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CIRCULAR
As per extant provisions in matter of writing of ACRs/APARs of employees, a strict timeline is needed

to be adhered to by all authorities concerned. Timeline for recording and completion of APAR for year 2025-26
for Faculty and Group 'A', 'B' and 'C' officers/officials of AIIMS Rishikesh is as follows and is needed to be stricly
complied with"

All Faculty and Group'A','B'and'C'officers/officials are requested to fill APARforyear 2025-26 in new
APAR formats only, which is available on lnstitute's website & also enclosed with this circular.

Time Schedule for preparation/completion of Annual Performance Assessment Report
(Reportinq vear - Financial Year)

S. No. Activity Date by which to be
completed

1 Downloading of Blank APAR Forms from lnstitute's website and
verification of Sections A to C from concerned
Admi nistration/Establish ment Section.

01 "t April 2026

2. Submission of self-appraisal to Reporting Officer by Officer
Reported Upon (where applicable) 1Sth May 2026

J. Submission of APARs by Reporting Officer to Reviewing Officer
30th June 2026

4 APARs to be completed by Reviewing Officer and to be sent to
Accepting Authority, wherever provided . 31"1July'2026

5 Appraisal by Accepting Authority, wherever provided

31"t August 2026

o (a) Disclosure to the Officer Reported Upon

(b) Submission of representation, if any, on APAR, by Officer
Reoorted Upon

1sth September 2026

15 days from date of
disclosure of APAR

7. Forwarding of representations to the Competent Authority

31"1October 2026

8. Disposal of representation by the Competent Authority Within one month from
date of receipt of

representation
o Communication of the decision of the Competent Authority on

representation by the APAR Cell. 1Sth November 2026

10 End of entire APAR process, after which the APAR will be finally
taken on record 30th November 2026

F.No. 2o3lAdmi n / APAR/ 2o2s-26 / 1111e
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Table:

S.No Category Reporting Officer Reviewing Officer Accepting Officer

1. Executive Director Secretary (HFW) President, AIIMS President, AIIMS

2. Medical Superintendent

Executive Director,
AIIMS

Executive Director,
AIIMS

President, AIIMS

Deputy Director (Admin.)

Joint Secretary
PMSSY

Additional Secretary
PMSSY

4. Superintending Engineer

Proposed Reporting Channel for Reporting/Reviewing and Accepting Officer will be as under:

Reporting Channel for faculty vide Ministry of Health & Family Welfare (PMSSY Division) dated 09 Jan 2017

for Reporting/Reviewing and Accepting Officer will be as under: -

Reporting Channel for Nursing Staff, Reporting/Reviewing and Accepting Officer will be as under: -

Table: 2

S. No Accepting Officer

1.

Professor, Assistant Professor,
Associate Professor, Additional
Professor

Head of
Department

Dean (Academic) Executive Director

2. Head of Department Dean (Academic)

Executive Director
President,

AIIMS

3.
Dean (Academic) Executive Director

4.
Tutors/Clinical lnstructors
(Nursing) (Group A) Principal Dean (Academic)

Table: 3

S. No Accepting Officer

1.
CNO

Medical Superintendent Executive Director
Executive Director

2.
ANS/DNS

Officer ln-Charge / CNO
Medical

Superintendent
3. Senior Nursino Officer

Officer ln-Charge / ANS CNO
Medical

Superintendent4. Nursing Officer
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5.
Hospital Attendant

ANS
HOD Concerned

/Officer ln-Charqe
CNO

b.
Technical
Officers/Technicians and
all other paramedical staff

Officer ln-Charge
Medical

Superintendent
Medical

Superintendent

Table: 4

S.No Category Reporting Officer

1.
Group 'A' Non-Faculty
(other than Table-'1,2&3)

HoD Concerned
:k

/DDA
Executive Director Executive Director

2.
Group 'B' Other than
Nursing Officers &
Tech nician/paramedical
staff

Officer ln-Charge/
HoD Concerned

Dy. Director (Admin)/
HoD Concerned Dy. Director (Admin)

J, Group 'C' (other than
Hospital Attendant)

Officer ln-Charge/
HoD Concerned

Dy. Director (Admin)/
HoD Concerned

*

Reporting Channel for Other Officers/staff for Reporting/Reviewing and Accepting Officer will be as under

The DDA will be the Reportinq Channel. in case the HoD is not available / either post is vacant.

Therefore, Reporting / Reviewing Officers are requested to ensure prompt disposal

{PARs/ACRs in prescribed timeline, as per approved channel of submission of APARs
RISHI/203/A.O./2025/APAR/614 dated 18.02.2025 (copy enclosed)

This issues with approval of the Executive Director, AIIMS Rishikesh.

Enclosed: As above

and submission of
issued vide AIIMS-

/'

g'%k,f,q,,p*
(Subhash Chauh/n)

Officiati ng Adm i nistrative/Officer
AIIMS Rishikesh

Copy to: (For lnformation)
1 PPS to Executive Director
2 PS to DDAJMS/Dean(A)

3 All Departments/All Concerned Faculty/Officers and employees/
4 lT - for uploading to the lnstitute's website/ Guard file
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All MS-l{lsl I l/203/4.().2025 t Ll') tR/. ( I 4 I)ate:- 18.02.2025

Sub:- Proceclure to tre followcd for sutrmitting Annual Perlirrmancc Asscssment llerlorts

(Al'}ARs) of Grourr B & (' cmplovces-reg.

Plcasc re['er to this officc's circular No. 203/Admin/APAR/2023-211417 dated 12.06.2024 (cop)

enclosed). r'ide which all Head ot' Departments were requested to send thc Annual Performance

Assessment Reports (APARs) o1' their subordinate cmployees.

2. Ilowcr.'cr. it has bcen obscrvecl that the Rcporting Autl-rorities are scrtcling tlrc,\l)ARs to tltc
;\dntinistrative Olllcer irrstead ol'sending thcnr dircclly to tlrc Rel'icliirrg Authoritv. Sirtilarly. thc

Rcview,ing Agthoritics arc scncling the AI)AI{s to the z\cltlinistli.ttivc Olllce r instead ol'lirrwarding thclrl

to thc Acccpting ALrthority. Sinee Al)Al{s arc licqucntll hcing routtccl tlrroLrg}r tlrc Administralivc

Olilcer, i1 has bccornc clillicr"rlt to complctc thc process within the stipulatccl tilllc.

3. llcncc. alI Rclicvrirrg & Reporting Autlioritics are FeqLrcstcd to lirllori thc prescribrccichatrrtcl liit'

lbrwarcling tlic APARs o1'their subordinate cmplorecs. lhc (iuidclincs to bc lirllovicd in thc cntit'c

process arr'cncloscd in Annexurc lbr rt-lcrcnce.

'+. z\r last" the APAILs should he scnt b1,thc Accepting Authoritl'to thc AcL-rtinistratirc Olliccr lirr

Rccord-Keeping and consolidation.

l'his issues u,ith thc approval ol'('ompctcnt Authority'. AIIMS [{ishikcsh.

I
'*rrlrlq/(Gaurav Badola)

Administrativc Officcr
Copy to: -

l. PPS to Executive Dircctor for ir"rlbrmation

2. PS to DDA/ MS/ F&CA()/ Dean (A)/ SII

3. All tlODs/ln-('harge/ Principal (Nursing ('ollcge)
r+. lr,A/ PI{O/ SAO/ Dy. CISO/ A('l:/ SI'}CSO/ ('No
5. l.aw Ofllccr/ Account Ol'tlcer (s)/ Storc Olllccr

6. I'l'('ell- lirr uploading olt instittrtc's wcbsitc

7. Atl emplo.v-ecs/ stafts through r.lcbsite/ Notice Boards

8. (iuard I':ilc.

I
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Annexure

All concerned Officials/ employees are requested to adhere to following (iuidelines for filling/
forwarding Annual Performance Assessment Reports (APARs):-

1. The employee should download the APARs form from the following website link.

h f-(p q i/1q i im q r i s h *-p-q h. s ilL i n/"a l - l/"3J' a ee" id" :2 2.82

2. The employees shall fill section A to C of the APAR form and then get section A to C of

the APAR form verified from concerned Administrative/ Establishment Section. The

concerned official looking after matters of APAR will give his remarks in section D of APAR

form.

3. After the above process, the employee should fill Section E (self-appraisal) and submit

duly filled and completed APAR to their Reporting Authority within stipulated time

4. The concerned Reporting Authority shall ensure that all his subordinate staffs have

submitted duly filled APARs to them within stipulated time

5. Then, the concerned Reporting Authority shall fillsection F to J of the APAR of all his/her

subordinate staffs and submit it to the Reviewing Authority for his/her remarks within

stipulated time. The concerned Reporting Authority shall send the confirmation/ Covering

Letter of submission of APARs of his/ her subordinate staffs to Reviewing Authority at

a"paf@aiimprls-hi.KgSh.edU",in" for maintaining centralized record of APAR movement in

Administration.

After the Remarks in section F to J and section K of the APAR forms are given by the

Reviewing Authority, all collected APARs should be presented to the Accepting Authority.

The concerned Reviewing Authority shall send the confirmation/ Covering Letter of

submission of APARs to Accepting Authority at epe(@-ai"mpfjSJ_ik_q9_h,eCUin for

maintaining centralized record of APAR movement in Administration.

The Accepting Authority, after his/ her comments and grading in section L of the APARs,

should send APARs to the concerned Administrative/ Establishment Section for record

keeping and compiling.

No incomplete APARs will be accepted by Administration in any case.

6.

B.
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