
qfiq. 111

qrrffq sro, tdl
INDIAN POSTAT SERVICE

,{rr*q sro *qr *'sa qcnsfuo }s t eTftffiTfui+ ftq
qrffi6 6rd_Ftq1q{1qiqi{ Rdd (\SToflr)

(ndrcqn 67000-79000 F.)

Annuol Performonce Assessmenl Report (APAR) Form for
lndiqn Postol Service Officers
Higher Adminislrolive Grode
(Poy Scole Rs. 67000-79000)

nf&orffolqrq

Nome of the oFficer

o,lqqrqqflersfuqffffiC

Repori for lhe yeor /period from io

Form No. lll



3rtr6"[fr6T qrq

Nomb of the officer

qR+q sr+, +qI * vqssrsGro ne S orffil AfrTq
qrfr+, 6rd-ftqm{ 1artm:{ffiC 1qffwa1

(+fiqrn 67000-79000 $.)
Annuol Performonce Assessmenl Reporl (APAR) for

lndion Poslol Service Officers
Higher Adminishotive Grode
(Poy Scole Rs. 67000-79000)

qivtqrqq{lsrqfu61ffiC

Report for the yeor /period from 1o

qFI.1

PARI - I

ffioaftt
PERSONAT DAIA.

G-dmq/AqFT/oTqtilq il ricifud er${Fr exr qt qri } fty)
(To be filled in by the Adminislrotive Section concerned of the Minislry/Deportment/ Office)

erffiorcFI
Nome of the officer

ffiirc E{
Yeor of ollotment

q"q ftlU
Dote of birth

2

3

I

I



2

4 s-dqn is iI f{.rt FiSft +1 ftft
Dote of continuous oppointmenl to
the preseni grode

cfqn q< sfi-r ss c{ F=gfr o1 drft{q

Present post ond dote of oppointment
lhereto

s{ n -,9, qRrn"r 3flfr qt
qri & orq 3r-JqRrfr qn or-qE

(fi orffii o)-$qRRFI nra
ftr'qr t, d pwr rd'e ott)
Period of obsence from duty on leove,
koining etc. during ihe yeor (if he hos
undergone troining, pleose specify).

wr qffi i hA-sq q{ o1 st
q+qtqariE frqfR-d ftfu t 3rfl
frE-A tolt-i q{ t ftq orq-f,

ws{fr qr qrfi-6 M rrt frq t?
qR rfr, d\ M r{i o1 arfrel
Hos the officer filed the onnuol return on
immovoble properly for ihe preceding
colendor yeor by dote i.e. 3l si Jonuory of
the yeor following the colendor yeor?
It not, the dote of filing the relurn.

q1 qffi i MR-d qqq-*tn
$Mffitrq4{hridq{
3rqi q$-+s od o-{i o-d <rXt
'o' ifF 's' erffit i
qrffi6 ord-ftqrda {eqi6-r mC rl-q f+qr t?
Hos the officer completed APARs of
Group 'A' ond 'B' officers working under
him/her in respect of the previous reporting
yeor within stipuloted time?

ft-{io
Dote

ilftq
Dote

.)s
Grode

Il-(1rq

Post

A

6.

7

8.



qFr- ll
Port - ll

J

sIffioI;IFI
Nome of the officer

or{ ftqrqq inr Tf,im.i (gs ris d 40% qr{iir (Adg) Rm ql\r{r)*
Asressmenl ol Work Output (welghtoge lo lhls Secllon would be lVol:o

m.q.
sl.
No.

ftvtq61g
Quolllles

ftnE"r
UIffi
Reporllng
Authotlty

gqfrffi
srftr6,rff

Revlewing
Aulhorlty

T{fitimcsrfrr4rrfrftrstrr
lnlllol of Revlewing

Aulhodly
(i) GfldBd Mt b srlFri

d-ia-{rrrd orflom{fff or{ g*r
6q"II
Accomplishment of plonned
work/work ollotted os per
subjecls ollotled.

{ii) ord o1 gurq-flr

Quolity of outpul

(iii) ffiqqfdr6 frrq-dl
Anolyticol obilily

(iv) frftre or{zerrsrRn or{ qrr
iR-C"TT

Accomplishmenl of
excepiionol work/ uriforeseen
tosks performed

rorqtgo-frerc< qr rrrs
nBq
Overoll Grodlng on Ullork
Oulpul

ftqlErr nfuryr$ enr rrt qri + fuq
TO BE FII.IED IN BY THE REPORIING AUTHORITY

@r+r rfrRd 6) T{i t qrd gi-d.r t qffi+o q-dM 6} qd iiD
(Pleose reod the instructions corefully circuloled seporolely)
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Efiqlqfi 6mf rFI ttdi{i6-{ (qs de al 30vo cr{i6 GCG) Esl qqgn;*'
Allcarmenl of Functlonol Competency (wclgtiloge lo lhlr Secllon would be 39o):*

fi..T1.

sl.
No.

q6Tqtil6Wmt
funcllonol

Compelency

ffiEIclffi
lepodlng Authorlty

r{ffi{mffi
Revlewlng
Aulhorlty

g-{ffi6q$furfr
tr<rrt

lnillol ol Revlewlng'Authodty

(i) 6rd-*{ d
Mt/frfrqsit&fo.q1ort
iFr 5Fr 3l1r s-+ (fr
s-qrg d drrl o-{i o1
ffTIII
Knowledge of Rules/
Regulotions/Procedures
in the oreo of function
ond obility to opply
them conectly.

(ii) dq{r isn o.-{i tht

dr{dr
Strolegic plonning
obility

tiii) Fr"tq ii o16{dr
Decision moking obility

(iv) qq<FFT trITf,T

Coordinolion obility

(v) ffi{€x} d }tql ti
sitr ffid o.-{i el
EFTfrI

Ability to molivole ond
develop subordinotes
6I{.frqIT{ IFr TFIq
nB.r
Ovcroll Grodlng on
Funcllonol
Compelcncy

2:
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5

erffitnr;nq
Nome of the officer

qfurrd frttmdt a.r {f,ro-{Ts de 6t 30o/o qr-iio, (i&n) fui qBqr)**
Assersmenl of Peronol Allrlbules (welghtogc tolhls Secllon would be 30%):*

** ertr6 qri-orfi + frq, i{rft-6 od-frqrfi {ateq ffie NfrCam) q.I{ o't rr{i
t lfiq GrgH & tn to q <{fic rrg sErrwr o\ t-dtt

" For dclolb, rcc exomple or deplcted ln poro 16 ol lnstructlons lor filling yp of
Annuol PG ormoncc As3er3ment Report (APAR) Form.

6.q.
sl.
No.

qfrqdffi
Personol Atlrlbuler

RdEqcrGmrfr
Reporl{ng Adhodty

g-{ffir
mffi

Revlewlng
Aulhorily

5{Hd{tr
n&srfftEwrrr
lnlllol of Revlewlng

Authorlty
(i) ol{ b cfr {tqr

Attitude to work
(ii) vr-r<rfoeq aT ds

Sense of responsibiliiy

{iii) 3ECrS{ q-{rg (G;il
Mointenonce
Discipline

of

(iv) €+6 ol{ra
Communicotion skills

(r) i-Ue + g"I
Leodershio ouolities

(vi) Eq qr+qr t sPI frr{
**q 6 fra-cr
Copocity to work in
teom spkit

(vii) 6rd 61 ffifto sqq-
{frqr d y{r 6Ti o1
HITfl
Copocity lo work in
time limit

(vili) sncs €.dq
lnier personol relolions
nft"d frtvard rt
HcqtB{r
Overoll Grodlng on
'Personol Allrlbules'
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4 qra
lnlllollve

prrqr orc-f,rRrelEk{ qRfufut d orffi sft E?i M al erq-dr GlR 3rfrR-ffi
Erfud Ai dsn {g o-rd elat E1ffiori o.-i-i 61E6r c{ ftqsfi o.f t

Pleose comment on the copocity ond resourcefulness of the officer in hondling
unforeseen/difficult sltuotions on his/her own oird willingness to toke odditionol
responsibility ond new oreos of work.

r+eitsnr{dE
Relollon wlth lhe publlc

puur erffi t q+en 5 "* 
qq+ eln qc-dr A ene.{6-drei1t cft E{b vtt

aerT q{dr t qrq s{b Eqtr6rt q{ ftuon 6,
Pleose comment on the officer's occessibility to the public ond his /her
responsiveness to their needs ond his/her obility in deoling with them in o proper
monner.

6 sr-{qBd qrfd/ir1q1fud qrefdfwmcil t o.qqk s'il A cfr srffi 6r r+qr
Altitude lowords Scheduled Costes/Scheduled Trlbes/Weoker secllons of society.

pvw erffia qrfr/or-{qkd qqanftArqm h o661" u4 ul qqsert 6} rsrsi
dprr s{S ftq-di b d-dq fr srffi qfr {6r qq ftqsft otl
Pleose comment on his/her understonding of the problems of Scheduled
Costes/Scheduled Tribes/Weoker sections ond willingness to deol with them.

5



7

7

Nome of ihe officer

?wr etrTS fr qr erffi t3rrl-A bds{ q{ o1 gl ii=r{fr qqiq frqtR-d frfu b
Gi<q ffi tdts{ E{ & frq Gr-q-d sqfr q< elff-6' R--{ 1r{ frfl t? qR rfr, d
p7{ r1{i d f,rQq o.r se*tq zFtt

Hos the officer filed the onnuol return on immovoble property for the preceding
colendor yeor within the prescribed dote i.e. 3'lriJonuory of the yeor following
the colendor yeor? lf not, the dote of filing the return moy be mentioned.

@r 3Tkflfi i ffitR-d qq-q-qftqr q M ffifu s{ A €'ds { 3Tqi 3ltftffPl

o-r{ ort erd wqa '6' Gltt-'lE' erffit o1 ErFo -r{-ftqfi Tcqi6-{ RxfC
q{ fuq-r t?
Hos the officer completed APARs of Group 'A' ond 'B' officers working under
him/her in respect of the previous reporting yeor within stipuloled lime?

8

qFr-lll

PARI. III

qTIITf,I

GENERAT

2

sreqdfufr
Stote ol HeqEh

ssfrEr
lntegrlty

3Tfu6Tft6,Iqrq
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sr&6,O6t6aqil*r;
Pen Piclure ol lhe officer:

ffidBTt art* 6'q6q fiTfrB{t, oi-sEIRuI B'c-mfuqr, q-d-d{rf frw-e-oreit dprT q-qfrr
T'ff & cfr {tt qtrd 3rffi } qq{il X"il w ffid ftrqi qrd erffi anr
o-aq arfivt
Pen Picture by Reporting Officer on lhe overoll quolities of the officer includirif
oreo of skengths & lesser strength. extroordinory ochievements & significont
foilures ond oititude towords weoker sections.

{srsoifi}q:
Numerlcol Grodlng:

ero,r t qffid Gr{tvn } q-Jwn 1-10 } tqri q{ *iqrfl-r iBrr
Numericol Groding on o scole of i - I 0 os per the instructions circulqted
seporotely

6WIqN :

Signoture:
qm rqe srq-ii {:
Nome in Block letlers:

(ffi"e o1 3r-qB q)

(During the period of Repod)

4

efliI :

Ploce:
PqiE':
Dote:

qe;TFI:

Designotion:

3.
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srfuE rO6'r qrq

Nome of the officer

q,
qFI-IV

Port - lV
gqffiorffidorFrgft
REMARKS OF IHE REVIEWING AUTHORIIY

)

g{ffimn srffi & cid,i-d +qr6Td
Length of service under the Reviewing Aulhority

tmr gqffio-t qffi {q qrd m qe t fu ffiFr srErs.r0 i GTq-ft MC
ffiT4-cr tqr s,1t aen trfi €.rd srdf qq f+qn fuqr t?
ls the Reviewing Authority sotisfied thot the Reporting Auihority hos mode his/her
report with due core ond otiention ond ofter toking into occount oll the relevont
moteriols?

ffiFr qftoffi t wer rill-E 01 R{fr fr, mE.r qffi fi {qr6n & qpr
Tflrtq t S* +rn ssb o.rgq q-*rgt

ln cose of differences with the Reporling Auihority, indicote specificolly the greo
of differences with the ossessment mode by the Reporting. Officer ond 

-ihe

reosons therefor.

wr orfuor0 t qil{ fry}s Xur 3ltv3lerfl &rrdrc t d f4*s o.rd oIPrEr fuiT qrfr
-Rffi il ftc B-{b qqc 6} dfuqsqo E{ri-fr t? qR Ei, d Ecqr sds o'tt
Hos the officer onyspeciol chorocteristics, ond/or ony obilities which would justify
his/her selection for speciol ossignment or out of turn promotion? lf so, pleose
specify.

3

4

I
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qffidtn6qfiffr:
Pen Plcfure of lhc oficen

sq-drd qlq 6q-6q srdrc{t, 3fifiqRq Bq.dTBqi, q-t_dgot flEtr-dildl irqr ET*r
E'il t cffi {tt vF-f, sTffi t'qrw yil w ftctd ftrsi erd 3rEmR1 Errr
o-aq a+firt
Pen Piclure by Reviewing Officer on the overoll quolities of the officer including
oreo of sirengihs & lesser strength, extroordinory ochievements & significont
foilures ond ottitude towords weoker sections.

ggrso'frrr
Numedcol Grodlng:

eroq t cffi{d ot-devi } sr1qr 1-10 * ffi qq dqnro itr r
Numericol Groding on o scole of 1-10 os per the instructions circuloted
seporolely

5

{en.r:
Ploce:
frtio:

EKfiCR:
Signoture:
iFI €€ iI:
Nome in Block letters: _
[qrllq:
Designotion:

(ffiC sfr ssft +)
(During the period of Report)

Dote:_
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qFI.V

PARI. V

Nome of the officer

ftfC r+o,N o,,ri qrA oTffiaff orqgR
REMARKS OF THE ACCEPTING AUTHORITY

(srrrd sRE 3rftE rO)
(The next superior outhority)

tnfl MC tfl-o'R o-{i qFA orfuo.r0 vs Erd$ rigv t fu Rdftilg-{ffion qffii qrfi
mJ qHTd-6 tqr o1 t eQn qfr fi.rd qrdl w n-qR fuqr t"
Is the Accepting Authority sotisfiad thol the Reporling/Reviewing Auihories hove mode
their reporl wilh due core ond ottenlion ond ofter toking into occount oll lhe relevont
moleriols?

ffitr/grffif,ic{ Brffi } srq re'tq al Rrfr q, ffiErrzg-{ffifi 3rD-6rff } Td{is-{t qH rct-s + frRrE fa trln vsb oxq wrgl
ln cose of ditferences with the Reporting/Reviewing Authorities. indicote specificolly lhe
oreo of differences with the ossessmenl mode by the Reporting/Reviewing officer ond
the reosons therefor.

2 riqnroifthrr:
Numeilcol Grodlng:

era{ d qffid 3r$d } sr{sn 1-10 b m q{ rie{ffio }trq
Numericol Groding on o scole of l-10 os per the instructions chculoled seporolely

6fiqr{:
Signoture:
cH EE qq-it d:
Nome in Block letlers:
Irfillq'
Designotion:

(ffiJ ol or-qB t)
(During the period of Report)

gFI:
Ploce:
Rni6:
Dote:

srfufirftErilq

2.
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INSTRUCTIONS TO FItt THE ANNUAT PERFORMANCE ASSESSMENT

REPORT (APAR) FORM OF GROUP .A' 
& .B'oFFtcERs

Ihe Annuol Performonce Assessment Report (APAR) is on imporlonl
document, il provides the bosic ond vilol inputs for ossessing lhe
performonce of on officer ond for his/her furlher odvoncement in
his/her coreer. The officer reporled upon, lhe Reporting Authority, the
Reviewing Authodly ond lhe Accepling Authority should. therefore,
underloke the duty of filling out lhe form wilh o high sense of
responsibility.

Performonce opproisol lhrough Annuol performonce Assessment
Reporl should be used os o tool for humon resources developmenl.
Reporting Officers should reolize thol the objective is to develop on
officer so thol he/she reolizes his,/her lrue potenliol. lt is nol meonl to
be o foult-finding process bul o dervs;opmentol one. The Reporting
officer ond rhe Reviewing officer shourd nol shy owoy from reporring
shortcomings in performonce, oiiiludes or overofl personority of the
otficer reported upon.

rf the Revbwing Aurhoriry is sotisfied thoi rhe Reporting Authority hod
mode lhe report withoul due core ohd ottenlion he/she sholr record o
remork lo lhol effect in porl V column 2 (port lV column 2 in cose of
HAG officers ond Members of poslol Services Boord).

Every onswer sholl be given in nonotive form complemented by
numericol groding. The spoce provided indicotes lhe desired length

2

3

5

The columns should be firred wirh due core ond ortention ond ofrer
devotjng odequole lime. Any oilempt to fill the report in o cosuol or
superficiol monner will be eosily discernible io the higher ouihority.

4.

1
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of lhe onswer. Words ond phroses should be chosen corefully ond

should occurotely reflecl, the inlention of the oulhority recording the

onswer. Pleose use unombiguous ond simple longuoge. Pleose do

not use omnibus expressions like 'Oulstonding' 'Very Good' 'Averoge',

'Below overoge', while giving your commenis ogoinst ony of the

oltributes.

The Reporting officer sholl in lhe beginning of the yeor sel

quontitotive/physicol/finonciol lorgets in consullotion with eoch of the

officer with respect lo whom he is required to report upon.

Performonce opproisol should be o joint exercise between the officer

reporled upon ond the Reporting Officer. The lorgels/gools sholl be

set ol the commencement of the reporiing yeor i.e. April. the first

month of lhe reporling yeor. ln the cose of on otficer loking up o new

ossignment in lhe course of the reporting yeor, such torgets/gools sholl

be sel of lhe time of ossumption of the new ossignmenl.

The torgels should be cleorly known ond understood by both ihe

officers concerned. While fixing lhe lorgets, priorily should be ossigned

item-wise, toking into considerotion the noture ond the oreo of work

ond ony speciol feotures ihot moy be specific lo the noture of the

oreo of ihe work of the officei lo be reporled upon.

Although performonce opproisol is o yeor-end exercise, in order lhot it

moy be o lool for humon resource developmenl, the Reporting Officer

ond lhe officer'reported upon should meel during lhe course of the

yeor ol regulor inlervols lo review the performonce ond to loke

necessory correclive sleps.

ll should be the endeovour of eoch opproiser to present the lruesi

possible piclure of the opproisee in regord to his/her performonce.

conducl, behoviour ond polenliol.

7

8

9
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I

10. Assessmenl should be confined to fhe opproisee,s performonce during
the period of reporl only.

lt Some posls of lhe some ronk moy be more exociing lhon others. The
degree of slress ond stroin in ony post moy olso vory from time lo fime.
These focts should be borne in mind during opproisol ond should be
commenled upon oppropriolely.

tl- Aspecis on which on opproisee is to be evoluoted on different
oltributes ore delineoled below eoch column. The opproiser should
deol with these ond other ospecls relevont 1o the o ribules.

13. The numericol groding ore to be oworded by Reporling ond
Reviewing Authority for the work outpul, personnel ottributes ond
functionol competency of lhe officer reporled upon. They should be in
the scole of l-i0, where I reters to lowest grode ond lO to the highesl.

14. (i) APAR groded beh,,reen 8 ond 1O will be roled os ,,oulstonding,, ond
will be given o score of 9 .for ihe purpose of colculoling overoge
scores for emponelment/promolion.

(ii) APAR groded between 6 ond short of g will be roted os ,,very

good" ond given o score of 7.

(iii) APAR groded between 4 ond short of 6 wilt be roled os ,,good"

ond given o score of 5.

(iv) APAR groded below 4 will be given o score of zero.

It is expecied thoi ony groding of I or 2 (ogoinst work oulput or
ottributes or funclionol compelency or overoll grode) would be
odequolely luslified in lhe pen-picture by woy of specific foilures ond
similody, ony grode of 9 or '10 woutd be justified wiih respect to specific

occomplishments. Grodes of 1-2 or g-lo ore expected to be rore

15.
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occurences ond hence, the need lo juslify lhem. ln owording o

numericol grode the reporling ond reviewing outhorities should role

the officer ogoinst o lorger populotion of his/her peers lhol moy be

cunenlly working under them.

16. The overoll grode on o scole of I -10 will be bosed on 4O% weighloge

on ossessmenl of work output ond 30% eoch for ossessmenl of

personnel oltribules ond functionol competency. The overoll groding

will be bosed on oddition of the meon volue of eoch group of

indicotion in proportion lo weighloge ossigned.

Exomple lo onlve ol Overoll Grodlno:

OYeroll Grodlng
on Funclionol
Compatency

work Oulput Nume.lcol
Grodlnq

P6rtonnel
Atlrlbuter

Numerlcol
GrqdLrq

Funcllonal
comp€lency

Nurirerkol
Grodlno

Accomplishment
of plonned
work/work
olloiled os per
subiecls ollolled.

7 Atiilude !o work Knowledge of
Rules/
Regulolions/Pro
cedures in lhe
oroo of
function ond
obility to opply
lhem correctly.

I

Quolity ot output 8 Sense of
responsibility

7 Strotegic
plonning obility

8

Anolyticol obility 8 Moinlenonce ol
Discipline

8 Decision
moking obility

7

Accomplishment
of exceplionol

unforeseen losks
performed

9 Communicolion
skills

8 Coordinotion
obility

6

Overoll crodlng
on Work Output

l-eodership
quolilies

7 Ability to
molivofe ond
develop
!ubordinotes

I

Copocity to wolk
in teom spiril

9 $ls-7.6

(o) The overoll groding in eoch cotegory (viz. work output, personnel
ottribules ond functionol compelency) will be worked oul by dividing
the totol of numericol groding by the lotol number of componenl in
thol cotegory os indicoled below (the meon volue):

6

32/1=8



to

Copocily io work
in fime limii

7

lnier perronol
relolions

8

60/8=7.s

17.

18.

19.

(b) Colculolion of Overoll Groding on the bosis of individuol groding in
eoch colegory while keeping in view lhe weightoge os give; belo;:

Wherever, occepling oulhorily hos been prescribed in the existing
system in lhe codre, occepting outhority will olso give overoll grode on
scole of I -10.

The officer reported upon rnoy be required to indicole specific oreos
in wh'ah he/she feels lhe need lo upgrode scole ond oflend troining
progromme. He/she should olso indicole the specific steps lhql
he/she hos token or propose lo toke io upgrode his/her skills in the
idenlified oreo. The Reporting/Reviewing Officer moy give specific
commenls on lhe requirement of skill upgrodolion.

The concepl of occepting outhorily will continue for the officers of
HAG ronk only os per the leller No. ll-2l96-Vig dotect 23.4,96 of the
Deporlmenl of Posts.

The moinienonce ond cuslody of lhe Annuol performonce Assessmenl

Reporls will be reguloled os follows:

Numedcol
Grodlng

Welghtoge Numerlcol Grodlng on the
bosls of

Work Outpi, 8 4Wo 3.20
Personnel Atlrlbules 3V" 2.2s
f unctlonol Competency 7.6 3W" )a9
OYeroll Grodlng 7.73

20

Overqll Grsding
olr Penonol
Atlrlbutes

Cotegory

7.5
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(o) The Annuol Performonce Assessment Reports on Governmen'f

servonts of lhe orgonized services should be kept by the

Minhlry/Deportmenl/Office, which conkols the service.

(b) The Annuol Performonce Assessment Reporls of the Heods of

Deporlmenls ond their deputies should be kept by the

Adminislro tive Minislry concerned.

(c) The Annuol Performonce Assessment Reporls on other Group 'A'

ond Group 'B' Government servonts should be kept by the Heod of

the Deportmenl or ony olher outhorily specified by him/her.

(d) The Annuol Performonce Assessment Reports on Group 'C'

(including Mulli-Skilled Employees) Government servonls (whenever

moinloined) should be kept by lhe oulhorily specified by the Heod

of the Deporiment.

(e) The Annuol Performonce Assessment Reporls should not in ony

cose be kept by on oulhority higher thon the oppointing oulhority.

Nole on filllno uo lhe lnteoritv column:

ln the form of Annuol Performonce Assessmeni Report there is o column

regording iniegrity to enoble the Reporling Officer lo moke his remorks on lhe

inlegrily of the Goverriment servont reporled upon. The following guidelines

should be followed in lhe moller of moking eniries in lhe column reloling lo
inlegrity:

Supervisory officer should mointoin o confidenliol diory in which instonces

which creole suspicions oboul the inlegrity of o subordinote should be

noted from lime lo iime ond oclion to verify the truth of such suspicions

should be loken expeditiously by moking confidentiol enquiries

oI



deporrmentoly or by refening the mqller to lhe Speciol police
Estoblishmeni. At lhe ,ime of recording ihe Annuol performonce
Assessment Report, this diory should be consulted ond the moleriol in it
ulirized for fi'ing in the corumn reroring ro inregrity. rf the corumn is not
filled on occounl of lhe unconfirmed noture of the suspicions, furlher
oction should be loken in occordonce with the following sub_.porogrophs.
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duly communicoted to the Governmenl servont

b) The column pertoining to inlegrity in lhe Chorocler Roll should be left
blonk ond o seporote secre.l nole oboul the doubts ond suspicions
regording the Government servonl,s integrity should be recorded
simulloneously ond followed up.

A copy of lhe secrel nole should be senl logelher wilh lhe Chorocler Roll
lo the next superior officer who should ensure ihol lhe follow up oclion is
token expediliously.

c)

d) lf, os o resurt of rhe fo ow up ocrion, o Governmenr s6rvonr is exonerored,
his integrity shourd be certified ond on entry mode in the chorocrer Ro,
by the offics inchorge for moinloining the ApAR. For lhe purpose of
monitoring, the otficer in chorge moy keep o seporole list of APAR where
the integrity of on officer hos nol been cerfified.

lf suspicions regor.ding his inlegrity ore confirmed, this foct con olso be
recorded ond

concerned.

f) There moy be coses in which ofter o secrel report/nole hos been
recorded expressing suspicion oboul o Governmenl servonl,s integrity,
lhe inquiries thol follow do not disclose sufficient moleriol to remove the
suspicion cr to confirm ii. ln such o cose, the Governmenl servonl,s
conducl should be wotched for o further period, ond, in ihe meonlime,
he should, os for os prociicoble, be kept owoy from positions in which



s)

h)
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there ore opportunilies for indulging in corrupt proctices ond lhereofter

oclion loken os indicoted ot {d) ond {e} obove'

There ore occosions when o Reporiing officer connot in foirness to himsetf

ond lo lhe Governmenl iervoni reporled upon, eilher certity inlegrily or

mqke on odverse entry or even be in possession of ony informolion which

would enoble him to moke o secrel reporl lo lhe Heod of Deportment'

Such insionces con occur when o Government servont is serving in o

remole stotion ond the Reporting Officer hos nol hod occosion to wolch

his work closely or when o Governmenl servoni hos wo*ed under the

Reporting Officer only for o brief period or hos been on long leove eic' ln

all such coses, the Reporting Officer should moke on entry in lhe integrity

column to the effect thot he hos nol wolched the Government servoni's

work for sufficient lime to be oble to moke ony definile remork or thot he

hos heord nothing ogoinst the Government servont's integrily, os the cose

moy be. This would be o foctuol slotement lo which there con be no

objection. But it is necessory thot o superior officer should moke every

etfort to form o definite judgemenl obout the integrity of those working

under him, os eorly os possible, so lhot he moy be oble to moke o positive

slotemenl.

(Deporlment of Personnel OM No. 51 15172-Eslt.A doted 20h moY, \972)

The remorks ogoinsi the integrity column sholl be mode by the Reporting

Officer in one of three oplions mentioned below:

(i)

Since the integrity ol the otficer is doubtful, o secret nole is otloched

Not wolched lhe officer's work for sufficient time lo

judgemenl bul nolhing odverse hos been reporled to me obout the

oflicer,

form o delinile
{iii)

Beyond doubt.

(ii)


