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gR93/CIRCULAR

SUHNSHT HEITeTT & T HEAT A-33/11/2/2009-E.|-Part(1) (1/2367971/2025) feeieh 24.03.2025 &
ITERVT H IE Frad T STar ¢ fob arfien geeiet Fodieha RUIC (APAR) Teh Hgea Ul a&didel o
Fifr Ig fohal ITSRY/HAART & YEeT T 3Mehaled il I ITHT MY AT Geleal /IR
Seafcl o T §iarél IR AgcaquT SYC Yl il & | SHTAT, Tg 12T & oh THUIR Y DoPT
OM No. 21011/1/2005-Estt(A)(Pt-I1) f&=TTeh 23.07.2009 & 3TTHR FHAIEEH R & I fHaT 0|

In pursuance of ESIC Headquarters letter vide File No. A-33/11/2/2009-E.1-Part(1)
(1/2367971/2025) dated 24.03.2025, it is informed that the Annual Performance Appraisal
Report (APAR) is an important document as it provides the basic and vital inputs
for assessing the performance of an officer/official and for his/her further
promotions/career advancements. It is, therefore, essential that APARs are completed in a
time bound manner as per DoPT OM No. 21011/1/2005-Estt (A) (Pt-11) dated 23.07.2009.

ERT GIEel F TRNTIR GThaT hl HHAY TR G o1 ! JIIET & FoIT, THUIN gehrell Helae IE9
A “RAE FRT a0 A A IToc FAGET AR SRl o 3R R HECI ST SIRT TeATT
SEE|  FHg ‘CC HAAY  (CHTHIT H BISHR) & Holde UK H g 3eh
fasmemeeT/gemdy/Raiféer 3R garr & St arfgu|

For facilitating the timely completion of APAR process in SPARROW portal, the APAR
workflow will be created by the Custodian based on basic employee information received
from the “Employee Reported Upon”. For Group ‘C’ Officials (except SSO), the same needs
to be corroborated by the HOD/ In-charge/Reporting Officer in the format annexed.

"RONE ThT a1 oY ST FAITET el STeTehI{T S dlel # fohell 8t Tehr by &8 /arercl &6
forT 3&ehr T & fAeer glefl| "RUIE T 70 =l &l 3fefercien-| § &1 78 SRR &I
JATR/ANT & 3TTER, ST STHT o I Tl HIaAT 81917 | AR Fa YeTeT foht 1T faazoit
H I & fow fSFAeR grem| Ster #Y 3Tags g, TATATARUT 3eRl/sargieier Rard &1 gfa
3HoJelasTeh-|  HeldsT &l ST |
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Any delay/mistake in furnishing basic employee information by the “Employee Reported
Upon” will be his/her own responsibility. The “Employee Reported Upon” must furnish
information in Annexure-l, period/part wise, well in time with due care. The employee
himself/herself will be responsible for correctness of details provided. Wherever
necessary, copy of transfer order/joining report will be appended to the Annexure-I.

I "RANE fohT a1 o= GaRT [ehed TA3TRET AT ST &, T TA3TRET & forw 3T "sheardy
RArE forw a0 2arT Tuse &7 & fAfése o Ser Ty, 3refa w8 Raiféer ey, 3T
HIRIRA/ATcd AR/ STHT ITARIR/ICATA AHIRI/3MMIE HT 18T 361 & HRUT Teh
Reatféar 3rfereprY o 37efeT Jar hr 3rafer dieT 7l & A |

In case, where option ‘NRC’ is chosen by the Officer Reported Upon, the ground for
NRC should be clearly specified by the “Employee Reported Upon” i.e. multiple Reporting
Officers, period of service under a Reporting Officer less than three months due to availing
of Earned Leave/ Maternity Leave/Child Care Leave/Study Leave/etc.

HATRET Y g GIATRE AT G19TT fobs STAeh T HHAY TR HEH S e hT FE] T T ST
The employees must ensure that the information is submitted well in time to the Custodian.

FO TS IS TshaT 3 ATl 31 AT § Ugel U glell AT glefifeh, THUIHR & fov shecifsast
Wﬁiﬂqw’ﬂﬁ?wqw*duﬁai HIROT, 3T HATTT & HFAATRAT F [T ThF Iellad &
S ES R 30 ST §U, Wl o RT & 3TN § o 3 3fefelaeteh-1 & TR ST=1ehT 07.05.2025 %
ST STRITHGT QATET & STAT & ATTh Tg HTdTerd DoPT TGRMTAERIT o 3T&T APAR fshdT ohl Gegaedd
|

The process stipulated as above must be completed before 31St March of every year.
However, due to change in the Custodian for APAR and some administrative exigencies,
there has been a delay in the creation of workflow for the employees of this office. In
view of this, all employees are requested to submit the information as per Annexure-l to
Administration Branch within 07.05.2025 to enable this office to streamline APAR process
in line with the DoPT guidelines.

Digitally signed by
Yogesh Prakash
Date: 02-05-2025
11:47:59

39 fcee (TemE)
DEPUTY DIRECTOR (ADMN.)
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gfd/Copy To:

1. 81T AT, ATET FEATE, VT T AEr Frred, FRAfa FrteT & T gefaa
3TRFRY/FAART
Concerned Officers/Officials of Regional Office, Branch Offices, DCBOs and Camp Offices

2. ST AT, 81T FIRATE, IATEIET i JTHIST TR THIRAT e 6

IT Department, ESIC Regional Office, Guwahati for publishing on website

3. Afew A%

Notice Board

4. 99T WISl

Circular File
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Annexure-|

Details to be provided by Employees to Custodians for generation of APAR

NOTE: Please submit the details of APAR in separate form if different periods are involved
due to transfer / promotion / change in Reporting Officer / etc.

1) Period of APAR: From: To:
2) APAR Part No. (If more than one period of APAR is to be generated)
3) Name of the Employee:
4) Designation:
5) Group:
6) Employee ID:
7) Date of Birth:
8) Date of Joining in ESIC:
9) Date of Joining in the present designation:
10) Details of Reporting Officer during the APAR period:
a. Name:
b. Designation:
c. Employee ID:
11) Details of Reviewing Officer during the APAR period:
a. Name:
b. Designation:
c. Employee ID:
12) Date of submission of Annual Immovable Property Return for year 2025:
13) Reason for NRC (if any)

Self-certification: It is certified that the information provided above is true and correct to the
best of my knowledge.

Date:
Place:

Signature of the Employee
Name:
Designation:

Signature of Reporting Officer
Name:
Designation:
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