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o!'FtcE ORDER No. /P DATED J7'6(. dOiJ

Sub:- Maintenance of Annual Performance Assessment Reports Preparation of APAR
lbr thc year 2022-23

'l'he Annual Perfbrmance Assessnrent lteports in respect of the fbllowing
Olfrcers will be finalized as detailed below:

I. SENIOR OFFICERS

Itenortins Officer Reviewins 0fficer
Secretary Shairman Secretary. MSME
D rector. RD'l'E Secretary Cha rTnan

D rector (Marketing) Secretarv ha rman
Senior Accounts Officer Secretary ha rnran

Joint Director (Ple.) Secretary ha rman
Regional Officer (Zonal
Director Gr. I)

Secretary hairman

Administrativc Olllccr )cn or Accounts Olficer Secretary

Development Officer (tiM) 5en or Accounts 0f I'icer Secretary

Deputy Director(lD/ M) )en or Accor,rnts Ofl]cer Secretary

Deputy Director (SIrURl'l) Senior Accounts Of ficer Sccretary

Development Officer (S&'t) Senior Accounts Officer Secretary

Marketins & Publicity Olficer Senior Accounts Officer Secretary

Assistant Director (O[.)
Administration I/c

Senior Accounts Officer Secretary

l)eputy Dircctor ll'}ublicity &
EItS )

ienior Accounts Officer Secretary

Joint Director (Res.) Director, RDT'E I/c Secretary

Showroom Manager Gr. I
(7.onal l)irector Gr. II)

Senior Accounts Officer secretary
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2. Ilcad Office

3. CCRI

4. CICT

Ilcporting Officer Ilcvicrving Olficer
italf liom l.DC up to the rank

)f Assi stant/[nvesti gator
/Co-op. Inspector

Section O1fi ccr/ Researcl't

Offlcer
Branch Olllccr

Section OllLcer/ Research Oflrcer
r[' IDi S& t

Branch Offlccr Senior Accounts OI'ficer

Sectiorr Oliiccr/Research Olfi cer

cl' trN'l/ lVlarketing/
Publicityi tlRS

Branch Officcr Senior Accounts Ofliccr

Section Officer/ Research Officer
rf SITUI{TI

Deputy Director (SFURTI) Senior Accounts Officer

Section Officer/Research Offi cer
;f Adrn.llstt./ Personnel Sn.

Assistant Director (OL)
Administration I/c

Scnior Accounts Officer

Section O ff-rcer/Research Offi cer
rf SR Accts/ Internal Audit

Accts. Officer(ll & A) Senior Accounts Ofllccr

Section Oillcer Sccretarv Section Secretary hairmzrn

Other staff of Secretary's Section Section Officer Secretary

PS to Chairman hairman Chainnan

Cther stafl'of Chairman's office PS to Chairman Slrairman

Accounts Manager Accounts Olllcer(B&A) Senior Accounts 01ficer

Accounts Oflicer(lA)/Accounts
Olllccr (1 &A)

Scnior Accounts Offlcer Secretary

Sr. Auditors/ Jr. Auditors Accounts Offlcer (B & A) Senior Accounts Offlcer

Staff of Hindi Cell Assistant Director (OL)
Administration I/c

Senior Accounts Officer

Reporting 0fficcr Ileviervins 0fficer
AII SSO/ ESO/ AM/ SO/ SA Director. RDTE I/c Secretary

All other staff of CCRI SSO/ESO/AM/SO/ SA
concerned

Director. RD'l'E

Ioint Director (Tech) Secretary hairman

SSO/ SA Ioint Director (Tech) Secretary

All other staf f Ioint Director (Tech) Secretary
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6. REGIONAL OFF'ICE/SRO/REC

7. StrowRooMs

inu C)fficer
Director iicl ESO Director, RD'I'E I/c

ll staff of NCT & DC irector, RD'IE I/c

Reportinq Officer Reviewins Officer
ESO/ SO ot-R O Kalavoor Director. RD'|E I/c Sccretary
l)ther stall'of R O Kalavoor t-lSO/ S() Concerned Director. RD'fE I/c
ESO/ Res. OIIlcer at RO
Pollachi

Deputy Director (Mktgl Secretary

All other statf of RO Pollachi ESO/ Research Officer Deputy Director (Mktg)

ESO ofRO Bhubaneswar Depurty Director ( Mktg) Secretary
Other StafTol'Regional Office
Bhubancswar

uso Deputy Director (Mktg)

ESO of RO Bangalore Deputy Director (Mkte) Secretary
Other Staff of Regional Office
Bengaluru

ESO Deputy Director (Mktg)

tsSO of RO Raiahmundry Deputy Director (Mkte) Secretary
Ither Staff of RO,
Raiahmundry

ESO Concerr-rcd Deputy Director (Mktg)

l)lllcer i/c of SROs/RtlC loncerned Regional Of'llcer
Zonal Director Gr. l) / RO
/c / Deputy Director (lD)

Deputy Director (Mktg)

All Other staff of SRO/REC E S O/O ffi c er- I n- C har ge Concerned Regional Offi cer
(Zonal Director Gr. l)/
Deputy Director (Mktg)

Reporting Officer Reviewing Officer
SR Manager Gr.ll & III Zonal Director Grade - I/

Zonal Director Gr. II/ Deputy
Director (Mkte)

Director (Mktg)

Assistant Manager & Salesman
OR staff Working in the
similar capacity

Showroom Manager
;oncerned/ Dev. Ofllcer (M) /
Showroom Manager Gr. I
'.Zonal Director Gr. II)

Deputy Director (Mktg)

[-iaison Off]cer" New Delhi dm Officer I/c, Adm
rction

Senior Accounts Officer
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Reviewins Officer

Director. RDTE I/ction Ofl rcers/Accout'tts

irector. I{D'I'E I/cion Ofhcerll othcr Staff

TIINDUS'I'AN COIR

srF.No(;ltAl'l llrRS :

'l'lte APARs of Sfenogroplrcrs x'ill ha wrifien ond.finolizett hy Officer to whom the

stenograpler is attuilted to. In cose rhe stt,rrogrrtplter is nttocherl to nnre tltort one (fficer

ttre AirAR will be written by the senior most OJficers o,rlottgst them'

Mcrit as reflcctcd i. the Confidential Rcporl is generally rccognized as the nrain

criterion fbr dcciding the cases of promotion to higher grades. It is. thercfore. verv i,rportant

that the reports are ,iritten with the greatest possiblc care so that the r'vork' cclncluct' character

arrcl capabilitics ol'the o{ficers reporled upon can be accttrately itrdged liom thc recorded

opinion. Olficers recording remarks must realize thc importance of thesc entries as their owt1

competcncy will be.iudged from the confidential remarks they record about ollicers u'orking

uncler thenr. 't.he uttinraic goal of writing APAI{ on the perforniance o{'a Govt. scrvant is tcr

optimizc thc achiev.n',.nt of Govt. pi',ti.i.. and progralrnles' 'I'he nlain fbc,s o1' thc

Iicporti ng Offlcer should be developmental rather tha. .i ud gr-,ental'

AP^Rwiilbeinitiatedonlyiftlrcof]jcerreportedttpttnhasservcclminittrum3
mo.ths u,der the Reporting officei. otrrerwise AI,AR will be i,itiated by thc rcvicwirrg

officer. rvhich will be rcviewed by next superior officer'

I, spite ol instructi.r'rs issued liom tinrc to time, APARs are not rvritten expeclitiously

with the result tnat complete CR dossiers are not available when cmployees are considered

lor cotrfirmation, promotion, deputation to cx cadre posts' etc' 'l'his olicn results in clclay iri

the issr.re o1, orders o1, promotion etc.. ancl thcrcby causes harclship to tl-re employees whose

cases are due for consideration. To improve this situation and further streamline the

procedure for writing ,t',. nnnuul Perfonnance Appraisal Reporls it has been dccidcd that a

strict time-schcdule should be prescribcd for various stages in tl,e mattcr of writing of APARs

and this timc-schcch-rle sholrld irc aclherecl to by' all the ar-rthorities corrcerncd'

Ileporting officcr shoulcl not wait till the expiry' of the timc limit for self

appraisal of the Jffi".. to he rcportcd upon. After the cxpiry of the lirst lvcek' if sclf'-

appraisal is not receivcrl by that tim", trr. Reporting officer should take it upon himself

to remind the officcr to be rcported upon i, writing, asking him to suhmit the sclf-

appraisal by thc stifulated datc. If no ..tf-uppraisal is rcccived by the stipulatcd date'

the lteporting officcr can obtain anothcr trtant< APAII' f<rrm and procecd to rvrite thc

report on the basis of his expcrience of thc rvork and conduct of the other rcported
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upon. While doins so. he can also Doint out the failure of the officer renorted unon to
submit his self-apnraisal within the stipulated time.

Any failure on the rrart of the Officer to be Rerrorted upon/ Reportine/Reviewins
Officers to comrrly with the time-schedule should be viewed seriously and in the absence
gf proper iustification for such delav. the officers sunerior to the Officer to be Rerrorted
unon/ Rep,ortinq/Reviewinq Officers can issue a written warning for the delay in
comnletine the APARs and place the warnins in the APAR folder of the Officer to be
ReDorted upon/ Reporting/Reviewins Officers concerned.

As per OM No. 2l0lll 271 2015 -- Estt.(A-II) dtd. 11.02.2016 of Ministry of
Personnel, the Integrity Column of APARr of the Officer reported upon shall be made
by the Reporting Officer in one of 3 options mentioned below:

a) Beyond doubt
b) Since the integrity of the officer is doubtful, a secret note is attached.
c) Not watched the officer's work for sufficient time to form a definite

judgement but nothing adverse has been reported to me about the
Officer.

It is also note to the notice of all concerned that the Reporting Officer/ Reviewing
Officer can write the report of his subordinates within a month of his retirement or
demission of office.

The Reporting Officer should forward the APARs, to the concerned Reviewing
Officer, after properly reporting. The Reviewing Officer should forward the completed
reports should reach the undersigned by narnc in double sealed cover as per the time
schedule prescribed by Govt. of India.

A copy of the time schedule is enclosed fbr strict compliance. Maintenance of APAR
as per the time schedule prescribed is one of the quality procedures of "ISO 9001" obtained
by Head Office.

l'his issues witli the approval of Chairnran, vide Orders dated 22.06.

(lssued liom frle No. A - 471 ll2023 - Secretar\,'s Section)


