altributes (weightage to this Section would be 30%)

i) QERRNTSI o o aRotnava & arem T TRt T

wiere sty WTrETRY STy
Reporting |5 1 Ry 2} FTEER
Authority eviewing Authority nitial of Reviewing

Refer Para 2 of Part.5)

i) Rt & Alirghey I — | r

Altitude to work ) o _ SN S
ii) kel Rl
Sense of responsibility o — e —
fif) SR & FF[ET0T
::'IJalntgnanoe of Discipline
Communication skills
v) S o Uy
Leadership qualities S |
vi) ZeT & WA 2 armar

Capacity to work in team spit.
vil) 77 RO 1 SR < A aEAT
[ Ca73city to adhere o fime-schedule
vidl) QUEY g
_Inter-personaj relations
) W Bid Ud ey
Gverall bearing and personalily
SAfrTR FRTNNEATaR gyt PrenaT Sofaser

Overali Grading on ‘Personal Attributes'

uthority .




RTiwaTateTd qEwHar o YEaTe- (38 W @ WR 30% Erm}
weightage to this Section would be 30%)

(C) Assessment of functional competency {

grade

! iR

Reporting
Authority

el wms W iR )
Reviewing
muthority (Reter

gqﬁﬁhﬁmwﬂgqﬁ?ﬂmyﬁaﬂa‘%

TATRIER
Initial of Reviewing
Buthority

_para 2 of Fart-5)

T T fataied o arad S AN gleat g I |
" ydm & FEE

Knowledge of Rules! Regulations/ Procedures in the
area of function and ability to apply them correctly.

7iﬁﬁ—ﬁ_ .}%ﬁ_ﬁ’ﬂy hemcorrectly. _ ... . .—.-1 - ——— e
Strategic planning ability . __ e e e
i) EHAT
Degision making abifty . o e e
™ o . R
Coordination ability

T Wﬁ,?ﬁﬁﬁ ﬁﬁrﬁm_“—_” % S E
Ability to motivate and develo subordinates

QT)TI%HY_‘ET%(_”_ - ang develop sybordina’ts - _ S W
Initiative

Tl HEAl R &8 (ST HONS ol

Overall Grading on ‘Functional Competency’

|HFG
GENERAL

a4
PART-4

1. e 3 v SR (st i)

Relations with the public (wherever applicabie)
(e & 'mmaﬁauayfhmﬁﬁm:ﬂﬁnmwmﬁwﬁau

{Please comment on the Officer's accessibility to the public and respansiveness to their heeds.)

2. yivem

Training
(e st & e vd ol st 3 SR it g 3R gle TR A g A ged ufreor & fore Famfcdt 1)

{ Please give recommendations for raining with a view to furlher improving the effectiveness and capabilities of the Officar.)

—

et ———




3. <areg & fafs
State of health

|

l I

4. TS

. Integrity
(e st ot T w fewrd &)

(Please comment on the integrity of the officer)

5. gtode= st g1 AftEd & W fadivarsl & & (enmam 100wl R}, faes wmed &9 vd w9 et B
FETORYT J9ce, Feeaqul Iy (Wek: w2 @ (@) vd (@) vd gder avt b ufy AfiglE wfie @y
Pen Picture by Reporting Officer (in about 100 words} on the overall qualities of the officer including area of
strengths and lesser strength, extraordinary achievements, significant failures (ref. 3(A) & 3(B} of Pan-2) and
attitude towards weaker sections.

- 6. 9fdeA & -3 & W3 3, 7 A | A T e MR & AR ) g firmas seres arffaso)

Overall numerical grading on the basis of weightage given in Section A, B and C in Part-2 of the Report,

e st & gwer
. Signature of the Reporting Officer
U AT A0 3R W
Place: ........ccc. ... . Name in Block Lefters: ... ... ... ..
TEATH:
Designation: ..o
feaie: ufedes ot Frafd o
Date: ... ... During the period of Report: ..o o




P @
HHT -5
PART-5

1, e st & e

REMARKS OF THE REVIEWING OFFICER:

qAfdees STt & F=avra Ja el

Length of service under the Reviewing Officer

2. TT 3G WAT-3 T 34 A Forfer @ e fafim ot & wan # wfide sfted oo fed 12 qrate @ wewa & wr o
FitrardY &t sremerRor el Ry STt & wEa ¥ R T qraies @ wEwa £7 (wWak: Wm-a(R)(iv) war wer4(s)
(ufe e gfidem witert gro fo 1ot & faslt whoamess grares R e 78 & A P s rgie 1 avs 3 R md wine A € A R
o HRIER AR |
Do you agree with the assessment made by the reporling officer with respect to the work output and the various
attributes in Part-3 & Part4? Do you agree with the assessmenl of reporting officer in respect of extraordinary

achievements/significant failures of the officer reported upon? (Ref: Part-3(A)(iv) and Part-4(5))
{In case you do not agree with any of the numerical assessments of attributes please record your assessment in thé column provided for you in that

section and inibal your entries)

Yes No
3575w 2% @ Rerfa ¥ g ga R wad, 7 o U A & forY s g eze ar Se are @7

in case of disagreement, please specify the reasons. _|s there anything you wish to modify or add?

a. Fﬁﬁma&ﬂmmmlmmaﬁtmmmﬁ}%ﬂﬁMaﬁwﬁWaﬁm
&7 vd o0 Ted & vd Fud gl oif ¥ nfy sfigfa ofa &

Pen Picture by Reviewing Officer. Please cormment (in about 100 words) on the overali qualities of the officer
including area of strengths and lesser strength and his atlitude iowards weaker sections.




5. gfadea & -3 & WE-H, Ws-q a2 WA A fev 70 URIW & FOR R oo PHeRR Gers s
Overall numerical grading on the basis of weightage given in Section-A, Section-B and Section-C in Part-3 of the
Repor.

Place: ....coccvvie i

gfdetast HiterT & gaar
Signature of the Reviewing Officer
ATH BI% FER] H:
Name in Block Lettars: ...
gc-H:
Destgnation: ..........c.cccorrverecen e et
gferdes & Faiy A:

Buring tha pericd of Report: ...........ccovivvivineerrcn,



WA AVTERY & 1 rvaR s vy Renfdy

Guidelines regarding filing up of APAR with numericat grading

() edwaiR & ey faftree R SR wmgds qon vate g 2 ge s kel

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

(i) Aw S @ A 2 1 srar 2 & feR affarw) (Frfa i ar faeramsit ar ger frema Aroftamor & i) & fafine
FRwHars! & ant & @ fax ¥ vatea wv @ sifac R smom stk 53 y@R ¢ srmar 10 6 R Ao} F Hae 2 fafkre
e & way F Fifie frar semi Aot 122 srrar 9-10 ik ey 2 #a: ) Fitfaes e s & sRea | wifeas
0 g2 B ge R vd gl mitefal @ fsd st @ aeifieiRor 36 e ol e | adu &
j R FEaried & qer o e wfgel
It1s expected that any grading of 1 or 2 {against work output or attributes or overall grade) would be adequately
! justified in the pen-piciure 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 and reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them.

(i) POEIAR & 8 ¥ 10 ¥ drg @ aftawo “sepe forn s aan gRteRovaf & e st srars & wor &= & B
v 9 fean e

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.

3
i
1
i
i

{iv) THTET 1 6 T 8 < BT I &Y a AiaReT “aga s frat s qa were 7 faar s
APARs graded between 6 and short of 8 will be rated as "Very Good" and will be givern a score of 7.

{v) TREINT BT 4 927 6 3 vieT B dre & FOEROT “Hem AU SO q wiedids 5 fay s
APARs graded between 4 and 6 short of € will be rated as “Good" and given a score of 5.

! (vi) BATeIIR @ 4 ¥ w0 anitaseer g feran s
APARs graded below 4 will be given a score of “Zero"



