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representations against the remarks or for upgradation of the grading in the APAR
that the decision on the representation may be taken
objectively after taking into
account the views of the concermed
Reporting / Reviewing Officers if they are
still in service and in case of upgradation of the final
gradinggiven in the APAR,
specific reasons therefor may also be given in the order of the

Competent

Authority.

G. Dept.

of Per. Trg..
13th April, 2010. )
2. Importance of Annual Confidential
Reports.-Since Government
have accepted the principle that confirmation,
crossing of efficiency bar, prom0
tion, etc., should be based on the assessment of the
&

O.M. No. 21011/1/2010-Estt. A, datcd the

confidential dossiers, this

matter is of the greatest
importance for the efficiency and morale ofthe services.
It is in the interest of Government no less than that of the
employee that the

value of a proper system of confidential reports is
recognized by all concerned.
C.S. O.M. No. 51/5/72-Ests. (A). dated the 20th May, 1972, Para. 2.1. ]
it is very important both in the interest of
efficiency of the service and also
of the officers that the reports are written with the
greatest possible care so that
the work, conduct, character and capabilities of the officers
reported upon can

be accurately judged from the recorded opinion. Officers
recording remarks
must realize the importance ofthese entries as their own competencywillbe judged

partiy from the confidential remarks theyrecord about officers working under them.
[ Para. 174 (7) of P. & T. Manual, Vol. IL]

3. Responsibility for the maintenance it as his reports
special
ofevery Department/
Officeshould regard
personal and
ensure that
responsibility
to
Anual
Confidential
Reports
are
properly maintained
in respect of all persons working under his direct or ultimate control.

4. Objectivity in confidential reports and assessment at more than
one level.-In order to minimize the operation of the subjective human element

and ofconscious or unconscious bias, the confidential report ofevery employee
should contain the assessments of more than one officer except in cases where

there is only one supervisory level above the officer reported upon. The
confidential report should be written by the immediate superior and should be

Submitted by the reporting officer to his own superior.

it might be
for
to get to
number
of employees two grades below him, his overall assessment of the character,
performance and ability of the reported officer is vitally necessary as a built-in

difficult

with those
assessment, and express clearly his agreement or disagreement
remarks. This is particularly necessary in regard to advance remarks (if any)
where the opinion of the higher ofticer shall be construed as the correct
assessment.

The reviewing officer is free to make his remarks on points not even
are
mentioned by the reporting officer. Such additional remarks would, in fact,
necessary where the report is too brief, vague or cryptic.
No. 51/5/72-Ests.

[C.S., O.M.

(A), dated the

20th

May, 1972,

Para.

7.]

5. Period of reporting- In every Department, confidential reports should
financial year
be recorded annually preferably for the period covered by the

[C.S.. O.M.

No. 51/5/72-Ests.

(A),

dated the 20th May, 1972. ]

6. Uniform year (Financial) for writing CRs.- At present, the reporting
Secretariat
for the members of the Central Secretariat Service, Central
Clerical Service and Central Secretariat Stenographers Service is on Calendar

period

Confidential
Year basis. It has now been decided that the reporting period of the
Calendar Year to
Reports in respect of these officers may be changed from the
to
the Financial Year in order to fall in line with the majority of the Services and

coincide with the period of Annual Action Plan of the Ministries / Departments

the higher officer

[GI, Dept. of Per. & Trg.. O.M. No.

The

C.S., OM. No. 51/5/72-Ests. (A), dated the20th May, 1972, Para. 3.1.]

While

the various detailed headings in the form of the report as well as on the general

of the Government of India.

of confidential

Head
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knowalarge

Corrective. The judgment of the immediate superior even though completely

fair in its intent might sometimes be too narrow and subjective to do justice to the

officer reported upon. The officer superior to the reporting officer should, there
fore, consider it his duty to personally know and form his own judgment of the
Work and conduct of the officer reported upon. He should accordingly exercise

positive and independent judgment on the remarks ofthereporting officer under

7.

1/3/88-cS.

I, dated the 19th July, 1988. ]

While
Frequency of reporting and eligibility to write a report.should be only one report covering the year of report, there can

normally there

be situations in which it becomes necessary to write more than one report during
more independent reports being written
year. There is n0 objection to two or
for the same year by different reporting officers in the event of a change in the
reporting officer during the course of a year, provided that no report should be

a

experience on which
written unless a reporting officer hasat least three months
of more
to base his report. Where an Officer has taken earned leave for a period
deducted from the total

leave can be
of computing the period of 3 months
short-term
which is relevant for writing of entries in the ACR. Leave taken for
duration need not be treated as relevant for the purpose. In such cases, each
relates and the reports for
report should indicate precisely the period to which it
transfer or
the earlier part or parts of the year should be written at the time of the
The responsibility
end
the
deferred
till
and
not
year.
thereafter
of
the
immediately
the Head of the
for obtaining confidential reports in such cases should be that of
Department or the Office.
& Trg.
No. 51/5/72-Ests. (A), dated the 20th May, 1972 and G.I., Dept. of Per
[C.S.,

days, the total period spent on
period spent on any post, for purposes

than 15

O.M.

O.M. No. 21011/1/2006-Estt. (A), dated the 16th January, 2006. J

the first week of
In respect of each of these officers, a report should (in
fom by the prescribed reporting
the
in
written
be
appropriate
year)
April

ofeach

