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No.A.11014/1/2009
Government of India

Department of Space
Antariksh Bhavan,
New BEL Road,
Bangalore-560 231
January 27, 2010
OFFICE MEMORANDUM

Subject : Maintenance and preparation of Annual Performance Assessment
Report (APAR) — guidelines/ proceclure reg.

In continuation to the OM of even number dated 30.10.2009, the
undersigned is directed to forward herewith the guidelines/procedure, Time
Schedule, specimen APAR formats (9 numbers), Acknowledgement and History
Sheet  for preparation of Annual Performance Assessment Report . for

information and compliance by the Centres/Units. The Time Schedule to be
followed for the assessment is given in Annexure-I and time schedule to be.

followed for calendar year 2009 is given in Annexure-IA. The levels of
assessment in respect of Scienti.sts/ Engineers G & above for S & T and Officers
in Administration shall be as in Annexure-II. The specimen APAR formats in
respect of Pnnmpal/\hce Principal and Fire Officer/Station Officer/ Sub Officer
will be issued in due course. \

2. Centres/ Units may accordmgly issue smtablc internal orders based on
the broad guidelines formulated for this purpose a.mi ensure the time schedule
is maintained. In order to maintain uniformity; t.he colour and thickness of the
formats shall be as per the specimen enslqscd

3. This issues with the approval of th;_Competent Authority.

Encl:a.a. Deputy Secretary

To :

1. Director, VSSC/SDSC SHAR/ISAC/SAC/LPSC/ISTRAC/ }
NRSC/MCF/ADRIN }  with
Managing Director, ANTRIX, Bangalore. } enclosures
Scientific Secretary, ISRO }

Director, SCL/PRL/NARL/NE-SAC/IIST }

PON

Copy to: ;

Director, IISU / LEOS/DECU

Controller, VSSC/SDSC-SHAR/ISAC/SAC/LPSC/NRSC/SCL
Chief Controller of Accounts, DOS

Director (AS)/ Sr. Accounts Officer & IFA, ISRO Hq/Sr.Head, IAW

oo

9. Sr. Head, P & GA/Head P & GA of all Centres/Units : OM & Enclosures being sent
by email

Copy also to:
Director/OSD (Vig/Parl), DOS, Bangalore/ND/JD(OL)/US (Vig/Budget)/
AO(l/1V)/Section Officer —1/II/II/V, PPS to Secretary/AS /Office of MF/JS/JS(F)

Divectoy, INSe€s . .. for uplooging |
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GUIDELINES / PROCEEDURE FOR PREPARATION OF APAR

1. General Guidelines :

a. The Annual Performance Assessment Scheme (APAR) will have three
levels of performance assessment viz. Reporting Officer, Reviewing Officer and
Countersigning Officer. The period of assessment shall be Calendar Year.

b. All employees belonging to Group A, B & C are required to write their
Self Appraisal in the space provided in the format. Submission of lengthy notes
and separate sheets are to be avoided. All employees should submit the duly
filled in APAR to Reporting Officer latest by 7% January of every year. (For the
year 2009 the deadline is 7% March)

e The performance of employees will be assessed in the scales of 8 or 5

as contained in the enclosed specimen APAR forms.

d. A covering sheet containing the particulars of the employee, a photo
duly affixed on it and with a column provided for signature of the employee
below the photograph will be generated through COWAA which will form the
first sheet of the APAR. /" =~

/é: \

enclosed (including colour i:{:: maintain un.@form.ﬁil'y).
2 History Sheet which will show the. movement of APARs will be kept on
the left side of the APAR folder. (Specimen-I enclosed)

e. APAR form and the folder sha]l be pﬁnted in Bilingual as per specimen

. The time schedule as in Annexure I for preparation/completion of APARs
should be strictly followed from the calendar year 2010 onwards. .

2. Procedure :

a. Sr.Head/Head, P & GA of the respective Centre/Unit will disseminate

the Blank APAR forms, Schedule and Guidelines with a covering letter to the
concerned Heads of Divisions/Sections. The Division/Section Heads shall
handover the blank APAR forms to the concerned employees.

b. The employees will submit the duly filled in APAR forms alongwith  Self
Appraisal to the Reporting Officer. The Reporting Officer shall give his
assessment and forward the same to the Reviewing Officer, who in turn shall
complete his assessment and forward to Counter Signing Officer. The Counter
Signing Officer after completing his assessment shall forward to concerned
Division/Section Head. The Division/Section Head shall consolidate all the
duly filled in APARs of his/her Division/Section and forward the same to

Controller in case of major Centres and Head, P& GA in the case of .

smaller units.
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c. Controllers /Head, P& GAs on receipt of the completed APARs shall forward
a copy of the APAR to the individual employees alongwith the Acknowledgement
form. (Specimen-II enclosed)

d. The concerned employee shall be given an opportunity to make any
representation against the entries within 15 days from the date of receipt of
copy of APAR. If Controller/Head, P & GA does not receive any information
within 15 days from the date of receipt of copy of APAR by the employee, the
APAR will be treated as accepted and final.

e. The representation should be restricted to specific factual observations
leading to assessment of the Officer in terms of attributes, work output, etc.
'Such representations should be considered by an ‘Appellate Authority” who
shall normally be at least one grade above the Countersigning Officer. The
" Appellate Authority shall consider the representation of the employee and the
views of the Countersigning Officer (who shall, before doing so, also obtain the
comments of the Reporting and Reviewing Officers, wherever necessary). The
Appellate Authority after due consideration shall decide the matter objectively
based on the material placed before him within a period of 30 days from the
date of receipt of representation.-The Appellate Authority after accepting the
representation may or may not alter any entries in the APAR and forward the
same to Controller/Head, P&GA. ~The decision of the Appellate Authority will -
be final and shall necessarily be communicated to the concerned employee
within 15 days of receipt of the decision of the Appellate Authority. ~ No
further representation will be entertained in' the matter. :

f. The completed APARs in all,respect wﬂl be finally forwarded by the
Controller /Head, P & GA to the Custodian of the APARs .

g. Normally, no APAR will be considered unless it is filled in by three
distinct levels of Reporting, Reviewing and Countersigning Officers for every
staff member. With regard to APARs which are sent to Chairman, ISRO for
remarks, the initial disclosure of APAR to employees and appeal process shall
commence only after the remarks of Chairman, ISRO.

b While the Reporting Officer should normally be not less than two grades

above the assesee (at least one grade in cases where two levels are not possible),

the Reviewing Officer and Countersigning Officer should be one grade above
each other. In this regard, the Centres/Units shall draw up a detailed
procedure laying down the various levels for different categories of employees
keeping in mind the broad guidelines stated here, by means of issue of suitable
internal Orders. However, for the Grade Scientists/Engineers ‘G’ & above in
S&T and Officers in Administration for whom the levels of assessment shall be

as in Annexure II.
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ANNEXURE I

Time Schedule for preparation /completion of APARs
(Reporting Year : Calendar Year )

SL
No.

Activity

Date by which to be completed

Distribution of Blank APAR forms to

| all concerned ( i.e. to the concerned

Division /Section Heads (DH/SH))

15t December

Submission of Self Appraisal to
Reporting Officer by officer to be
reported upon

7t January

Submission of Report by Reporting
Officer to Reviewing Officer

21# January

Report to be completed by
Reviewing officer and sent to
Counter Signing Officer —*‘—*\

1= February

Report to be com?léted_'b?_COugtcz:f

Signing Officer | and, sent \to]

concerned DH/SH

10t February

Forwarding of completed APARsS to
Controller of major Centres/Head, P

& GA of smaller \Units by the’
| DH/SH ~R0/D0S~

13t February

Disclosure of APAR (copy) to

employee by Controller of major
Centres/Head, P & GA of smaller
Units

1st March

Receipt of Representation, if any
/Return of APARs by the concerned
employee to Controller of major
Centres/Head, P & GA of smaller
Units. i

16t March

Forwarding of representation to the

Appellate Authority by Controller of

major Centres/Head, P & GA of
| smaller Units

21%t March

10.

Disposal of representation by

Appellate Authority

20% April

5

Communication of the decision of |

the Appellate Authority by
Controller of major Centres/Head, P

& GA of smaller Units

25t April

12.

End of entire APAR process and
forwarding of completed APARS to
the concerned Custodian by
Controller of major Centres/Head, P
8 GA of smaller Units

30% April




ANNEXURETA

Time Schedule for preparation /completion of APARs
(Reporting Year : Calendar Year )(For 2009 only)

Sl
No.

Activity

Date by which to be completed

Distribution of Blank APAR forms to
all concerned (i.e. to the concerned

| Division /Section Heads (DH/SH))

15th February

Submission of Self Appraisal to
Reporting - Officer by officer to be
reported upon

7t March

Submission of Report by Reporting
Officer to Reviewing Officer

21s March

Report to be completed by
Reviewing officer - and sent to
Counter Signing Officer

1=t April -

- | concerned DH/SH -~~~

Report to be completed by Counter
Signing = Officer - and sent _tp

10%April

Forwarding of completed’ APARs to 7

Head, P & GA by the DH/SH

13% April

Disclosure of APAR & (copy)  ‘to| "
employee by ‘Controller ‘of major | -
Centres/Head, P & GA of smaller

Units

\ 1=t May

Receipt of chrcscntahbq,r;f BT
/Return of APARs by the ccﬁeégg'
employee to Controller of major
Centres/Head, P & GA of smaller
Units. '

» 16% May

Forwarding of representation to the

| Appellate Authority by Controller of

major Centres/Head, P & GA of
smaller Units

21 May

10.

Disposal of representation by
Appellate Authority

20th June

11.

Communication of the decision of
the Appellate  Authority by
Controller of major Centres/Head, P
& GA of smaller Units

25t June

12

End of entire APAR process and
forwarding of completed APARS to
the concerned Custodian by
Controller of major Ccm:res/Head P
& GA of smaller Units

30t June




ANNEXURE Il

ASSESSMENT SYSTEM
A. Scientists/Engineers G and above in DOS/ISRO Centres/Units : -
G-RAD_ES_ REPORTING REVIEWING SIGNING REMARKS |
i G GD DD DIRECTOR | CHAIRMAN
: G (GD) DD/AD ' AD/DIRECTOR | DIRECTOR | CHAIRMAN
G (DD) DIRECTOR .DIRECTOR CHAIRMAN -
H DD/AD DIRECTOR CHAIRMAN -
H (GD) DD/AD AD/DIR CHAIRMAN -
H (DD) AD/DIRECTOR DIRECTOR CHAIRMAN -
H (DIR) CHAIRMAN CHAIRMAN CHAIRMAN -
(0]5] DD/AD/DIRECTOR | DIRECTOR CHAIRMAN -
0S (GD) | DD/AD/DIRECTOR | DIRECTOR CHAIRMAN -
OS (DD) | DIRECTOR DIRECTOR CHAIRMAN -
0OS (DIR) | CHAIRMAN CHAIRMAN CHAIRMAN -
DS . .| DIRECTOR CHAIRMAN CHAIRMAN >
| (DD/AD)
I_S (DIR} CHAIRMAN |-CHAIRMAN CHAIRMAN

Wherever Chairman, ISRO g:ves his. remarks or countermgns Secretary, DOS
shall be the Appellate Authonty . \

B. The APARs of tsaengtszmgg’ea}s ‘G’_and above, belonging to
Autonomous  Bodies in Demlnant of Space sha.l.l be put up for

either countersm or remarks -as under:

A \_ /

a. For ANTRIX - Chan‘man ANTRIX Corporation

b. NARL - Chairman, Governing Council.

c. SCL - Chairman, Management Council

d. NESAC -  Chairman, NE-SAC Governing Council

In the above cases, Secretary, DOS shall be the Appellate Authority.

C. For the Officers of Civil Engineering Program Office (CEPO): :

COUNTER
i GRADES REPORTING REVIEWING SIGNING
SG & Below Associate Director, Additional Chairman
CEPO Secretary
Associate Additional Secretary Chairman Chairman
Director

(D) For the Officers of IIST (Indian Institute of Space Science and
Technology) : They shall follow the same system as detailed at Point ‘A’ above
by drawing equivalence based on the grade pay.

..2/-
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.,
' (E) OFFICERS WORKING IN ADMINISTRATIVE AREA IN DOS/ISRO
CENTRES/UNITS
Reporting Reviewing Counter Appellate
Category Authority | Authority Authority
Officers Sr. Officer -| Division Controller Director
(GP Rs. 5400) (GP Rs. 6600) | Head
(GP Rs.7600)
Officers Division Head | Controller Director Chairman,
(GP Rs. 6600) (GP Rs. 7600) ISRO
Officers Controller* Director Director Chairman,
| (GP Rs. 7600) ISRO
Officer Controller* Director Director Chairman, :
(GP Rs. 8700) ISRO
Controller /- Director Additional | Chairman, | Secretary,
Registrar . Secretary ISRO DOS
Chief Controller, | Director Additional Chairman, [ Secretary,
(on appointment ) | - Secretary ISRO' DOS
* Wherever the post of Contro]l'er_ is 'ﬁcn_—t_:xistcn’t, Director shall be the

Reporting Officer.

(F) OFFICERS WORKING IN DOS SECRETARIAT

-c§u = Reporting Reviewinz Counter Appeliate

gory Authority | Authority | Signing Authority
Officers Deputy Joint Additional Secretary,
(GP Rs. 5400) | Secretary Secretary Secretary DOS
Officers Deputy Joint Additional Secretary,
(GP Rs. 6600) | Secretary Secretary Secretary DOS
Officers Joint Additional Additional Secretary,
(GP Rs. 7600) | Secretary Secretary Secretary DOS
Officer Joint Additional Additional Secretary,
(GP Rs. 8700) | Secretary Secretary Secretary DOS

10 .
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HISTORY SHEET

[Centrc- /Unit name)
Name
Designation
Staff No.
Date of Birth
‘Division/Section
Date of Appointment

MOVEMENT OF APAR/DOSSIER

Sl. | Year Given to. : On 7 Recd Back | Signature
No. NSRo/p>~  -lon

-1
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ACKNOWLEDGEMENT
| P I have received a copy of the completed APAR for the
Year..... .. BEE e v
_ Name
Designation
Staff No.
Division /Section
Phone No.
Date
Controller/
Head, P & GA
I soviinivissosnonsis .. have gone thru&.zgh the APAR fof the Year..........
and ACCEPT the assessment c_or.\itéiricd_tlj;é_féinif
Name
Designation
Staff No.
Division/Section
Phone No.
Date
Controller/
Head, P & GA
Controller/
Head, P & GA
Sir, :
Through Proper Channel
I have gone through the APAR for the Year.......... and DO NOT ACCEPT

the assessment contained therein for the reason(s) given below :

Yours faithfully,
Name ,
Designation
Staff No.
Division /Section
Phone No.
Date

12



T.T.No.A.11014/1/2009-1 (vol.lll)
HRT WXFR/Government of India
3iaRet f@emen/Department of Space

3aftarstast/AntarikshBhavan,
#g&1.8.0el. A3/New BEL Road,
 S9TeR/Bengaluru-560 094.

|14 /March 05, 2019
OFFICE MEMORANDUM

Sub:  Maintenance and Preparation of Annual Performance Assessment
Report [APAR] — guidelines/procedure - Reg ;
Ref: DOS OM No.A 11014/1/2009 dated 27/01/2010 & 29/05/2012 and
Corrigendum dated 30/04/2014. '
In partial modification of the earlier guidelines on the subject, the procedure for
preparation of APAR in respect of the officials working in CEPO, Bangalore will be as
under:-

l. For Scientistr‘Engineer in the cadre of ‘G’ and above, the following APAR
assessment system shall be followed:

Girads Reporting Reviewing Countersigning
Officer Officer Officer
All Engineers in the Director, —{ Joint Secretary ;
cadre ‘G’ and above CEPO" | "| : ~&FA, DOS Chairman, ISRO
" Joint/Secretary <, . .
Director, CEPO Y ﬁ\,__. DoS.. . :_:C_hairr-pan, ISRO | Chairman, ISRO

| Cony | [Appeliate Authority will be Secretary, DOS]

Il For Scientist/Engineers in "fhéﬁdre"af ‘SG’ and below, the following APAR

assessment system shall be. feﬂéwgg," >/

Crsde Reporting Reviewing Countersigning
Officer Officer Officer
s : Respective
All Engineers in the Section Heads | Director, CEPO Director, CEPO
cadre ‘SG’ and below in CEPO

[Appellate Authority will be Joint Secretary & FA, DOS]
2 All other guidelines/procedures remain unaltered.
3. This issue with the approval of Competent Authority.

o -\/
[TH THSTH/M Ramadas] S /.? } i
Deputy Secretary to the Gol

Director, CEPO, ISROMQ Qﬁé\?j\ﬂ

1,
2. Sr. Head, P & GA, ISRO .
% SPPS to Secretary, DOS

chi: e \Z
1. Joint Sec;pt(ry (P), DOS/Joint Secrgfary & FA, DOS

2. S/cLSecrétary, ISRO

Q] e



