
Directorate General of Income Tax [HRD]

Central Board of Direct Taxes

2"^ Floor, ICADR Building, Plot No. 6,
Vasant Kunj Institutional Area, Phase-ll, New Delhi -110070

F.NO. HRD/PMD/444/4/2014-15/2016-17 Dated: 26^^ August, 2016

OFFICE MEMORANDUM

Sub: Preparation and submission of APARs of IRS Officers - reg.

The undersigned is directed to invite attention to DoP&T's O.M. No. 21011/02/2009-
Estt.(A) & 21011/l/2005-Estt.{A) dated 16-02-2009 and 23-07-2009 respectively (copy
enclosed) and to say that following time schedule has been prescribed by DoPT for
preparation/completion of APAR.

S.No. Activity
Date by which to

be completed

1. Submission of self-appraisal to reporting officer by
officer to be reported upon

IS^'^ April

2. Submission of report by reporting officer to reviewing
officer

30^^ June

3. Report to be completed by reviewing officer and sent
to administration

3r*July

2. DoPT's O.M. dated 16.02.2009 also specifies that in case the ACR is not initiated by the
Reporting Officer for any reason beyond 30^^ June of the year in which financial year ended,
he shall forfeit his right to enter any remarks in the ACR. Similarly, the Reviewing Officer shall
also forfeit his right to enter any remarks in the ACR beyond August of the year in which
financial year ended. It also specifies that the Secretary in the department/Head of the
organization may direct to call for the explanation of the concerned officers for not having
performed the public duty of writing the ACRs within the due date.

3. In spite of specific instructions of the Department, officers are not submitting the self-
appraisal within the stipulated time frame prescribed. The Reporting and Reviewing Officers
are also not initiating the APARs of such officers who are not submitting their self-appraisal in
time. The undersigned is directed to say that the time schedule for preparation and
submission of APAR of IRS officer should be strictly adhered to. The following directions must
also be followed while forwarding the APARs/recommending No Report/No Review
Certificates: -

i. In the APARs of officers relevant dates like date of submission of APAR, date of
reporting and date of reviewing should be mentioned.
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