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OFFICE OF THE
PRINCIPAL CHIEF COMMISSIONER OF INCOME TAX, DELHI
C. R. BUILDING, L. P. ESTATE, NEW DELHI-110002

F.NO. 26-2022-23/correspondence(APAR)/NG Personnel/ Y99 & DATED2 §242022

To,

All Pr.Chief Commissioners of Income Tax and Pr. Directors General of Income Tax, Delhi Region,
New Delhi.

All Chief Commissioners of Income Tax and Directors General of Income Tax, Delhi Region,
New Delhi.

The Pr. Commissioners/commissioners of Income Tax, Delhi-01,04,07,10,12,15,20, ReFAC (AU)-1
to 10, ReFAC (VU)- 1 to 4, ReFAC (RU)- 1 & 2, ReFAC (TU)-01, Central- 1 to 3 and Intl. Tax- 1 to 3,
New Delhi.

The Commissioners/Directors of Income Tax, (Appeal Unit)-1 to 31, (Appeal)-23 to 31, (Appeal)-
42 to 44, APA, Exemption, I&Cl, Audit- O1 & 02, ITAT, Judicial, Appropriate Authority, TDS -01 &
02, DRP, CO, Transfer Pricing-O1 to 03, New Delhi.

The Addl. Directors General of Income Tax, Expenditure Budget, DTRTI, Recovery, IT, Audit,
Infra-O1 & 02, Investigation- 01 & 02, L&R-O1 & 02, TPS, Vigilance, HRD, New Delhi.

The Addl./Joint Commissioners of Income Tax, Administration, Coordination, Personnel,

Vigilance, New Delhi.
The Under Secretary (V &L), CBDT, New Delhi.

The Dy/Asstt. Commissioners of Income Tax, Admn, Coord, Finance, Litigation, Pers., Vigilance,
New Delhi.

Madam/Sir,

Subject:- Assessment of APARs at more than one level-reg.

Kindly refer to the subject cited above.

In this regard, the undersigned is directed to state that there have been a number of instances
where this office has received duly filled APARs of the officials in all cadres(except Steno, Staff Car
Drivers etc. posted as personal Staff) wherein the APARs are either reported and reviewed by single
officer or the APARs are only reported and directly forwarded to this office instead of having been
forwarded to the concerned Reviewing Officers of the officials in all cadres(except Steno, Staff Car

Drivers etc. posted as personal Staff).

In relation to the aforesaid, the undersigned is directed to bring to notice the DoPT Circular DoPT
0.M. No. 51/5/72-Ests.(A), dated 20.05.1972 (copy enclosed)which has been reiterated in Swamy’s



handbook Establishment and Administration for Central Government Offices {copy of the relevant
portion enclosed), in accordance to which the APARs have to be reviewed by the next authority higher
in level to the Reporting Officer.

Further, the undersigned is directed to convey that APARs in case of officials working in
Hqgrs./Admn. of CIT/Pr. CIT/CCIT/Pr. CCIT will be treated as complete after reporting by the concerned
CIT/Pr/ CIT/CCIT/Pr. CCIT and the comments of the Reporting Officer in such cases will be treated as
final as communicated vide the HRD letter dated 17.03.2016(copy enclosed).

In view of the DoPT Circular and the HRD letter mentioned in the aforesaid paras, this office is
compelled to return each such APAR to the corresponding Officer with a request to forward the same
to the next higher authority for review of the same, which inturn hinders in
confirmation/promotions/reguIarisations/deputations etc., of the officials, as their APARs are not
complete due to the said shortcoming of not having been assessed at more than one level.

Therefore, the undersigned is directed to request your good self to kindly take into
consideration the DoPT Circular DoPT O.M. No. 51/5/72-Ests.(A), dated 20.05.1972 and HRD letter
dated 17.03.2016 while writing of the APARs of the officials in all cadres(except Steno, Staff Car Drivers
etc. posted as personal Staff), so that the APARs are received in this office complete in all respects.

Yours.faithfully,

Encl: As above

( VIVEK
JCIT(OSD) (HQRS. PERS@NNEL NG),
NEW DELHI

Copy to:

1. All DDOs Delhi Charge, New Delhi.

2. The Income Tax Officer, PRO/Protocol/TPS/Welfare/Admn/Form Store/MST unit, New Delhi.

3. All recognized Associations, New Delhi. ' e
4. Notice Board and on the website www.incometaxdelhi.org

/»ﬂ""\ﬂ;ﬁ/
( VIVEK NAGRATH )

JCIT(OSD) (HQRS. PERSONNEL NG),
NEW DELHI
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1«1~ -The uUndersighed is directed to state that a nesd has
been Palt For some tiho post of sonsoildating st .one.placejthe
. instructdons issusd ftom time to time and =till if- 'force on the
‘subJevt!®f pro-deratioh and maintenance of: coaflidsatiel reports.
commuiigstion of adveiso ramarks, etc, ' Acccrdinolv It has!been
- deolded &b brihg nut tha ecliont fagtures. cf tho dxist oo
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3¢t~ The head of overy donertment/offido shducl regard it as
his porsonsl and spocizl resnoneibility to onsurls, that annual
cenfiduntinl tnnorts erh proscrly maintained .in respect of all
Perscis woricing under his difcek Wr ultimate gonprol. -
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snruipo.tﬁn 20n"idontial ralics shouls oo maintdi
. Paroal Dupzrt-.onia rnd she posfodicit: of sboh'g
-y rennrca sivould Lo fho cqme as in Tho uafenﬁiugﬁb:
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~ The e orta on ofhﬂr Clauns I and’ E1~sa T ufficera
. "be kept, @ ‘hoad of tho-ﬂnpartmanﬁ nr arf uthor
: anﬁh !y sﬂuc;fiud,by hime

e A yah

YSrS Tha roports on Class III and Class v

mpluyaoa should
ihe k by tho nutharity eaccificd by the haad Ef tHD
o OLPG!
;»@ 5 The roncrth should not in any case u.kept by an

authority hlghox *r?n the appointing adtheri yu

'-"'“.l:-tai';-if.‘!m..ﬂ. snptont, d...lﬂ"“f idontial ro r°2-9r-?'

-5. - - The Pazm i3.uhich thg rnnfid91t131 ropurta are rLcorded
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' '} 1apOr anco asuch’ as intogrity,- intolligenas,;. aqﬂnn indqg»rv,
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The columh pertaining to intgarity| in the character
rnll should be 1oPt hleank and ¢ superrtoc Socret.
ndto sbout tho dounta an.. sugnicims kognrdingithﬂ
officur's' follound ups - | 5 :
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(6) Thoro ard ocrassions when a roporting of ficer
cannok i fairnoss to himeelf.snd{tci*ho officor
ronorted ‘upon, .oitSor cartify. Intdgrity or make an
arlvnrse éntty; or ovon bo in posspsaion of nny,
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raport tb tho Head of tho Doptt., | Suth instances can
or:zuz whén ean ofTicer is sorving {in -8 romote station
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watoscd the ofPicor's wnrk fof ‘suffifiont tise to
ho rtlo to meko any doRinitg romgrk br that he has
hiizd nothing. againat tho of ficodf?s integrity as
tha casc muy be. This would bo o fastual.statement’
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fan~v that a sunerier offisar shduld makn ovory
v’ nrs Lo form A dbfinite judgomopt sbout tho ;
irgoer ity of those working under-him, as carly as
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gtatioannt, < _ ! i "
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en-uffider's intogrity, the inquiries thot Follow dn |
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suant2ien o to confizn it. Jaduch a case: tho j
ffle orde -~odust ap-uld bo vatdhed for a'further :
AT Lo, and, Iin Lhg meantima, ho iehwild, as' far as =
f.racticablo, bo kept away from pdei*ions in which :
thern arp oppartunities:for.induliging in corrupt s ¥
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training in approved or at institutions in Indiaw or ahroad
“ the following procedure should be ado tads- -

(1) Whenever an officer attendd an anp1ovad course*
of: study or training the aet cf als lLrving done
$c' should be entered in hig contidential report.

*(11) The vuport, if anv, -ecaiwed from the head of
thu institniicn snowld either be ~laced 1n
~riglund Ia fho 2onficentidl dossiar ST the
off ¢ I or thh suusiunce of 1Y entereti therein.

(1il) An untry avout tHe '~evnrtﬂ, if arcy, submitted
h¥ iae offj:er cr hiz wook a“oad should also
£iha mention 1in iz ¢ n;idéntj1l reoperc 17-1% 1s
eiinur ou*s*andinq‘y good Jr cf.pocr gnaiity

Lnfideating that the officer had rot mada good use
ot his perviod of scudy or ﬁra‘ 1ng.
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6 1 Im evaﬂv Dasartmont confidential; reports should be. 3
‘gcord.ed an ..J 9re’erebly fcn the kar d covered by .:the -
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5.4 With respect to ofricsrs who haﬁ: undargone any
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fepnrting officcrs in the even:t of a change in the reporting
rofficer during tie courss of 2 vest vidnd that no report -

: i uld be written vnless a reporsing g;ricar bag at least "\ /4

ae months' experienzs on .waich to- sa~his‘:aport. i T
.such cases, ‘sach rancy, sherld 1nd1cats‘pracisely the period
. to which 15 relstes ~ind the reprris Agr'tha egrlier part
“op parts’of fka yoar shouid Te written at the time of the
““transler o. irreliatals therealfter - and not deferred ti1l
" the =nd of‘thy v, Tho responsidiliby for obtaining :
contidantial fepcres ln-such ¢osag éhonld be that of the.
hﬁ&d ¢t tihe Deéparihun, on the]o'qica. -’ : A
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7.1  1n crde® “n mininuise “he opa“af{ar of the subjective J

-himan elensnt o o or conscioud ®r uncohsclous ‘blas, the r
can?ldant lal Puport ol Jvery emeovee 520on1ld contain the
L3ne3swants of taTa than one oiiicar ekcopt in casessvhere

: t&e"a i3 enly an2 savervisory lovel abbve the officer

~raported uson, Thg oo ldantial report stould be writter. 4
"by thaimmediita upu*i“, ani shauld He sudbmitted by the .
rﬂporb;ng officer %o h & nown snndrior P
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*Aprroved courses of training include chrfes sponsored by
tha (1vernmunf1 financédl waolly or postly Y. Ga:vernmen t
.absanded winlh the puenission of hovgrﬁmunt, or ror which
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“(if any);Whoru *he opiﬁion of the nigher officer ‘shall
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1.3 Tha pev: cwunv offiiser s free to make his remarij
on poinis mo* ' 2 mantuloned by the raporting, offidor. -
8uch additionx. ruemarics would, in fact, be!necegsary whure
the repozi in ‘oo “,icq. vague or crypuls,: i |

Communisatdan of adversp reragks: |

B : % =2 It iﬁ necussary tL:t every employaee should.know

i -what-his defucts ars anil how ke could Te move than, - Past
‘*‘experience surrpashs thaf It vowd d maka for bettep eofflciency

.and” con'eﬁtﬁene of the public survices if opery Yeporting

. officer redylz s then 1b ~8 iiln auty not nnﬁy Hoimakd an
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reaording adVerss mtrlch wnien wauld ordy pefar to defects
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Siould ne Zn vhesin: aan, & rocesd so Shat efféct ghould be
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Serutihisv ths reports as soon
to see:whether the adverss re
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1Edt, sus denit with 2n [¢) bdlow; '
'?%Q~6L) Whore an adverse entry 1is: madﬁ, whether it relates ;
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1) dt. (vh 37k Lerm sneludss Addificnal Secretary and §
1 12,66) JnecirL.?'*rLt‘*w\ sugh Tamarks will te communica- -3

2N

% s !

- tud b tng Cibinet %30»=t “f. In all these cases
v ﬁuus+ﬂqcu of %ha ontide eparf .including wha%

WA hava Boan salc in rr"a,’.se ‘of thu n"“*cef should
glun e nowﬂunicé edt and

| S v
S ey s B YR B e e e i sa a8 e -—....L-d—-.—.i--—u- —————— ‘
]

Thora miyr e ERRLEN whene tﬁougx tha remarks in the CR are
=% Acwels.: . v mirizh or parfow sense, the-effsct of these,
LARTRY N mewaiJ 7 »n tha seiv¢cn prDSpact= of the

‘ol deur ur. aavetds (e.g. fall in standards of the officer!'s:

p:rformancn es comonrad to his past psrformance). In such
¢asas, th- nttunt_onu of the officar swould be spacifieally |
drawn’ to' that tact, so that ha eould L3 alcrteﬁ for Jmprov—j

lag his aesdfar nance. :
;-..J-.?/'f
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(c): Where, the report on an officer shpws that he
had mide efforts to rumedy or ovepcomo dcfucts
: mantipnad in the pracbdfqg'rarurtw~the fact
S "~ shoulfl be communicated u tha joffazer 3o a
A suitabls form ahd a copy jof sych comuunication
* added! to the confidential Egror:J

. ?heeobjen& nf the second part of (h) g=d (c¢) 1s to
leat an”othcur €W that his pool guag pi’ds as well
as his 2zfuets ava hewnd ruendgnizec.ani vhat rotice

- . ... has ris$o poun, token of the iﬁprov%menp, i€ any,
kR 4deg By hilm. : L

(MHA OM No., ° Vhin| ropminicating the advarse remarks o the
81/2/6a-Ests, () Gcvorhmans servars conceraed,Spe Ldintily of
R e 4] A) . the-stperior offizer meking 9uzu toeeoTies should
(d) dt.n30g3§ ) not ngtmally be dicélosed. IF h{ﬁevar, ~aa
g . partrenilar eéass 1Y is couasiderpd bdcassary to
' ’ didqlcesa the identlty of tone shpsricr of)icer,
tio autlorlt7 deaitrg with tho| retresantation
may o4 hric . dilscraet.on ailow thp 1gentity o be
commnnlcaten, Do . '

JMHA OM No, - - Repveseuidiions aealost sdverse rewarks:

1/3/65-Rate®:1i v aaverss lugerys should bejuemmjnidated expedi-

-égj?dgg) -c;qugly'ig_all L T P I

ecieaUy v . = . . 4 .

"842. Reprasentaticns ageinst adversa enjries: (including

(H SMGS referenca tq ,'wgmungs'- pn leepmnnicationsfaf tre

E;;,/(ﬁ)~"’diqb;aasuraror tha Goverament ¢ 'reprimgnis! which

db.o0.n gy ee recordad in tlie coufidentiel repoxt ¢f the Government

&*ﬁhg°8k..9¢r”¢”¢) should ho mado witnin 31Xk veoks {of ‘the date of

f 51/3>69<c@mmuniaation af +.ich serarks. ¥hile cossunicating the

E?E (AS “hdvé; remarks it tha Government servant concerned, the

d; ;; 5 6qjt3 Flimlt .a8 staced abavy, saculd Be twduzhs to his'netice.

(HQA oM .93 ' The gomﬁaﬂvnt suthority mayv, at itd 31 scretlon enter-

N§ 51/4/ ,ain a represantition wade paycrd tile tims sproifiad ahove,
PRV ] o : 'Te o o i N T - i oy = ] $ -3 PRSI A o ,"1 W

BCES LS if there Is satiklacuiory Ljplﬁhﬁtlo¢ for |tae d:?a..

(%)?5.61)‘ 9.4 - All r&prasgntations_agé&ndt adversg sntries should

31.10.061) e dactdes azpnditiousiy by Yha competond suthority and

o

3n ady case L% fnuse bal siX wWeskd o Uhet gatueof submission
i . - b0 1] i .

= o uthe represeathuvion, : ;
(MHA OM .8.5 Tha £follovwing prosacrre my bé adnpted in dsalipz with

No.5L1/14/
30.;- Bgtna.
TA) Qt.j
31.19.61)

reprascntations frog Grvernaent servaats agajust .adverso
reiatied comrunicatad to shoome e ' :

(1) Ali upoasentations esgainsy adversa remarks should
hg = raalined by on oautbority sugerdonr to tine

rovl riing officer, in consultatilen, il rocestary,
witit he repeorting and tha oaviasing ofricers,
JTho =34 supezdor autuority shall be ragarde. as
Las srasctent autherity te deal with such
rag;e.dtitations;

e tuiln’!s/;.

\

ey R PAITY

IR AL

sy R R

2



-:8:- l i

1P He competent authority finds that -

(a) ths remirns justified anf tha
rapres=ntation is rriwcipns, a rots will

be m2de in the confidsntfal rupu=-t of the
“Covurnmeht survani that ho did pot take
the correcticn in goed pivit,-

(b) thars 1s nut suffieient grijund for - inter-
- farenre, the ranresentafizy should be ?
LT ualhvyﬁ dnd tta s_:ne -f “gEmﬁd accordirgly,

(=) the remarkq shirld be tof Qd‘down he will

; mzlie LhEe necassery entry‘sa °"ﬁta1y with
gas prn»nr atsesvaticn, 2% the “:“opriate
i .l " placu ol tns repor*(on o accouat will

icarréatiais ba gzade_ Bhe:

t*@ earlier entri :s
1themsatvas), and.

o ey s
(d): the adversa *emarks was - in.pired by malice
¢y ¢ ansirely ircorr ect| oTunfoundsd, and
therofooa, desarve expunptl n, ‘he should score
through tlie -emarks, paske® over cr othewise
Dblftwrzte i+, and also make. a datd entry,
in #that he has dons
halcoasernsd head

undar n axs;anatura sta
pa%i@;hq himself dces

} Sy Lnﬂw~ 1% matior to
rof the Deparimeht o of

- TR, ‘ not occ1zv that poaitio_

T (iii) - Represantatiaqy including explanation) submit ted

- S ‘ g . . in resypoct of advarsa ries "should not be

Zoiy : 3 appundad to the r aspective bonfildential repcrts,
£ ST g e e Lk - the ~eorasentation WHS, wall_founded it wquld
g%:ﬂgﬂ‘ ¢ . >~ - have racnltad in the'gof ‘%authori - toning .

. dewn er arouvnging -the: at' en.amarks if on the

T _ other hani, tna re T 8s tion was wi ont :

g srnavanlea, it would hav been rejocted.

f< T -1 T PP . nsetul pur posa wouan“ha sarved by _
' - attoeching thy 4a9resontﬁtﬁqn“to the ccnfidonbial

© revort,

9.6 Reprecuqtat* < agalnst a ":zarning'’ or communicat‘nn
of tha displ.asuse of the Goternuent" or reprimani”
recntdad in Sie coaffdentia’ deport of the Governm:atb
servint, Lhoutd be L.altrqibh in‘aacordance wiuh tue
© ebovd proca.twre u sds:

(a) =r onpnr,unity had alréady baen given te the

- ‘ officur eosiarmad to males.a ‘presentation in

Tie maLteT “‘lau.nb tol ¥a3 reldvant incident:

or fanit; qnd Sur il FOD!BQunt&tJOﬁ nad been

duly cnnsidered ard a ddbiu ou taian before,

the Muans 1g" or “rdann ga " wag .administere?

o the “diaa_«nsure off thy Qovarnmunb" comnr -

nicatzd to him; cr '

" (b) whore thea "warnin~" i 1mand" etc., had t en

anminizturued .as a res t—to disciplinary

" proégadings. ! .
p J L : ; ....,.9/-
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MHEA OM° - ‘3.1 Confideitial reports or <oupl's theraof ‘should not
b.51/14/ . Be=sgiven to 8 ritirud officer or awy ‘bodl: whofhte otharwls=e
O=Eataer o _inquiéhz"'d'Gobé-r:r-nnah{:.s-k'n'ice. FhoWegifTy Lol r-guest £rom
‘A)31,10:61 Fh @ pd- &on, “bher: nhould bo o Givjuifton o, the issua of
. #n objedtiw "te btfimonial pawed bn Hig wpic $..1 concduct.

1042 Confide.-n%'_:iel renorts rslating <o i ~oraged offlcer
iy be d;:.ﬂi;:g;,jj:-é.' =£22y 7 ooriod ot W0 yeaLk “£rom the gete

" ieEhis deathysnd’ thet hy @ retiped GOveRTT ¢ arrvilt, five
s 9¥ i afi'.eszﬁqug davy ¢f mite s g - g .
BT e 1 N s Al 3 A
denidl Yepbris on honoraty Cf PSRy tife officexz: |/

A gk A ‘ » ot
“No. 'ﬂﬁ--l GdnfidénLial report need not b°
51,/14/60=Bak: _._;_;;m;-t:-tim.;.;.oﬁ_ficers., L
s te (AT Fgdvardd ‘of “epnfidential ruports-on vax 3
12,31,10.63) 5 arivata, S LR Cavs il D e INomINs  BAdLZR. Bue.

(MEAOM ) el

oM kdel - Gopies- of confidential repoxts 'ofl G

Noe5LA14/ .grieven ‘the- subpterce ck guch reportztsijould T

§o-Egts,  poivats ‘odids, ir chuarnection wih appol mint sto posts

(A) dt. advartised by dhor for for oher Huxpos 2o L

31.10.61) 12,2 If a regusst is zaca.ved frem & jublic: or .semi-
autonomous bod:isc:;ntrollcd ' Govefmment oply 8 gist of the
relevani . raporis mgy noiwelly by stppli¢d. There maY.
thowever,; be czdss in which it 1e in Govérunment's owr! :
1 aterest thet the manzgement of & corpo ::ﬁt public enter-
prige should a:e¢ the canfidentioal repork(s) in full. In
cugh azses th: —eports mey he shown undgr the orders of the
herd of the Dipesiment/Minisery ¢ carppd §£ the reports
relots to a Class ¥ oX Clasa Ii ofifice: : : :

. . Bpgpriok f lpsug_of letters of hpric
coEmendatipn th. tLoVSEngy iz SSINARRAL -

gobursg2 the

(MEA OM 13.1 The gane¥el policy should b2 to ¢
No,51/14/ practica of grentiug dutter of apgreclztion’or notzg of
60-Est8 cotme nde tlon €b Coyerrmint sexvanis end pluting them

2 in the confidektiel raports . SExcgptiogs, WEYi howaver, be

(A) dt’ wde 1 the f£ol P e I R T EX N
31.19.61] _ ‘Ingdt. ;.‘11 the following viser ? S ‘
' : \/ (1) IL-ttcre of cppracistion {sduzd by the ®ove tmeat
 or & Sgcretany or Head of Department 4n rozpect

-

crnf i Ce kil roport dossisEr -

L7o1) L Grird ot cppreciation jebued:by special bodies
- or’ acmalissizE or commitisds, @if. Or uKCeIpas
of “helr roorts expressing gpprucleition for &
Govirimani: scrvent py name! shonlé only go into
the Zorficepilel Ruport Dolsg?ers) - And

1
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(111) Latters of appriciation £ rom ndividual non-
\d officiale or f rom individual £ficlela (qther
than a Secretary or Heed of D pertmsizt) may go
into the confidantial rsport K- gonfined to
-zbcpré_ssing a pmciat:‘.on.:‘.‘-:‘,_?;- g _:;';v.{'ce_s rendered
-~ Hay foir lsyona the normal ezll of) dulye a1d provided
o, W ol o . the $ooritazy or tho; Head of fuia} ozptrtment so
. dirzhote. e ‘ L F ‘
13,2 Apprucltion of wrk shounld more- aper\. rictely be
. P8dorded in the snimzl sonfidentis) repgrt rethex than
‘%h euch letivrs of uppryciation swhich 9o got'-*'-'give 2
@bmplet: purdpsttive o tha employua's oo and-bad
points, . Howkvek, the mexc fack that a § ~1latter of
gppreciation yoks into his confidestial |[zeport doez2 '‘not
give th¢ officsr undus advantaga in the Imatter’of apromo-—
#isn which ig dovirnmd more by conalderdtian pf gsenerd
B5E. configtantly B i pe¥formerica ‘that by cassianel
. o ¥leehes of good WG e N e :
. grutiny of corif

“dentisd paportar | 4 i
j4.1 Tha Bgtcblishmint ox Psraonnel
Ministries/Depcrimcnts concernad should
-afnuzl confidert: ¢l reports relating o
and staff unde:; their conteol, "to 8aG W

F begn written 11i cecordanca with thesa &
whether adverse remerks, £ szny, have
to, the pfiicers concarived, If there 1=

.-rapbrt,’ it shodld b« ruturned to the re
cohcernsd for rectificciion. ' 4
15,1 It is rmguasted thet thesa inst

1 BgBught to the:noticy of 1l .concerpEd’
‘alpict domplizica, g e

K - . (S KRESHNAN) ‘

DEPUTY SECRETARY T O IHE GOVTa. OF INDIA

nf ‘services ,
+Har they have
ietions, arnd
en communicetsd
any defect in a
iewing officer.




838 SWAMY'S — ESTABLISHMENT AND ADMINISTRATION

Eprgsen(jtatipr_xs against the remarks or for upgradation of the grading in the APAR
at the decision on the representation may be taken objectively after taking into
account the views of the concened Rep :

=CO! : [ orting / Reviewing Officers if they are
:gilcxlr;_l scel;\enacseo andt ;ln cafse of upgr?dation of the final gradinz given in the AI};AR

C ns therefor may also be given in t r ctent
iy g he order of the Competent

[ GI. Dept. of Per. & Trg., O.M. No. 21011/1/2010-Estt. A, dated the 13th April, 2010. )

. 2. Importancg of Annual Confidential Reports.— Since Government:
ave accepted the principle that confirmation, crossing of efficiency bar, promo-

tion, etc., should be based on the assessment of the confidential dossiers, this

gu?tte_r lfh of the greatest importance for the efficiency and morale of the services.
;s 1n 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 i
of the officers that the reports are written with the areatzst ptgs?sfgg lcC:rzr;g ?;Sa(i
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 of these entries as their own competency willabejudged
partly from the confidential remarks they record about officers working under them.
[ Para. 174 (7) of P. & T. Manual, Vol. I11.

3. Responsibility for the maintenance of confidential reports.— The
Head of every Department/ Office should regard it as his personal and special
responsibility to ensure that Annual Confidential Reports are properly maintained
in respect of all persons working under his direct or ultimate control.

{CS.,O.M. No. 51/5/72-Ests. (A), dated the 20th May, 1972, Para. 3.1. ]

4. Objectivity in confidential reports and assessment at more than
one level— In order to minimize the operation of the subjective human element
and of conscious or unconscious bias, the confidential report of every 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.

While it might be difficult for the higher officer to get to know a large 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
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 of the reporting officer under

|
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the various detailed headings in the form of the report as well as on the general
assessment, and express clearly his agreement or disagreement with those
remarks. This is particularly necessary in regard to advance remarks (if any)

where the opinion of the higher officer shall be construed as the correct
assessment.

The reviewing officer is free to make his remarks on points not even
mentioned by the reporting officer. Such additional remarks would, in fact, are
necessary where the report is too brief, vague or cryptic.

[CS., 0.M. No. 51/5/72-Ests. (A), dated the 20th May, 1972, Para. 7.]

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

[C.S..0.M. No. 51/5/72-Ests. (A), dated the 20th May, 1972.]

6. Uniform year (Financial) for writing CRs.— At present, the reporting
period for the members of the Central Secretariat Service, Central Secretariat
Clerical Service and Central Secretariat Stenographers Service is on Calendar
Year basis. It has now been decided that the reporting period of the Confidential
Reports in respect of these officers may be changed from the Calendar Year to
the Financial Year in order to fall in line with the majority of the Services and to
coincide with the period of Annual Action Plan of the Ministries / Departments
of the Government of India.

[ G1., Dept. of Per. & Trg.. O.M. No. 1/3/83-CS. 1, dated the 19th July, 1988. ]

7. Frequency of reporting and eligibility to write a report.— While
normally there should be only one report covering the year of report, there can
be situations in which it becomes necessary to write more than one report during
a year. There is no objection to two or more independent reports being written
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
written unless a reporting officer has ail_eg&/ﬁf_p_’_’_p__3 Ereemom hs”experience on which
To base his report. Where an Officer has taken earned leave for a period of more
than 15 days, the total period spent on leave can be deducted from the total
period spent on any post, for purposes of computing the period of 3 months
which is relevant for writing of entries in the ACR. Leave taken for short-term
duration need not be treated as relevant for the purpose. In such cases, each
report should indicate precisely the period to which it relates and the reports for
the earlier part or parts of the year should be written at the time of the transfer or
immediately thereafter and not deferred till the end of the year. The responsibility

for obtaining confidential reports in such cases should be that of the Head of the
Department or the Office.

[ C.S., O.M. No. 51/5/72-Ests. (A), dated the 20th May, 1972 and G, Dept. of Per & Tre
OM. No. 21011/1/2006-Estt. (A), dated the 16th January, 2006. ]

In respect of each of these officers, a report should (in the first week of
April of each year) be written in the appropriate form by the prescribed reporting
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Government of India
Directorate General of income Tax {Wﬁ 3}
Central Board of Direct Taxes ;
ICADR Buliding, Plot No.6, Vasant Kunj, (nstitutional Area, Phase-li
New Dethi-110070 '

TR ExRenv o Yok 4
Yapx AR REIASE R A IR IR L0 R 94X 4N X AN 26 L ANy NS 485574 &

F.No. gmgmz};ww;wmgmm mg { ) 7 Dated 17" March. 2016

To,

All Principal Chief Commissioners of incame tax {CCA)
{ Pr.DGITe of Attached Directorates !

Sir/Madam ;
Sub. Clarification regarding issue related with the f@qweffnem of review in the
cases of officers working in Hgrs/Admin {where the reporting officer Is in
the two or more levels higher rank than the officer reported upon) - reg,

2. References have been recelved in this Directorate reggrééﬁg the issue whether
the APARs in the case of officers working é%n Hars./Admn  of
CIT/Pe CIT/CUT/Pr.COIT are required to he reviewed by a:{ffizi&r who isone rank
highor Le. CCIT/Pr.CCIT/Mermber, CBDT wherever the cs{s@ may be. it is noted
that in few such cases, the APARS have been received in this Directorate with
the remarks that comments of Pr.OT/CUT/Pe.CCT shoul cﬁ be taken as finaland
the comments of Reporting Officer should be zaksn aa comments of the

Reviewing officer also

3. The matter has been examined and it Is now decided that: APARS in the case of
officers working in Hgrs./Admin of CIT/Pr.CIT/CCIT/Pr. CC will be treated as
the

complete after reporting by concerned (1 3;/92',{:&?/’@1‘; T/Pe.CCIT and the
comments of the reporting officer in such cases will be rréatgd as {inal.
4. This issues with the approval of Chairman, CADT.
Yours faithfully,
, :n;}ééx K1 \.“3,(.;\“ AR A
JOIT (PMD & HRMS!
Copy lo-

The web Manager, for www. Irsofficersonline.gov.in to upload it on the website.



